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Introducing e-Filing

e-Filing Basics

Franklin County’s e-Filing system is designed to make the work associated with initiating and processing
a case more efficient for both filers and court personnel. Not only does the web-based filer interface
part of the software allow attorneys to create documents and submit them to the court electronically,
the filer interface also provides the means for users to view case histories, check the status of
submissions, send follow up documents, and access service lists.

For the court personnel, the software routes the filings to the appropriate personnel for review,
response, generation of additional documents, or further action. For most integrations, when
documents are filed in hard copy, once the court personnel scan the documents, the filer interface
distributes a courtesy notice to electronic participants on the case so those participants may access the
documents electronically.

This user’s guide is intended to instruct filers on the features of the eFlex system. Check the Arkansas
Judiciary eFiling login page for additional information on eFiling instruction opportunities.

In order to progress through eFiling a case with the greatest ease, following the steps outlined in this
manual is highly recommended, including document preparation as discussed below. Also, for best
results, users are strongly encouraged to use only the navigation buttons that are displayed on the
eFiling interface. These will appear at the bottom of each page and will give the user options such as
Back or Next. Additionally, the filer may use the menu bar located at the top of each screen just below
the Arkansas Judiciary banner. Another navigation option is the breadcrumb trail displayed at the top of
every page. This appears just under the menu bar, and the active links show the pages the user has
visited to get to the current page. Clicking on any of these links will take the user back to the page listed.
It is important to avoid using the internet browser back arrow during the preparation and submission
of a filing.

Document Preparation Prior to Login

For most types of cases, the filer will need to attach documents with the initial filing. For the most part,
those documents and any additional documents that are submitted at a later time need to be submitted
as Adobe Acrobat PDF files (Portable Document Format), Microsoft® Word 2003 or higher, or Corel
WordPerfect® 10 or higher files. Most documents that are submitted as part of a filing will not need to
be changed, other than receiving a time stamp, during the filing or clerk approval processes. There are
some documents, such as proposed orders, that are exceptions to this rule and must be submitted only
as Microsoft® Word 2003 or higher or Corel WordPerfect® 10 or higher files so that the changes that
must be made as the proposed order becomes an order can be made on the document. It is best to have
these documents prepared before logging into Arkansas Judiciary filer interface.

6
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The requirement for submitting documents as .pdf, .doc, .docx, or .wpd files also applies to paper
exhibits such as copies of contracts or copies of cancelled checks. The easiest way to prepare such
exhibits is to scan and save them as PDFs. (Ask if they can include TIFF) However, the filer could also
scan the paper exhibits, save them as an image such as a .jpeg, and import them into a word processing
document of the types listed above. Because color scans add to the file size, it is highly recommended
that black and white settings be used with a lower resolution setting of 300 dpi (dots per inch) when
scanning paper exhibits (unless the loss of the color degrades the value of the evidence).

Note: Although the Arkansas Judiciary will accept a wide variety of formats on documents submitted by
eFilers, the final, permanent storage of all documents submitted will be in a PDF format. The Arkansas
Judiciary system will be responsible for electronically converting all non-pdf documents to a pdf file
format. Many factors, such as fonts used in the creation of a word-processed document, can affect the
appearance of the final pdf document. If a filer wants to be sure his or her documents are permanently
stored appearing exactly as they do on his or her own computer, it is best for the filer to create the pdf
version of the documents and submit those with the filing. If a filer does not have the ability to convert
documents to pdf him or herself, choosing commonly used fonts such as Times, Helvetica, Arial, or
Calibri will greatly increase the chances the converted document will appear like the original.

The eFlex system interacts with conversion software to convert word processing documents to pdf
documents. Tybera Development or the Eflex system doesn’t own or control the conversion software.
The conversion software is licensed to Arkansas Judiciary. If there are issues involving the conversion
software, the Arkansas Judiciary system must contact the conversion software vendor directly for
technical support.

If you need instruction on creating a PDF file, please refer to Appendix A at the end of this user guide.

Note: Individual document size is limited to 10 MB. Multiple documents can be included in a single
submission. The size limitation for an entire submission is 30 MB.

Getting Started

Login
To begin e-Filing you must first go to the “Login” page located at: https://e-Filing.franklincountyohio.gov
and request an account if you do not already have one.

The “Login” page is the place where, periodically, the system administrator may communicate with filers
by posting a message providing links to rules or forms or by posting a message notifying users of
upcoming system maintenance that will make the system unavailable for a set time period.

Copyright — Tybera Development Group, Inc. — Arkansas — May 2011
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Figure 1: Login Screen

Log In

Enter your User Name and Password,
Usar Marme: :
Password:

Log In | Forgot Your Pasgword?
[For Noww HMarme?

Welcome to the Arkansas Judiciary's e-filing website.

This new service will allow you to initiate a case or file to an existing case electronically New Users
But you must first request an account which is then approved by the Clerk., Rrequest Account

Please review the Terms of Use policy.
Thark you for your participation in the use of our new e-filing system,
Password Assistance Information
In the event you forget your password use the “forgot your password” to have your
password reset and sert to the primary email address on vour user profile.
User accounts are locked after 5 failed attermpts. In order to regain access to your efiling
account you will need to either wait 24 hours and login successfully or contact the System
Administrator during regular business hours,

st of by efil
Pulaski Circuit and County Court

List of upcoming courts to efile
nane currenthy

1. To begin the registration process, click on the Request Account button on the login page.

8
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Figure 2: Read and Accept User Agreement

State of Arkansas
Electronic Filing User Agreement

In order to register for an account with eFlex, you must accept the terms of the user agreement as explained below. Failure 1o accept these terms will take you back
to the login screen.

Consistent with the provisions of Administrative Order 21 you agree to the following.

* Prior 0 receiving an eFlex usarnama and password you must recelve training. That training will be eligible for one hour of CLE credit.
* Submit court filings electronically on court cases for which you are an active party or attorney of record.

* Submit court filings as instructad during training and as documented in the Training material.

& Replacament of a signature on filed documeants by a login process with a usernama and password foliowed by an approval process.

* accept electronic notices through eFlex and email as a valid and effective service for all electronically filed documents replacing the need for paper notification
except for & complaint, petition, or other document that must be served with a summans, in addition to 4 summans or subpoena,

* The email address supplied by the registered user via the username/password accessed eFlex account supersedes the court's case management system for
the purpose of electronic notification resulting in valid and effective service of filed documents.

& It will be the filer's responsibility to properly maintain his or her user profile. This includes email and physical address, phone number, wsername, and
password,

® Usars should regularly monitor the eflex notifications, filing statuses, and associated email accounts.

* [t will be the filer's responsibility to notify the Administrative Office of the Courts at 501-410-1900 in the event fraudulant activity is suspected,
® Documents miust be submitted in accordance to Administratie Order 19 regarding confidential infor mation,

& Acknowledge recaipt of efiling rules as writtan in Administrative Order 21,

® Whan resubmitting a document and requesting the original filemark the filer must includa the original filemark baing requested due to the resubmission,
orignal filing id, and ariginal tracking id.

* This agreement shall remain in place as long a3 you are an active registered user.

1 accept the terme of the user agreaant
@1 do not accept the terms of the user agreement
_Cancel | _submk: |

2. The “User Agreement” page will open. After reading the user agreement, accept the terms by
selecting the proper radio button, and click Submit. The “User Roles” page will appear.

Figure 3: Association with a Role
User Agreement =5 Selact User Role

USER ROLES

Select your user role:

O Attorney

_Cancel | Next |

Copyright — Tybera Development Group, Inc. — Arkansas — May 2011
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3. Each user must have an assigned role. Select your user role from the list by marking the
appropriate radio button and clicking Next. The “Select a Company” page will appear.

Figure 4: Association with an Organization
User Agreement 22 Select Liser Role =» Select User Comparny

Select a company

Select the company you belong to or type it in below:
(& Existing
Onew

Cancel Nexk

4. Each user must be associated with an organization. On the “Select a Company” page, use the
drop-down menu to select a company that is already a part of the eFlex community. Alternately,
to create a new organization account, select “New” and fill in the textbox with the company
name for which an account is being established. Make sure you use the legal name of the

company.

5. Click Submit. The “Request a User Account” page will display.

10
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Figure 5: User Profile Information
User Agreament 3¢ Select User Role = Select Usar Company =2 Request a User Account

Request a User Account

Compary Name: TvRBERA DEVELOPMENT GROLIP

User Name: =

‘four password must be at least 8 characters long, must contain a symbol other than a character or numbes, and must be different than your user name.
Password: s

Confirm Password:  *

Tithe:

First Name: *

Middle Name:

Last Name: Lo

Sufffix Name:

Bar Number: s

Phone: * Fax:
EMail: "

Confirm EMail: *

1st Alternate EMail:

2nd Alternate EMail:

@ Use My Company's Address
Use My Address
Address Line 1: *

(@]

Aridress Line 2:
Address Line 3:
City: " State: Arkarsas ~

Postal Code:  # Country:  United States v

Cancel | _Submit |

6. Fillin the textboxes with the appropriate information. Fields marked with an asterisk are
required.

7. Be sure that the password you select is one you will remember, contains eight characters,
including a special character (such as an exclamation point, asterisk, or period), and is different
from your user name.

Note: Some information, such as your user name and your supreme court number (or bar number if you
are an out-of-state attorney), cannot be modified after you register.

8. Click Submit.

11
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Figure 6: Notification of User Account Request

User Account Requasted

User Account Requested

Your request to be registered as a usar of tha eFlex System has baen processed. Once your administrator has approved your request you will be able to login under
the belove username with the password you requested.

Ty Powell

User Name: Ty

Bar Number: 123436789
Bar State:

Phone:

Fac:

Eail:
Address: 360 West 920 North, Suite 100
Qrem, UT 84057
us
o |

A page notifying you that a user account has been requested appears and displays basic user

information including the company with which the user is associated. Click OK to be returned to
the “Login” page. Once you have completed the registration process and your account has been
approved, you will receive an email message that your account is approved. You can then log in

to the e-Filing system with your username and the password you established during the
registration process.

Requesting Forgotten User Name or Resetting Forgotten Password

1. If you have forgotten your user name, on the “Login” page, click Forgot Your User Name. A page

will appear asking you to enter the primary email addresses associated with your account.

Figure 7: Requesting a Password Reset

RIANS A JUDICIARY ELECTRONIC FILING
F;E:tgl'::rl;]“::i Name

After subrritting your emnal address, If 2 user account i found with 3 matching primary emall addrecs an emal will ba sant contaning your Lser name, You wil be able to log
in to the efiing site using this wser name and your password, If you have forgotten your password as wel, you can then requast a password reset using the identified user

nama,
Pleasa provide ue with the primary emall address registared for your account,
Enter your email address below:

Cancel | Submit |
2. Fill'in your primary email address, and click Submit.

3. Check your email account for a message sent from the eFlex system. It will contain your user
name.

12
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4. If you have forgotten your password, on the “Login” page, click Forgot Your Password. The
“Request Password Reset” page will appear.

Figure 8: Requesting a Password Reset

\RKANSASJUDICIARY
Reset Password

Request Password Reset

contaning 3 new random password, Yiou will be able tolog in using this new password and then change your password to one of your
Enter your user name below:

After submitting your user name, an emal wil be sen ttuﬁﬁu@maﬂadd’aﬁhtadhmmnt This emall wil contan a secure link to ECF that will display a page
o chioosing,

5. Enter your user name and click Submit.

6. An email containing a link will be sent to the account listed on your user profile. Upon clicking
the link, you will be directed to a page with a temporary password that you may use to login to
the eFlex system.

Figure 9: Temporary Password for One-Time Login

ARKANSASJUDICIARY

Password Reset

Your temporary password i) OKNFPPIE)

ECF Logn Page |

7. After login, proceed to the “Change Password” page. You may also access this page by selecting
My Profiles > Change Password from the menu bar located at the top of most pages.

Figure 10: Changing a Password
LogIn
Change Password

Change Passworid

User Name: jhoward
*Required Fields
Password! ll

“Viour password must be at least 8 characters long, must contain 2 symibol other than 2 character or number, and must be different than your user name,
Mew Password: “;

Confirm Mew Password: * |

Cancel | _Submi:_|

13
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8. Enter the temporary password in the “Password” field.

9. Create a new password following the password requirements and type it into the “New
Password” field. Be sure that the password you select is one you will remember, contains eight
characters, including a special character (such as an exclamation point, asterisk, or period), and
is different from your user name.

10. In the “Confirm New Password” field, re-type the password exactly as you entered it in step 6.
11. Click Submit to save your changes.

12. Be sure you notify your legal assistant, or any others who may enter your filings for you, of the
change in password.

Navigating from the Home Page

The “Home Page” is your starting point as a filer and is the default screen you see when you login. All
the basic filer functions are accessed by clicking the appropriate button listed on the home page. You
can also navigate using the menu bar that appears at the top of most pages on the website. Roll the
mouse over the listings on the menu bar to become familiar with options not available in the list of
buttons at the left of the home page. For instance, on the menu bar the “My Profile” drop down list
allows you to access pages to view and modify profile information, including changing your password.

Figure 11: Home Page

P

LKANSASJUDICIARY

LogIn
Enter your User Name and Password.
User Name: |
Pasgword:
N ) Logln | Forgst You b h
Welcome to the Arkansas Judiciary's e-filing website. |= T
This new service will allow you to inftiate a case or file to an existing case electronically New Users
But you must first request an account which is then approved by the Clark, Request Account

Please review the Terms of Use palicy.

Thark you for your participation in the use of our new e-filing system,

P i Assi Inf .
In the evant you forget your password use the “forgot your password"” to have your
password reset and sent to the primary email address on vour user profile,

User accounts are locked after 5 failed attempts. In order to regain access fo your efiling
account you will need to either wait 24 hours and login successfully or contact the System
Administrator during regular business hours.

List of courts ourrently efiling
Pulaski Circuit and County Court

List of upcoming courts to efile
nane currently

14
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Your username appears on the right side below the banner.

Note: This is a web application. Your web session will terminate automatically if there is no activity on
the webpage for 20 minutes. A session is considered active as long as you are interacting with the web
server. For example, if you do not click a Next or Submit button within 20 minutes, the session will time
out and log you off the system. When the system logs you out, the screen doesn’t change. It appears
that you’'re still logged on; however, as soon as you click a button, you will be asked to login. Typingin a
text field does not count as being “active.”

Logging Out
1. Click the Logout button listed on the right side of the menu bar. A “Logout” page will appear.

Figure 12: Notification of Drafts

JiE
o

JUDICIARY

Home eFile Cases My Praofile Log Out user: Jarmes Howard
Logout
You have incomplete filings, Are you sure you want to logout? _Yes | Ne |
Filing 1D Client # Court Case # Case Title Fling Description v Create Date Court Days Until Deletion
1265 6OCY-11-503  JOHNNY TEST ¥5 SUZY SEALED BAD FAITH 12-30-2011:01:14:49 PM PULASKT COUNTY CIRCLUIT COURT 54

2. Review the list of incomplete filings. Prior to completing user logout, the eFlex system notifies
users of drafts he or she may still have in process. Because eFlex saves information entered for a
filing after the addition of parties or documents, a user is able to begin a filing and leave the
eFlex session before finalizing the filing. The eFlex system also automatically executes a save
action on incomplete filings when a user selects Logout. The information entered will be saved
in draft form and accessible for completion on subsequent logins.

Working with Profiles

My User Profile

When you register for an account, you are required to provide profile information, which can be edited
or updated later as needed. Periodically you might see a pop up asking you to verify the current profile
info. There is an option to change your profile information as seen in the example below. The default for
the pop up reminder is every 90 days unless the system administrator configures it to be more or less
frequent.

To view or edit your user profile:
1. Select My Profile > My Profile from the menu. The “User Profile” page will appear and
display the information entered when the user account was created or modified.

15
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Figure 13: Modify User Profile

User Profile =» Modfy User Profile

Modify User Profile

JOHN HOWARD

Role: Attorney
User Narme: Jheneeard EMail Notification
Title: [ Do NOT email me status updates for received filings
Eirst Nama: * [y [] Do NOT emall me status updates for approved filings
Middla Mama: [] Do NOT email me status updates for partially approved filings
e B T [] Do NOT email me status updates for returred filings
Suffix Mame:
Organization: ACS
Bar Number: 4040
Conteste 10:
Phone: - Fanc:
EMail: - .rajesh.aspari@acs—hc.cam
Confirm EMail: * ragsh.aspari@acs-nc.com

1st alternate EMail:

2nd Alternate EMail:

O Use My Compary's Address

®  Use My Address

Address Line 1 *

Address Line 2:

Address Line 3:

City:

Postal Code: -

Cancel | Submit |

100 Harrodsburg Road
Lexington, UT 40504
us

100 Harrodsburg Road
Lexington State: Utah )
40504 Counfry: | United States ¥

2. To change the information in the user profile, click Modify User Profile to cause the “Modify

User Profile” page to appear. Fields that display a textbox may be modified.

Note: It is of the utmost importance that the primary email associated with this account is kept up to

date as that is the way the eFlex system communicates with you about activity that has taken place on

your cases. If you change your email account and do not record the new email on your user profile, you

will no longer receive Notifications of Electronic Filing (NEFs) for your cases.
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3. Optional: The alternative email addresses are provided so that someone else can receive
email notices when you receive courtesy notices on your cases. This may be used for
partners or assistants.

4. Optional: The eFlex system default is to automatically send users emails notifying them of
status updates for action taken on their filings. If you do not wish to receive email updates
on status changes for received filings, approved filings, partially approved filings, or rejected
filings on all of your cases, select the appropriate radio button to discontinue that service.

5. Click Submit to save the changes you have made and be returned to the “User Profile” page.

Note: If modification needs to be made to fields without a textbox, the user will need to contact the
system administrator. For instance, a system administrator is able to change a user’s assigned role or the
organization with which the user is associated.

Passwords

You may change your password whenever you want. Periodically changing your account password is a
wise security measure. We recommend that your password be something that you can remember but is
difficult for others to figure out. The Arkansas Judiciary eFiling system password requirements state the
password must be eight characters in length, contain a special symbol such as a dollar sign or period,
and be different from your user name. A good password has symbols, upper and lower case characters,
and numbers. Passwords are case sensitive.

To change your password:
1. Select My Profile > Change Password from the menu bar at the top of the page or, from the

“User Profile” page, click Change Password.

Figure 14: Change Password Screen
Home efile Cases My Praofile Log Out user; James Howard

User Profiie 2 Change Password
Change Password

*Required Fields
Password: ”
Your password must be at least 8 characters long, must contain a symbal othar than a character or number, and must be different than your user name,

MNew Passward: -

Confirm MNew Password: *

Cancel Submit

2. Enter the temporary password in the “Password” field.

3. Create a new password following the password requirements and type it into the “New
Password” field.

4. Inthe “Confirm New Password” field, re-type the password exactly as you entered it in step
3.
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5. Click Submit to save your changes.

6. Be sure you notify your legal assistant, or any others who may enter your filings for you, of
the change in password.

Note: When you are changing your password using the “Forgot My Password” feature on the log-in page
make sure you type in the new temporary password in the first password field. Don’t try to remember
your old password because it has been changed.

Login History
The “Login History” screen shows your login failures to help you monitor any unauthorized login
attempts.

If your account has too many login failures, the system will automatically suspend your account. If this
occurs, call support to reset your password. Changing your password on a regular basis is one way to
help avoid unauthorized access to your account.

To view login history:
1. Select My Profile > View Login History from the menu. The “Login History” page appears
displaying a list of the login attempts along with the date, login result, and IP address of the
requesting machine.

Figure 15: Login History
Home eFile Cases My Profile Log Out uger: JOHN HOWARD
Logr Hetary

Login History

JOHMN HOWARD Log In History

Employee Account Status: Active Entrigs per page: |50
Date Logged In Log In Result Requesting IP Address

2011-11-29 15:01:07.00 Succesded 10.85.2.237

2011-11-28 15:36:14.0 Succeeded 10.15.2.227

2011-11-28 14:3%:46.0 Succeeded 10.15.2.43

2011-11-23 13:40:56.0 Succesded 10.15.2.171

2011-11-26 15:11:47.0 Succeaded 10.15.2.201

2011-11-26 17:54:12.0 Succaaded 10.15.2.201

2011-11-23 16:88:57.0 Succesded 10.15.2.220

2011-11-23 15:43:41.0 Succeeded 10.15.2.204

2011-11-23 15:26:19.0 Succeeded 10.45.2.204

2011-11-23 15:11:57.0 Succesded 10.15.2.204

2011-11-23 14:58:30.0 Succesded 10.15.2.204

2011-11-23 14:21:31.0 Succeaded 10.15.2.244

2011-11-23 14:16:03.0 Succeeded 10.15.2.244

2011-11-23 14:06:12.0 Succeeded 10.15.2.236

2011-11-Z3 1323280 Succesded 10.15.2.236

2011=11-23 13:13:34.0 Succasded 10.15.2.165

2011-11-23 12:85:22.0 Succasded 10.15.2.165

2. Use the menu bar at the top of the page to navigate to your next task.
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Working with Cases

There are three options under the menu bar option labeled “Cases”. They are:
e “My Cases”
e “Notifications”
o “Filing Charges”

When you initiate a new case or send in a follow-up filing, even if it is just a notification, the case
number is added to the “My Cases” list if you are a participant, and the e-Filing system recognizes that
condition. From the menu bar, clicking on My Cases will allow you to access a list of cases on which you
are a registered participant.

To View My Cases:
Click My Recent Cases on the home page or select Cases > My Cases from the menu bar.

Figure 16: List of “My Cases”
Home cFile Cases My Profile Log Dut user; Charles Grundy
Home = My Casas

My Cases Murmber of cases displayed per page: |50 v
10
Case Number Participant's Last Name 20
_History | _Certificate of Service | Al
Ex: 070900001
Search My Cases | @ show Active O Show Inactive O Show Bath _Delete |
Case Title ¥ Case Number Case Type Judge Court Certificate  Inactive [
FRULKNER -
1 KEITH ¥5 KENNTCOTT CWC-11-348 CITY ARREST WARRANT TRAFFICICRIMINAL Certificake of Service [ O
DIVISION
£ el HOMN. WENDELL GRIFFEN - STH .
B TRACY ¥S LAURA DAY ACS-TEST-CASEl FOREIGM JUDSMENT-CIVIL DIVISION 6TH CIRCUTT PLLASKT - CIRCLIT Certificate of Service D
I HARRISON . HARRISON BORD-11-000003  CY-CONTRACT PLILASKT - CIRCUIT Certificabe of Service [ O
BIRENTALS R US Y. TIMOTHY TENANT 6080-11-000002 EVICTION PLLASKT - CIRCLAT Certificate of Service D D
I CARTER 5 CARTER £0RD-11-000001 g;f""‘:‘rf TOFERSORAL PLILASKI - CIRCLIT Certificate of Service [ O
Case withheld. Case Security Level T HOM. ELLEN B. BRANTLEY - .
E i BOPR-11-113 ADOETION 16THDIVISION &TH CTRcury  PULASKE - CIRCUIT Certificate of Service [ O
& o HOM. H. VANMN SMITH - 14TH =
1T0M THUME ¥5 B0 BEEP BODR-11-317  DOMESTIC ABUSE L PLILASKT - CIRCLITT Certificate of Servica [ O
s s HOM. ELLEN B. BRANTLEY - i ;
A WS B8 GODR-11-316  DIVORCE T OIS IOH £1H ClRcurr  PULASKE - CIRCLIT Certificate of Service [ O
& =11= HOM. H. VANMN SMITH - 14TH = y
1 J0HN DOE VS JANE DOE BODR-11-315  DIVORCE ik s L PLLASKI - CIRCUTT Certificate of Servica ] O
HAVSE GODR-11-314  ANNULMENT HON. RICHARD M. MOORE, IR PLLASKI - CIRCUIT Certificabe of Service [ 0

From here you can:

e View any case history of non-confidential cases that have been initiated electronically by
entering a case number, court, and participant's last name (if probate court, the last name used
in the case title), then clicking History.

e View a case history by clicking the case number.
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e Filter cases by active, inactive, or both.
e View case documents by clicking the plus “+” sign next to the “Case Title.”
e Search for cases by clicking Search My Cases and entering search criteria.

Attorneys: As a licensed attorney you may see cases listed here that you have not eFiled on. If you are
indexed by the clerk as an attorney representing a party on a case, the e-Filing system will update your
list as soon as anyone on the case submits something through the e-Filing system on that case.

Pro Se Filers: If you are a Registered Filer, cases you are currently participating in may not automatically
show on your list. The reason for this may be that you haven’t associated your e-Filing account to your
cases. You must submit a “Notice of Case Association” document on each case to have the case show
on this list. Note: Pro Se eFiling is not currently supported by the eFiling system. At a future date, this
may change.

1. Limit or expand the number of cases listed by clicking on the “Number of Cases Displayed
Per Page” drop-down menu in the upper right corner of the page.

2. Optional: Search for cases not listed by filling in the case number and the case title in the
search boxes at the top of the page and then clicking either History or Certificate of Service.
This feature is helpful if you have not eFiled on a case but need to view the case history or
review the list of participants that need service in paper.

3. The “Show Active,” “Show Inactive,” and “Show Both” radio buttons at the right side above
the list of cases is another means of filtering what is displayed on the page. The system
default is “Show Active.”

4. Filter the cases listed by selecting the “Inactive” checkbox to the right of a case on which
there is no current activity. The default setting for the “My Cases” page is “Show Active” so
cases flagged as “Inactive” will not be displayed on the “My Cases” list.

Note: If action is taken on a case you have marked as “Inactive,” you will receive notifications of that
action and can then reset the flag to active so the case will display on your “My Cases” list.

5. Toreset a case as “Active,” select the Show Inactive radio button on the right side above
the list. When the inactive cases appear on the page, un-check the “Inactive” checkbox for
the entry that has become active. The entry will be reset to “Active” and will display on your
“My Cases” active list.

6. Optional: Click the Search My Cases button to be directed to a page where you can search
the eFlex system for case on which you have filed. The search does not access the CMS.
Enter part of the title or case number information as requested, and click Search. Cases
fitting the criteria will be displayed on the “Search Cases” page.
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Figure 17: Search Cases
Home eFile Cases Hy Profile Log Qut wser: Charles Grundy

My Cazas = Search Casas

Search Cases
Humber of cases displayed per page: | 50 ¥

Search by:

Enter a part of the case title or complete case numbers as search cricera. If you leave tha right case number field bank but
anter 3 case2 number into the loft field, all case numbers greater than or equal to the case number entered wil be returmed. IF
you leave the left case number field blank but enter a case number nto the right field, all case numbers less than or egqual to
the case number antered will be returmed.

Case Title: Janes
Case Number: (Ex: 070900001) to
search | alMyceses |
® Show Adtive © Show Inactive O Show Both _Delete |
Case Title & Case Number Case Type Judge Court Location  Certificate  Inactive [
[#1STATE FARM MEGLIGECE- HON. JAY MOCDY
MUTUAL AUTOMOS v 80CY-09-1111 :\-:EOTERH'.-:':—-EE -0 OVISION  ClRouT Certificate of Service [ i
PHILLIP CHANDLER ot e &TH CIRCUTT
" Al i HON, 3 000y
1 PALL DODD
it “F“;RJE‘I‘:.’S' SICY-10-2004 -3 CROUIT Certificate of service [ |
PHEAYIH Y 60CV-11-365  BADFAITH cRour Certficate of Service [ O
GARDMNER et r ertific Servic E
ﬁ;;?f'gfo” ¥ EICY-11-365  INSURANCE CIROUTT Cestificate of Service [ B
EWARFIRONVS  gpey.11-367  BADFAITH CIROUTT Certficate of Service [ |

VIARFIELD

7. Optional: Access additional information about the cases listed on the page by clicking on the
“Case Number” link to view the “Case History” or on the “Certificate” link to view the lists of
both electronic participants and the list of participants who will need notifications in paper.

To Delete a Case from My Cases Page
If you have cases listed and you do not want them on your list because you are no longer a participant
on the case, because the case is dismissed, or for some other reason, you can delete cases from your

“My Cases” list.
1. Click My Recent Cases on the home page or select Cases > My Cases from the menu bar.

2. Filter the list of cases displayed by using the drop-down menu at the upper right or by using
the “Show Active” and “Show Inactive” radio buttons above the list of cases.

3. Find the case or cases you would like to delete from this view. Click the checkbox to the far
right of the listing. Be sure you are selecting the checkbox in the “Delete” column.

4. Click the Delete button. You will be prompted with the following: "If you delete cases, you
will no longer receive case notifications and it will no longer be listed in your ‘My Cases’ list."
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Note: The cases you delete are still on the court server, but they are not in your eFlex account. They
can be re-added to your “My Cases” list later if new activity occurs and you are a participant on the case
at that time. This will occur if you eFile something or get a notification on that case. Also, searching for
a case history will add the case back to your “My Cases” list.

Viewing Case History
1. From the “My Cases” page, click either the “Case Number” link or use the textboxes to enter
the case number, court, and case title, and click History. A secondary page will open.

Figure 18: Expanded Case History View

NS hET DI ELECTRONIC FILING

Case Number 60CY-11-417 Jud HOM, \WENDELL GRIFFEM - STH DIVISION 6TH
Case Type DEBT:OPEN ACCOUNT CIRCUIT - Division COBDOS

Opened  06-02-2011 Amt. of Claim $1400.00

Status  Active Jury/Non Jury MNon dury
=1 Show,Hide Participants

Plaintiff[s] Counsel of Record
ACME ENTERPRISES JAMES 1 HOWARD
120 STATE STREET

WMARKHAM ST
LITTLE ROCEK, AK 40514

Defendant[s] Counsel of Record
JiMY PIPER CHARLES J GRUNDY
1001 INDUSTRIAL BLYVD
SUITE 10
BLOCK C
CONWWAY, AR 72033

Case History
CRDER MEDIATION
Filed by: HON. \WENDELL GRIFFEN - STH DIVISION 6TH CIRCUIT
ORDER MEDIATION

AFFIDAVIT FILED
Filed by Court
AFFIDAVIT FILED
ENTRY OF APPEARANCE
Filed by: CHARLES 1 GRIUNDY
ENTRY OF APPEARANCE Filed by Grundy

File Date
CLERK NOTE
Filed by: Court
CLERK NOTE Filed by Raj

CERTIFICATE
Filed by: JAMES J HOWARD
CERTIFICATE Filed on behalf of Acme Ent.

PAYMENT RECEIVED - A Payment of £165,00 was made on receipt 0C133395,
Filed byy: Court
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2. Click the +/- near the upper left corner of the page to show or hide participants such as
plaintiffs, defendants, or attorneys listed on the case.

3. Click the +/-to the left of the “Case History” column entry to view additional information.

4. Click a link under the “Case History” column to download that particular document. Your
ability to access the documents will depend on the case type, case security level, docket
security level, and document security level.

Viewing Certificate of Service
1. From the “My Cases” page, click either the “Certificate” link or use the textboxes to enter

the case number, court, and case title, and click Certificate of Service.

Figure 19: Service List

Certificate of Service

Certificate of Service RE: ACS-TEST-CASE]

Case Number: ACS-TEST-CASE]
Judge: Judge HON. WENDELL GRIFFEN - 3TH DIVISION 6TH CIRCUIT - Division COSD0S
Court: PULASKI
CIRCUIT
Case Title: TRACY VS LAURA DAY

This certificate was automatically generated by the courts auto-notification svstem
Date Generated: 0%5-16-2011:15:26:21

I Ilerell)' certlT_T that on 05-16-2011__ I ele:tmnicall_r filed the roregoing with the Clerk of the Court Il!' using the ECF svitem which will send a
notice of electromic filing to the following:
CHARLES GEUNDY for TRACY N WISE et al

The following people need to be notified:

LAURA DAY DELCOTTO

2. Asecondary page will open. The “Service List” view will list the electronic participants first.
Those participants who need to be notified in paper will be under the heading “The
following people need to be notified.”

Notifications

As part of your original account registration, you provided an email address and were given the
opportunity to include additional email addresses. The eFlex system automatically generates emails to
communicate with participants when filings are submitted on their cases. All email addresses entered in
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your profile will receive email messages of both types of notifications generated by the system. The
email does not include the documents or all the details of the submissions. The official notice is
accessed through the filer interface. The email tells you there is a notice waiting for you to access.

The two types of notifications that can show in your notification list are:
e  “Notice of Electronic Filing” (NEF)
e  “Courtesy Notifications”

A “Notice of Electronic Filing” (NEF) is a notice of documents that are filed on a case electronically. For
participants on the case that do not have an efiling account, the Arkansas Judiciary requires that you
continue the practice of service to those participants in paper and includes your certificate of service as
part of your documents in this case.

Note: NEF’s are in reference to original documents submitted by eFiler’s and the email links will
reference the filings as they were submitted. If the filing is rejected, the filer will receive an NEF update.
However, if, during the court review process, changes are made to the filing such as a judge replacing a
document, a clerk correcting a code associated with the filing, or a clerk setting a security level on the
filing, no NEF is sent to the filer. It is the filer’s responsibility to view not only the Notifications but also
the Case History. The Case History will contain the documents in their final state and as they will be
recorded to be permanently stored in the CMS.

When you receive a “Courtesy Notification,” it means a paper document was submitted to the court,
and the clerk scanned the documents into electronic format to be recorded. Links to these scanned
documents are included in the courtesy notification. You should have received a paper copy of these
documents from the filer if they submitted their documents in paper; however, many Pro Se filers do
not understand the rules of service and fail to distribute the service properly. The courtesy notifications
help the filers know when this occurs, or the courtesy notification may simply be faster than the time it
takes to receive the service in the mail.

Once you have efiled on a case and been added as a party to that case by the clerk of court, the case
number is stored in a database, and your username is associated with that case. When someone else
sends a follow-up submission on any case on which you have been indexed as a participant, you will
receive an email and the notification list will be updated with the submission information.

Notifications generally go out when the court records a submission. Notifications are also sent when the
submission is accepted or “Returned Not Filed” by the clerk.

Accessing Your Notifications
1. To access your notifications from within the email, you can click on the link embedded in the
email. This will launch a web browser and take you to the eFiling “Login” page. Once you
log in, you will be transferred to the “Notification Listing.” (If you already have the e-Filing
application open, it is not recommended to open a new session by logging into a different
browser window.)
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Note: If for some reason you do not get your email messages, you can still log in and view your

notifications. The e-Filing system holds all notifications, access to the details of the notifications, and
the ability to download the documents for a period of time determined by the Arkansas Judiciary,

usually 90 days.

2. To access your notifications from the “Home” page, you can click on the Notifications

button. Next to the Notifications button on the “Home” page may be a number in

parentheses such as (10). This number represents the number of notifications you have not

accessed yet and does not include the notifications that you have already accessed.

3. You can also access your notifications from the menu bar Cases > Notifications.

Note: These notifications are not permanent. They are deleted after a period of time determined by the

court. Currently, that time limit is 90 days, but it can change. For more information about your

responsibilities for notification in paper, please refer to the Court Rules.

Figure 20: List of Notifications

Hanse

efile Cases My Profile Log Out

Home =5 Motfctions

Nuotifications

rotifications for Charkes Grundy
Dislete

=

An unopened envelope icon will appear to the left of each email notification you have not

Mark s Band Mark As Urread
Document (5] Mled by...

FOTION ATTORNEY FEES was liled bry or in behall of Charles Grundy

DRcuTants:
MOTION ATTORKEY FEES

MOTION WITHDRAW AS COUNSEL vaas flsd by of in behall of Charles Grundy

Documents:
MOTION WITHDRAW AS COUNSEL
ICRIMENAL SUMMONS ISSUED was iled by or in behall of Amanda ATTORSNEY Armistrong

Documents:
CRIMING SUMMONS ISSUED

IO JUDGMENT /DECREE DRDER was filed by or in behalf of Charles Grundy

Doouments:
MOD LUDGMENTOECREE JORDER:

JUDGMENT /DECRLE /ORDER was fled by or n behslf of vann Smith

Documerts:
JUCSMENT/DECREE[ORDER
ORDER APPEAR AND SI0W CAUSE was filed by or i behall of Chares Grundy

Documeants:
ORDER APPLAR AND THONY CALISE

yet viewed.

Lrse: Charles Grundy

Case Tithe

HAVSBE

TESTING QLELES 2

MERTIAN ¥ BUNNY

TOM THUME V5 BO BEEP

T THUME V5 BO BEER

oM Trau 5 B0 BEER

Casa humber

GO0N-1 1316

EOCY-11-451

EOCY-11-431

E00R-11-217

EODR-11-317

BODR-11-31F

PULASK] = CIRCLIT

PULASKT - CIRCLUTT

PULASET - CIRCUET

PULASK] - CIROUET

PULASK] - CIRCUET

PULASE] - CIRCULT

Click the email link of the submission you wish to view. A secondary page opens where you

can view the service list for the case. The list indicates both participants who have been

served electronically by the court and a list of those participants who will need to be served

by traditional, paper means.

A sub-listing of each email will display the documents that were filed with the case. Click on

the document link to download a PDF of the document onto your local computer.

The envelope icon will change to an open envelope after you have viewed the email.
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8. After you have viewed the email notification and downloaded the related documents, you
can delete the notification by selecting the checkbox to the left of the notification and
clicking the Delete button.

Viewing Filing Charges

Some documents that you file require court fees. Before you submit anything to the court, the final step
is to review the data and documents in your submissions. The eFlex system automatically queries the
Arkansas Judiciary system to calculate fees and displays those fees on the “Review and Approve” page
for the filer. If one of the documents you included requires a court fee, there are several payment
options including using funds deposited in an escrow account established for your company, payment
with a credit card, or payment by electronic check. Currently, credit cards accepted for payment of fees
include Discover, MasterCard and VISA. There are also waiver options provided including indigent status
or monthly billing from the court. When payments are made, eFlex records the payments and keeps
track of payment information for the last twelve months. If you go to the court and make a payment
directly to the clerk, those payments will not appear in eFlex.

To view filing charges:
1. Select Cases > Filing Charges from the menu.

Figure 21: List of Filing Charges
Home efiln

Cases My Profile Log Dt use JOHN HOWARD

Filrg Chiarges

Filing Charges

Escrow Number Balance _Show Desres
ACS

Report Mondh | November ¥

MNovermber 2011 Charges for J0HN HOWARD

26

Case Tithe Client # Court Case & Court Desoription aDate  Accoumt Authorization Code Receipt  Fee  Technology Fes Total Charge

Hew Cace DIVORCE 18- -200 1:0H:21 Monthiy Bling §525.00 $0.00 o]
Mew Cater PULASET - CIRCUTT  COMPLAINT/PETITION FILED T0- INITIATE CASE - FEE ASSESSED 10-07-2008:01:28 ALTIOTIIHITME 210,00 £20.00 pcilie]
New Case PLLASK] - CIRCUIT  COMPLAINT/PETITION FILED TOx INITIATE CASE = FEE ASSESSED 1007200 8:03:32 2011150702295 O #190.00 $20.00 $210000
New Case PLLASET - CIRCUIT  COMPLAINT/PETITION FILED T INITIATE CASE - FEE ASSESSED 11-07-2018-03:58 2011110702564031 8 §190.00 $20.00 $21000
FROVER ¥5 PROVER SOCY-11-111  PLLASKT - CIRCUIT  COMPLAINTIPETITION FILED To INITIATE CASE - FEE ASSESSED 10-07-2011:07:38 SN1I0TOEIEHN  GOCEL §150,00 §20.00 210000
MNew Caes PULASK] - CIRCUTT  COMPLAINT/PETITION FILED Tox INITIATE CASE - FEE ASSESSED 11-07-2010:08:16 0019 1119070715423 §190.00 $20.00 $210000
Hew Caser PARASET - CIRCUIT  COMPLAINT/PETITICN FILED T INITIATE CASE - FEE ASSESSED 10-07-208 80013 1150708 IR $i%0.00 $20.00 20
IVERSOM V5 TRELAND GOCV-10-106  PULASET CIRCUIT  COMPLAINT/FETITION FILED TOr INTTIATE CASE » FEE ASSESSED 13-07-2011:-09:37 IOINI0POSISEISIE  GOCIE $190.00 $20.00 200
Mew Case PULASEL - CIRCUTT  COMPLAINT/PETITICN FILED T INITIATE CASE - PEE ASSESSED 10-08-2000:07:53 201110000451 4655 $120.00 $20.00 $210000
PAYME v5 PAUPER EOCY-11-107 PLLASKT - CIRQUIT  COMPLAINT/PETITION FILED TOr INITIATE CASE - FEE ASSESSED 11-06-2011-07:59 0111 10606534 3655 GO0 19000 $20.00 F210000
N DOE V5 NELCK BOCV-11-115 PLLASKL - CIRCUIT - FRAUD 13-11-2010:06:22 ACS BOCEM #240.00 $0.00 $240um
FIDOE VS F BUCK ZA011-23 FAULKNER - CIACUET BADFAITH 1014200021046 ACS 7 $140.00 $0.00 $140000
L DO WL UK ZAN11-24 FAULKNER - CIRCLET FRALD 0142008711238 A% 2cno §150,00 $0.00 F140000
M BOE i H Bk EH0V-11-25 FAULINER - CIROAT FRALD 11-14-2008:11:40 ACS podil] §Ls0.00 $0.00 $140u00
G DOE VS G BUCK THO11-26 FAULKNER - CIRCUIT FRALD A0=14:2010:10:41 ACS nz $Le0.00 $0.00 $140000
ED0E V5 1 BUCK ZI0M10-27  FAULKNER - CIRCUET BAD FAITH 1014200k 140 ACS 23 $L40.00 $0.00 $140u00
JD0E WS UK ZH0v-11-28 FAULKKER - CIRCLAT FRALD 10-14-201 031 142 ACS 23004 §140.00 $0.00 $1400m0
H B0 5 H UK ZHOV-11-29 FAULKKER - CIROAT FRAUD 10-14-2000:10:42 ACS XNE §150.00 $0.00 F140000
0 DOE W5 O BUCK TIOV-11-30 FAULKNER - CIRCLAT FRALD AM=14201R:0202 ACS bl $L40.00 $0.00 $140000
PALIL [0 V5 PETER BUCK EOCW10-116  PULASKI-CRCUIT  BADFAITH 1014200102117 ACS BOCHE $190.00 $0.00 $190.00
0 DOE 5.0 B 230-11-1 FRULKKER - CIROAT FORECLOSURE 10-16-201 10324 ACS 2acn7 §150.00 $0.00 $140000
R DOE vS R BUCK. SO011-122 PULASKT - CIRCUIT  BAD FAITH 10-16-200 00827 ACS BTN $190.00 $0.00 $190u00
SIDOE S 5BUTE SOCV-11-123  PULASKL - CIRCUIT  FORECLOSLRE A0-16-207 I03:28 ACS GOCTI0E #190.00 $0.00 #1590000
EERMER 45 BERMER SOCV11-142  PULASKI - CIRCUIT  COMPLAINT/PETITION FILED TO: INTTIATE CASE » FEE ASSESSED 132120110038 MUNZ0LHITI  EOCHES $290.00 $20.00 300
Hew Case PLULASKL - CIRCUTT  COMPLAINT/PETITICON FILED T INITIATE CASE - PEE ASSESSED 10-21-2000:04:54 ALNZI0IEREMET §290,00 $20.00 $a000
Mew Caar FAULKNER - CIROUET COMPLAINT/PETITION FILED TO: INITIATE CASE - FEE ASSESSED 11-Z2-201 10246 01501 0001 4065 §75.00 §20.00 500
M Caser PULASKT - CIRCUIT  COMPLAINT/PETITION FILED TO: INITIATE CASE - FEE ASSESSED 13-23-2000:01:40 MWUITHIWATIER §290.00 $20.00 £n0m
New Carse: PULASEL = CIRCUTT  COMPLAINTPETITION FILED Tor INTIATE CASE - FEE ASSESSED 10-23-2000:00:54 1119ZHISEISTIZ §290.00 $20.00 =]
BERINGLE VS 8 CLALS EV-11-30 FAULKNER - CIRCUET COMPLAINT/PETITION EILED TOr INTTIATE CASE - FEE ASSESSED 11-23-2011:02114 MUNENIEIE06  2CLE $220.00 $20.00 4000
© KRINGLE ¥5 € CLAuS EXCV-11-39 FAULHER - CIROUAT COMPLAINT/PETITION FILED T INITIATE CASE - FEE ASSESSED 11-23-2010-0:16 O11TZI0I0FEI T4 2304 §220.00 $20.00 pralilic]
New Case FAULKNER - CIRCLET COMPLAINT/PETITION FILED TO: INITIATE CASE - FEE ASSESSED 11-23-2010:0:21 L1IZI0NG2IIEE $215.00 $20.00 frEm
FERINEE VS F CLALS ZIOR10-40  FAULKNER - CIRCUET COMPLAINT/FETITION FILED T INTTIATE CASE - FEE ASSESSED 10-23-2011:00/58 Z0OU11IZ30ISISENE 23S $215.00 $20.00 $2m00
G KRINGLE ¥5 5 CLAUS. SOCW10-161  PULASKD- CIRCUIT  COMPLAINT/PETITION FILED TOr INTTIATE CASE - FEE ASSESSED 11-23-2011:00112 IIZMCORSME  BOCIIEY §295.00 $20.00 fnsm
New Casa PULASE] - LIRCUTT  COMPLAINT/PETITION FILED To- INITIATE £ASE - FEE ASSESSED 10-23-2000:00:28 FiibbEe e EE $290.00 $20.00 31000
ESRMALE V5 ECLAUS BOCV11-163 PLULASK] = CIRCUIT  COMPLAINT/PETITION FILED TO INITIATE CASE = FEE ASSESSED 11-23-201 1 :05:43 20111123024007235 GOCIIE $290.00 $20.00 $310000
JACKSOM WS JADKSON ET AL EOCW1N-160  PULASET- CRCUIT  ELECTION 1026201 106119 ACS BOC1IZ3 4290.00 $0.00 $290.00
ERRINGLE v E CLAUS CO0V-10-164  PLLASKE- CIRCUIT B0 FATTH 10-20-200012:37 ACS 6017 $295.00 $0.00 o]
Totals:  %7,990.00 42000  $6,410.00
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2. The current month is displayed by default. Select a month from the “Report Month” drop-
down list. Information about each payment made during that month, including the case
number, case title, method of payment, and the amount is displayed.

Working with eFile
There are four options under the menu bar option labeled “eFile”. They are:
e New Case
e Existing Case
e Filing Status
e Draft Filings

Initiating a New Case

Prior to initiating a new case, prepare all documents associated with the case ahead of time. Be sure
they are saved as a PDF, .doc, .docx, or .wpd and are under the 10 MB size limitation. For more
information on document preparation, see the “Document Preparation Prior to Login” and the
“Appendix A” sections of this manual.

1. From the home page, click the New Case button or select eFile > New Case from the menu bar
at the top of most pages on the website. A “Court” page will appear.

Figure 22: Define the New Case by Selecting the Court

Home eFile Cases My Profile Log Out user: James Howard
MNew Case Fiing: Couwrt

Court

Description
CLARK COUNTY CIRCUIT COURT
CLARK COUNTY CIRCUIT COURT - PROBATE DIVISION
CLARK COUNTY CIRCUIT COURT - JUVENILE DIVISION
CRAWFORD COUNTY CIRCUIT COURT
CRAWFORD COUNTY CIRCUIT COURT - PROBATE DIVISION
CRAWFORD COUNTY CIRCUIT COURT - JUVENILE DIVISION
FAULKMER COUNTY CIRCUIT COURT
FAULKNER COUNTY CIRCUIT COURT - PROBATE DIVISION
FAULKNER COUNTY DISTRICT COURT IN COMWAY - SMALL CLAIMS/CIVIL DIVISION
FAULKNER COUNTY CIRCUIT COURT - JUVENILE DIVISION
FAULKNER COUNTY DISTRICT COURT IN COMWAY - TRAFFICACRIMINAL DIVISION
GARLAND COUNTY CIRCUIT COURT
GARLAND COUNTY CIRCUIT COURT - PROBATE DIVISION
HOT SPRING COUNTY CIRCUIT COURT
HOT SFRING COUNTY CIRCUIT COURT - PROBATE DIVISION
INDEPENDENCE COUNTY DISTRICT COURT IN BATESVILLE
MOMTGOMERY COUNTY DISTRICT COURT IN MOUNT IDA - SMALL CLAIMS/CIVIL DIVISION
MONTGOMERY COUNTY DISTRICT COURT IN MOUNT ID4 - TRAFFIC/CRIMINAL DIVISION
PULASKI COUNTY CIRCUIT COURT
SEARCY COUNTY CIRCUIT COURT
SEARCY COUNTY CIRCUIT COURT - JUVENILE DIVISION
AN BUREN COUNTY CIRCUIT COURT
VAN BUREN COUNTY CIRCUIT COURT - JUVENILE DIVISION
1234567890123456 7050122123456 7890123456 78901 2345678901 23456 7890 123456 7860123456 78001 234567890

27
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2. Click on the description of the court you will be filing with. The link will cause “Case Category”
page to appear listing divisions within the court you selected.

Figure 23: Select the Court Division

3.

Home eFile

Cases My Profile Log Out user; James Howard

Maw Case Fiing: Court =» Case Category

Case Category

Description

Clrcuit Court - Licensed Process Server
Circuit Court - Other Cases {CI Ca)

Circuit Court - Civil Division
Circuit Court - Criminal Division

Clrcuit Court - Demand for Notice

Circuit Court - Domestic Relations Division

Circuit Court - Juvenile Division
Circuit Court - Probate Division

Further define your submission by clicking on the appropriate court division link. This will cause
the “Case Types” page to appear.

Figure 24: Define the Case by Selecting a Case Type

28

Home eFile

Cases My Profile Log Ouk user: JOHN HOWARD

Home = MNew Case Filng: Court 3% Case Category =& Case Type

Case Type

ADMINISTRATIVE APPEAL
ARBITRATION AWWARD
BAD FAITH
CONDEMMATION
DEBTOPEN ACCOUMNT
DEBT FROMISSCRY NOTE
DECLARATORY JUDGMENT
ELECTION

EMPLOYMENT
FORECLOSURE

FOREIGN JUDGMENT-CIVIL
FRAUD

INCORPORATION
INJUNCTION

INSURAMCE
MALPRACTICE

NAME CHANGE
NEGLIGEMCE-MOTOR. VEHICLE
MNEGLIGENCE-OTHER
OTHER EQUITY
OTHER-CIVIL CONTRACTS
OTHER-TORT

PARTITION

FRODUCT LIABILITY
FROPERTY FORFEITURE
QUIET TITLE

REMONVE DISABILITIES
REPLEVIN

UHLAWFLIL DETAINER.
WRITS

Back |

Description

Copyright — Tybera Development Group, Inc. — Arkansas — May 2011



Filer Interface User’s Guide - 29

4. Select the link for the appropriate case type. The “Case Initiation” page for the selected case
type will appear.

To Add Case Parties and Additional Case Data

Figure 25: Begin Creating the Submission on the Case Initiation Page
Home eFile Cases My Profile Log Out usar: Charles Grundy

Horne 3k New Case Fling: Couwrt 3t Case Categary 3» Case Tvpe 3 Case Initistion

Case Initiation: FORECLOSURE

Client #
Claim Amount |
Jury Option  @rnoncjury O jury
Add Case Participants _ add vy Parties add Other Partiss

Remove Participant Name Role Attorney(s) for Party

Back | SavetoDraft | MNext

1. Optional: If your organization has an office filing system for cases, in the “Filer Reference No”
textbox enter the appropriate filing information for your organization’s tracking purposes. This
number only has meaning to your office personnel/office filing system. It is in no way connected
to the court system. The number is included for your convenience only.

2. Select any options applicable to the case you are initiating by clicking in the radio button.

3. Click Add My Parties. The “Add a Party” page will open.

29
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Figure 26: Add Plaintiff Information Sample Page
Home efile Cases My Profile Log Out user: JOHM HOWARD
Hame 2> New Case Filng: Court 2> Case Category =+ Case Type 2 Case Initistion 2 Add a2 Party

Add a Party: FORECLOSURE

Plaintifi Add an Attorney for this Party
Company O Person @ Last Mame:
Party Type: PLAINTIFF Bar &1
Contexte ID: Al
FirstName:* Last Name Bar # Delete
Widdle Name: HOWARD 4040 X
Last Mame: *
{or Business Name)
Hame Suffic: Add Additional Aliases
{n &, )
hlizs Type: Also Known A ~
e | (oo 12-3456789)
First Mame:
SSN:
Middle Nama:
DOB: mim-dd-vyy
Last Mame: *
Phone #: {000) 000-0000 {or Business Name)
Confidential Address: O Add
Address Lina 1: First Name Last Name - Business Type Delete
Address Line 2!
Address Line 3!
Citys
State! ~
Zip / Postal Code:
Back et

6. The Add My Parties button allows you to add the plaintiffs, appellants, and petitioners that you
represent if you are an attorney. As an attorney, the e-Filing system automatically associates
you to the parties you enter using the Add My Party button. If you are a Registered Filer/Pro Se,
the e-Filing system automatically adds you as a party on the case.

7. Use the “Party Type” drop down list to select the correct party type.

8. Fillin all the fields that you have the information for. The case data requested will vary
dependent upon which court the filing is for.

Note: Fields marked with an asterisk are required by this system; however, this does not mean those are
the only fields you must fill in. This means these are the required fields to add a party on the case.
Sometimes other information is not known, and in that case, you are not responsible to fill out fields of
information you do not have. However, if you have the information, it is best to provide it. If the clerk
would expect the information and it is not provided, then the clerk may reject the submission or require
you to send in an additional submission with more information.

30
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9. Click Next. This will return you to the “Case Initiation Page.”

Figure 27: Case Initiation Displays Plaintiff Added

Home eFile Cases My Profile Log Out user: Charles Grundy

Home b MNew Case Filng: Court = Case Category = Case Type 20 Case Initiation

Case Initiation: FORECLOSURE

Clignt #
Claim a&mount |123.00

Jury Option  @non-jury O jury

Add Case Participants Add My Partias Add Other Parties
Remove Participant Name Role Attorney(s) for Party
¥ 4 ® SAMSMITH PLAINTIFF GRUNDY

Back Save to Draft Mext |

10. Optional: Add additional plaintiffs following the same procedure listed above.

12. Click Add Other Parties. The “Add a Party” page allowing you to add defendants or respondents
will appear.

Note: The Add Other Parties button does not associate you to the parties you are adding. You will have
the option of adding the attorney for the defendant. If you do not have both the attorney’s name and
the attorney’s bar number, do not add the attorney for the defendant.
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Figure 28: Add Defendant Information
Home eFile Cases My Profile Log Dut uger: JOHN HOWARD

Home 3% Mew Case Fling: Court = Case Category =» Case Type 3> Cade Initiation =» Add 2 Party

Add a Party: FORECLOSURE

Defendant Add an Attorney for this Party
Comparry O person @& Last Mame:
Party Type: | DEFENDANT Bar #:
BUSINESS

Contexte 10 CASA SUPERVISOR add
T CHILD

Iret:Nams: CHILD DOM REL/EQUITY Last Name Bar # Delete

’ _ CHILD FOR ADCETION
Middle: Name: COMSERVATOR
prame | [y

ar Business Name iti i
(i ) COUNTER, CLA T Add Additional Aliases
Name Suffix: COUNTER. CEFENDANT alizs Type: Also Known As ~
= COUMTER PLAINTIFE

COURT APPT SPECIAL ADVOCATE First Namea:
EIN:  (e.0.: 12-3456789) | QURT REPORTER
S5 CROSS DEFENDANT Middle Name:
' CUSTOOIAN i
BEa? DCFS CASEWORKER gt Naime
' DCFS SECOMDARY CASEWORKER (or Business Name)
; DCFS SLIPERYISOR T

Fe 2. DECEDENT ~
Confidential Address: First Name Last Name - Business Type Delete
Address Line 1: . .
#ddress Line 2:
Address Line 3:
City:
State: | b
Zip / Postal Code:

Back | Mext |

13. Use the “Party Type” drop down list to select the correct party type.

14. Fill in all the fields that you have the information for.

Note: Fields marked with an asterisk are required by this system; however, this does not mean those are

the only fields you must fill in. This means these are the required fields to add a party on the case.

Sometimes other information is not known, and in that case, you are not responsible to fill out fields of

information you do not have. However, if you have the information, it is best to provide it. If the clerk

would expect the information and it is not provided, then the clerk may reject the submission or require

you to send in an additional submission with more information.
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15. Click Next. This will return you to the “Case Initiation Page.”

Copyright — Tybera Development Group, Inc. — Arkansas — May 2011



Filer Interface User’s Guide - 33

Figure 29: Case Initiation Page Displaying Both Parties
Home efile Cases My Profile Log Dut
Home 2» Mew Case Filing: Court 25 Case Category 2 Case Type =p Case Initiation

user: Charles Grundy

Case Initiation: FORECLOSURE

Client #
Claim Amount | 123,00

Jury Option @ non-jury O jury

Add Case Participants Add My Parties | Add Other Parties |

Remove Participant Name Role Attorney(s) for Party
X 8 @ SAMSMITH PLAINTIFF GRIUNDY
X oay  H JOHN BROWN DEFENDANT

ERsk| Essvalnnyad) Sived)

16. Optional: Add additional plaintiffs following the same procedure listed above.

To Add Documents on a New Case

1. Click Next on the “Case Initiation” page. The “Add a Document” page will display.

Figure 30: Add a Document

Home eFile Cases Hy Profile Log Qut user: Charles Grundy

Hew Casa Filing: Court Type = Cass Category =» Case Type =3 Case Inft@tion =» Add 3 Document

Case Type : FORECLOSURE

Document Category =
Document Type = 120 DAY DISMISSAL -
Additional Text
Sealed
Document Location | Browse.. |
Add to Submission _ Add |
Document Name View Document Edit Data Sira Remowve

Case Data form. xml B 001 M8

Total Size:  0.0MB
Back | MovelnDraft | MNext

2. Optional: Use the drop-down menu to select a “Document Category.” Although this is optional,
the “Document Category” selection narrows the scope of the “Document Type” list, making it
easier to find the correct “Document Type” from the list of documents shown. You can leave
the “Document Category” list at the blank default. This will cause the “Document Type” list to
display all possible documents that could be eFiled on this “Case Type.” If you are struggling to
find the right “Document Type,” leave the “Document Category” blank to see all the documents.

33
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Figure 31: Document Category Drop Down
Home eFile Cases My Praofile Log Out user; Charles Grundy

Draft Flings 2 Add a Document

Case Type : FORECLOSURE

Document Category |
Document Type * | AFFIDAVITS v
ANSWERS
Additional Text Circuit - File New CV/DR,/PR Case $
Cirouit - Reopen Case $
Civil Mations
Civil Orders :
Document LOcaton  |DOCUMENTS ALL .

DOCIUMENTS ALL 2
Add to SubmESION | pistrict - File Mew CY Case $
HEARINGS
MANMER, OF DISFOSITION Name Yiew Document Edit Data  Size Remove
MANNER OF FILING -
C [Cat. f il
e MOTIONS ALL A B ocoue
NOTICES ALL TotalSize:  0.0MB
, ORDERS ALL
_Back | MoveloDra oo memers srpERS
WWRITS ALL

3. From the “Document Type” pull-down menu, select the type of document you are going to add
to this submission. You can add more than one document to this submission, but it must be
done one document at a time, repeating each of the “Add Document” steps for each document.

Figure 32: Document Type Drop Down
Home eFile Cases My Profile Log Out wser; James Howard

Mew Case Fiing: Court 2» Case Category =k Case Tvpe =» Case Initiation =» Add a Document

Case Type : BAD FAITH

Docurment Category v
Document Type * (120 DAYDISMISSAL v

" COMPENTENCY HEARING CANCELLED &
Additional Text COMPENTENCY HEARING CONTINUED

COMPENTENCY HEARING HELD
CONMPEMTEMCY HEARING SCHEDULED
| COMPETENCY HEARING
Document Lacation | oonPLAINT PETITION FILED pse..
COMPLAINT/PETITION FILED To IMITIATE CAS ;
Add to Submission CONFERENCE CANCELLED
CONFERENCE CONTINUED

COMNFERENCE HELD Wiew Document Edit Data Sizer Remove
Casa Dakz CONFERENCE SCHEDULED farm.xmi E 0,01 ME

CONFIDENTIAL INFORMATION SHEET :

CONFIRM PAYMENT CANCELLED Total Size: 0.0 ME

COMNFIRM PAYMENT CONTINUED

CONFIRM PAYMENT HELD

CONFIRM FAYMENT SCHEDULED

CONSENT

CONSENT ADOPTION DECREE

CONSENT ORDER

CONTEMPT HEARING CANCELLED ~

_Back | Moveto Dra

4. Optional: Enter any “Additional Text” in the text field provided. This additional text helps the
clerk, judge, or other participants understand more about the document. For example, if you
are adding a motion, you may want to give more information about the purpose of the motion.

34
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Locate the document you have prepared by clicking on Browse. The operating system “Open
Dialog” will display. Browse to locate your document on your computer or your company’s
computer network, select the document, and then click on the Open button. This will return
you to the “Add a Document” page with the file path to your document displayed in the
“Document Location” field.

Click the Add button. If the document is large, you will see a message “UPLOADING DOCUMENT.
PLEASE WAIT”. This process will copy the document from your local machine to the Court
servers. Once the transfer is complete, repeat the steps 2 through 7 on this page to add
additional documents.

Some documents require additional information. If this is so, clicking Add will cause a screen to
display requesting the additional information. This system generated form is referred to as a
“Document Form.” Fill out the displayed form as completely as you can, and click Next. Your
documents will be added to the case at this time. Examples of a document type requiring the
user to complete additional information are affidavits or “Notice of Case Association” for Pro Se
filers.

35
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Home efile Cases MyProfile  Log Out user: JOHN HOWARD
Home = Mew Case Filing: Court 20 Case Category 2 Case Tyvpe 30 Case Initiation 2 Add a Document < Instructions For Service

Figure 33: Document Form Requiring Additional Information from User

Instructions for Service

Name and Address of Plaintiff or Plaintiff's Attorney

Narie |20HN HOWARD

Addressline1 |10 Harrodsburg Road |
Addressline2 | I
Cly [Lexington |
State [Utah v|

Zip/Postal Cade 40504 ]
Select the Party and Address to be Served

For Pmrt Address Current Role Attorney(s) for Party
) BEM SMITH 760 Vallay Viaw DEFENDANT

Pikesturg, AR 66541
) DAM JONES 456 Tree Lans FLAINTIFF

Plymouth, AR 66450
Non-Party Addressee or Other Addressee
O party L 7|
Mon-Party Mamea: [

Mailing Mame:

#ddress Line 1: *
&ddress Line 2:
Address Line 3.

City: *
State: * | Ohio
zip / Postal Code: * |

IE

Additional Notices

_Bek | _Next |

36
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Note: You must file documents in the accepted format and length. Please see instructions for
“Document Preparation Prior to Login” at the beginning of this guide or “Appendix A” at the end of this
guide. Failure to attach documents in the correct format will generate an error message.
Figure 34: Incorrect Document File Format

Home eFile Cases My Profile Log Out user: James Howard

Mew Case Fling: Court =0 Case Categary 2 Case Type = Casa Initiation = Add 3 Docurnent
Case Type : FRAUD

Docurment Category | PROPOSED ORDERS v

Document Type * FROPOSED ORDER & MOTICE SERVED
Additional Text

[ sealed
heceptsble File Format(s) (* PDR * WFD, * DOCK, * DOC)

Document Location [ Browse_ |

Add to Submission Add

The fileis not an acceptable farmat, It must be of type JPOF; WPD;, DOCK; DOC

Document Name Yiew Document Edit Data  Size Remove
Case Data Farm, sl E 0,01 M8
COMPLAINTIPETITION FILED TO INITIATE CASE - FEE ASSESSED Test Document.pdf 0.01 ME B

Total Size: 0,01 MB

Bk | [Movaboivait | | Nedt'
8. Each time you add a document, the document entry is displayed in the lower section of the page

as shown in Figure 36. The picture below shows that a “Complaint” and a “Summons” were
added with no additional text. The size of each document is also included on the entry.
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Figure 35: List of Added Documents
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Home eFile Cases Hy Profile Log Out user: Charles Grundy

Hew Case Filng: Court Type 3% Case Category 3% Case Type 3» Case Intiation # Review and Approve Fling 22 Add a Document

Case Type : FORECLOSURE

Document Category [DOCUMENTSALL |~

Document Type ™ 120 DAY DISMISSAL -

Additional Text

Sealed

Document Location Browse_

Add to Submission Add

10.

11.

12.

13.

14.

Document Hame View Document Edit Data  Size Remove
Case Data form. xmi B 0.01ME
AFFIDAVIT CLADM AGAINST ESTATE My test case. pdf Q.02 ME [}
AFFIDAVIT OF FINANCIAL MEANS My test case A pdf n.ozMe B{
AMENDED MOTION My test case.docx Q.DiMB B

Total Size:  0.05MB

Back Move to Draft Next

Optional: If you click on the “View Document” link of each entry, the e-Filing system will copy
the document stored in the Court Judicial Branch servers back to your local machine so you can
view what you uploaded.

Optional: Click the “Edit Data” icon next to any listed document to change the information you
entered that was associated to that document. If there is no information collected that is
associated to that specific document, no “Edit Data” icon will be displayed for that document
entry. For more information about these special documents, refer to the “Special Document
Types” section of this user manual.

Optional: If you happened to upload the wrong document, you can click on the red “X” icon
under the “Remove” column. This will remove that document from your submission, allowing
you to then add the correct document.

Optional: Click the Cancel button to discard the submission you just created. This will remove
the documents from the Court Judicial Branch servers and eliminate the submission
information.

Optional: Click Move to Draft if you want to finish this submission at a later time. Each time you
click on a Next button, the Court Judicial Branch servers are updated and the partial information
you have entered in this process is recorded with the documents. If your session times out
because of inactivity, you will be required to log in again. From the “Login” page, go to Draft
Filings to finish your submission.
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15. On the “Add a Document” page click the Next button at the bottom of the page. The “Review
and Approve Filing” page will display.

To Submit the Initial Filing
The fee amount you owe is displayed on the “Review and Approve” page. Payment of fees must be

completed before the filing will be submitted to the court. The “Review and Approve” page gives you
several payment options. The “Pay by Credit Card” radio button will redirect you to a payment site that
will also allow you a “Pay by eCheck” option.

Figure 36: Fee Payment Requirement for Filing
Home efile Cases My Prafile Log Out user: James Howard

Mew Case Aling: Cowrt 2 Case Category =8 Case Type 2% Case Initiation = Add a Dooument = Review and Approve Filing
Review and Approve Filing

Case Type : FRAUD

Generated Case Data: Change Case Dats

View Data

Document(s) to be Submitted: _ Add/Remove Documents

Document Name View Document
COMPLAINT/PETITION FILED TO INITIATE CASE - FEE ASSESSED  Test Documen] pdf
SUMMONS - CERT MAILJREST DELTV View Generated Document

Special Filing Instructions for the Clerk:

Fees: $185.00
Fayment Method:
(&) Pay by Credit Card

Reguast a Waher

(O Filed by Clerk  This code should only usad by the Court

O Indigent Litigant Flease make a note in special filing instructions

O Monthly Billing Preauthorized organizations only, (DFA, WFS, Treasurer, OCSE)

Back | Cancel (Delete) Mave ko Draft Submit the Filing |

1. Insome cases, a waiver of immediate payment may be the appropriate option to select. Some
reasons for selecting the waiver option include indigents, second adoption submission, and
others. Look at the waiver options to determine if any apply. Make sure you include
appropriate affidavits to support any waiver option you may have selected. Do not select
waivers to avoid payment.
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2. Optional: From the “Review and Approve” page, you can also go back to change the case
information, which includes the party information, by clicking on the Change Case Data button.
(Refer to previous instructions to add or remove parties.)

3. Optional: You can go back to change the documents you have included in this submission by
clicking the Add/Remove Documents button. This will re-direct you to the “Add a Document”
page. (Refer to previous instructions to add or remove documents.) You can also click the Back
button at the bottom of the “Review and Approve” page to go back to the “Add a Document”

page.

4. Optional: You can cancel and discard this submission by clicking on the Cancel (Delete) button.
This will remove the documents on the Court servers and delete any information about this
submission that was not sent.

5. Optional: You can leave your submission in draft state and finish it later by clicking on the Move
to Draft button.

6. Click on the Submit the Filing button to file the submission. You will see a dialog box asking if
you are ready to submit your filing.

7. If you owe fees, after clicking OK on the dialog box, you will be directed to “GovPay,” a PCl
certified secure payment site.

Note: Credit card information must be re-entered with each filing as, according to the Payment Card
Industry (PCl) standards, the system does not record or retain credit card information.
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Figure 37: Secure Payment Site Opening Page

Nkamas.gm‘ Live Help | Agencies | Online Services | Policies
ot ARKANSAS.GOV For Payment Questions:
i GOVP&)’ 1877.721-EGOV or Live Help
Amount Due: $185.00
Pay by ECheck O Pay by Credit Card Subscription O
Confinue >

10.

11.

12.

13.

Your charges are displayed on the opening GovPay with the different payment options.

If you would like to submit a payment directly from a bank account, select “Pay by ECheck” and
click Continue. You will need to have your bank routing number and bank account number in
order to complete payment.

Enter the required information and submit your payment by clicking the Confirm button.

After reviewing the information displayed, click Submit. The e-Filing system will contact the
payment process to collect money and then transfer the submission for the clerk to review or
for the judge to review.

Optional: Clicking the Cancel button will return you to the “Review and Approve” page.

If you would like to submit payment through a Discover, MasterCard, or VISA, select the “Pay by
Credit Card” radio button on the GovPay opening page. You will need to have your credit card
number and CVV number printed on the signature panel on the back of the card in order to
complete payment.
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Figure 38: Pay by Credit Card Option

Asiansas.gov

o ARKANSAS.GOV

il GO'JPEY 1.8T1.121.EGOV or Llva Help

For Payment Questions:

Piease anier creds card information.

Al fields are Required.

Name
{as it appears on the card) Payment Due: $165 .00
Billing Address
Country UNITED STATES -
City
Slale MNA -
ZIP/Pastal Code
Credit Card Type [Mastercand] = |

Cradit Card Numbsar
{no dashes or spaces)

Expiration Date & =~ 2011 =
CVV Number: What is CVV?

Phane Numbsar

(000) 000-0000

Email Address:

| Confim: |

Arkansas.gov

14. Enter the required information and submit your payment by clicking the Confirm button.

15. After reviewing the information displayed, click Submit. The e-Filing system will contact the
payment process to collect money and then transfer the submission for the clerk to review or
for the judge to review.

16. Optional: Clicking the Cancel button will return you to the “Review and Approve” page.

17. If your payment is successful, “Your Filing has been Submitted” message is displayed as shown
below.
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Figure 39: Filing Submitted Message
Home File Cases My Profile Log Out user: James Howard
Suibmrizsion Confirmnation

Your Filing has been submitted
Case Type: FRAUD -

MNote: This filing is now being processed and added to the Clerk of Court document repository, Once ECF has stored the documents associated with your filing, a

receipt will be issued o you. You may view the status of this filing, and access your receipt for 60 days, after which it will be purged from this system. The documents
will be retained and available long term through the Clerk of Court.

Case Title My Case # Court Case # Description Date Account Authorization Code Fees Technology Fee Total Charge
COMPLAINT FETITION FILED TO 2012-01-05
New Case INITIATE CASE - FEE ASSESSED  DL39S70 0019 20120105013653521 $165.00 $20.00 $185.00
Filing Status

18. When this message is displayed, it means your payment was successful and your submission is
being transferred for review.

19. Optional: Click on the Filing Status button if you wish to review the status of your submission.
The status may take a few minutes to update. If you continue to refresh the status page, you
will see the status of your submission change. “Awaiting Approval” means payment is
processed and has been received by the court’s servers, and the submission is waiting to be
recorded. When the submission has completed all the steps at the court, your submission will
have an “Accepted” status. If you sentin a “Proposed Order,” an “Accepted, Presented to
Judge” status does not mean the proposed order is accepted; it simply means the proposed
order has reached the point where a judge can review the document.

Figure 40: Filing Status
Home efile Cases My Profile Log Out uzar: James Howard
My Fings
My Filings

James Howard Filings
Report Criteria:

view Filings Between: [oyoszatz | 28 ano E cexates
Filing 1D: Court Case #: Client #: Status: | All b

My Filings Between 01,/05,/2012 and Today

Deleba
[ Fling 1D Chent # Case Title Court Case # vDate Submitted Document Type Court Status
D 1275 D1-05-2012:01:39:59 PM  COMPLATNTPETITION FILED TO INITIATE CASE - FEE ASSESSED PULASKT COUNTY CTRCLIT COURT Awaling Approval
m #1274 01-05-2012:01:27:26 PM COMPLAINT/PETITION FILED TO INITIATE CASE - FEE ASSESSED PULASKT COUNTY CIRCUIT COURT Paymendt Pendirg Make Payment

sumber of Filings: 2

20. Click the Home link on the menu or any other link to go to a different point in the eFile
application.

To View or Print Documents Associated with A Case:
The “Filing Status” page will allow you to access documents that were filed with your case for either
viewing or printing purposes.
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1. To access the “Filing Status” page, select Filing Status from the “Home” page or eFile>Filing
Status from the menu bar at the top of any page.

Figure 41: My Filings Page Displays Filings with Links for Additional Information
My Filings

Charles Grundy Filings
Report Criteria:
View Filings Between: 05/25/2011 AND _ Clear Dates |
Filing ID: Court Case #: Client =: [ Status: All -
Go |
My Filings Between 05/25/2011 and Today
_Dete |
| | Fiing ID Chent # Court Case # v Date Submitted Document Type Status
[[] mss1 06-07-2011:12:22:51PM  AFFIDAVIT CLAIM AGAINST ESTATE  Awaiting Approval
[ =msm= 06-06-2011:03:18:383PM  COMPLAINT PETITION FILED Awaiting Approval
& 565 G00R-11-308 06-06-2011:12:02: 10 PM  MOTION APPOINT COUNSEL Filad
[ @mse1 E00R-11-307  06-03-2011:08:47:39PM  WRIT OF GARMISHMENT FILED Awaiting Approval
1 mse 6OCV-11-388  06-03-2011:08:12:23PM  WRIT OF GARMISHMENT FILED Awaiting Approval
7559 60CV-11-387  06-03-2011:07:5L:59PM  WRIT OF GARNISHMENT FILED Auwaiting Approval
7] @558 600R-11-308  06-03-2011:06:37:30PM  WRIT OF GARMISHMENT FILED Awaliting Approval
] =5 60CV-11-366  06-01-2011:05:4%:21PM  PROPOSED ORDER FOR MEDIATION  Filed
[[] msss 60CV-11-366  05-31-2011:1L:26:41AM  AFFIDAVIT ADMITTED Filed
#1538 E0CV-11-388  05-27-2011:05:16:50PM  PROPOSED ORDER FOR MEDIATION  Fied
[F] =53 E0CV-11-383 05-26-2011:03:03:27 AM  WRIT OF ASSISTANCE Filed
#1530 SOCV-11-388  05-26-2011:02:17:58AM  WRIT OF ASSISTANCE Resubmitted
[l @5 £0CV-11-333 05-26-2011:01:5%:09 AM  WRIT OF ASSISTANCE Resubmitted
Fl ®Es52 SOCV-11-388  05-25-2011:09:44:15AM  AMENDED COMPLAINT Filed
M @52 60CV-11-388  05-25-2011:09:28:50 AM  AMENDED COMPLAINT Resubmitted
_Dekete |

Number of Filings: 15

2. The “My Filings” page will appear, allowing you to search for the case you need. Click on the link
under the “Status” column, and you will be directed to the “Filing Status” page for that
particular case.
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Figure 42: Viewing Documents from the Filing Status Page

Home eFile Cases My Profile Log Out ugar: J0HN HOWARD
My Filings <& Filed
Filing Status
Status: Filed 11-26-2011:06:19:03 P
Filing ID: 265
Clerk Tracking ID: 402
Submitted By: HOWARD, JOHN
Date Submitted: 11-26-2011:06:14 148 PM
Official File Stamp: 11-26-2011:06:14:48 PM
Casa Tithe: MCKSON VS JACKSON ET AL
Court Case #: 60CY-11-160
Casa Type: BLECTION
Court: PULASKI - CIRCUIT

Note: Thig filing will be removed from eFlex on 01-25-2012

Document Name View Document
Main Doourment receipt. hioml
COMPLAINT/PETITION FILED T IMITIATE CASE - FEE ASSESSED COMPLAINT, pdf
SUMMONS - PROCESS SERVER
SUMMOHNS - PROCESS SERVER genesabed.pdf

Response:
Wiegw Printable Receipt

Response
Description: Receipt
Authar: System Administrator
Rebrn addresses: Email: admind@tybera.com
Filing: http:/Mocalhostireceiver funit

Document Name View Document
Main Docurent receipt.himl
COMPLAINTPETITICN FILED T INITIATE CASE - FEE ASSESSED  COMPLAINT, pof
SUMMICING - PROCESS SERVER qgenerated. pdf
Foren Fearm. sl

3. The documents you originally submitted may be viewed by clicking the link under “View
Documents” in the listing above the first horizontal line on the page. These documents do not
have the court’s time and date stamp.

4. Below the first horizontal line on the page, you will find a “Response” section. It is in this section
that you will be able to view or print documents that have been processed by the court. The
documents listed in the “Response” section will include a court time/date stamp and, if
required, the court’s electronic signature. In the “Response” section, any document that is
listed as “generated.pdf” is a court generated, required document that is based on the
document you filed with the case initiation. Do not open the “form.xml” link as this is simply
computer code that the system administrator can use for information in case troubleshooting is
necessary.
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Note: Once you have opened a document listed under the “Response,” it is imperative that you print it
or save the signed document to your local machine using a “Save As” command as “Response”
documents will be removed from your eFiler view after 90 days.

Figure 43: Court Generated Receipt
Home eFile Cases MyProfile  LogOut wser: JOHN HOWARD

My Filngs = Filed

Filing Statuas

Status: Filed 11-26-2011:06:19:03 PM
Filing 1D: 395
Clerk Tracking 1D 402
Submitted By: HOWAARD, JOHMN
Date Subrmitted: 11-26-2011:06:14:43 PM .
Official Eile Stamp: 11-26-2011:06:14:43 PM Opening generated.pdf
Case Title: JACKSON WS JACKSOM ET AL You have chosen to open
Court Case #: 60CY-11-160 L generatedpdf
which is a: Adobe Acrobat Documenkt
Casa Typa: ELECTICN from: http:/flexdevzk?a.gs.asc-inc.com
Court: PULASK] = CIRCUIT Whiat should Firefoo: do with this file?
Mote: This filing will be removerd from eFlex on 01-25-2012 © Open whh | Adobe Reader (defaut) b
O Save File
Document Name View Document
Main Document receipt. html
COMPLAINT/PETITION FILED TO INITIATE CASE - FEE ASSESSED COMPLAINT. pdf :
SUMMONS - PROCESS SERVER
SUMMONS - PROCESS SERVER genersked. pdf
Response:
‘iew Printable Receipt
Response
Diescription: Receipt
Author: Systemn Administrator
Return sddresses: Email: admin@tybera.com
Filing: hittp:/focakostirece verfrunit
Document Name Wiew Document
Main Document receipt html
COMPLAINT/FETITION FILED TO INITIATE CASE - FEE ASSESSED  COMPLAINT.pdf
SUMMONS - PROCESS SERVER generaked.pdf
Form Fore.

_Bedk |

e-Filing to an Existing Case
Filing to an existing case is similar to filing a new case.

To add a document to an existing case:
1. Click File to Existing Case on the home page or select eFile > Existing Case from the menu
bar on the top of any page. The “Existing Cases” page will appear.
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Figure 44: Existing Cases
Home eFile Cases My Profile Log Dut user: Charles Grundy

Existing Case
Existing Cases

Enter case identifying information

Case Number (Ex: 070900001) ¢

Participant's Last Name:

Submit |

Or, select a recent case, filter all your
cases. Wurmber of cases displayed per page: |50 v
_Search My Cases |

Case Title ¥ Case Number Case Type Court
KEITH S KENNICOTT CWC-11-348 CITY ARREST WARRANT it TRAFFIC/CRIMINAL
TRACY WS LALRA DAY ACS-TEST-CASEL FOREISN JUDGMENT-CIVIL PULASKI » CIRCUIT
HARRISON . HARRISON BORD-11-000003 CV-CONTRACT PULASKT - CIRCUIT
RENTALS . US V. TIMOTHY TEMANT GORD-11-000002 EVICTION PULASKI - CIRCUIT
CARTER ¥5 CARTER SORD-11-000001 CV-DAMAGE TO PERSCRMAL PROPERTY  PULASKI - CIRCUIT
Case withheld, Case Security Level Exceeded GOPR-11-113 ADCPTION PULASKI - CIRCUIT
TOM THUMB VS BO BEEP S0DR-11-317 DOMESTIC ABLISE PULASKI - CIRCUIT
AR VS BB 60DR-11-316 DIVORCE PULASKT - CIRCUIT
JCHN DOE VS JANE DOE S0DR-11-315 DIVORCE PULASKI - CIRCUIT
AYSE BODR-11-314 ANNULMENT PULASKI - CIRCULT
TEST 60DR-11-313 DIVORCE PULASKI - CIRCUIT
CHARLES CHESTER ¥ CHARLENE CHESTER BODR-11-309 CHILD SUPPORT PULASKI - CIRCUIT
LUNSFORD V. LUNSFORD 60DR-11-308 DOMESTIC ABUSE PULASKI - CIRCUIT

2. If you are not yet registered as a participant on the case, you must enter a case number and
participant's last name. Click Submit in the upper section of this page. This action will check
to see if this case was initiated electronically in the e-Filing system.

3. If you entered the wrong case number or did not enter a Party’s last name properly, you will
receive an error message, and you must repeat the process.

4. If you are already registered on the case, you can select a case from the list on the page as
displayed in Figure 44.

5. From either method of selecting a specific case, the “Add a Document” page will display.
The “Add a Document” page allows a filer to distinguish between an existing case and a new
case by means of a yellow banner near the top of the page for an existing case. A new case
has no such banner.
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Figure 45: Yellow Banner on Existing Case Add a Document Page

48

10.

11.

Home eFile Cases My Profile L) Ot user: Charies Grundy
Exsting Case = Add a Document
Case Number : ACS-TEST-CASE1 Case Title : TRACY VS LAURA DAY
Case Type : FOREIGN JUDGMENT-CIVIL
Document Category »
Document Type * 120 DAY DISMISSAL x
Additional Text

Sealed

Document Location Browsa..

Add to Submission  Add |

Document Name View Document Edit Data Sire Hemowve

Back| MovetoDraft | Mext|

Optional: Use the drop-down menu to select a “Document Category.” Although this is optional,
the “Document Category” selection narrows the scope of the “Document Type” list, making it
easier to find the correct “Document Type” from the list of documents shown. You can leave
the “Document Category” list at the blank default. This will cause the “Document Type” list to
display all possible documents that could be eFiled on this “Case Type.” If you are struggling to
find the right “Document Type,” leave the “Document Category” blank to see all the documents.

From the “Document Type” pull-down menu, select the type of document you are going to add
to this submission. You can add more than one document to this submission, but it must be
done one document at a time, repeating each of the “Add Document” steps for each document.

Optional: Enter any “Additional Text” in the text field provided. This additional text helps the
clerk, judge, or other participants understand more about the document. For example, if you
are adding a motion, you may want to give more information about the purpose of the motion.

Locate the document you have prepared by clicking on Browse. The operating system “Open
Dialog” will display. Browse to locate your document on your computer or your company’s
computer network, select the document, and then click on the Open button. This will return
you to the “Add a Document” page with the file path to your document displayed in the
“Document Location” field.

Click the Add button. If the document is large, you will see a message “UPLOADING DOCUMENT.
PLEASE WAIT”. This process will copy the document from your local machine to the Court
servers. Once the transfer is complete, repeat the steps 2 through 7 on this page to add
additional documents.

Some documents require additional information. If this is so, clicking Add will cause a screen to
display requesting the additional information. Fill out the displayed form as completely as you
can, and click Next. Your documents will be added to the case at this time. Examples of a
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document type requiring the user to complete additional information are affidavits or
appearance.

Figure 46: Additional Information Required when Adding Some Documents
Home efFile Cases My Profile Log Dut user: JOHN HOWARD

Existing Case = Add a Documnent = Withdrawal of Counsel
BAD FAITH

Case Number : 60CV-11-78 Case Title : ABC VS XYZ

Add Attorneys Withdrawing
HOWARD : 4040 : ATTORNEY ¥ Acd |

Last Name Bar # Type Delete
HOWARD 4040 ATTORMEY X

Effectrve Date (mm-cd-yyyy)

Check all Parties you are withdrawing your counsel from

For Participant Name Current Role Attorney(s) for Party
[] ABC INC PLAINTIFF HOWARD
[ ®vz NC DEFENDANT

Back | Mext |

Note: You must file documents in the accepted format and length. Please see instructions for
“Document Preparation Prior to Login” at the beginning of this guide or “Appendix A” at the end of this
guide. Failure to attach documents in the correct format will generate an error message.

Figure 47: Incorrect Document File Format
Home efile Cases My Prafile Log Out user; James Howard

Existing Case 2 Add a Document

Case Number : 60CV-12-507 Case Title : G WINTER VS G SPRING
Case Type : FRAUD

Document Category | PROPOSED ORDERS Ml

Document Type * FROPOSED ORDER & NOTICE SERVED

Additional Text

O sealked
Acceptable File Format(s) (*.POE* WFD,* .DOCXK, * DOC)

Document Location

Add to Submission _add |

The filiz is not an acceptable format. It must be of typa POF; WPD; DOCK; DOC
Document Name View Document Edit Data  Size Remove

Bak | MovetoDvaft | Met |

13. Each time you add a document, the document entry is displayed in the lower section of the page
as shown in Figure 48. The picture below shows that an “Accounting” and a “1* Appearance
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Continued” were added with no additional text. The size of each document is also included on
the entry.

Figure 48: List of Added Documents
Haome efile Cases My Profile Log Out user: Charies Grundy

Home 33 Existing Case ¢ Add a Document
Case Number : 60RD-11-000003 Case Title : HARRISON V. HARRISON
Case Type : CV-CONTRACT
Document Category -
Document Type 120 DAY DISMISSAL -
Additional Text
Sealed
Document Location Browse.. |

Add to Submission  Add

Document Hame View Document Edit Data  Size Remove
ACCOUNTING My test casa.doox 0.01 ME &
15T APPEARAMNCE CONTINLED My test case.pdf 0,02 M &

Total Size: QL3 MB

Badck Move to Draft Mext

14. Optional: If you click on the “View Document” link of each entry, the e-Filing system will copy
the document stored in the Court Judicial Branch servers back to your local machine so you can
view what you uploaded.

15. Optional: Click the “Edit Data” icon next to any listed document to change the information you
entered that was associated to that document. If there is no information collected that is
associated to that specific document, no “Edit Data” icon will be displayed for that document
entry. For more information about these special documents, refer to the “Special Document
Types” section of this user manual.

16. Optional: If you happened to upload the wrong document, you can click on the red “X” icon
under the “Remove” column. This will remove that document from your submission, allowing
you to then add the correct documents.

17. Optional: Click the Cancel button to discard the submission you just created. This will remove
the documents from the Court Judicial Branch servers and eliminate the submission
information.

18. Optional: Click Move to Draft if you want to finish this submission at a later time. Each time you
click on a Next button, the Court Judicial Branch servers are updated and the partial information
you have entered in this process is recorded with the documents. If your session times out
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because of inactivity, you will be required to log in again. From the “Login” page, go to Draft
Filings to finish your submission.

19. On the “Add a Document” page click the Next button at the bottom of the page. The “Review
and Approve Filing” page will display.

To Submit a Filing to an Existing Case
In general, there are no fees for follow-up filings; however, there are a few documents that do require

fees. The fee amount you owe is displayed on the “Review and Approve” page. Payment of fees must be
completed before the filing will be submitted to the court. The “Review and Approve” page gives you
several payment options. The “Pay by Credit Card” radio button will redirect you to a payment site that
will also allow you a “Pay by eCheck” option.

Figure 49: Review and Approve Page for Existing Cases
Home eFike Cases My Profile Log Out user: Charles Grundy

Exsting Case 2 Add a Document 20 Review and Approve Filng
Review and Approve Filing

ACS-TEST-CASE1 Case Title : TRACY VS LAURA DAY
Case Type : FOREIGN JUDGMENT-CIVIL

Document(s) to be Submitted: _Add/Remove Documents |

Document Name  View Document
ADJUDHCATION HEARING  Test form.pdf

Special Filing Instructions for the Clerk:

Back|  Cancel (Delets) |  move o Draft submitthe Fing |

1. If you do not owe fees, click the Submit the Filing button. A message will appear indicating your
filing has been submitted. Click the Filing Status button at the bottom of the message to be
returned to the “My Filings” page.

Figure 50: Filing Has Been Submitted

Home eFile Cases My Profile Log Out user: Charles Grundy

Home % Existing Case 3¢ Submission Confirmation

Your Filing has been submitted

Case Type: CV-CONTRACT - ACCOUNTING
Mote: This filing Is now being processed and added to the Clerk of Court document repository. Once ECF has stored the documents associated with your filing, a

receipt will be issued to you. You may view the status of this filing, and access your receipt for 60 days, after which it will be purged from this system. The documents
will be retained and available long term through the Clerk of Court.
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2. Insome cases, a waiver of immediate credit card payment may be the appropriate option to
select. Some reasons for selecting the waiver option include indigents, second adoption
submission, and others. Look at the waiver options to determine if any apply. Make sure you
include appropriate affidavits to support any waiver option you may have selected. Do not
select waivers to avoid payment.

3. Optional: From the “Review and Approve” page, you can also go back to change the case
information, which includes the party information, by clicking on the Change Case Data button.
(Refer to previous instructions to add or remove parties.)

4. Optional: You can go back to change the documents you have included in this submission by
clicking the Add/Remove Documents button. This will re-direct you to the “Add a Document”
page. (Refer to previous instructions to add or remove documents.) You can also click the Back
button at the bottom of the “Review and Approve” page to go back to the “Add a Document”

page.

5. Optional: You can cancel and discard this submission by clicking on the Cancel (Delete) button.
This will remove the documents on the Court Judicial Branch servers and delete any information
about this submission that was not sent.

6. Optional: You can leave your submission in Draft state and finish it later by clicking on the Move
to Draft button.

7. Click on the Submit the Filing button to file the submission.

8. If you owe fees, after clicking OK on a dialog box, you will be directed to GovPay, a PCI certified
secure payment site.

Note: Credit card information must be re-entered with each filing as, according to the Payment Card
Industry (PCl) standards, the system does not record or retain credit card information.
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Figure 51: Secure Payment Site Information

Nkamas.gm‘ Live Help | Agencies | Online Services | Policies
i RERANEAR OOV For Payment Questions:
i GOVPay 1877121 EGOV or Live Help
Amount Due: $185.00
Pay by ECheck O Pay by Credit Card Subscription O
Confinue >

10.

11.

12.

13.

14.

Your charges are displayed on the opening GovPay with the different payment options.

If you would like to submit a payment directly from a bank account, select “Pay by ECheck” and
click Continue. You will need to have your bank routing number and bank account number in
order to complete payment.

Enter the required information and submit your payment by clicking the Confirm button.

After reviewing the information displayed, click Submit. The e-Filing system will contact the
payment process to collect money and then transfer the submission for the clerk to review or
for the judge to review.

Optional: Clicking the Cancel button will return you to the “Review and Approve” page.

If you would like to submit payment through a Discover, MasterCard, or VISA, select the “Pay by
Credit Card” radio button on the GovPay opening page. You will need to have your credit card
number and CVV number printed on the signature panel on the back of the card in order to
complete payment.
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Figure 52: Pay by Credit Card Option

Asiansas.gov
E’ g For Payment Questions:
aill GO'JPEY 1877 T21.EGOV of Llva Halp

Piease anier creds card information.

Al fields are Required.

Name
{as it appears on the card) Payment Due: $165 .00
Billing Address
Country UNITED STATES -
City
Slale MNA -
ZIP/Pastal Code
Credit Card Type [Mastercand| =

Cradit Card Numbsar
{no dashes or spaces)

Expiration Date & =~ 2011 =
CVV Number: What is CVV?

Phane Numbsar
(000) 000-0000

Email Address:

| Confim: |

e nibiity Policy | Seguiy Policy

of Urkaraan Ml fights reserved ﬂ.l‘klﬂﬁhw

15. Enter the required information and submit your payment by clicking the Confirm button.

16. After reviewing the information displayed, click Submit. The e-Filing system will contact the
payment process to collect money and then transfer the submission for the clerk to review or
for the judge to review.

17. Optional: Clicking the Cancel button will return you to the “Review and Approve” page.

18. If your payment is successful, “Your Filing has been Submitted” message is displayed as shown
below.

Figure 52: Filing Submitted Message
Home efile Cases My Prafile Log Out user: Charles Grundy
Home = Existing Case % Submission Confirmation

Your Filing has been submitted

Case Type: OV-CONTRACT - ACCOUNTING

Mote: This filing Is now being processed and added to the Clerk of Court document repository. Once ECF has stored the documents associated with your filing, a
receipt will be issued to you. You may view the status of this filing, and access your receipt for 60 days, after which it will be purged from this system. The documents
will be retained and available long term through the Clerk of Court.

[Fing Status
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19.

20.

21.

When this message is displayed, it means your payment was successful and your submission is
being transferred for review.

Optional: Click on the Filing Status button if you wish to review the status of your submission.
The status may take a few minutes to update. If you continue to refresh the status page, you
will see the status of your submission change. “Awaiting Approval” means payment is
processed and has been received by the court’s servers, and the submission is waiting to be
recorded. When the submission has completed all the steps at the court, your submission will
have an “Accepted” status. If you sentin a “Proposed Order,” an “Accepted, Presented to
Judge” status does not mean the proposed order is accepted; it simply means the proposed
order has reached the point where a judge can review the document.

Click the Home link on the menu or any other link to go to a different point in the eFile
application.

Understanding Filing Status
Whenever you eFile something to the court, the status of your filing is updated to reflect its progress.

Each filing will be updated with several different statuses. Some happen so quickly that you may not see

all the status changes. The “My Filings” page displays the status of each submission as it is updated until

the final status of “Accepted” has been posted. You may use the Go button near the top of the page to

“Refresh” the page view. A filing can have the status of

o Package Pending - The submission is being prepared for clerk review but not yet sent.

e Packaged - The submission is prepared and sent for clerk review.

e Received - The submission has received a time stamp and will be placed in a queue for
further processing.

e Awaiting Approval - The submission is in a queue for further processing.

e Filed - The Clerk has approved submission, and it is being processed. Be patient.

e Receipt Pending - An error occurred in communications. Call the e-Filing administrator.

e Rejected - Submission was denied. See the note from the clerk for an explanation. To start
the resubmission process, click Resubmit.

e Filed - No further action. The filer should look at their case history or receipt of the
submission to download sighed documents and check for notes from the Clerk.

e Accepted-Presented to Judge —Accepted and routed to a Judicial Queue for a judge to
review. This means that even though the submission has been filed, the proposed document
may not have been reviewed at this time, but it has been presented to a judge.

e Resubmitted - This submission was “Rejected,” and the filer used the old submission to
create a new submission. The status of this submission has no future value, and the filer
needs to look at the new submission status.
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Figure 53: Check Filing Status on My Filings Page
Home efile Cases My Profile Log Dut usar: Charles Grundy

My Flirgs
My Filings

Charles Grundy Filings

Report Criteria:

View Filings Between: \ng/17/2011 5=;,:i“:| AND Etl _Clear Dates

Filing ID: Court Case #: Client #: :Stam-. All b

Go |

My Filings Between 08,17 /2011 and Today

Delete
[] Filing ID Client # Court Case # v Date Submitted Document Type Status
O ®ioo7 23CR-11-60 09-14-2011:12:52:08 PM_ AFFIDAVIT FOR CRIMINAL SUMMONS Auwiaiting Approval
[0 ®too4 09-13-2011:00:19:13 PM  COMPLAINT/PETITION FILED T INITIATE CASE - FEE ASSESSED Rejectad _Resubmit |
[0 #1000 BOCR-11-308  09-07-2011:03:42:55 PM PROPOSED ORDER & NOTICE SERVED Filed
O mess S0DR-11-313  09-07-20011:03:27:13 PM PROPOSED ORDER & NOTICE SERVED Filed
[ @ess G0DR-11-316  09-07-2011:03:16:37 PM PROPOSED ORDER AMENDED PLEA Filed
O mees S0DR-11-316  09-07-20011:03:00:16 FM MOTION ATTORNEY FEES Filed
O w9y 08-26-2011:02:03:28 PM  COMPLAINT/PETITION FILED TO INITIATE CASE - FEE ASSESSED Receipt Pending
[0 @9 230R-11-106  D8-25-2011:02:19:25 PM AFFIDAVIT OF FINANCIAL MEANS Receipt Pending
O ®=ers 08-25-2011:01:10:09 PM COMPLAINT/PETITION FILED TO INITIATE CASE - FEE ASSESSED Receipt Pending

Mumber of Filings: 9

Each entry in the list represents the status of a filing.

Each entry on the “My Filings” page is temporary and is deleted after a certain period of time. The
period of time this information remains is configurable by the e-Filing administrator, but is usually not
less than 30 days.

Note: You should check each entry. Although a status is complete, there may still be a note from the
Clerk of the Court informing you of some condition. Be sure to check each receipt.

To check the status of your submissions:
1. From the Home page, click Filing Status or click eFile > My Filings from the menu bar at the top
of any page.

2. Optional: Filter the list by using the calendar icons to select a starting and ending date. Then
click Go. If you leave the end date blank, the system default is today’s date.

3. Click the “+” symbol in the “Filing ID” column to display the documents associated with the
filing.

4. Optional: Click the document name link that appears when you click the “+” symbol to
view/download the document.
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5. Click the filing “Status” on the right to display additional details about the filing. This will include
information such as the time-stamp on your submission.

Figure 54: View Documents Associated with the Filing from the Filing Status Page

Home efile Cases My Profile Log Out
My Filings = Filed
Filing Status
Status: Filed 01-05-2012:01:51:15 PM
Filing 1D: 1276
Clerk Tracking ID: 1909
Submitted By Howard, James

Date Submited: 01-05-2012:01:46:05 PM
Official File Stamp:  01-05-2012:01:46:05 PM

Caze Title: GWINTER VS G SPRING

Court Case #: 60CY-12-507

Case Type: FRALD

Court: PULASKT COUNTY CIRCUIT COURT

Mote: This filing will be removed from eFlex on 03-05-2012

Document Name View Document
COMPLAINTIPETITION FILED Test Documen] . pdf
SUMMONS - CERT MAIL/REST DELTY
Main Doourmnent receaipt. hitml

SUMMONS - CERT MAIL/REST DELTY  generated pdf

Response;
View Printable Receipt
Response
Description: Receipt
Author: System Administrator

Return addresses: Email: admin@tybera.com
Filing: http://rain.eflex.aoc. arkansas.gov/runit

Document Name Yiew Document
Main Document receipt,html
COMPLAINT/PETITION FILED T
SUMMONS - CERT MAIL/REST CELIY  generated.pdf
Form Faren, xml

_Back |

user: James Howard

Opening Test Doc

You have chosan to open

i Test Documend.pdf

which i a: Adobe Acrobat Document
from: hitp: fftrain. efile.aoc, arkansas, gov

‘What should Firefox do with ths file?

() Qpenwith | Adobe Reader (default)

() Save Fie

6. Optional: On the “Filing Status” page that appears after clicking the link, view/download the
document by clicking the “View Document” link.
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Handling a “Returned Not Filed” Status
If a submission is “Not Accepted,” the receipt will include a reason field. Although some reasons are

entered automatically by the system, for example, if one of the documents contained a virus, the clerk
typically types in the reason for the rejection.

1. When a submission is “Not Accepted,” a Resubmit button appears next to the status.

2. Click Resubmit to automatically create a new submission based on the previously rejected
submission.

3. Change what was rejected by either deleting the document in question or correcting the
information entered.

Note: The “Filing Status” screen is not where you should look for case information; instead, click
My Cases on the “Home” page.

Draft Submissions

The “Draft” feature acts as a backup if you are disconnected from the internet. Whenever you begin
creating a new submission, eFlex records data each time you advance to the next screen, including any
document data you have loaded. If your internet connection goes down, the system creates a draft of
your submission. When you're back online, you can continue the process where you left off. Each time
you log out, you will be prompted if you have any partially completed submissions.

To resume work on a draft filing:
1. Click eFile > Draft Filings on the menu bar to see a list of partially completed submissions.

Figure 55: List of Draft Filings

Home eFile Cases My Profile Log Ouk wser: James Howard
Drraft Flings
Draft Filings
_Delete:
[[] Filing ID Client # Court Case # Case Title Filing Description v Create Date Court Days Until Deletion
O 12es SOCV-11-503  JOHNNY TEST VS SUZY SEALED BAD FAITH 12-30-2011:01: 14:49 PM PULASK] COUNTY CIRCUIT COURT t4

2. Click the “Filing Description” name to return to the last page you worked on.

3. Continue with the submission. For most submissions the default is to go to the “Add a
Document” page. If you need to back up to the “Case Initiation” page on some submissions,
press the Back button on the “Add a Document” page.

Many times filers forget they already redid the submission. You can delete entries if you no longer need
the information or if you completed the submission by starting over. Each time you log off the e-Filing
system, if there are entries in draft status, you will be notified that you have entries in draft, and you will
have to answer whether you want to exit or not.
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Appendix A: Creating a PDF and Other Document Display Information

PDF Basics

PDF (Portable Document Format) is a popular format created by Adobe® Systems Incorporated.
Documents using this format can be read by Adobe Reader®, a free application available from the Adobe
website. This type of document is considered a final form document because it is not designed to be
edited. It is fixed and appears the same on nearly every machine using Adobe Reader, making it a
convenient way to ensure that the information you are sending is being viewed in the same layout
format as you intend it to be. A PDF document has the extension “.pdf” appended to the file name.

If you have a PDF printer driver installed, you can create PDF documents directly from Microsoft® Word.
Some word processing applications, such as Corel® WordPerfect®, include a PDF printer driver as part of
the application. There are several vendors that sell PDF printer drivers. Also, you can search the internet
for free PDF creators such as CUTE or 995.

Creating Documents
All documents except “Proposed Orders” may be submitted as a PDF file.

For “Proposed Orders” you should prepare these documents in a word processor and submit them in
one of the following formats:

e  Microsoft Word 2007 (.docx)

e  Microsoft Word 98 - 2003 (.doc)

e WordPerfect 6—12 (.wpd)

To create your original documents, whether “Proposed Orders” or another document, you'll need a
word processing application, such as Microsoft Word, WordPerfect, or another word processor. You
need to use standard fonts when you are creating the original document. Times New Roman or Arial
fonts are common and generally convert to PDF consistently. The font you select also needs to be a
“TrueType” font. Selecting standard fonts will help ensure the document formatting converts correctly.

Note: All documents eventually will be converted to a PDF file. “Proposed Orders” submitted in a word
processing format will be converted by the court later in the e-Filing process.

Microsoft Word 2007 has an Acrobat tab on the right side of the menu bar. When you have your original
document file opened, the “Create PDF” will allow you to save a copy of the document as a PDF. Many
users of other word processing programs will install a PDF printer driver as that is the common way to
create PDF documents. There are some free PDF printer drivers as well as products you can purchase.
Adobe Acrobat® Standard or Pro editions include printer drivers.

59

Copyright — Tybera Development Group, Inc. — Arkansas — May 2011



60 — Filer Interface User’s Guide

Including Paper Exhibits

With your submission you may need to include copies of paper documents such as a copy of a contract,
a copy of a bounced check, or some other item. These paper documents will need to be submitted in a
court-accepted electronic format. To do this you must have access to a scanner. The easiest way to
format the scanned documents is as pdf’s. In your scanner control dialog box, be sure to select the “Scan
to PDF” option. This option will create a file ready to attach to your filing.

Alternately, you could choose to scan the paper documents to an image file ending in .jpeg or .jpg.
Images with those file formats are not accepted by the Arkansas Judiciary so you would need to open a
word processing document and import the image. When the word processing document is saved with
the appropriate file extension (.doc, .docx, or .wpd), the file is ready to include in your filing.

Pay attention to court requirements for file size, color, and resolution. The Court EDMS system requests
that you use black-and-white settings with a low resolution (300 dpi) resulting in 25 to 50 KB per page in
size. Using color adds to the size of the file, so you should only scan using color settings when color is a
vital element of the exhibit. If your scan includes color, and then lower the resolution enough to reduce
the file size but not to destroy the ability to view the image. See your scanner's user documentation for
more information.

60

Copyright — Tybera Development Group, Inc. — Arkansas — May 2011



	Introducing e-Filing
	e-Filing Basics
	Document Preparation Prior to Login

	Getting Started
	Login
	Figure 1: Login Screen
	Figure 2: Read and Accept User Agreement
	Figure 3: Association with a Role
	Figure 4: Association with an Organization
	Figure 5: User Profile Information
	Figure 6: Notification of User Account Request

	Requesting Forgotten User Name or Resetting Forgotten Password
	Figure 7: Requesting a Password Reset
	Figure 8: Requesting a Password Reset
	Figure 9: Temporary Password for One-Time Login
	Figure 10: Changing a Password

	Navigating from the Home Page
	Figure 11: Home Page

	Logging Out
	Figure 12: Notification of Drafts


	Working with Profiles
	My User Profile
	To view or edit your user profile:
	Figure 13: Modify User Profile


	Passwords
	To change your password:
	Figure 14: Change Password Screen


	Login History
	To view login history:
	Figure 15: Login History



	Working with Cases
	To View My Cases:
	Figure 16: List of “My Cases”
	Figure 17: Search Cases
	To Delete a Case from My Cases Page
	Viewing Case History
	Figure 18: Expanded Case History View

	Viewing Certificate of Service
	Figure 19: Service List


	Notifications
	Accessing Your Notifications
	Figure 20: List of Notifications


	Viewing Filing Charges
	To view filing charges:
	Figure 21: List of Filing Charges



	Working with eFile
	Initiating a New Case
	Figure 22: Define the New Case by Selecting the Court
	Figure 23: Select the Court Division
	Figure 24: Define the Case by Selecting a Case Type
	To Add Case Parties and Additional Case Data
	Figure 25: Begin Creating the Submission on the Case Initiation Page
	Figure 26: Add Plaintiff Information Sample Page
	Figure 27: Case Initiation Displays Plaintiff Added
	Figure 28: Add Defendant Information
	Figure 29: Case Initiation Page Displaying Both Parties

	To Add Documents on a New Case
	Figure 30: Add a Document
	Figure 31: Document Category Drop Down
	Figure 32: Document Type Drop Down
	Figure 33: Document Form Requiring Additional Information from User
	Figure 34: Incorrect Document File Format
	Figure 35: List of Added Documents

	To Submit the Initial Filing
	Figure 36: Fee Payment Requirement for Filing
	Figure 37: Secure Payment Site Opening Page
	Figure 38: Pay by Credit Card Option
	Figure 39: Filing Submitted Message
	Figure 40: Filing Status

	To View or Print Documents Associated with A Case:
	Figure 41: My Filings Page Displays Filings with Links for Additional Information
	Figure 42: Viewing Documents from the Filing Status Page
	Figure 43: Court Generated Receipt

	e-Filing to an Existing Case
	To add a document to an existing case:
	Figure 44: Existing Cases
	Figure 45: Yellow Banner on Existing Case Add a Document Page
	Figure 46: Additional Information Required when Adding Some Documents
	Figure 47: Incorrect Document File Format
	Figure 48: List of Added Documents

	To Submit a Filing to an Existing Case
	Figure 49: Review and Approve Page for Existing Cases
	Figure 50: Filing Has Been Submitted
	Figure 51: Secure Payment Site Information
	Figure 52: Pay by Credit Card Option
	Figure 52: Filing Submitted Message


	Understanding Filing Status
	Figure 53: Check Filing Status on My Filings Page
	To check the status of your submissions:
	Figure 54: View Documents Associated with the Filing from the Filing Status Page

	Handling a “Returned Not Filed” Status

	Draft Submissions
	To resume work on a draft filing:
	Figure 55: List of Draft Filings



	Appendix A: Creating a PDF and Other Document Display Information
	PDF Basics
	Creating Documents
	Including Paper Exhibits


