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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. The web-based filer interface part of the
software allows attorneys, registered filers (Pro Se), law enforcement, government agencies, and others
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. In addition to this
manual, Franklin County has video tutorials outlining step-by-step procedures for some of the features
of the filer interface. You may access those tutorials from the Franklin County Court Login Page or the
Tybera website.

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 an Adobe® Acrobat® PDF file (Portable Document Format). There are some documents, such as
proposed orders, that are exceptions to this rule and may be submitted as Microsoft® Word 2003 or
higher or Corel WordPerfect® 10 or higher files. It is best to be prepared before logging into Franklin
County Courts’ filer interface.

The requirement for submitting documents in PDF files also applies to paper exhibits such as copies of
contracts or copies of cancelled checks. Such paper exhibits must be scanned and saved as a PDF or as a
TIFF. 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.

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 5 MB. Multiple documents can be included in a single
submission. The size limitation for an entire submission is 30 MB. If the document is larger than the 5
MB limit, it will be necessary to split the document into a set of smaller files. When the large documents
are split into parts, it is helpful to save the individual parts with file names such as “Part 2 of Motion,”
“Part 3 of Motion,” etc. Preparing large documents in this manner prior to beginning the case initiation
will save time.
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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.

Figure 1: Login Screen

Weicome Termsofuse Paymentpolicy Support

LogIn

Enter your User Name and Password.
User lame: |

Password:

Reguest Account

Welcome to the Franklin County's e-filing website.

This new service will sliow you to inftiate 2 case or file to an existing case efectronically. But you must first
request an account which is then approved by the Gerk.

Please review the Terms of Use policy.

Thank you for your particpation in the use of our new e-filing system.

1. To begin the registration process, click on the Request Account button on the login page. The
“User Agreement” page will open.

7
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Figure 2: Read and Accept User Agreement

User Agreement

In orde{):;‘ regeter for an account with EFlex, you must accept the terms of tha user agreement as expaned below. Falure to accept these tenms wil take you back
to the sraEen.

These are the terms of the user agraement..
<) | accapt the terms of the user agreement

O 1do not accept the tarms of the user agreement

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

3. Select the appropriate user role by clicking in the proper radio button.

4. Click Next. The “Select a Company” page will open.

Electronic Filing

Franklin County
esiling '
Select User Company
Select a company

Select the company you belong to or type it in below:

O pusting \TYBERATEST I~

) New

5. 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.

6. Click Submit. The “Request a User Account” page will display.
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Figure 4: User Profile Information

Request a User Account

Request a User Account

*Required Fields
Company Name: TYBERA TEST
User Name: = ||

Password: .

Confirm Password:
Title:

First Name: =

Middle Name:

Last Name: =

Suffix Name:

Bar Number: X Bar State: Ohio -
Phone: Fax:

EMail:

1st Alternate EMail:

2nd Alternate EMall:

9 use My Company's Address
Use My Address
Address Line 1: *
Address Line 2:

Address Line 3:

City: " State: Ohio v
Postal Code: . Country:  United States v

7. Fill'in the textboxes with the appropriate information. Fields marked with an asterisk are
required.

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. 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.

9
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Figure 5: Notification of User Account Request

User Account Requasted

User Account Requested

Your request to be registered as a user of the eFex System has been processed. Once your administrator has approved your request you will be able to logn
under the below username with the password you requested,

FRIDAY GOODNESS
User Name: TGIF
Bar Humber:
Bar State:
Phone:
Fax:
EMad: siebaron@tybera.com
Address: 360 West 920 North
Suite 100

Orem, UT 84057
us

9. 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.

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

Figure 6: Requesting a Password Reset
Reset Password

Request Password Reset

After submitting your user name, an emai will b2 sent to the primary emai address isted n your account. Ths email wil contan a3 secure Ink to ECF that wil dspley 2
page contaning 3 new random password. You wil be 3ble to log in o ECF using this new password and then change your password to one of your choosng.

Enter your user name below:

=Es

2. Enter your user name and click Submit. An email containing a link will be sent to the account
listed on your user profile.

3. 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.
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Figure 7: Temporary Password for One-Time Login

Password Rescet

Your temporary password |s: QQONFDOV

4. 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 8: Changing a Password

Change Password
Change Password

User Name: atest2
*Required Fields

Password: |

New Password:

Confirm New Password: *

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

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

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

9. 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 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.

11
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Figure 9: Home Page

)

File new casa

Auto-detect filing information from FDF
File subsequent document to exssting case
Check the status of my filings

uist of my ECF cases

T (17) Review your Natfications

Your username appears on the right side below the banner.

Electronic Filing

user: Lnda G Beabe

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 Submit, Next, or Save 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.

Typing in 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 10: Notification of Drafts

Home

Logout

T

efile

Cases | My Profile Log Out

You have incomplete filings. Are you sure you want to log out? =

Filing ID Chent # Court Case #
1570
917 110000703
1849 §00:233
1838
1727 11CV000706
1708 11CV000570
1708 18CY000285
1880  ascf
1518 1ICV0005S70
1517 25238
1502 4352458
1458 4852468
1957 110000338
1306 10CV000106
1178 11CV0002%8
1168 11CV000543
1150 110V00054%
1081 110v0002%8
1060

Case Title

PRIMARY PLAINTESF -¥S- PRIMARY DEFENDANT ET AL
BONES, BECKY

BUGGS BUNNY -VS- DAFFY DUCK

Foredosures

AMERICAN FAMILY INSURANCE COMPANY -¥S- DUSTIN WORTHINGTON Persona! Imjury (Other Torts)

BUGES BUNNY -VS- DAFFY DUCK

VON JASINSKT, LORETTA JANE

VON JASINSC, LORETTA JANE

¥ON JASINSCI, LORETTA JANE

COLE WOQD -¥S- CALROUN WOCD

CHASE HOME FINANCE LLC -¥'S- PRASHANT D MATHLR
FRED PLAINTIET -VS- FRANK DED0ANT

JOE JONES VS- D FREDS

JOE JOHES VS-FRED FREDS

FRED PLAINTIFT -VS- FRANK DE2DANT

Exeastions
Foredosres
Land Saie
tand Ssle
Land Sale
Foredosures
Other Cnil
Foredosures
Foredosures
Foredosures
Foredosures

user: Linda G Beebe

05-20-2011:05:00:08 P
04-15-2011:05:43:26 P

0206-2011:01:55:48 9
0406-2011:01:04:57?
0406-2011:1257:4537
03-285-2011:05:03: 24P
03-25-2011:01:32:479

03-25-20 IR51P
03-25-2011:12:06: 59
03-22-2012:09:31:187

Certificate of Judgment from 3 Comman Pleas Judgment 03-22-2011:08:38:312
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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.

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.

13
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Figure 12: Modify User Profile
Home eFile Cases My Profile Log Out user: a test2
User Profile 2> Mod#y User Profile

Modify User Profile

*Required Fields

Role(s):
Attorney

EMail Notification :
!Do NOT email me status updates for received filings
! Do NOT email me status updates for approved filings
Do NOT email me status updates for partially approved filings
Do NOT email me status updates for rejected filings
*Required Fields
User Name: atest2

Title:

First Name: *a
Middle Name:

Last Name: * test2

Suffix Name:

Organization: A FIRM NAME

Bar Number: Bar State:
User Identifier:

Phone: Fax:
EMail: slebaron@tybera.com
15t Alternate EMail:

2nd Alternate EMail:

Use My Company’s Address
11350 RANDOM HILLS ROAD
SUITE #500
FAIRFAX, VA 22030
us
9 uUse My Address
Address Line 1: * 11350 RANDOM HILLS ROAD

Address Line 2: SUITE =500

Address Line 3:
City: * FAIRFAX State: Virginia -
Postal Code: * 22030 Country:  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.
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3. Optional: If you do not include an email address in your profile, you will not receive
notifications through email. 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. A good password has symbols, upper and lower case characters,
numbers, and is greater than 4 digits. 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 13: Change Password Screen

wome | erie | e BROTME ow e

I Change Passwoed
Change Password

“Regqured Fields

Password: -
New Password %

Confirm New Password: *
Scbmt
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 and view the “User Profile” page.

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 14: Login History
IECEECONECTE - I 00

Logn Hietory
Login History

Linda G Beebe Log In History
Employae Account Status: Active
Date Logged In Log In Result  Requesting I Address

2011-04-26 21:47:38.18 Denled 10.1.2.1
2011-04-22 12:56:10.24  Denled 10.0.54.6
2011-04-09 23:30:20.693 Denied 10.1.2.2
2011-03-23 17:18:25.08  Denled 10.1.2.12
2011-03-21 18:37:10.443 Denied 10.1.2.2
2011-03-10 23:45:13.147 Denled 10.1.2.1
2011-03-02 13:33:01.067 Danied 10.0.54.6
2011-03-02 13:06:47.38  Denied 10.1.2.2
2011-02-14 12:54:51.763 Dented 10.0.5%.6
2011-01-26 19:23:16.64 Denied 10.1.24

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

Working with Cases
There are three options under the menu bar option labeled “Cases”. They are:
e “My Cases”
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e “Notifications”

e “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 15: List of “My Cases”
| Home [ ere I tvreotte | togout user: Lnda G Baebe

My Cases

Case Humber

Ex: 110V12345

Case Titke
% 308ES, JOE

HSMITH,
£BONES, BECKY
'+ BARELE, BRENDA
#TEST,

BITEST,

% COTT, TEST

% COTT, TEST
*COTT, TEST

S RLOWERS, PATTY

1+ MURORA LOAN SERVICES LLC
LEONARD

VE-REBECCA A

5 AURORA LOAN SERVICES LLC

N5+ REBECCA A LECNARD

5 AURDRA LOAN SERVICES LLC
LEONARD

VE-REBECCA A

% COULECTION AGENCY -¥5-

BURT BILUINGSLY
Done

From here you can:

17

Number of cases displayed per page: 50 ~

Court Partidpant's Last Name
COURT OF COMMON PLEAS - GENERAL DIVISION «

9 Show Active Show Inactive Show Both

wCaseWumber  Case Subtype Court Judge Certificate  Date Opened Inactive
001474 tstrucsons PROBATE COURT RomigomesY:  Cartificate of Service D4/06/2011 p
E00126A CIVI. ACTION LAND SALE  PROBATE COURT "°"p W:’g"’- Cartificate of Senvice 03/28/2011
5001234 rroun Real Estate PROBATE COURT Ropuoomer¥e  Cartiicate of Service 03/25/2044
6001224 CIVR ACTION LAND SALE  PROBATE COURT '”"‘9?'6'" Yoo Certificate of Senvice 03/25/2011
B00101A CIVIL ACTION LAND SALE  PROBATE COURT """W,G'- Certificate of Service 02/23/2011
6501004 T ssocaeny PROBATE COURT Ronwoomerys  Cartifcate of Service 02/22/2011
Montoomery,
5000794 CIVR ACTION (AND SALE  PROBATE COURT oty Certficate of Service 02/34/2011
6000734 CIVE ACTION LAND SALE  PROBATE COURT """"9:'5"’" Cortificate of Service 02/314/2031
6000704 CIVIL ACTION LAND SALE  PROBATE COURT ’”‘"‘9’:‘- Certificate of Servce 02/14/2011
EO0050A CIVE ACTION LAND SALE  PROBATE COURT ""'“ ”f'é‘"- Cartificate of Service 02/01/2011
COURT OF COMMON
130V000 742 Foredosures PLEAS - GENERAL DAVIDECAIN  Certificate of Service 04/13/2011
DEVISION
CORTOPCOMMON yponm. o
150V000737 Focedosures PLEAS - GENERAL ORTON Certificate of Service 04/1372011
DIVISION
COURT OF COMMON
130Y000738 Foreclosiures PLEAS - GENERAL DANIEL T HOGAN Cerbficate of Service 04/13/2012
DIVISTON
COURT OF COMMON
13CY00007 Foreclosures « GENERAL JOHN P BESSEY  Certificate of Service 04/13/2011

A An e
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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.

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 e-Filed 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.

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, court, 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 e-Filed 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.
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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.

Figure 16: Search Cases

Search Cases

user: Unda G Beebe

Number of cases daplayed per page: S0«

NOTE: This page searches the eFlex database for cases that you have fed on. This

search does not access the court's case management system.

Search by:

Enter 2 part of the case thtle or complete case numbers as search atera. If you leave the right case number fisld blank but enter a case number nto the laft fiald, al
case numbars greater than of equal to the case number enterad wil be retumed. If you leave the &ft case number fisld blank but enter 3 case number nto the rght
field, al case numbers less than or equal to the case number entered wil be retumed,

Case Title: Jones
Case Number: (Ex: 11CVD0001 or 600001) to
| Seach W AIMy Cases |
©) show Active  Show Inactive ' Show Soth S
Case Tithe v Case Number Case Type Judge Certificate Inactive
¥ JONES, J0E E00147A Irstructons Montgomery, Robert G, Certificate of Service
#1 JOE JONES -vS- FRED FREDS 13CY000544 Foredosures LALRE. BEATTY Certificate of Service

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.
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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."

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 e-File something or if you 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. The
“Case History” view will vary depending on the type of case it is.

Figure 17: Case History View of Probate Case
€3 eFlex » €3 Case Summary x [

Robert G. Montgomery, Judge

Case Number: 600123A Case Title: BONES, BECKY

Opened: 03-25-2011
Case Type: CIVIL ACTION IMPROVE REAL ESTATE Status: Active  Judge: Montgomery, Robert G,
= Show/Hide Participants

Plaintiff{s] Counsel of Record
BARBARA BONES BEEBE, LINDA G.
COLUMBUS, OH 19111 DETROIT RD
STE 205

ROCKY RIVER, OH 44116-0000
(440) 331-0200

Defendant([s] Counsel of Record
BELINDA BONES
DAYTON, OH
Date Code Description Reference Cost

03-25-2011 01 Case Number (Daily Reporter) 10.00
03-25-2011 03 Docketing & Index 15.00
03-25-2011 04 Computerized Legal Research 3.00
03-25-2011 05 Computer Fee 10.00
03-25-2011 08 Dispute Resolution Fund 10.00
03-25-2011 1.2 Civil Action 150.00-
03-25-2011 2k Complaint to Improve Real Estate (1) 25.00
03-25-2011 I LETTER: (2) .00

04-12-2011 401  Affidavit (3) .00
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Figure 18: Case History View of Court of Common Pleas
€3 eflex » | €3 Case Summary x |

Electronic Filing

Case Number: 11CV000742 Case Title: AURORA LOAN SERVICES LLC -VS- REBECCA A
LEONARD

Opened: 04-13-2011

Case Type: FORECLOSURES Status: ACTIVE Judge: DAVID E CAIN

{# Show/Hide Participants

File Date Case thesney
04-20-2011 JOINT DISCLOSURE
04-20-2011 JOINT DISCLOSURE
04-18-2011 JOINT DISCLOSURE
04-18-2011 JOINT DISCLOSURE
04-18-2011 JOINT DISCLOSURE
04-18-2011 JOINT DISCLOSURE
04-18-2011 JOINT DISCLOSURE
04-13-2011 CASE INFORMATION SHEET
04-13-2011 COMPLAINT FILED
04-13-2011 =] APPEARANCE FILED

NAME: AURORA LOAN SERVICES LLC
PUNTIF/DEFNOT IND: P

ATTORNEY ID: 000000008

NAME: LINDA G, BEEBE

ADDRESS 1: 19111 DETROIT ROAD, SUITE
CITY/ST/ZIP: ROCKY RIVER, OH 44116-1740
PHONE: 216.356.5400

04-13-2011 = CLERKS ORIGINAL CASE SCHEDULE FILED
NARRATIVE: PRAECIPE REQUESTING FILING CERTIFICATE O
NARRATIVE_1: F JUDGMENT

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 and 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. A secondary page will
open.
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Figure 19: Service List
€3 eflex x= €3 Certificate of Service x

Service List

Service List RE: 600147A

Case Number: 6001474

Judge: Montgomery. Robert G.
Coart: PROBATE COURT
Case Title: JONES. JOE

This certificate was automaticallv generated by the courts auto-notification system.
Date Generated: 05-04-2011:11:30:59

I hereby certify that on 05-04-2011, I electronically filed the foregoing with the Clerk of the Court by using the ECF
svstem which will send a notice of electronic filing to the following:

Linda BEEBE. LINDA G. for JONES

The following people need to be notified:
SMITH
JONES for Linda BEEBE. LINDA G.

2. 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 action is taken on their cases. All email addresses entered in 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 e-Filing account, the Franklin County Courts require that
you continue the practice of service to those participants in paper and include your certificate of service
as part of your documents in this case.

When you receive a “Courtesy Notification” this 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
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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 e-Filed 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 “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.)

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.

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 e-File > 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.
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Figure 20: List of Notifications
Home eFde Cases MyProfic | LogOst uses; inds G Beebe

Home = Notiictions
Notifications

Notifications for Linda G Beebe

Document{s) submitted by... Case Title Case Number Court v Date
3 JOINT DISCLOSURE was filed by or m behalf of Linda G Beebe ABORALOAN SERVICES LLC 4S- SESECCA A LEONARD  130VD00RE2 COURT OF COMMONPLERS - COERAL DIVISION  03-29-2011
Doqumenis:
J0NTOESAOSRE
1 JODNT DESCLOSURE was fiied by or in behalf of Linda G Beebe HUFORA O STIVICES L VS-RESECCA A LEONARD  1ECVIOETS COURT OF COMMON PLEAS -CEERA DINISION 02262011

| BOGES BUNNY 5 DasFY Do 230V00E57D COURT OF COMMON PLEAS - GEERAL TIVTSION 05252011
Documents:
DEFALLT J0GvENT
200 QLOSRE wec Sed by or  behal of Linca G Besbe HR0RALOSN SSVICES LLC ¥5-RSBECTA A LEOMNARD  330W00C727 COURT OF COMMOR PLESS - GENERAL DIVISION  05-12-201
X OSRE
= JOINT DEISCLOSURE was filed by or in behalf of Linda G Beebe AFORALOMN SSVICES LLC VS-REBSECCA A LEONARD 120WD00742 COURT OF COMMON PLEAS -GEERAL DIVISION  04-12-2011
Documents:
JONT OESOLOSIRE
0 JOINT DESCLOSURE was filed by or in behalf of Linda G Beebe ARORALOMN SSNICSS LC vS-SESECCA A LSONARD 13000072 COURT OF COMMONPLEAS -COERAL DIVNISION  02-18-2011
Doouments:
XONTOESQ.OSRE
3 JOBNT DESCLOSURE was flied by or in behalf of Linda G Beebe ARORALOSBNSSVOCS UC VS-SSSECCA A ISONSSD  130wR0e7e2 COURT OF COMMCHFLTAS -GEERAL DIVISION  Ds-18-2011
cumerts:
0T OSOOSRE
=1 JOINT DESCLOSURE was filed by or in behal of Linds G Beebe ALRORA LOSN SSRVICES LiC /S-RESECCA A LEDMARD  120W00E7<2 COURT OF COMMONR PLEAS - GEERAL DINISION  05-15-2011L
SC.OSRE
=3 JOINT DESOLOSURE was filed Sy or in behalf of Linda G Becbe AURORA LOAN SERVICES UC VS-RESECCA A LECNSRD  120WD007C COURT OF COMMON PLEAS - GENERAL DINTSEON  03-18-2011

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

5. 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.

6. 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.

7. The envelope icon will change to an open envelope after you have viewed the email.

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. The page will refresh, and the deleted notification will no longer
appear on the list.

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
Court 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, you will be required to pay the fees with a



Filer Interface User’s Guide - 25

credit card. MasterCard®, American Express®, Discover® and Visa® payments are accepted. When
payments are made, eFlex records the payments and keeps track of charges associated with each case
and payments made for a twelve month period. Because a third party vendor is used for payments and
because federal law stipulates, eFlex does not store any credit card information. 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 | cric— IR user: Lnda G Becbe

Fiing Charges
Filing Charges

Report Month  May -

May 2011 Charges for Linda G Beebe

Case Title Client # Court Case # Description A Date Order Id Court Fee Convenience Fee Total Charge
JIMMY JOHN -VS- JONNY JIM 11CV006437  COMPLAINT  05-25-2011:07:21 331420 $350.00 $10.50 $360.50
Totals: $350.00 $10.50 $360.50

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 e-File
There are four options under the menu bar option labeled “e-File”. They are:
¢ New Case
e Existing Case
¢ 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 and are under the 5 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 e-File > New Case from the menu bar
at the top of most pages on the website. A “Court” page will appear.
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Figure 22: Define the New Case by Selecting the Court

| Home eFide Cases | MyProfile logOut |

user: Linda G Beebe
New Casz Fing: Court

Court
Description

COURT OF COMMON PLEAS - GENERAL DIVISION
PROBATE COURT

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

Figure 23: Select the Court Division

Horve etde Cases 1 My Profile

3 Log Out user: Linda G Beebe
New Case Fing: Court @ New Case Filng: Court
Court
Description
CIVIL DIVISION

CRIMINAL DIVISION o Soon

3. 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

Home eFie Cases My Profile Log Out

user: Linda G Beebe
New Case Fing: Court 2 New Case Fing: Cowrt =% Case Types

Case Types

Chwil
Executions
Judgment

Lis Pendens
MisceSaneous

4. Select the link for the appropriate case type. A “Case Subtype” page will appear.

To Add Case Parties and additional Case Data

1. When the “Case Subtype” page is displayed, click on the “Case Subtype” you wish to file. (The

case subtype list will differ based on the “Case Type” you selected.) The “Case Initiation” page
for the selected case subtype will appear.
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Figure 25: Select the Case Subtype

X

Home eFile Cases ‘ My Profile Log Out | user: Linda G Beebe

New Case Fing: Court = New Case Fing: Court = Case Types 2 Case Subtype

Case Subtype

Admanistrative Appeal

Cognovit Case

Commerdal Dockst

Consumer Safes Fractice Act SB185
Foredosures

Other Civil

Other Cwil PO

Personal Injury (Other Torts)
Product Liability

Professional Tort

‘forkers Compensation Board

Sack

2. Optional: If you do not see the case subtype you are wishing to file, click the Back button to be
redirected to the “Case Type” page where you can make a different selection.

Figure 26: Begin Creating the Submission on the Case Initiation Page

m efile Cases ty Prodie Log Out user: Linda G Baebe

27

New Case Fing: Court s New Case Fing: Court =» Casa Types 3¢ Case Subtype = Case Intation

Case Initiation: Other Civil

Fier Reference No (Enter your office reference number - f applicable)
Jury Demand O
Temporary Restraining Order []

Add Case Participants Add My P ties
Particpant Rame

Attorney(s) for Party

3 NETI

3. 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 personal/office filing system. It is in no way connected
to the court system. The field for that number is included for your convenience only.

4. Select any options applicable to the case you are initiating by clicking in the radio box.

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

Copyright — Tybera Development Group, Inc. — lowa EDMS Pilot — September 21, 2010



28 — Filer Interface User’s Guide

Figure 27: Add Plaintiff Information Sample Page

| Hoeme eFile Cases My Profile Log Out user; Lnda G Beebe
New Case Fing: Court @ New Case Fing: Court @ Case Types © Case Subtype @ Casa Intation & Add a Party
Nate: Any paty to be sarved mutt be added 4 dstine w
Party Information Additional Allases or Business Name for Party
Party Type: Prmary Plaintiff - Type: AKA -
Business Person 9 Business Person '@
First Neme: * First Namw: *
Middle Initial: Meddie Intial;
Last Name: * Last Neme: *
(or Business Name) (or Busness Name)
Desgnaton: Designation:
Address Line 1: =
Address Line 2: Type Alias (Business Name) Delete
Address Line 3:
City: * Representation for this Party
y:
State: * Ohio = Last Name Supreme Court Number State Delete
BEEBE 000000008 OH X
Zip / Postal Code: * :
e Add Another or Replace Attorney:
Add Additional Addresses =S = * .
Altorney's Last Name:
Address Delete
Supreme Court No.
Bar State: Ohio -
[t |

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.

9. Click Next. This will return you to the “Case Initiation Page” where the party you added will
appear on the list displayed.
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Figure 28: Case Initiation Displays Plaintiff Added
m_e_f_l_s Cases | MyProfile | LogOut user: Lnda G Beebe

New Case Fing: Court <» New Case Fing: Court @ Case Types % Case Subtype = (ase Intiation

Case Initiation: Other Civil

Filer Reference No {Enter your office reference number - If applicable)
Jury Demand O

Temporary Restraining Order []

Add Case Partidipants Add Other Parties

Participant Name Role Attorney(s) for Party
X &y DAISY DUCK Primary Cradtor BEEBE

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 29: Add Defendant Information
T tome —

[ S

Wl -t —ie—————Y——— ——————————

New Case Fiing: Court & Maw Case Fing: Court @ Case Types @ Case Subtype @ Case Intition & Add 3 Party

Add a Party

]

otar Any party to be served must ba added as 3 detnct

Party Information

Party Type: | Primary Defendant | -

Business Porson 9@
First Name: *
Middie Initial:

Lost Nama: *
(or Bugsiness Name)

Desgnation:

Mall Name:
Address Une 1: *
Address Une 2
Address Line 3:
City: *

State: *

Ohvo

Zip / Postal Code: *
Add Additional Addresses

Address Delete

party

Additional ARases or Business Name for Party
Type: AKA -
Business

First Name: *

Middie Initial:

Last Name: *
(or Buaness Rame)

Desgnation:

Type Allas(Business Hame) Delete

Representation for this Party

Last Rame Supreme Court lumber  Deldete

Add Another or Replace Attornay:

Last Name:

m Supreme Court No.:

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.

usar: Lnca G Beebe

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.

10. Click Next. This will return you to the “Case Initiation Page” where the party you added will

appear on the list displayed.
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Figure 30: Case Initiation Page Displaying Both Parties

m efie Cases My Profile | Log Out user: Lnda G Beebe

New Casa Fing: Court @ New Case Fing: Court @ Casa Types © Case Sudtype o Case Intiation

Case Initiation: Other Civil

Filer Referance No (Enter your office reference number - If applicable)
Jury Demand [

Temporary Restraining Order [¥

Add Case Partidpants

Participant Name Attorney(s) for Party
X & @ DAISY DUCK Primary Craditor BEEBE
X s # MINHE MOUSE Srimary Debtor

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 31: Add a Document

| Home eFile Cases My Profile Log Out user: Linda G Beebe

New Case Fing: Court 2 New Case Fiing: Court 2» Case Types 5> Case Subtype 2 Case Inttiation 2» Add a Document
Case Subtype : Foreclosures

Document Category v

Document Type * -
Additional Text
Acceptable File Format(s) (*.pdf,*.tif)
Document Location | Browse.. i
Page Count
Add to Submission RS

Document Name View Document Edit Data Size Pg Count Remove

Case Data form. xml E Q.01MB8
Total Size: 0.0MB

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 e-Filed on this “Case Subtype.” If you are struggling
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to find the right “Document Type,” leave the “Document Category” blank to see all the
documents.

Figure 32: Document Category Drop Down

AFFIDAVTTS

AMENDED

ANSWERS/RESPONSIVE PLEADINGS

AFFPEALS

APPEALS TRIAL COURT

ATTORNEY APPEARANCE/APPOINTMENT S/WITHDRAWALS
BONDS

oy == {  Electronic Filing

(omty |DHBOS

Frasikfin (our; :
—_— S MEMOS/REPLYS
B -visceisnsous user: Linda G Beebe

MOTIONS/OBJECTIONS
Hew Case Fing: Courl NOTICES s Intiabon = Add 2 Document
ORDERS/ENTRIES
Case Subtype : FRAECIPES
. FPROPOSED ORDERS
REQUESTS
SCHEDULED EVENT S/CONTRUANCES
SERVICE
SHERFF
Document Type ™ | TERMINATIONS/DISMISSALS/STAYS ! b
TRANSCRIPTS/RECORDS/DEPOSITIONS
Additional Text VEARRANT/CAPIAS/SUMMONS
WRITS

Document Catagory

Acceptable File Format({s] (~.pdf,=.tf)
Document Location [Bowss_ |
Page Count
Add to Submission | S==h
Document Name View Document EditData Size PgCount Remove
Case Datz form.ooml E 0.01M8
TowSes: 008

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.
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Figure 33: Document Type Drop Down

Auto-datect Form

ANSWER

ANSWER TO COMPLAINT

CASE INFORMAT JON SHEET

CERTIFICATION TO ASSIGN CASE TO COMMERCIAL DOCXET
COMMITMENT FOR TITLE INSURANCE

COMFLAINT - CATEGORY D

CONFIDENTIAL DISCLOSURE OF PERSONAL DENTIFIEERS

LN COPY OF JUDGMENT /ORDER/ENTRY

< FORCIBLE ENTRY AND DETAINER SUMMONS Electronic Fil mg

Framhdin Cowrty | FOREIGN CERTIFICATE OF JUDGMENT

. INVOICE FOR TITLE INSURANCE
LIS PENDENS [
New Cass Fing: Court MOTION: APPOINTMENT OF RECEIVER pod 2 Document
MOTION: DESIGNATION OF PROCESS SERVER
Case Subh'pe +« MOTION: ORDER OF ATTACHMENT
- MOTION: ORDER OF POSSESSION
MOTION: ORDER TAXING COSTS TO DEFENDANT
MOTION: PRELIMINARY INJUNCTION
MOTION: PROTECTIVE ORDER
MOTION: SPECIAL PROCESS SERVER
Document Type ™ MOTION: TEMFORARY RESTRANING ORDER
MOTION: EXTEND TIME
Additonal Text MOTION: STAY
MOTION: TRANSFER TO COMMERCIAL DOCKET
NOTICE FILING OF TITLE COMMITMENT

NOTICE FOR AFPLICATION OF ATTACHMENT v
Document Location - | trowse &

Page Count

Document Category

Add to Submission  [Regl

Document Kame View Document EditData Ske  Pg Count Remove
Case Dats form, xmi g Q01M8

Total Spe:  0.0M8

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.

5. Locate the document you have prepared by clicking on Browse. The operating system “Open
Dialog” will display.

6. Browse to locate your document, 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.

7. If you are uploading a non-PDF or TIFF, you must indicate the length of your document in the
“Page Count” textbox.

8. 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.
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9. 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.

Figure 34: Example Document Form Requiring Additional Information from User

AFFIDAVIT

for all filings except for Praecipes please fill out this block and any appicable block below. Al prascpe filings skip to Praecipe block.

Name of Business/Person

Person '@

Last Name: First Name:

Business Name of Business:
Address of Business/Person

Address Line 1:
Address Line 2
Address Line 3

City: State: Oho

LU Desq:

Subpoena Fllngs

Records Only: Y N Vitness Fee On Depost:
Courty: FRANKLIN COUNTY -

State: Ohio -
Praecipe Filings

County: FRANKLIN COUNTY -

Case Reference Number:

Deposition Flings

»

Date of Deposition:

Depositon Irvoice Amount:

Wwitness Fee Filings
Number of Days:

Witness Fee:

m

Note: You must file documents in the accepted format (PDF, in most cases) 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.



Filer Interface User’s Guide - 35

Figure 35: Incorrect Document File Format
Home eFile Cases My Profile Log Out usar: Lnda G Beede

New Case Fiing: Court =» New Case Fiing: Court =» Case Typas = Case Subtype 2 Cas2 Intetion = Add 2 Document

Case Subtype : Other Civil

¢

Document Category | NEWY CASE FILINGS
Document Type * v
Additional Text

Acceptable File Format(s) (*.pdf,*.tf)
Document Location | [ Browss_ |
Page Count
Add to Submission  |Qi==H
The fie s not an acceptadie format. It must be of type pdfitf

Document Name View Document  Edit Data Size PgCount Remove
Case Data form.xmi E 0.01M8

TotsiSge: 0.0M8

10. 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 an “Affidavit” were
added with no additional text. The size of each document is also included on the entry as is the

page count.

Figure 36: List of Added Documents

Home eFile Cases My Profile Log Out usar: Unda G Beebe

New Case Fing: Court <» New Casa Fiing: Court =» Case Types 2> Case Subtype <+ Case Inthtion = Add 2 Documant

Case Subtype : Foreclosures

Document Category | L 1B
Documant Type *
Adarional Text
Acceptable File Format(s) (*.pdf,~.tf)
Document Location | Browse..

Fage Count

Add to Submission

Document Rame View Docmment  Tdit Data Ske Py Count Remove
Caze Data formomd B oo
COMPLAINT Delete ths Test My test case, pof 0.0z 1 L
AFFIOAVTT My test case A pdf B o 1 B

Total Sxe: 0.04MB
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10.

11.

12.

13.

14.

15.

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” under
the “Remove” column. This will remove that document from your submission. Then add the
correct documents.

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.

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. Payment by credit card will most often be the appropriate selection and is,

therefore, listed first.
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Figure 37: Fee Payment Requirement for Filing
T e T I T s:':Lc2 G Gzcbe

New Case Fiing: Court =5 Case Typas =» Case Subtype =» Case Initation 2> Add a Document 3» Review and Approve Filng

Review and Approve Filing

Case Title : JOE SCHMOE -VS- FLOWER CHILD
Case Subtype : Other Civil

Generated Case Data:

Document(s) to be Submitted:

Document Name View Document
COMPLAINT My test case,pdf
AFFIDAVIT My test case_A.pdf

Spedcial Filing Instructions for the Clerk:

Payment Method:

Pay by Credit Card
[Fl Estimated Fees: $225.00

Fee Description Amount
CLERK FEE FUND $25.00
DAILY REPORTER $10.00
LEGAL RESEARCH - GEN $3.00
COURT COMPUTERIZATION FEES $10.00
LEGAL AID $26.00
DEPOSITS SECURED $145.00
SPECIAL DOCKET FEE $2.00

INDIGENT/DEFER

Cancel (Delete)

1. 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.

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

37

Copyright — Tybera Development Group, Inc. — lowa EDMS Pilot — September 21, 2010



38 — Filer Interface User’s Guide

button at the bottom of the “Review and Approve” page to go back to the “Add a Document”
page.

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.

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

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.

If you owe fees, after clicking OK on the dialog box, you will be directed to “Pay Gov,” 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.

Figure 38: Secure Payment Site Information

Qay A u

™he folowing paymants

are accepted Rv your

transacton

9 Credit/Datt

Check

Payment Information -
| Cardholder Firnt Nama
Laat Name
Address
Caty
State
2p Code!
Blkng Fhane

Your Emad Address Optcnal

Cancel and Go Back

wprrant Amacrt

T\l Canvervarrs

Pasmart Tole

W Coved

Card Type: SelectCad Type =

190 Card Nunbe

3 > -
Secunty Code Three or four-dgt code prnted on hack of cand

S Exqpwaton Date! SolectMooh ~  SoloctYox -

09 Dapliey. LG

8. Your charges are displayed on the left hand column.
9. Enter the required information and submit your payment by clicking the Review and Pay

button.
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10. 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.

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

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

Figure 39: Filing Submitted Message
| Home eFile Cases My Profile |  Log Out user: Linda G Beebe
Submission Confirmation

Your Filing has been submitted

Case Type: Other Civil -
Note: This filing is now being processed and added to the Clerk of Court document repository. Once the documents associated with your filing have been stored,

a receipt will be Issued to you. You may view the status of this filing, and access your receipt for 90 days, after which it will be purged from this system. The
documents will be retained and available long term through the Clerk of Court.

Filng Status

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

14. 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.
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Figure 40: Filing Status

[ | tome TN Cases | My Profile Log Out user: Linda G Beebe

Filng Status

My Filings

Linda G Beebe Filings

Report Criteria:

View Filings Between: 06/10/2011 AND | i |

Filing ID: Court Case #: Client #: Status: All -

My Filings Between 06/10/2011 and Today

|| Filing ID Chent # Case Title Court Case # | v Date Submitted Document Type  Status
] =33 X SCHRCE ¥5- FLOWER 06-10-2011:03: 18:02PM COMPLAINT Awaiting Approval

CHILD
Number of Filings: 1

15. Click the Home link on the menu or any other link to go to a different point in the e-File
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.

1. To access the “Filing Status” page, select Filing Status from the “Home” page or e-File>My
Filings from the menu bar at the top of any page.
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Figure 41: My Filings Page Displays Filings with Links for Additional Information
Home efile Cases MyProfile | LogOut user: Linda G Basbe

Home = Fing S2tus

My Filings
Linda G Beebe Filings
Report Criteria:
Viewe Filings Between: 02/01/2011 = ao
Filing D: Court Case =: Client =: Status: All -
=

My Filings Between 02/01/2011 and Today

_ FingIDChent#  CaseTile  CourtCase#| vi: Document Type Status
Fl =20 ASASDEG 05-05-2011:11:22: 1244 COMPLAINT S3yment Pendng
N 225 s00147A 0425-2011:01:00:57FM Afidzut Sayment Serding
] ®2mas S00147A 04-25-2011:12:58:32PN Affidait Sayment Pending
Fl =28 _gg;éég:’fg;ﬁuc 130000737  ©4-27-2011:07:5%57 PM DNVOICE FOR COST OF RECORD Awaitng foproval
=199 DICCSBUMNEASDARY. 13000057 D4-23-2011:0:01:15PM MOTION: DEFALLT JIDGHENT Scceptze
= 1997 mg’;mu 130000737 B+23-2011:09:55:21PM PROPOSSD ENTRY Accepted-presentec to udge
= =9 AR R O ST 1000742 0+20-2011:05:03:04PM JOBNT DISCLOSURE Accapted
T o= AT 10742 D+20-DIL0SISHAIPM JONNT DISCLOSIRE Resubmitisd
1 =837 R e 'C 110000737 D+1B-2011:01:53:58PM JOMNT DISQLOSIRE Accepted
Fl =83% R O SRS 13000742 CH+IB-2011:01:33: 1374 JONT DISQ.OSRE Accapted
= =3 ARCTALONSRECSUC 13000072 0+18-2011:0121:53PM 0T DISQOSIRE Accepted
= 1834 o T 100072 O+18-201101:13:06PM J0MNT DISQLOSURE acceptee
T =83 mm“ 130V000742  0418-2011:12:59:24PM JONT DISO.OSRE Accepted
= 1832 AURORALOSN SERVICESLLC 1yrypog742  04-18-2011:12:42:32PM JOINT DESCLOSURE Accepted

— ¥S-RESECCA A LECNARD

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 user: Linda G Beebe

Fiing Status 3» Accepted-presented to judge

Filing Status

Status: Accepted-presented to judge 05-25-2011:07:26:39 PM
Reason: approve

Filing ID: 100

Clerk Tracking ID: 100

Submitted By: Beebe, Linda G

Date Submitted: 05-25-2011:07:20:15 PM

Official File Stamp:  05-25-2011:07:21:45 PM

Case Title: JIMMY JORN -VS- JONNY JIM
Court Case #: 11CV006437

Case Subtype: Foreclosures

Court: CIVIL DIVISION

Note: This filing will be removed from eFlex on 08-23-2011

Document Name View Document
COMPLAINT affidavit of publication, pdf
BRIEF OF appointment of subsitute trustee.pdf

REQUEST FOR SERVICE - CERTIFIED MAIL

Response:

View Printable Receipt

Response
Description: Receipt
Author: System Administrator
Document Name View Document
Main Document receipt.htmi
COMPLAINT affidavit of publication.pdf
BRIEF OF appontment of subsitute trustee, pdf

REQUEST FOR SERVICE - CERTIFIED MAIL generated.pdf
CLERKS ORIGINAL CASE SCHEDIRE FILED generated(2).pdf
Form form. xml

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

4. Below the 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
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computer code that the system administrator can use for information in case troubleshooting is
necessary.

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 e-Filer view after 90 days.

Figure 43: Court Generated Receipt

€3 eFlex % | Receipt x
Confirmation of Receipt

Note: approve
The following information confinms acceptance of your fiing by Frankin County Court of Common Pleas

Case Information

Case Caption AURORA LOAN SERVICES LLC -VS- REBECCA A LEONARD
Case Number 11CV000742

Case Type Foreclosures

Court Name Frankiin County Court of Common Pleas

CIVIL DIVISION

Court Location
Filing Information
Filer Linda G Beebe
Official Fie Stanp 04-18-2011:0134:16 PM
Filer Interface Id 1836
Clerk Interface Id 13998
Payment Information
Payment Method
Court Payment Reference
Total Charges $0.00
Documents
AnyProposedOrder. pdf JOINT DISCLOSURE

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 e-File > 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 Out user: Lindz G Beebe

Existing Cases

Case Number Court Case Title
PROSATE COURT - Submst

Ex: 0123454

wse. or Mer 3l your cuses. Number of cases displayed per page: 50 ~

Case Title v Case Number Case Type Date Opened

JONES, 0E 600247A Insyuctors 04/06/2011
SaTH, 5001254 CIVIL ACTION LAND SNE 03{28/2011
BONES, BECKY 6001234 Improve Red Estate 03/25/2011
BARSIE, SRENDA 6001224 CIVIL ACTION LAND SA.E 03/25/2011
5T, §0001A CEIVIL ACTION LAND SALE 02723011
TEST, 6002004 CIVIL ACTION DECLARATORY JUDGMENT 0z/22/2011
COTT, TEST 5000794 CIVIL ACTION LAND SALE 02/14/2011
COTT, TEST 5000784 CIVIL ACTION LAND SALE 02/1472011
CoTT, TEST 6000704 CIVIL ACTION LAND SA.E 021472011
ROWERS, PATTY 6000504 CIVIL ACTION LAND SALE 020012011
gc:é LOAN SERVICES LLC 4S-REBECCAA 3y onoe = v
:.;g%_cu NSERWCESLLC-S-REBECCA A 3 4600737 Foredosres 04/13/2011
gﬁ.w\ SERVICESLLC ¥S-REBEGCAA  yirnoo aveks —
COULECTION AGRNCY ¥S-BURT SELINGSLY  130VO00707 Forecosres 041372011
TEST CASE VS~ TEST TITLE 130000654 Focedosres 040672011

2. If you are not yet registered as a participant on the case, you must enter a case number,
court, and participant's last name (or, if Probate, the last name on the case title). 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, wrong court, 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
| Home efie Cases | My Profile Log Out user: Linda G Besbe

Home =+ Existing Case =» Add a Document
Case Number : 11CV000737 Case Title : AURORA LOAN SERVICES LLC -VS- REBECCA A LEONARD

Case Subtype : Foreclosures

Document Category v
Document Type * -
Additional Text
Acceptable File Format(s) (*.pdf,™.uof)
Document Location Browse
Page Count
Add to Submission

Document Hame View Document  Edit Data Slze  Pg Count Remove

6. 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 e-Filed on this “Case Subtype.” If you are struggling
to find the right “Document Type,” leave the “Document Category” blank to see all the
documents.

7. 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.

8. 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.

9. Locate the document you have prepared by clicking on Browse. The operating system “Open
Dialog” will display. Browse to locate your document, 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.

10. If you are uploading a non-PDF or TIFF, you must indicate the length of your document in the
“Page Count” textbox.

11. 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
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servers. Once the transfer is complete, repeat the steps 2 through 7 on this page to add
additional documents.

12. 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
document type requiring the user to complete additional information are affidavits or
appearance.

Figure 46: Additional Information Required when Adding Some Documents

] Home Cases ] My Profile ] Log Out user: Linda G Beebe
Home 2 Existing Case 2» Add 3 Document 3» Notice Of Appearance

APPEARANCE

Case Number : 11CV000737 Case Title:

Last Name Bar # Delete Add an Attorney for this Party

Last Name:
Bar =:
for Participant Name Current Role Attorney(s) for Party
AURORA LOAN SERVICES LLC  Frimary LINDA G BEEBE
Plaintiff
REBECCA A LEONARD Frmary
Defendant
Primary

MICHAEL A LEONARD Defendant

Note: You must file documents in the accepted format (PDF, in most cases) 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.
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Figure 47: Incorrect Document File Format
Home eFile Cases My Profile Log Out usar: Linda G Beebe

New Case Fiing: Court 2 New Cass Fiing: Court =» (3se Types = Case Subtype 2 Case Intiation = Add 2 Document

Case Subtype : Other Civil

Document Category | NEW CASE FILINGS >
Document Type * b
Additional Text

Acceptable File Format(s) (*.pdf,*.tf)
Document Location | (Browss__|
Page Count
Add to Submission  |B==
The fie & not an acceptadle format. It must be of type pdfitf

Document Name View Document EditData Size PgCount Remove
Case Data form.xmi B ocomns

13. 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 an “Affidavit” was
added with no additional text. The size of each document is also included on the entry as is the

page count.

Figure 48: List of Added Documents

Home eFile Cases My Profile Log Out user: Linda G Beeba
New Case Fiing: Court 3» New Case Fiing: Court 3> Case Types 2> Case Subtype 2» Case Initition % Add a Document

Case Subtype : Foreclosures

DocumentCategory | ]~

Document Type * -

Additional Text

Acceptable File Format(s) (*.pdf, > tif)

Document Location L Browse.. |

Page Count

Add to Submission

Document Name View Document  Edit Data Size Pg Count Remove
Case Data form. xml E 0.01MB
COMPLAINT Delete this Test My test case.pdf 0.02M8 1 X

Total Size:  0.02MB

Back Move to Draft
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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” under
the “Remove” column. This will remove that document from your submission. 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
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

Generally there are no fees for follow-up filings; however, there are a few documents that 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. To make a payment, click on the link to enter
your credit card information. The “Review and Approve” page gives you several payment options.
Payment by credit card will most often be the appropriate selection and is, therefore, listed first.
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Figure 49: Review and Approve Page for Existing Cases
Hame eFile Cases My Profile | Log Owt usen: Lindz G Beebe

Busting Case 2 Adé 2 Document = Revew and Approve Fing

Review and Approve Filing

11CV000737
Case Subtype : Foredlosures

Emergency

Document(s) to be Submitted:

Document Name View Document
AFFIDAVIT My test case pof

Spaciol Fing Instructions for the Clerk:

(‘2o | Cance eiete) |

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
[ | tome [ENCTONNN  Cases | My Profie Log Out user: Linda G Beebe

Home =» Exatng Case = Submesion Confrmation

Your Filing has been submitted

Case Type: Foreclosures - CASE INFORMATION SHEET
Note: This filing Is now being processed and added to the Clerk of Court document repository. Once ECF has stored the documents assooated with your filing, &

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

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.)
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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.

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.

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

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

If you owe fees, after clicking OK on a dialog box, you will be directed to 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.

Figure 50: Secure Payment Site Information

Gl <

Payment Information -

The foliowing paymants

are accepted v your
transacton

9 Credit/Dabit

Check

Review and Pay >

Cancel and Go Back

wprrant Amacrn

cenvwrre “

—— e

B e
VRCH Gt

| Cardholder Firnt Name
Laat Name
Address

Caty

2o Code
Bing Frone

Your Emad Address

Card Type
Card Nunbe
Secunty Code

Expravon Date

Optcnal

SelctCand Type =

Three or four-dgit code prnted on hiack of cand

SolectVooh ~  SolectYox «

1. Your charges are displayed on the left hand column.

2. Enter the required information and submit your payment by clicking the Review and Pay

button.
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3. 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.

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

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

Figure 51: Filing Submitted Message
m efile Cases My Profile Log Out usar: Linda G Seebe

Home =» BExstng Case = Submesion Confrmation

Your Filing has been submitted

Case Type: Foreclosures - CASE INFORMATION SHEET
Note: This filing Is now being processed and added to the Clerk of Court document repository. Once ECF has stored the documents assocated with your filing, &

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 Stats

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

7. 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.

8. Click the Home link on the menu or any other link to go to a different point in the e-File
application.

Understanding Filing Status

Whenever you e-File 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

e 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.
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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 Accepted - 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 Not Accepted - Submission was denied.

e Accepted - No further action. The filer should look at their case history or receipt of the
submission to download signed 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 “Not Accepted,” 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.

Figure 52: Check Filing Status on My Filings Page

Home eFile Cases MyProfile | LogOut user: Lnda G Bashe
Home = Fing S2tus
My Filings
Linda G Beebe Filings
Report Criteria:
Viewe Filings Between: 02/01/2011 j:i AND =

Filing D: Court Case =: Client #: Status: All -

My Filings Between 02/01/2011 and Today

| Filing 1D Chent = Case Title Court Case # v Date Submitted Document Type Status
= 2360 ASHS-DFG 05-05-2011:11:22: 12 AM COMPLAINT D3yment Pendrg
M =aas 001978 0425-2011:01:00:57FM  Afidzut Sayment Pencing
] m2mes 001478 04-28-2011:12:58:32PM  Affidat Sayment Pending
= =as ?@cﬁiﬁaﬁu 130V000737  04-27-2011:07:54:57 PM INVOICE FOR COST OF RECORD Awaiting Acproval
—) =199 SICCSEUMNOAS DAY 13000057 D423-2011:20:01:15PM MOTION: DEFALLT JIOGHENT pr—
T =097 ?é’%’é&?i’iﬁoﬁi“ 130000737  B+23-2011:09:55:21 P PROPOSSD ENTRY Accepted-present= to udgs
% 1918 ARCRAOMSNCSUC 110000742 0+20-2011:05:03:04PM J0BNT DISCLOSURE Accaprec
= =918 R o IC 10om742  D+20-DIL0SISH4IPH 0T DISCLOSURE Resubmitiad
— =s3 R nToUC 130737 D+1B-DIL0LSHSEPM JONT DISOOSRE Accepeed
T =m3% ARCRALOVSRACOUC 110000742 0+18-2011:01:33:13PM J0NT DISQ.OSIRE Scceted
+ 1835 R TN TIAOUC 110000742 0+18-2011:01:21:53PM JONT DISCLOSIRE Accepted
= 1334 e T 13000742 O418-0110L:13:06PM J0NT DISQLOSURE Acoepted
=133 ARRAON TSI 10w0m72  0+18-2011:12:59:24PM JOMNT OISQLOSRE Accepted

ALRORA LOAN SERVICES LLC

S REEECCA A LEONARD 130V000742 04-18-2011:12:92:32PM JOINT DESSQLOSURE Accepted



Filer Interface User’s Guide - 53

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.

53

From the Home page, click Filing Status or click e-File > My Filings from the menu bar at the top
of any page.

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.

Click the “+” symbol in the “Filing ID” column to display the documents associated with the
filing.
Optional: Click the document name link that appears when you click the “+” symbol to

view/download the document.

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.
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Figure 53: View Documents Associated with the Filing from the Filing Status Page

Home

eFile Cases | My Profile | Log Out

Fling Status =» Accepted-presented to judge

Filing Status

Status:
Reason:

Filing ID:

Clerk Tracking ID:

Submitted By:

Date Submitted:

Official File Stamp:

Case Title:
Court Case #:
Case Subtype:
Court:

Accepted-presented to judge 05-25-2011:07:26:39 PM
approve

100

100

Beebe, Linda G

05-25-2011:07:20:15 PM

05-25-2011:07:21:45 PM

JIMMY JOHN -VS- JONNY JIM

11CV006437

Foreclosures

CIVIL DIVISION

Note: This filing will be removed from eFlex on 08-23-2011

Document Name View Document
COMPLAINT affidavit of publication, pdf
BRIEF OF appointment of subsitute trustee.pdf

REQUEST FOR SERVICE - CERTIFIED MAIL

Response:

View Printable Receipt

Response
Description: Receipt
Author: System Administrator
Document Name View Document
Main Document receipt.htmi
COMPLAINT affidavit of publication.pdf
BRIEF OF appontment of subsitute trustee, pdf
REQUEST FOR SERVICE - CERTIFIED MAIL generated.pdf
CLERKS ORIGINAL CASE SCHEDIRE FILED generated(2).pdf
Form form. xml

user: Linda G Beebe

6. Optional: On the “Filing Status” page that appears after clicking the link, view/download the
document by clicking the “View Document” link.

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.
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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 e-File > Draft Filings on the menu bar to see a list of partially completed submissions.

Figure 54: List of Draft Filings

Home “ Cases I My Profile [ Log Out user: Linda G Beebe
Draft Fings
Draft Filings
: Days
| Filing 1D Chent # Court Case # Case Title Case Type/Subtype ¥ Create Date untit
Deletion
2369 11CV000737 Foredosures 05-05-2011:12:26: 16 PM 90
2340 AB-¥S-GN Other Ovi 05-04-2011:01:54:07 PM 89
2337 ABVS-CD Other Civi 05-04-2011:01:49:45 PM 89
2335 11CV000737 Foredosures 05-04-2011:01:36:36 PM 89
2330 Foredosures 05-04-2011:12:33:55PM 89
2091 Personal Injury (Other Torts) 04-27-2011:11:31:18 AM 82
2038 11CV000742 AURORA LOAN SERVICES LLC -VS- REBECCA A LEONARD Foredonres 04-25-2011:02:53:08 PM 80
1996 11CV000736 AURCRA LOAN SERVICES LLC -VS-REBECCA A LEONARD Foredozures 04-23-2011:08:56:34PM B
1935 110V000737 ALRORA LOAN SERVICES LLC -¥S- REBECCA A LEONARD Foredosures 04-23-2011:08:53:30 PM »
1970 Other Civi 04-22-2011:01:52:17PM 7
1917 11CV000703 PRIMARY PLAINTIFF -VS- PRIMARY DEFENDANT ET AL Cther Cvi 04-20-2011:05:00:08 PM 75
1849 5001234 BONES, BECKY Improve Real Estate 03-18-2011:05:43: 26 PM 3
1838 Execubons 04-18-2011:02:35:90 PM 73
1727 11CV000706 Foreclosures 04-13-2011:02: 14:05 P™ &3
109 11CV0005 70 BUGGS BUNNY VS- DAFFY DUCK Foredosures 09-12-2011:07:43:45 PM 67
1708 10CV00028S AMERICAN FAMILY INSURANCE COMPANY -VS- DUSTIN WORTHINGTON Personal Inpury (Other Terts) 04-12-2011:07:43:04 PM 67
1690 asdf Executions 04-11-2011:10:17:23 PM 5
1618 11CV000570  BUGGS BUNNY -VS- DAFFY DUCK Foredosures 04-09-2011:09:20: 13 PM 54
1617 4852468 VON JASINSKI, LORETTA JANE Land Sale 04-08-2011:07:06:24 PM 63
1502 4352458 VON JASINSKI, LORETTA JANE Land Sale 04-06-2011:01:56:43 PM (3
1458 4852468 VON JASINSKI, LORETTA JANE Land Sale 04-06-2011:01:04:57 PM 61
1497 11CV000338  COLE WOOD -VS- CALHOUN WOOD Foredosures 04-06-2011:12:57:43 P 61
1306 10CV000100 CHASE HOME FINANCE LLC -¥S- PRASHANT D MATHUR Other Cvil 03-25-2011:05:03:24 PM 53
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2. Click the “Case Type/Subtype” 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. Itis fixed and appears the same on nearly every machine using Adobe Reader. Because the
document looks the same regardless of the machine, EDMS policy is to send documents as PDF
documents except for “Proposed Orders.” 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.

Creating Documents
All documents except “Proposed Orders” will need to 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 Rich Text Format (.rtf)

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.

Except for “Proposed Orders,” after you create your document, you need to convert it from the word
processing format to Adobe PDF file.

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. It doesn't matter what operating system
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or word processing application you use to create your original document as long as you can convert the
finished document to a PDF document.

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. You must scan these types of paper exhibits into PDF to
e-File them. To do this you must have access to a scanner. In your scanner control dialog box, be sure to
select the “Scan to PDF” option.

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.
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Appendix B: Dealing with Large Documents

The court has established a 30 MB limit for each document. Generally, a 200 page document printed
from your word processor to a PDF document in black and white will be about 2 MB if the document
does not have any images, such as pictures or graphs.

When your document is too large, you need to break the document down. As part of the submission
you will include the primary document first. Then add the additional documents you split up as separate
documents using the Attach Document option.

In your word processing application, if you have a PDF printer driver, select that printer. In the printer
dialog, you can tell the printer what pages you want printed. Select the range of pages you want to print
and name the document appropriately. For example, if you are printing the first 250 pages, you may
want to call that document the “Motion Part One.pdf.” From your application select the PDF printer
again, and identify in the printer dialog the next range of pages such as 251 to 500. Name the document
“Motion Part Two.pdf.” Continue this until you have printed all the sections of your documents.

When you are submitting the document you have broken into parts, you will add them on the “Add a
Document” page.

Figure A: Adding Large Document as Multiple Documents

1. Select a category from the “Document Category” drop-down list.

2. From the “Document Type” pull-down menu select the type of document you are going to add
to this submission for the original document.

3. Inthe “Additional Text” identify that this is “Part One” of the document.
4. Check the appropriate boxes associated with this document.

5. Locate “Part One” of the document you have prepared by clicking on the Browse. The operating
system “Open Dialog” will display. Browse to locate your document, select the document, and
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.

6. 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
Judicial Branch servers.

7. Each time you add a document, the document entry is displayed in the lower section of the
“Add a Document” page as shown in Figure 44. The picture above shows that an “Original
Notice” was added with no additional text. The size of the document is also included on the
entry.

61

Copyright — Tybera Development Group, Inc. — lowa EDMS Pilot — September 21, 2010



62 — Filer Interface User’s Guide

8. Once the transfer is complete select “Attachments” in the “Document Category.” This will only
allow one type of document to display in the “Document Type” pull-down list. If the “Document
Type” is blank select the “Document Type of Attachment.”

9. Locate “Part Two” of the document you have prepared by clicking on the Browse. The
operating system “Open Dialog” will display. Browse to locate your document, select the
document, and 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.

10. Click the Add button.

11. A page will display that asks you what document this is associated with. If there is only one lead
document, it will be automatically selected. If there is more than one lead document, you must
identify which document the attachment is associated with by clicking the appropriate radio
button.

Figure B: Add an Attachment to a Document
12. Click the Next button on this screen. 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 Judicial Branch servers.

13. Each time you add an attachment, the document entry is displayed in the lower section of the
page under the document you associated the attachment with. The listing is indented slightly,
marked by a dash, and labeled “Attachment.”

Figure C: Attachment Submitted
14. Repeat steps 8 through 13 for each portion of the document you broke down until you have
completed loading all of the documents.
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