TUREAML

eFlex Electronic Filing — Filer Interface

User’s Guide for Filers

Cobb County Magistrate Court Electronic Filing

September 2014



2 — Filer Interface User’s Guide

Introducing e-Filing ......ccccoiiiiuiiiiiinniiiiiininininiiniiinnen,
€-FiliNg BaSICS .eeviiieiiiiriiiiee ettt e e
Figure 1: eFlex Navigation........ccccccveeeviviieeiiciieeecciieees
Figure 2: eFlex Breadcrumb Trail .......cccoveeeviiieeeiiiiieeens
Document Preparation Prior to LOZiN.........ueevvvvvvvvvevvvevennnnnnnns
Getting Started ......cccvvvviiiiiiiiiiiiinir e
Logging In and Requesting an Account.......ccccoeeeveeeencieeecnnee,
Figure 3: LOgiN SCreen ....coceeeveeeiiiiieiieeeeee e
Figure 4: Reading and Accepting User Agreement.........
Figure 5: New Filing Option for Pro Se Users..................
Figure 6: Selecting “Accept” and Clicking “Submit”........
Figure 7: Association with a User Role.........cccccevvevieenns
Figure 8: Association with an Organization .........c..........
Figure 9: Creating a New Organization .........ccccuvvvvvvvnnnns
Figure 10: Using Profile Information..........ccccceeeeevieenns
Figure 11: Notification of User Account Request ...........
Resetting Forgotten Password........cccccceevcieeeeecieeeesciiee e
Figure 12: Requesting a Password Reset .........ccccccvveenns
Figure 13: Temporary Password Sent to Your Email.......
Figure 14: Temporary Password for One-Time Login .....
Figure 15: Resetting a Forgotten Password.....................
Navigating from the Home Page.......cccceeeciveeecciee e,
Figure 16: HOmMe Page ......cccvvvieiiiiiiniiieeeee e
LOBEING OUL ...eeeiiiiiieeieieeiiiteee et e e sirre e e e e e s s

Figure 17: Notification of Drafts (or Incomplete Filings)

Working with Profiles........ccccoiiemeiiiiieiiirieccerreecce e eeeen,
My UsSer Profile .......ccocueei i
Viewing or Editing Your User Profile.......cccccooveevcvieeecnneenn.
Figure 18: My User Profile .......ccccoveeevccieeiiiieee e

Figure 19: User Profile......ccccceeiicciieiiiiie e

Figure 20: Modify User Profile ........ccccoecvvveiiecieeiiciienens

2

Copyright, September 2014 — Tybera Development Group, Inc.

NOT FOR DISTRIBUTION



Filer Interface User’s Guide - 3

Figure 21: Email Notification SEttINGS......cuvii i e 21
PASSWOIAS ...eeiiiieeitte sttt ettt e sttt et e st e sttt e s a bt e e bt e e s ab e e st et e nee e s be e e bRt e e abe e e be e e eabeeebeeeenneenreeennreas 21
Changing the PAsSWOId......cccociiiiiiciiee ettt e ree e e te e e e e ate e e e e ate e e e e btaeeesnsteeesesteeesanseeeeennsens 21
Figure 22: Change PassSWOrd SCrEEN ........eiiiciiiee ittt e eciteeeeetre e e estreeeeetaeeesentaeeessataeeessntaeessnnsenaesnns 22
oY =T g TN = 1151 Ko ] o VAP PPPPPPPRPRPPPRt 22
VIEWING LOGIN HiSTOMY ...ttt e ettt e e e e e s bt e e e e e s e s eaabebeeeeeseesannnraaaaeeessesannns 22
FISUIE 23: LOGIN HiSTOIY ettt ettt e e ettt e e e e e e st e e e e e e s e snnreaeeeeeess 23
WOrKIiNG With Cases......ccivuuiiiiiuuiiiiiiuiiiiiiuiiiiiniiiiimsieiieisiimmiessitiesitmesistssssisiesssssesssssssanes 23
TO VIEW IMIY CASES evevevtrietrrtureuereeeeeteseeeseeeseeesssesssseeesssseseeeeeeeeeseeeeeeeseeeeeseeeeeeeeeteeesesesesssssssssssssssssessssnsssnsnns 24
FIUre 24: List OF “IMY CaSES” .....neiiiee ettt ettt eetee e e e tee e e e eta e e e et ae e e esatee e s eabaeeeenteeeeennees 24

BN RN NG L\ A A O =T - 1= OSSN 25
Figure 25: Filters Controlling PAge VIEW ........eiiiiiiiii ittt ettt et e e s sree e e s e e s 25
Figure 26: Viewing the Case HiStOrY ......ciiiiciiii ittt ettt e e e s e e s rae e e s eanee 25
FIgUre 27: Case HiStOrY Page....uuuiiiiiiiiiiiiiiiiiiiiiieereeeeeee e ee e e eseeeeeeseseeeseseseseseseessesssseeseeeseseseeeeens 26
FIUIE 28: SEAICH CaSES...cccuiiieiciiiee ettt ettt ettt ett e e e e ette e e e e ebte e e e ebteeeesbteeeeebteeeseseeeeesseneesannes 27
T 0] A B O =BT ] o f [ o V=PRIt 28
Figure 30: List Of “IMY CaS@5” ...coiuiiieiiciiiieecciteee ettt ee sttt e e ettt e e st e e s sbee e e e sbte e e e sbteeessbteeeesseeeesnnnes 28
Figure 31: “INactive” CheCKbDOX . .....cuiii ittt e e s sbee e e e s breeeesanes 29
FIGUIE 32: SEAICH CaS@S...ciiiiiiieiiiiiee ettt ettt s et e e sttt e e e s bte e e e sbte e e e sbteeessseeeeessteeeenanes 29
VLAY T O R =l o 11 o] o PPNt 30
FIgUre 33: Case HiSTOIrY VIEW ....cciiiiiiiiiiiiiiiiiiiieiieeeeeeeeeeeeeeeeeeeeeeeseeeseeeeesesesseesesesesseesesessesesseseseeeseeeeee 30
ViIiewing CertifiCate Of SEIVICE .....uuii ittt e et e e e et e e e e tae e e e baeeesannreeeean 31
Figure 34: Certificate Of SEIVICE ....uvii i e e e srrae e s 31

N O T CATIONS ettt ettt ettt e et e e s bt e s bt e e s bt e s bt e e sabeesabeeesabeesabeeenteesabeeeares 32
Figure 35: Notice of Electronic Filing (NEF)......c.eocieeeciiieieeeee ettt et eetee e e v 33
Figure 36: Accessing NOTIfiCAtIONS ...ccccuviiei ittt e e e e e e e e aree e e eanes 34
Figure 37 List of NOTIICAtiONS ...c.uviiiieieie e ettt e e et e e e e bre e e e e nreeeeeanes 34
Figure 38: Viewing Service List and DOCUMENT.......ccciiviiiiiiiieee et e e cveree e e e e e 35
Figure 39: Deleting NOtIifiCatioNs .....cocciiie it e e 35
VIEWING FIlING CRarZeS oo iiiiiiiciie ettt e e e et e e e et e e e s st te e e e st aee e esabeeeeesabeeeesnsseeeeennsenas 36
3

NOT FOR DISTRIBUTION Copyright, September 2014 — Tybera Development Group, Inc.



4 — Filer Interface User’s Guide

Figure 40: Calculated Fees from the Review and Approve Page .......cccccceeeeeeeccvivieeeeecccccrreeee e, 36
VIEWING FIlING CRarZES .. .uuuiiiiiiie ittt ettt e e e e et e e e e e e e e e ataaeeeeaeseesanstaaaeeaeesesannssaaseaaesaeannnes 37
Figure 41: List of FIliNg Charges .......coiiiiiii ittt ettt e e e str e e e seate e e e s snta e e e sneaaaeeans 37
WOrKing With @FIl@.......eeiieeeciieee ettt e et e s s ere e s s e na e s e s na s s e s asssssenasssssennssssesnssnsnennnsnsnennn 37
INTTIATING @ NEW CASE ..eiiiiiiiiiiiiiiiitiitiertrtttterereee ettt eereteteaeteeetetteaetaetetetetteetataeetetttetetetetatararetarrrnrrrn 38
Figure 42: INitiating @ NEW CaS....cceiuueiiiiiieiieeiette ettt e e et e e e e s s e abb e e e e e e e sesasnreeeeeeeess 38
Figure 43: Selecting the COUN ...ttt e s srate e s ssatee e s ssnteeeesneeeeesans 39
Figure 44: Case CategOry Page ... ittt ettt e e e e s e st e e e e e e s e nnbeeeeeeeens 39
Figure 45: Case INIitiation Pag... ... uuuuuiiiiiiiiiiiiiiiiiiiiieiiiiiiiieeseeeeaeeeeaeeeeee e eeesaseeeeerereeeesrasaeeseeseseerereres 39
Fi¥e Lo [T oY= 0 T D T - R 39
Figure 46: Creating the Submission on the Case Initiation Page ........ccccveeveiveeieciiee e, 40
AddINg @ Party t0 the Case.....uiiiiiiiiiiiiiiie ettt e e s s e e s sabe e e s ssaeeesssaeeessnranes 40
T U A X [o [T - [ A =P 40
Figure 48: Add My Party INformation Page........ccccuuiiiieiiiii ettt eeaaee e 41
Figure 49: REQUITEd FIEIAS.......ceii ettt et e ettt e e e et e e e e eata e e e seataeeeeantaeeesentaeaesnns 41
Figure 50: Parties to Be Served Added Individually .........c.cooouiriiiiiiii e 42
FIGUre 51: ATEOINEY SECTION ..eviiiiiiiiiiiiitee ettt e e e et e e e e s s s s sabbateeeeessessasnraaaeeeeens 42
Figure 52: Adding Alias on Additional Busingss Name ........cccccceeviveieiiiiieieiiiieeecsiiee e esreee e ssveee e 43
Figure 53: Case Initiation Displays Plaintiff Added .........ccoeveiiiiiiiiiiii e 43
Figure 54: Adding Defendant INformation.........ccccueiiiiiie e 44
Figure 55: Case Initiation Page Displaying Both Parties........cccccceecuiieeicciiiee e 44
Adding DocUMENTS ON @ NEW CASE ....uuiiiieiiiieieiieeeeeiteeeeetteeeeettee e eetteeesebaeeessbeseeesnsaseesansaseesenseneesns 45
Figure 56: Add @ DOCUMENT PABE...cciiciiiiiieiiie ettt ettt e s e stee e e e bee e s s eabee e s saree e e snbaeeesnnees 45
Figure 57: Document Category Drop-dOWN .......ccuueiiiiiiiei ittt eree e sree e eree e e ree e e 45
Figure 58: Document TYPE DIopP-dOWN......cuiiiiieiieiecciiee ettt ettt e eeee e e ree e s sbe e e s saree e e e nreeeesanees 46
Figure 59: Setting Document Security Level to Sealed .........coceeeeiiiee e 46
Figure 60: Additional TEXE.....uviii ittt e e e et e e e e ebe e e e eeabaeeesenbaeeeeenbaeeesensanaanans 47

(T ={OT N % R Mo Tor=) f V=4 o TU gl o Yol ¥ [ V= o | SRR 47
Figure 62: Adding @ DOCUMENT ......uiiiiiiiiieecciieeecetiee ettt e e e stte e e s sta e e e ssabaeeesanbaeeessnbaeesssnseeaesans 47
Figure 63: DOCUMENT AU ....ccoieiiiee ittt s setr e e s eatre e e ssabaeessenbaeeesans 47
Figure 64: Incorrect Document File FOrmMat.......coociiiiiiiiii ittt 48

4

Copyright, September 2014 — Tybera Development Group, Inc. NOT FOR DISTRIBUTION



Filer Interface User’s Guide - 5

Figure 65: List Of Added DOCUMENTS......uuiiiiiiiiiciiieeee et e e e ecrre e e e e e e e eabrr e e e e e e s e e nnnraeeeaaaeas 48
Figure 66: Accessing Draft FIliNGS..........uuiiiiiiii ittt rere e e e e s e e nrra e e e e e e 49
Submitting the INItIal FING ..cceieeeee e e s ete e e e e ata e e e sntae e e sentaeeeeans 49
Figure 67: Fee Payment Requirement for FIING ........oocviiiiiiiie i 50
Figure 68: Changing Filing INformation........cc.cceiiiiii it 51
Figure 69: Adding or REMOVING DOCUMENTS ...ueiiiiiiiiiiiiieeeicitee s ssiree s seiteeesssieee s sseteeesssnreeessenneeeesans 51
Figure 70: Moving Filing 10 DraftS.......ucuiiiiiiiiii i s e s snaee e eaes 51
Figure 71: Filing SUDMItLEd MESSABE .. .uviiii ittt sttt e s ssare e e s ssnbee e e sneeeaesans 52
FIUIE 72: FIlING STATUS ..uvviiiiiiiie ettt e e et e e s et e e e e setta e e e sntaeeesantaeeesantaeessnnsaeaesnns 52
To View or Print Documents Associated With @ Case.......ccceereerieriiriiinieeieesieeee e 52
Figure 73: My Filings Page Displays Filings with Links for Additional Information......................... 53
Figure 74: FiliNgG StatUus PAgE ...ueviiiiiieiiiiiee et eettee sttt e e st e s st e e e s eabae e s snbeeeesantaaeesanbaeessnnseeeesans 53
Figure 75: Viewing Documents from the Filing Status Page ........cccceviveiveiiiriiiee s 54
Figure 76: Viewing Court Time/Date Stamp Documents from the Filing Status Page.................... 55
Figure 77: Court TImMe/Date STAMD .....ccccuiieiieeeieeeeree et eeteeeeteeeeteeeeteeeteeeetreesbeeeetaeesbesensseesareeans 55
Figure 78: Court Generated RECEIPT ....cuuviii ittt e eetr e e s ete e e e s eara e e e sentaeeeeans 56
EFIlING 1O AN EXISTING CaSE..iiiiiuiiiiiiiiiiieiiiieee ettt ettt et e e s s e e s sttt e e e st be e e s s saeeeesatseeeesnsseeesansseeesanseeees 56
Adding a Document t0 an EXISTING CASE ...ccuvuiiiiiciiiieiiiiiie ettt ee sttt e e e e s sae e e s aae e e s s naaeeessaeeees 56
FISUIE 79: EXISTING CASES uuuiiiiiiiiieiiiiiiititee e e e seiiiteete e e s e s sibrteeeeeessssaabataeeesssessasnsasaeeesssansnsnsaneeeesens 57
Figure 80: Searching FOr an EXiSting Case........cciicciiiiiiiiiiiiecciiee ettt e e eetee e e seta e e e esnraee e senraeaeeans 57
Figure 81: Yellow Banner on Existing Case Add a Document Page.........ccceeeveeeeeciieeeeciieeeccieeeeeans 58
Figure 82: LOCating YOUr DOCUMENT.......uuiiiiiiiiiiiiiiiiieiiiiitiietaeieteteteteaeeeeerererereserererersrererareeererererernres 59
Figure 83: Incorrect Document File FOrmMat.......coociiiiiiiiiiiiiiie st 59
Figure 84: List Of Added DOCUMENTS ... .uuiiiiiiiieeieiiie s ccitee ettt e e s ere e e sebe e e s ssabae e e esnbaeeesnnsaeaesans 60
Submitting the EXisting Case FiliNG ......eeiiciiiiiiiiiie sttt srtre e st e e st e e e sentae e e ssareeeeeans 60
Figure 85: Adding or Removing DOCUMENTS .......uuviiiiiiiiiiiciiieeee et ectere e e e e e e nnraee e e e e 61
Figure 86: MoVing FIliNg 10 Drafts......ccccieii ittt e e e tre e e e e e searaeaeeans 61
UNderstanding FiliNg STatUS .......cuuiii ittt e e ete e e e e eate e e e eare e e e eate e e e enntaeeeennteeaeensens 62
Figure 87: Check Filing Status on My Filings PAgE ......cccuveiiiiiiiiiiciiie ettt 63
To check the status of yoUr SUDMISSIONS: ......ciiiiiiiiiiciiie e e aaeee s 63
5

NOT FOR DISTRIBUTION Copyright, September 2014 — Tybera Development Group, Inc.



6 — Filer Interface User’s Guide

Figure 88: Selecting Start and ENd DatesS.....cccccuiiiiiiie ettt errrre e e e e s e nnraee e e e e 64
Figure 89: Displaying Document Associated With Filing ........ccceeieeeciiiiiieee e, 64
Figure 90: Displaying Additional Details of @ FiliNg.......ccceiveiiiiiiiiiie e 65
Figure 91: FiliNg Status PAE ....ceiiiiiiieiiiiee ettt sttt e et e s ettt e e e e eate e e e snta e e e santaeeesnntaeessntaaaesnns 66
Handling @ “ReJECLEA” StAtUS ....cccicuiiie et e e et e e e sarte e e e arae e e e enbeeeeeennees 67
Figure 92: Resubmit Button for a Rejected FiliNg .......cccveiiiiiiiiiiiiieee it s 67
Draft SUDMISSIONS ..ottt sttt e st e e bt e s bt e s bt e e sabeeeabeeesaneesneeesnneas 68
WOrKing ONn @ Draft FilING.....oii ittt s e st e e s b e e e ssnbaeeesenbaeeessnseeeesans 68
Figure 93: Draft Filing Navigation from MenU Bar........c..ceeiciiiiiieciiiee ettt vree e 68
Figure 94: List of Draft FiliNgS......cccueii ittt et e et e e s tr e e e e e aee e senraaeeeans 69
Figure 95: “Add @ DOCUMENT” PAZE ...ccuviiieieiieee ettt et e e et e e e eetae e e s e vt e e e esabaeeesensaneaenns 69
Deleting @ Draft FiliNg «..veii et e s et e e e bae e e e b te e e e s abaeeeesanreeeenanees 69
Figure 96: Deleting @ Draft FiliNg ....ccoociieii ittt s s e s s sree e e e 70
Figure 97: INCOMPIETE FiliNG...uuiiiiiieee et ettt e e ee e e e e bae e e esabaeeesenbaaeeeans 70
Appendix A: Creating a PDF and Other Document Display Information.........ccoceeuiirireccirereccneennnnenees 71
PDF BASICS «.uuvtieiiitiet ittt e e e s s e e e s b e e e s nres 71
Creating DOCUMEBNTS ....uiiiiiiiiiiiiiteee e e ettt e e e e s sttt et e e e e s s s b eaeeeeeessasasbtaaeeeessssssssraeaeeeesssssnssseaaeesssnnanns 71
INClUdING Paper EXNIDITS ...cieeieie e e e e e s ree e e s arae e e ennees 72

6

Copyright, September 2014 — Tybera Development Group, Inc. NOT FOR DISTRIBUTION



Filer Interface User’s Guide - 7

Introducing e-Filing

e-Filing Basics

The Cobb County Magistrate Court e-Filing system is designed to make the work associated with
initiating and processing a case more efficient for both filers and court personnel. For the initial phase,
the web-based filer interface part of the software allows attorneys and registered filers (Pro Se) 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. Additionally, the eFlex system is a jumping off point that directs the filer to a court
system that allows filers to view documents associated with their cases.

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

This user’s guide is intended to instruct filers on the features of the eFlex system. Check the Cobb
County Magistrate Court eFiling login page for eFiling instructional opportunities.

In order to progress through eFiling a case with the greatest ease, following the steps outlined in this
manual is highly recommended, including document preparation as discussed below.

Also, for best results, users are strongly encouraged to use only the navigation buttons that are
displayed on the eFiling interface. These will appear at the bottom of each page and will give the user
options such as Back or Next.

Figure 1: eFlex Navigation

oocc | Sove to Dot | et |

Additionally, the filer may use the menu bar located at the top of each page, just below the Cobb County
Magistrate Court banner. Another navigation option is the breadcrumb trail at the top of every page.
This appears just below the menu bar, and the active links show the pages the user has visited to get to
the current page. Clicking on any of these links will take the user back to the page listed.

7
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Figure 2: eFlex Breadcrumb Trail

| | tHome DU Coses | MyProfile | logOut |

I Home =» New Case Filing: Court 2 Case Category =i Case Type = Case Initiation I

Case Initiation: CHILD SUPRORT GARNISHMENT

Breadcrumb Trail

It is important to avoid using the internet browser back arrow during the preparation and submission
of a filing.

Document Preparation Prior to Login

For most types of cases, the filer will need to attach documents with the initial filing. Generally, 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 (.doc or
.docx). It is best to be prepared before logging into Cobb County Magistrate Court’s 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.
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 10 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 10
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.

Getting Started

Logging In and Requesting an Account

To begin e-Filing, if you do not already have an efiling account, you must first go to the “Login” page
located at: xxxx.xxxx.org and request an account.

8
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The “Login” page is also 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 3: Login Screen

Cos COU

ives L o)
, el

JTY GEORGTA”
F COURTS) B o

Welcome to eFlex

Log In

If you are representing yourself, and wish to file immediataly using

il ==
e [ ]
Poswod | ] Electronic filing for courts,
attorneys, and government agencies.
Log In | Forgot Your Passwoed?

Forgot Your User Mame?

= = =\

This is the Cobb County Magistrate eFlex System. If you are logged in to eFile official court documents
you are in the wrong place. Court Technology

To log into the Cobb County Magistrate Court e-Filing system, simply enter your user name and
password.

If you do not have a login and password, you will need to first register and create an account. To

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

9
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Figure 4: Reading and Accepting User Agreement

User Agreement

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

This serves as your Efile Agreement with the Second Judicial District Court for the purpose of efiling court case documents using the eFlex Electronic Filing System and
will remain in effect as long as you are an active registered user.
By registering for an eFlex account you consent to the following:

Submit court filings electronically on court cases for which you are an active party or attorney of record, or an officer of the Court filing documents in your
official capacity.

Replacement of a signature on filed documents by a login process with a username and password followed by an approval process.

Accept electronic notices by email as a valid and effective service for all electronically filed documents replacing the need for paper notifications except for a
complaint, petition or other document that must be served with a summons, in addition to a summons or subpoena.

Agree to the terms of the license agreement as stated by Tybera on the court's eFlex website under "terms of use" and "privacy policy” when requesting a user
account and pressing the submit button.

Understand that email addresses supplied by the registered user via the username/password accessed Efile Account supersede the court's case management
system for the purpose of electronic notification resulting in valid and effective service of filed documents.

Understand that an attorney can sign and eFile a document on behalf of ancther attorney as long as: the attorney he or she is eFiling on behalf of is an attorney
of record (active attorney party) and is a registered eFiler. A note to the Clerk explaining that you are filing on behalf of the other attorney must be included in
"Special Filing Instructions.”

Agree to notify the Clerk of Court on each case, through proper motion to withdraw or notice of change of counsel, upon your departure from an agency, office,
or law firm. And if known, designate the new attorney and/or e-filer contact on each case.

Acknowledge receipt of a copy of Nevada Supreme Court ADKT No. 404, Order Adopting Nevada Electronic Filing Rules filed December 29, 2006 to be effective
March 1, 2007.

If a party submits a proposed Order and the Order is electronically filed by the Court, ONLY electronic users will be served by the Court. All other parties must
be served by the party who submitted the proposed Order in the normal fashion.

(01 accept the terms of the user agreement

'®T do not accept the terms of the user agreement

[ Gnce ] o |

3. Optional: If you are a Pro Se filer (representing yourself) and need to initiate a case, use the
Wizard button at the top right of the login box to begin the Request Account process. The
routing initiated by use of the Wizard button will create the user account and auto-route the
user to the initial wizard enabling the user to begin creating a new case. Follow the directions
below to create the user profile. Further instructions, on filing a new case, will be included in the
Case Initiation section of this document.

Figure 5: New Filing Option for Pro Se Users

Welcome to eFlex

Log In
If you are representing yourself, and wish to file immediately using .
the wizard, Wizard
User Mame | |
Password | |
Log In I Forgot Your Password?
Forgot our User Mame?
New Users
Request Account ]
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4. From the User Agreement page and after reading the terms of agreement, accept the terms by
selecting the proper radio button, and click Submit. The “User Roles” page will appear.

Figure 6: Selecting “Accept” and Clicking “Submit”

(®)1 accept the terms of the user agreement

(01 do not accept the terms of the user agreement

——,

Figure 7: Association with a User Role

USER ROLES

Select your user role:
C agency

(® Attorney

) Financial Administrator

) Pro Se

Crce J e

5. Each eFlex user must have an assigned role. The roles displayed for the Cobb County Magistrate
Court eFlex system are that of Agency, Attorney, Financial Administrator, and Pro Se (Self-
represented Litigant). Select the appropriate user role by clicking in the radio button.

6. Click Next. For every role except that of Pro Se, the “Select a Company” page will open. (For
users selecting the Pro Se role, the Request User Account user profile page will display.)

Figure 8: Association with an Organization

Select a company

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

®) Existing Bowers Thomas & Associates

Bowman and Brooke LLP N

L New Bradley, Drendel & Jeanney, Ltd. EIN: I:I
Brady, Vorwerck, Ryder & Caspino

m Branton Hand Page & Sullivan

Brayton Purcell

Bremer Whyte Brown & O'Meara
Brooke Shaw Zumpft

Brooks Bauer %
Brownstein Hyatt Farber Schreck
Buchalter Nemer
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Figure 9: Creating a New Organization

Figure 10: Using Profile Information

12

7. 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.

Note: If you selected “Pro Se,” you will not be asked to select or enter your organization’s name.

You will be taken to a Profile page where you enter your personal information. Pro Se filers are

automatically associated as a group to an organization labeled “Pro Se.”

Select a company

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

() Existing
® New

[Corce J et |

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

Request a User Account

|Beecher Legal Services

BEECHER LEGAL SERVICES

Company Name:
User Name: = |
Password: = |

Confirm Password: * |

First Name: = |
Middle Name: |
Last Name: = |
Suffix Name: |
Bar Number: = |
Phone: = |
EMail: = |
Confirm EMail: = |

1st Alternate EMail: |

2nd Alternate EMail: |

EIN: (67444-009

Copyright, September 2014 — Tybera Development Group, Inc.

NOT FOR DISTRIBUTION



Filer Interface User’s Guide - 13

AddressLine 1:  * | |

Address Line 2: | |

Address Line 3: | |

City: = | | State:  [GEORGIA v
Postal Code: = | | Country: [UNITED STATES v
concl ] s

9. Fillin the textboxes with the appropriate information. Fields marked with an asterisk (*) are
required.

10. The user name must be unique. If the user enters a name that is already in use, he or she will be
asked to select a different user name. This might be accomplished through addition of a number
or with the addition of a middle initial if the user is entering his or her own name as a user
name.

11. Depending upon the requirements of the court, your password may contain a specific number of
characters with stipulations to include numbers or special symbols. Also, you may be required to
have a combination of both upper and lower case letters as well as numbers or symbols. Check
the requirements set by the court.

12. If you selected “Attorney” as your filer role, then your bar number is required. The attorney bar
number is a unique identifier, and it is through the bar number that the eFlex system connects
the attorney filer to the cases he/she has submitted or to cases on which he/she is a participant.
Be sure the number is typed correctly.

Note: If you selected “Pro Se” then no bar number is required. A unique identifier will be
assigned to the Pro Se automatically.

13. Optional: If you are registering as a Pro Se, then the court will assign you a master PIN. This PIN
will then allow the eFlex system to communicate with the Court’s Case Management System
(CMmS).

14. Although not required, many attorneys make use of the alternate email fields. An assistant’s
email or docketing department’s email can be entered, and the same system-generated email
regarding case initiations or follow-up filings will be sent to the alternate email address entered.

Note: Some information, such as your bar number, organization or user role cannot be modified
by the account holder after you register. Changes to these fields must be done through the
administrator of the system at the court.

13
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15. 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.

Figure 11: Notification of User Account Request

User Account Requested

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

James Beecher, Ir
User Mame:  jbeecherr
Bar Number: 884399

Phene: (770) 665-9900
Fax:
EMail: jbeecherjr@bescherlegalservices.net
Address: 454 West Broadway
Marietta, GA 30006
us

16. Click OK to be returned to the “Login” page. When you have completed the registration, your
request will go through the court’s automated approval process. Once approved, you will
receive an email message stating such, and you can then log in to the e-Filing system using your
username and the password established during the registration process.

Note: If the user is an attorney, the automated system includes a validation check with the court’s
case management system to search for a last name/bar number match. If a match is found, the
approval should occur quite quickly. If no match is found, the user request for an account is handled
manually and will take longer than the automated 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.

14
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Figure 12: Requesting a Password Reset

Welcome to eFlex

Log In
If you are representing yourself, and wish to file immediately using -
thewizard. _Wizard |
User Name | |
Pas=word | |
Log In l I Forgot Your Password?
Forgot Your User Mame?
New Users
Request Account ]

P4

After submitting vour user name, an email will be sent to the primary email address listed in your account. This email will contain
containing a new random password. You will be able to log in to ECF using this new password and then change your password to

Request Password Reset

Enter your user name below:

| |
Cancel

2. Enter your user name and click Submit.

Figure 13: Temporary Password Sent to Your Email

i

bdessage from webpage

An ernail message will be sentwith a termporary password to your email

$ address,

15
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3. An email containing a link will be sent to the primary email address listed on your User Profile.
Upon clicking the link, you will be directed to a page with a temporary password that you may

use to log into the eFlex system.

Figure 14: Temporary Password for One-Time Login

Password Reset

Your temporary password is: QWOIFDVY,
ECF Login Page

4. Click ECF Login Page to be taken to the Cobb County login page. After logging in, proceed to the
“Change Password” page to change your temporary password by selecting My Profiles > Change
Password from the menu bar located at the top of most pages.

Figure 15: Resetting a Forgotten Password

Change Password

*Required Fields
Password: * |I'I'I-lliii. |
MNew Password: * | |

Confirm New Password: * | |

Gancel ] subrt |

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

6. Create a new password following the password requirements of the court and type it into the
“New Password” field. Depending upon what the court requires, your password may contain a
specific number of characters, including numbers or special symbols. Also, you may be required
to have a combination of both upper and lower case letters.

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.

16
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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.

Figure 16: Home Page

Co% COUNTY. GEORGIA:

Fi new case

=) erform case actions: eFile, Search, View History, Service List
Check the status of my filings
Review your Notifications

Your user identification appears on the right side below the banner.

Note: This is a web application. Your web session will terminate automatically if there is no activity on
the webpage for 20 minutes. A session is considered active as long as you are interacting with the web
server. For example, if you do not click a 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 an action button, you will be asked to
login. Typing in a text field does not count as being “active.”

Warning: Web browsers keep “Session Data.” For this reason, it is important that the user only open
one instance of eFlex at a time. Multiple windows where eFlex is open could cause significant problems
with the filings as information for web sessions is not stored separately by the browser. This potentially
could mean if a user has several instances of eFlex open in various browser windows, then the
documents the user attempted to attach to filing A actually get attached to filing B. Also, it is potentially
possible that duplicate filings could be created.

Logging Out

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

17
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Figure 17: Notification of Drafts (or Incomplete Filings)

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

FilingID Client# Court Case # Case Title Filing Description ¥ Create Date  Court Division Days Until Deletion
971956 TMN-5242014-111 BANK GARNISHMENT  06-24-2014:03:24:04 PM Magistrate Court 10
971948 SRL 123 SMALL CLAIMS - OTHER 06-23-2014:05:00:47 PM Maagistrate Court b
2. Review the list of incomplete filings. Prior to completing user logout, the eFlex system notifies
users of drafts he/she may still have in process. Because eFlex saves information entered for a
filing after the addition of parties (Save to Drafts is clicked) or documents (Move to Draft is
clicked), a user is able to begin a filing and leave the eFlex session before finalizing the filing.
Once the user begins adding documents to 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.

Viewing or Editing 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.

18
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Figure 18: My User Profile

Change Passr.-.rurd! !

Flenewcase LognHstor

ew G
Perform case actions: eFile, Search, View History, Service List

Checkth statusof my i
Review your Notifications

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

Figure 19: User Profile

User Profile

Kerry Ward
User Mame: kward
Organization: PRO PER LITIGANT
Bar Mumber:
Contexte Id: KWARD
Phone: (770) 277-8800
Fax:
Enail: kward@realmail.net

1st Alternate EMail:
2nd Alternate EMail:

Address: 360 Freedom Drive, Apt 45B
Marietta, GA 30006
us

Role: Pro Se

Date Approved: Not Available

Expiration Date:
JreKas e

Modify User Profile

Change Password

Debit Accounts

19
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Note: It is of the utmost importance that the primary email associated with this account is kept
up to date as that is one way the eFlex system communicates with the filer about activity that
has taken place on the filer’s cases. If the user changes his email and does not record the new
email information on the User Profile page, he will no longer receive Courtesy Notices of
Electronic Filings for his cases. However, he can still login to the eFlex system and view his
Notifications within the system (Notifications button on Home page).

Figure 20: Modify User Profile

Modify User Profile
Kerry Ward
Role: Pro Se
User Name: kward EMail Notification :
Title: I:I [] Do NOT email me status updates for received filings
First Name: * |Kerry | [[] Do NOT email me status updates for approved filings
Middle Name: | | [] Do NOT email me status updates for partially approved filings
Lact N . |W - | [] Do NOT email me status updates for rejected filings
ame: ar
Suffix Name: | |
Organization: PRO PER LITIGANT
Bar Number:
Contexte Id: KWARD
Phone: * [(770) 277-8800 P [ ]
EMail: * |kward@rea|mail.net

1st Alternate EMail: |

|
Confirm EMail: * |kward@rea|mail.net |
|
|

2nd Alternate EMail: |

®  Use My Address

Address Line 1: * (360 Freedom Drive, Apt 458 |

Address Line 2: | |

Address Line 3: | |

Postal Code: *  |30006 Country: UNITED STATES ¥
=

3. Onthe Modify User Profile page, fields that display a textbox, radio button, or checkbox may be
modified.

4. Optional: The alternative email addresses are provided so that someone else can receive email
notices when you receive courtesy notices on your cases. This may be used for partners or
assistants.

20
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5. 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 checkbox to discontinue that service.

Figure 21: Email Notification Settings

EMail Motification :

[] Do NOT email me status updates for received filings

[] Do NOT email me status updates for approved filings

[ Do MNOT email me status updates for partially approved filings

[] Do NOT email me status updates for rejected filings

6. 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. Depending upon what the court requires, your password may contain a specific
number of characters. Also, you may be required to have a combination of both upper and lower case
letters as well as numbers or symbols.

Changing the 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.

21
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Figure 22: Change Password Screen

Change Password

*Required Fields
Password: * [essecnse | e Enter current password here.
Mew Password: * |lll"...... | (

Enter new password here.

Confirm New Password: * |"|uuuu | H
o em

2. Enter the current 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.
Re-typing helps to ensure you entered the password correctly and will be able to access your
account upon subsequent logins. Copying and pasting the password into the confirm password
field will copy any typing errors created in the first entry.

5. Click Submit to save your changes and return to the “User Profile” page.

6. Be sure you notify your legal assistant or any others who work with your filings of the password
change.

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 successful and failed logins 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 your system administrator to reset your password. Changing your password on a regular
basis is one way to help avoid unauthorized access to your account.

Viewing 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.

22
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Figure 23: Login History

Login History
Kerry Ward Log In History

Employee Account Status: Active Entries per page:
Date Logged In Log In Result Requesting IP Address

2014-09-12 13:03:42.0 Succesded 10.15.2.10
2014-09-12 12:45:12.0 Succeaded 10.15.2.10
2014-05-11 1%:01:15.0 Succesded 10.15.2.3
2014-09-11 15:14:48.0 Succesded 10.15.2.37
2014-09-11 12:06:04.0 Succesded 10.15.2.50
2014-07-24 18:48:55.0 Succesded 10.15.2.7
2014-07-15 13:51:358.0 Succesded 10.15.2.1%
2014-07-15 11:45:05.0 Succesded 10.15.2.27
2014-07-15 11:40:07.0 Succeaded 10.15.2.27
2014-06-24 18:02:53.0 Succeaded 10.15.2.5
2014-06-24 15:27:47.0 Succesded 10.15.2.24
2014-06-24 15:20:11.0 Succeseded 10.15.2.24
2014-06-24 15:06:18.0 Succesded 10.15.2.24
2014-06-24 13:23:56.0 Succesded 10.15.2.24
2014-06-24 13:03:00.0 Succesded 10.15.2.24
2014-06-23 18:25:40.0 Succeaded 10.15.2.7
2014-06-23 17:5%:53.0 Succeaded 10.15.2.33
2014-06-23 17:45:10.0 Succeaded 10.15.2.5
2014-06-23 15:47:31.0 Succesded 10.15.2.32
2014-06-23 15:02:59.0 Succesded 10.15.2.3
2014-06-23 14:57:03.0 Succesded 10.15.2.3
2014-06-23 14:13:11.0 Succesded 10.15.2.3
2014-05-23 14:00:53.0 Succeaded 10.15.2.3

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

Working with Cases

There are four options under the menu bar option labeled “Cases”. They are:
e My Cases
e Notifications
e Filing Charges
e Make a Payment

When you initiate a new case or send in a follow-up filing, 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.

23
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To View My Cases

1. Click Cases on the home page or select Cases > Cases from the menu bar. (The same page also
displays when the user navigates from the eFile tab to Existing Case.)

Figure 24: List of “My Cases”

Cases Number of cases displayed per page:
Court: MAGISTRATE COURT — COBB COUNTY
Case Number
| [
Ex: Cv14-00012
® show Active O Show Inactive ) Show Bath
Case Title ¥ Case Number eFile Case Type Judge Court Division Service List Inactive
HENRY V5 HARRY PE-14-000008  eFile EVICTIONS Service List O
JASON WS WILL PE-14-000006  eFile EVICTIONS Service List O
JOHN ANDERSON S MARY JONES PE-14-000005  eFile PERSONAL INJURY-TORT Service List O
SMITH V. SMALLING MIMC-14-000004 eFile BANK GARNISHMENT Magistrate Court  Service List O
JOHN VS MARY J WATKINS FC-14-000015  eFile Marriage Dissolution Case: Divorce - With Children - DC Service List O
(CRYSTAL VS MIKE ANDERSON FC-14-000013  eFile Marriage Dissolution Case: Divorce - With Children - DC Service List O
MELISSA VS JOHN UNDERWOOD — FC-14-000012  eFile  Marriage Dissolution Case: Divorce - With Children - DC Service List O
JAMES VS JOANNE JONES DC-14-000047  eFile Marriage Dissolution Case: Divorce - With Children - DC DIVISION 13 Service List O

From here you can:

e View a case history of non-sealed cases that are stored electronically in the court’s case
management system (CMS).

e View a case history of cases on which you are a participant.
e View the service list of a particular case.

e Search for cases.

e Filter cases by active, inactive, or both.

e Link to a website to view the case documents.

e Begin the process of filing to an existing case.

Note: If you are a Registered Filer or Pro Se 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.

24
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To Navigate My Cases Page

1. Filters to control the number of items displayed on the screen are located at or near the top of
the page. These filters include “Number of cases displayed per page” as well as “Show Active,”
“Show Inactive,” and “Show Both” radio buttons. The system default is 50 cases and “Show

Active.”

Figure 25: Filters Controlling Page View

MNumber of cases displayed per page: |50 %

® Show Active () Show Inactive ) Show Bath

Case Type
Service List ]

2. Optional: The user may begin the process of filing to an existing case by entering the complete
case number into the textbox and clicking the eFile button to the right of the textbox.

3. Optional: A filer can also pull up a Case History by entering the case number and clicking

History.

Figure 26: Viewing the Case History

Cases

Court: MAGISTRATE COURT — COBE COUNTY

Case Number

[Momc-14-000021 = ez

Ex: CV14-00012

4. A detailed Case History displays in another browser tab.
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Figure 27: Case History Page

MIMC-14-000021 : NEWMAN VS JACK

MAGISTRATE COURT — COBB COUNTY - Civil

Case Number MIMC-14-000021
Case Type REGULAR GARNISHMENT
Opened 07-02-2014
Status Active

= Show/Hide Participants
Plaintiff[s]
NEWMAN HALLOWS

Defendant]s]
JACK STEWART

Click here to access documents for this case
File Date

MOTION

Filed by: JACK STEWART
AFFIDAVIT - CONT GARNISHMENT

Filed by: JACK STEWART
MOTION

Filed by: JACK STEWART
AFFIDAVIT - CONT GARNISHMENT

Filed by: JACK STEWART
MOTION

Filed by: JACK STEWART
MOTION

Filed by: JACK STEWART
MOTION

Filed by: JACK STEWART

07-10-2014
Defendant

07-10-2014
Defendant

07-10-2014
Defendant

07-10-2014

Defendant

(07-08-2014
Defendant

07-08-2014
Defendant

(07-08-2014
Defendant

5. Optional: Enter a case number and click Service List to view both the case participants who
receive service electronically as well as those who receive service by traditional, paper means.

6. Optional: Clicking Search Cases allows a user to search for cases not appearing on his or her
case list. The user will need either the complete case number or a partial case title in order to

Plaintiff MNEWMAN HALLOWS
Defendant JACK STEWART
Judge
Amt. of Claim $.00
Jury{Mon Jury MNon Jury

Counsel of Record
CHAD SMEDLEY
100 STATE STREET

LEXINGTON, KY 40504

Counsel of Record

Case History

complete the search. The page will refresh with a list that fits the criteria.

N

6
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Figure 28: Search Cases
Cases

Court: MAGISTRATE COURT — COBE COUNTY

Case Number

| [ eric X bisory Y ervice s |

Ex: CV14-00012

Search by:

Enter a part of the case title or complete case number as search oritera.

Case Title: |

Case Number: (Ex: CV14-00012) |

Gancel ] search |

7. Optional: The All My Cases button, which appears after a case search has been completed, will
cause the page to refresh and display all the cases that fit the criteria set by the radio buttons.
This is useful to return to the entire list after a narrowed search has been activated.

8. Click on a column heading to activate an ascending or descending sort of the data in the table
according to the column heading selected.

9. The “+” expansion sign listed next to the case title will cause a listing of documents related to
the filing to display. The list is comprised of active links that will either route the user to the
Cobb County Magistrate Court’s site enabling the user to obtain documents or will open the
filing receipt in a new browser tab.
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Figure 29: Case Sorting

Existing Cases Number of cases displayed per page: 50 ~

Court: COBB COUNTY MAGISTRATE COURT

Case Number

Ex: 070900001

Use the column headings as a sort feature.

I Case Title ¥ Case Humber | eFile Case Type Judge Court Division  Service List Inactive
JOHNS CASE 14-R-00181 eFile BANK GARMISHMENT Civil Service List )
JAKE VS DOMHM 14-R-00180 eFile WAGE GARMISHMENT Civil Service List ]
GAVIN VS GAVIN 14-3-01053 eFile SUIT - ACCOUNT H LUCAS MAYES Civil Service List ]
HAWTHORNE VS HARRISON ET AL 14-3-01052 eFile SMALL CLAIMS - SUIT - NOTE FHILIP P TAYLOR Civil Service List ]
TEMP VS PERM SOLUTIOMS ET ALL 14-3-01050 eFile SMALL CLAIMS - SUIT - NOTE PHILIP P TAYLOR Civil Service List |
BENSON VS BEMSON 14-1-01048 eFile SUIT - ACCOUNT FRANK COX Civil Service List ]

10. 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.

Figure 30: List of “My Cases”

Cases Number of cases displayed per page:
Court: MAGISTRATE COURT — COBE COUNTY
H n = n =
e — Click the "Inactive" checkbox will remove the
| [ eric N hHistory J servicelist | submission from the "Active" page view.
Ex: CV14-00012
© Show Both
Case Title ¥ Case Number gFile Case Type Inactive|
HEMRY V5 HARRY PE-14-000008 efile  EVICTIONS D
JASON VS WILL PE-14-000006 eFile  EVICTIONS Service List * D
JOHN ANDERSCN VS MARY JONES PE-14-000005 eFile  PERSOMAL INJURY-TORT Seyvice List D
SMITH V. SMALLING MIMC-14-000004 eFile  BANK GARNISHMENT Magistrate Court Service List D
JOHN VS MARY 1 WATKINS FC-14-000015 eFile  Marriage Dissolution Case: Divorce - With Children - DC Service List O
CRYSTAL VS MIKE ANDERSON FC-14-000013 eFile  Marriage Dissolution Case: Divorce - With Children - DC Service List D
MELISSA VS JOHN UNDERWOOD  FC-14-000012 efile  Marriage Dissolution Case: Divorce - With Children - DC Service List D
JAMES VS JOANNE JONES DC-14-000047 eFile  Marriage Dissolution Case: Divorce - With Children - DC DIVISION 13 Service List D

Note: If action is taken on a case you have marked as “Inactive,” you will still receive notifications of that
action and can then reset the flag to active so the case will display on your “My Cases” list.
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Figure 31: “Inactive” Checkbox

Cases Number of cases displayed per page:
Court: MAGISTRATE COURT — COBE COUNTY
- Unchecking "Inactive" returns the submission
| [ erie [ risoy § service Uist | to an "Active" status. The Case will display on
Bx: CV14-00012 the "Show Active" list.
W Show Inactive ) Show Both
Case Title ¥ Case Number eFile Case Type Judge Court Division [(¥:9 ¥ Inactive
HEMRY VS HARRY PE-14-000008 eFile EVICTIONS Service List E
JASON VS WILL PE-14-00000& efile EVICTIONS Service List E

11. To reset a case as “Active,” select the Show Inactive radio button on the right side above the
list. The page will refresh and only list the cases that have been marked “Inactive.”

12. 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.

13. 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 “Service List” link to view both the list of
electronic participants and the list of participants who will need notification in paper.

Figure 32: Search Cases
Cases Number of cases displayed per page:
Court: MAGISTRATE COURT — COBB COUNTY
Case Number
| [
Ex: Cv14-00012
® show Active O Show Inactive O Show Both
Case Title ¥ Case Number eFile Case Type Judge  Court Division Service List Inactive
HENRY V5 HARRY PE-14-000008 [ eFile EVICTIONS Service List O
JASON VS WILL PE-14-000006 [ eFile EVICTIONS Service List O
JOHN ANDERSOM VS MARY JONEE PE-14-000005 | eFile PERSONAL INJURY-TORT Service List O
SMITH V. SMALLING MIMC-14-00000f eFile  BANK GARNISHMENT Magistrate Court | Service List O
JOHN VS MARY J WATKINS FC-14-000015 | eFile Marriage Dissolution Case: Divorce - With Children - DC Service List O
CRYSTAL V5 MIKE ANDERSON FC-14-000013 | eFile Marriage Dissolution Case: Divorce - With Children - DC Service List O
MELISSA VS JOHN UNDERWOOD)|  FC-14-000012 | eFile Marriage Dissolution Case: Divorce - With Children - DC Service List O
JAMES V5 JOANNME JONES DC-14-000047 | eFile Marriage Dissolution Case: Divorce - With Children - DC DIVISION 13 Service List O
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Viewing Case History

1. From the “My Cases” page, click the “Case Number” link. This displays the case history in a new
browser tab. You can also use the “Case Number” textbox to enter the case number and click

History.

Figure 33: Case History View

MIMC-14-000021 : NEWMAN VS JACK

MAGISTRATE COURT — COBB COUNTY - Civil

=] Show/Hide Participants

Case Number MIMC-14-000021
Case Type REGULAR GARNISHMENT
Opened 07-02-2014
Status Active

| = show/Hide Participants |

Plaintiff[s]
NEWMAN HALLOWS

Defendant{s]
JACK STEWART

Click here to access documents for this case
File Date

07-10-2014 MOTION

Defendant Filed by: JACK STEWART
(07-10-2014 AFFIDAVIT - CONT GARNISHMENT
Defendant Filed by: JACK STEWART

07-10-2014 MOTION
Defendant Filed by: JACK STEWART

07-10-2014 AFFIDAVIT - CONT GARNISHMENT
Defendant Filed by: JACK STEWART

07-08-2014 MOTION
Defendant Filed by: JACK STEWART

07-08-2014 MOTION
Defendant Filed by: JACK STEWART

07-08-2014 MOTION
Defendant Filed by: JACK STEWART

2. Click the +/- near the upper left corner of the page to show or hide participants such as

Plaintiff NEWMAN HALLOWS
Defendant JACK STEWART
Judge
Amt. of Claim $.00
Jury/MNon Jury Non Jury

Counsel of Record
CHAD SMEDLEY
100 STATE STREET
LEXINGTON, KY 40504

Counsel of Record

Case History

plaintiffs, defendants, or attorneys listed on the case.
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3. Click a link under the “Case History” column to route the user to the Cobb County Magistrate

Court’s site enabling the user to obtain documents. Your ability to access the documents will

depend on the case type and security level.

Viewing Certificate of Service

eFlex generates a Certificate of Service that informs the user which case participants will be notified

electronically and which case participants will need service in paper. This information is prior to actual

notification. To check who the system has notified and who remains to be notified, check the

Notification of Electronic Filing by selecting Cases > Notifications.

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.

Figure 34: Certificate of Service

Certificate of Service

Certificate of Service RE: MIMC-14-000021

Case Number:

Judge:
Court:

Case Title:

MIMC-14-000021

MAGISTRATE COURT - COBB COUNTY
Magistrate Court

Civil

NEWMAN VS JACK

This certificate was automatically generated by the courts auto-notification system.

Date Generated:

09-16-2014:15:48:32

I hereby certify that on 09-16-2014, I electronically filed the foregoing with the Clerk of the Court by using the electronic filing system
which will send a notice of electronic filing to the following:

JACK STEWART ( = Particinant d electronicall
CHAD SMEDLEY for NEWMAN HALLOWS SrHCIpant senEa Slecronieaty-

The following people need to be notified:
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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. The email does not include the
actual documents or all the details of the submissions. Contained in the email are links to the filer
interface so that you can access the details and links to documents. Basically the email informs you
there is a notice waiting for you to access.

A “Notice of Electronic Filing” (NEF) is a notice of documents that are filed on a case electronically. For
participants on the case who do not have an e-Filing account, the Cobb County Magistrate Court
requires 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 circumstance.

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

Notifications generally go out when the court records a submission.

1. To access your notifications from within the email, you can click on the link embedded in the
email.

2. 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.)
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Figure 35: Notice of Electronic Filing (NEF)

FaAEsE IMPORTANT NOTICE - READ THIS INFORMATION ####*
NOTICE OF ELECTRONIC FILING [NEF]

A filing has been submitted to the court RE: 14-1-01042
Judge: Judge H LUCAS MAYES - Division MAYESHL

Official File Stamp: 09-09-2014:12:07:32

Notification Date: 09-11-2014:17:12:28

Court: COBB COUNTY MAGISTRATE COURT
Civil

Case Title: TESTING

Document(s) Submitted: XEROX TEST COMPLAINT W/O FEES
AFFIDAVIT-FEE test filing

Filed by or in behalf of: GREGSON HAAN

This notice was automatically generated by the courts auto-notification system.

The following people were served electronically:
GREGSON T HAAN for TYSON TREMONTON

The following people have not been served electronically by the Court. Therefore, they must be served by traditional means:
SUZANNE SORENSON

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 links to download the documents.

3. 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
(3). This number represents the number of notifications you have not accessed yet and does
not include the notifications that the filer has already read.
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Figure 36: Accessing Notifications

TR cric TRy profic | Log Out

Home
rring Charges
Make A Payment
Perform case actions: eFile, Search, View History, Service List
Check the status of my filings
ptifcations

[1?] Review your Motifications

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

Note: These notifications are not permanent. They are deleted after a period of time determined by the
court. Generally, this auto-clean out time period is not less than 90 days. For more information about
your responsibilities for notification in paper, please refer to the Court Rules. Once the notifications are
cleaned out, the filer will need to access the OnBase Doc-Pop site to obtain documents filed to a case.

Figure 37 List of Notifications

Notifications

Unread Email

Motifications for ERIC ARNOLD

Search By: |AII V|| f|
=D KEETN
[ Delct=_Jf M

Read Email

WALERIE It
GRANGER. .
Docurnents:
AFFIDAVIT
COMPLAINT
INTERROGATORIES was filed by or in behalf of ERIC ARNOLD GRAMNGER .

5. Anunopened envelope icon =1 will appear to the left of each email notification you have not
yet viewed.

6. Click the 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.
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7. A sub-listing of each entry will display active links to the documents that were submitted to the
case. Click on the document link to be directed to the site where download of documents is

possible.

Figure 38: Viewing Service List and Document

Notifications

Notifications for ERIC ARNOLD Click the title to view the Service List.

Search By: |AII v|| / |
[ Go J Clear Scarch ) The documents associated with this case.
=3
[ ] Notification Id ment(s) filed by... Case Title
I:‘ [ 1341267 COMPLAINT was filed by in behalf of ERIC ARNOLD VALERIE JENMINGS V. PETER JEI
Documents:
COMPLAINT
D =1 1341258 COMPLAINT was by or in behalf of ERIC ARMOLD GRANGER & GRAMGER V. MARTI
Documents:
AFFIDAVIT
COMPLAINT
D =1 1341269 INTERROGATORIES was filed by or in behalf of ERIC ARNOLD GRANGER & GRAMNGER V. MARTI
Documents:

INTERROGATORIES ™ ﬂ'\n’!@#%"&*
8. The envelope icon will change to an open envelope =1 after you have viewed the notification.

9. After you have viewed the 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.

Figure 39: Deleting Notifications

Notifications
Motifications for ERIC ARNOLD
Search By: |AII v||

(G0
Notification Id Docun
(] B 1341267 COMPLAINT was filed by or in behalf «

Documenits:
COMPLAINT

1341268 COMPLAINT was filed by or in behali

Documenits:
AFFIDAVIT
COMPLAINT
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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

Cobb County Magistrate Court to calculate fees and displays those fees on the “Review and Approve”
page for the filer.

Figure 40: Calculated Fees from the Review and Approve Page
Review and Approve Filing

Case Type : SMALL CLAIMS - OTHER

Estimated Fees: $52.50

Fee Description Amount
COMPLAINT $52.50

@ Pay by Credit Card or Check

@ TEST Waiver For Testing Purposes

Generated Case Data:

View Data

Document(s) to be Submitted:

Document Name View Document
COMPLAINT (Srmall Claims) View Generated Document

Spedial Fiing Instructions for the Clerl:

Cancel (Delete) Move to Draft Submit the Filing

When payments are made, eFlex records the payments and keeps track of charges associated with each
case. Payments made are tracked 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.
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If you need to waive the fees or pay at the court, select a “Waiver.” By selecting the “Waiver” radio

button, you will also need to select from the drop-down box either “In Forma Pauperis” or “Pay at

Court.”

In order to use the “In Forma Pauperis” waiver, you will need to file a “Petition” and “Affidavit to

Proceed In Forma Pauperis.” If these are not included, you will not be able to proceed with the filing.

The submission then stops in a “wait” state and remain in this state until the court approves the waiver.

The clerk will process this submission once waiver is approved.

If you choose the “Pay at Court” waiver, the submission also stops in a “wait” state and remains there

until someone representing the parties on the case comes to the court and pays the fees. Once the fees

are paid, the clerk will then process the submission.

Viewing Filing Charges

1. Select Cases > Filing Charges from the menu.

Figure 41: List of Filing Charges

Filing Charges

Report Month  August A

August 2013 Charges for Harold G Hanigan

Case Title

GOCDMAN vs, THOMPSON
BROWN ws. KENT
RANSID vs. MONCHENKO

PITTMAN vs. COMBS

BOSTWICK vs. COSGROW
MORGANIS vs. MILLER
KOHAGEN vs. RACER
DELPHY vs. BYNES
GOOBER. vs. MAVIDADE
JEMNINGS vs. GARDEMER.
KINDLE vs. PHILLIPS
DRIVER vs. FARVRE

Client #

2013CV585134
2013CV137384
2013CV118903

CA-51009-081613 2013CV204332

2013CV519553
2013CV334739
2013CV566564
2013CV201981
2013CV123185
2013CV160890
2013CV151488
2013CV142085

Civil
Civil
Civil
Civil
Civil
Civil
Civil
Civil
Civil
Civil
Civil
Civil

Court Case # Court Division Court Location

Civil
Civil
Civil
Civil
Civil
Civil
Civil
Civil
Civil
Civil
Civil
Civil

Description
CIVIL ADMINISTRATIVE
CIVIL ADMINISTRATIVE
CIVIL ADMIMNISTRATIVE
CIVIL ADMINISTRATIVE
CIVIL ADMINISTRATIVE
CIVIL ADMIMNISTRATIVE
CIVIL ADMINISTRATIVE
CIVIL ADMINISTRATIVE
CIVIL ADMIMNISTRATIVE
CIVIL ADMINISTRATIVE
CIVIL ADMINISTRATIVE
CIVIL ADMIMNISTRATIVE

4 Date
08-16-2013:12:01
03-16-2013:12:01
08-16-2013:12:07
08-16-2013:12:07
08-16-2013:12:18
08-16-2013:12:29
08-20-2013:12:25
03-20-2013:12:30
08-20-2013:12:31
08-20-2013:01:33
03-20-2013:03:19
08-20-2013:03:23

Account Authorization Code

18195
18196
18197
18198
18199
18200
18506
18507
18508
18515
18519
18525

Total Charges:

Fee
§129.06
§129.06
§€129.06
5129.06
§129.06
€129.06
§129.06
§129.06
€129.06
5129.06
§129.06
€129.06

$1,548.72

2. The current month is displayed by default. Select a month from the “Report Month” drop-down

list. Information about each payment made during that month, including the case number, case

title, method of payment, and the amount, is displayed.

Working with eFile

There are four options under the menu bar option labeled “eFile”. They are:

New Case

Existing Case

Filing Status
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e Draft Filings

The eFiling system enables users to file to the Cobb County Magistrate Court. The following instructions
will address the necessary steps for eFiling and will include screen shots of submissions where such
duplication will serve to make the instructions more clear.

Initiating a New Case

Prior to initiating a new case, prepare all documents associated with the case. The default limitations are
10 MB per document and 30 MB per submission. For more information on document preparation, see
the “Document Preparation Prior to Login” and the “Appendix A” sections of this manual.

In addition to documents submitted with a filing, the court needs case identifying information typically
found on a cover sheet. The eFlex system allows the filer to enter this information which becomes part
of the submission package transmitted to the court for recording on the Case History

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

Figure 42: Initiating a New Case

Home eFile My Profile Log Out

Home

[ ] e new e

Perform case actions: eFile, Search, View History, Service List

My Filings Check the status of my filings

Motifications Review your Notifications

N o~ |

Existing Case E

My Filings
Craft Filings

2. A “Court” page will appear.
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Figure 43: Selecting the Court

Court

Description
Magistrate Court
District Court

3. Select the link for the appropriate Court. A “Case Category” page displays.

Figure 44: Case Category Page
Case Category

Description
Garnishment
Landlord

Small Claims

4. Select the Case Type by clicking the appropriate link. The Case Initiation page is displayed,
allowing the user to continue adding case identifying information.

Figure 45: Case Initiation Page

Case Type

Description
BAMNK GARNISHMENT
CHILD SUPPORT GARNISHMENT
WAGE GARNISHMENT

Back |

Adding Case Data

The “Case Initiation” page allows the user to enter case-relevant information, which may vary slightly
depending on which case type to which the filer is filing. Information required may include such things
as claim amount, jury demand, tenant information, party information, etc. Enter preliminary
information by checking the appropriate boxes or entering text as requested. Although much of the
information requested on the Case Initiation page is optional, it is best for the filer to enter any
information that is pertinent and would be expected from the court. The user cannot proceed forward
from this screen without adding the participant information (for both My Parties and Other Parties).
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Figure 46: Creating the Submission on the Case Initiation Page

Case Initiation: BANK GARNISHMENT

Client # | \
Court | Civil v

Claim ﬂmnunt| ‘

Jury Demand [

Add Case Participants (Any party to be served must be
Remove Participant Name Type

Cooc | saveto rat § e

1. Optional: The Client # is a field supplied for the convenience of the attorney filer. The law firm
filing system reference number may be entered into this field and will be saved with the eFlex
information associated with the submission. The Client # is not passed to the court or recorded
on the case history information.

2. All Case Initiation pages, regardless of the court or case category selected in the case initiation
process, require the filer to select the appropriate court from the dropdown. The default is

“Civil.” Be sure this is the correct selection.
3. Optional: Check the “Jury Demand” checkbox if a jury is appropriate and needed for this case.

Adding a Party to the Case

1. For the Plaintiff or petitioner, click Add My Parties. For Defendant or respondent, click Add
Other Parties.

Figure 47: Adding Parties

Add Case Participants (Any party to be served must be added as a distinct party.)
Remove Participant Name Type Attorney/Agent for Party

2. When you click on Add My Parties, the “Add a Party” page displays. The Add My Parties button
allows you to add the plaintiffs and petitioners that you represent if you are an attorney.

Note: If you are a Pro Se filer, you will automatically be listed as a party on the case and your
information, pulled from your user profile, will be displayed on the table at the bottom of the

page immediately upon entering the Case Initiation page. The information may be edited by
clicking the blue name link.
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Figure 48: Add My Party Information Page

Add a Party: BANK GARNISHMENT

Plaintiff
Company O
Contexte Id:
Party Type:
Name Prefix:
First Name: *

Middle Name:
Last Name: *

(or Business Mame)

Name Suffix:
(ar, 5r, ...)

EIN: (e.g.: 12-3456789)

S5SN:

DOB:

Day Phone:
EMail:

Confidential Address:

Address Line 1:
Address Line 2:
Address Line 3:
City:

State:

Country:

Zip [ Postal Code:

E3r

Add an Attorney for this Party
Last Name Bar # Type

| > ADAMS 12341234 ATTORNEY FOR PLAINTIFF

PLAINTIFF %

Add Aliases (AKA)

|
|
| First Name Middle Name Last/Business Name
|

|mm-dd-ywy

|(000) 000-0000

O

| GEORGIA

UMITED STATES Vv

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 (and to move forward off of this page).

Figure 49: Required Fields

Mame Prefix:
First Mame: *

Middle Name:
Last Mame: =

(or Business Name)
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3. 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.

Note: Any party to be served must be added as a distinct party in the Add Party page.

Figure 50: Parties to Be Served Added Individually

Company ) Person ®
Contexte Id:

Plaintiff

|PLAINTIFF V|

First Name: * |

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

5. As an attorney, the e-Filing system automatically associates you to the parties you enter using

the Add My Party button.

6. If another attorney will also be representing this party, the attorney may be added by filling in

the textboxes with the required information. Double check that the last name and bar number
are accurate. Click Add. The attorney name will be displayed on the table with the filer’s
information. Repeat this process for each individual attorney on the case.

Figure 51: Attorney Section

Add an Attorney for this Party

—LastName Bar# Tune
2 ADAMS 675855 ATTORNEY FOR PLAINTIFF

Add Attorney

Last Name: Bar #: Type:

| | [ATTORNEY FOR PLAINTIFF v

=D ED

42

7. Optional: If you need to add aliases or business names, use the Alias section, located in the

lower right of the Add a Party page. Click Add and enter the requested information. Click Save.
The new information if displayed on a table under the Alias section.

Note: When adding an Alias, the Last Name or Business Name is required.
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Figure 52: Adding Alias on Additional Business Name
Add Aliases (AKA)

First Name Middle Name Last/Business Name

Addg)
Adynlias
First Name Middle Name

G ] 5ov |

Last/Business Name *

8. Finally, click Next. This will return you to the “Case Initiation Page” where the party you added

will appear on the list. You can add additional plaintiffs or petitioners following the same
procedure for each individual to be added.

Figure 53: Case Initiation Displays Plaintiff Added

Add Case Participants (Any party to be served must be added as a distinct party.)
Remove Participant Name

Type Attorney/Aq
}(_ ' MARIN PETROWSKI PLAINTIFF ADAMS

9. Click Add Other Parties. The “Add a Party” page allows you to add defendants.

Note: The Add Other Parties button does not associate you to the parties you are adding nor
does it add the attorney automatically.
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Figure 54: Adding Defendant Information

Add a Party: BANK GARNISHMENT

Defendant Add an Attorney for this Party
Company ) Person ® Last Name Bar # Type
Contexte Id: | [hdd |

Party Type: DEFENDANT v|

Name Prefix:

Add Aliases (AKA)

First Name Middle Name Last/Business Name

Middle Name:

Last Name: =

(or Business Name)
Name Suffix: | |
(r, 5r, ...)

EIN: (e.g.: 12-3456789)

|
|
|
First Name: = |
|
|

SSN: |

Day Phone: |(000) 000-0000

|
DOB: |mm—dd—\,rw\,f |
|
|

EMail: |
Confidential Address: O
Address Line 1:

Address Line 2:

City:
State: GEORGIA v|

Country: UNITED STATES Vv

Zip / Postal Code: | |

cac

|
|
Address Line 3: |
|
|

10. Use the “Party Type” drop down list to select the correct party type.
11. Fill in all the fields for which you have information.

Note: Fields marked with an asterisk are required by this system. This does not mean those are
the only fields you must fill in. If you have the information, it is best to provide it.

12. Click Save. This will return you to the “Case Initiation Page” where the party you added will
appear on the list.

Figure 55: Case Initiation Page Displaying Both Parties

Add Case Participants (Any party to be served must be added as a distinct party.)

Remove Participant Name Type Attorney/A
X MARIN PETROWSKI PLAINTIFF ADAMS
X SERRIL GOTLIEB DEFENDANT
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13. Optional: Add additional defendants, one at a time, following the same procedure listed above.

Adding Documents on a New Case

1. Click Next on the “Case Initiation” page. The “Add a Document” page will display.
Figure 56: Add a Document Page

Case Type : BANK GARNISHMENT

Document Category | v |

Additional Text |

[ sealed

Document Location Browse...

Add to Submission  ([EFEN)

Document Name View Document EditData Size Pg Count Remowve
Case Data formoxmi E  ooime
Total Size: 0.0 MB

Note: If a user is initiating a Small Claims case or a Landlord —Tenant case, upon entering the “Add a
Document” page, the Complaint is already listed under the Case Data on the submission document
information table. The Complaint was auto-generated by the eFlex system based on information the filer
entered on the Case Initiation page.

2. Optional: Use the Document Category dropdown to select a category and limit the list of
document types that display to only those associated to the selected Document Category.

Figure 57: Document Category Drop-down

Case Type : BANK GARNISHMENT
Document Category [

EXISTING CASE FILING

Document Type = |NEW CASE FILING
POST JUDGMENT FILIN

Additional Text

[ sealed
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Note: If the user leaves the Document Category field blank, the Document Type dropdown will include
all the possible document types associated with the case type to which the user is filing.

3. From the “Document Type” pull-down menu, select the type of document to be added to this
submission. More than one document can be filed with the submission, but each document
must be added one at a time, repeating each of the “Add Document” steps for each document.

Figure 58: Document Type Drop-down

Case Type : BANK GARNISHMENT

Document Category | V|
Document Type * %
AFFIDAVIT
Additional Text AEEIDAVIT
COMPLAINT
FIFA REQUEST
Page Count INTERROGATORIES
MOTION
Document Location Browse...

Add to Submission  [EEEN

4. Optional: By default, each document included in the filing has a security level that allows
viewing according to standard court rules. If a document’s security level should be sealed, the
user can select the “Sealed” checkbox. This action alerts the clerk that the document security
level needs to be considered but does not guarantee the action of the clerk. If additional
information needs to be communicated to the clerk about a particular document’s security, use
the textbox provided on the “Review and Approve Filing” page.

Figure 59: Setting Document Security Level to Sealed

Case Type : BANK GARNISHMENT

Document Category |NEW CASE FILING v|

Document Type * | COMPLAINT

Additional Text |

L[] sealed

Document. Location Browse...

Add to Submission  ([EEER
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5. Optional: Enter any “Additional Text” in the text field provided. This additional text helps the
clerk, judge, or other participants to understand more about the document. The additional text
is included in the case history.

Figure 60: Additional Text

Additional Text

6. Optional: Enter the page count for the document that will be uploaded from a local computer or
network.

7. Locate the document prepared for upload to the court by clicking on Browse. The operating
system “Open Dialog” will display.

Figure 61: Locating Your Document
Document Location Browse...

8. Browse to locate your document, select the document, and then click on the Open button. This
will return the user to the “Add a Document” page with the file path to the document displayed
in the “Document Location” field.

9. Click the Add button. If the document is large, the user 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 to the filing.

Figure 62: Adding a Document

Acceptable File Format(s) (*.PDF)

Document Location  C:\Users\tnoonan\Documents\Sample Documents\Mew Samples\Complaini  Browse...

Add to Submission %

Figure 63: Document Added

Document Name View Document EditData Size Pg Count Remowve
Case Data form.xmi Er 0.01 MB
COMPLAINT Complaint.pdf 0.08 MB 5 Ex

Total Size: 0.09 MB

10. Some documents, such as a Notice of Appearance for attorney filers or a Notice of Case
Association for Pro Se filers, require additional information. If this is so, clicking Add will cause a
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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.

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

Figure 64: Incorrect Document File Format

The fil=z is not an acceptable format. It must be of type .PDF

Document Name
Ca=e Data

11. Each time a document is added, the document entry is displayed in the lower section of the
page as shown. The image 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 65: List of Added Documents

Document Location Browse...

Add to Submission  ([EEE]

Document Name View Document EditData Size Pg Count Remove
Case Data formml Er 0.01 MB
COMPLAINT Complaint.pdf 0.09 MB 5 [
AFFIDAVIT affidavit.pdf 0.09 MB 5 [

Total Size:  0.18 MB

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

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

14. Optional: Clicking the “Remove Document” icon EX¥ under the “Remove” column will remove
that document from your submission.
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15. 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’s servers are updated and the partial information you have
entered in this process is recorded with the documents. In addition to a user manually moving a
filing to a draft state, once you have begun adding documents, the eFlex system automatically
keeps a draft copy of the submission. To access draft filings, select “eFile” on the menu bar and
slide down the dropdown menu to “Draft Filings.”

Figure 66: Accessing Draft Filings

e | I

New Case
Existing Case
My Filings

L] Filing ID__ Client # _ Court Case # Case Title __Filing Description ¥ Create Date  /Court Division Days Until Deletion
E 972162 BANEK GARNISHMENT I 09-156-2014:05:32:20 PM District Court 0]

D 972161 LANDLORD - TEMANT 05-15-2014:04:48:14 PM District Court a0

D 972160 TMNS092014-2440 LANDLORD - TEMANT 09-12-2014:12:44:18 PM District Court 86

D 971961 TMN-52420140113 CHILD SUPPORT GARNISHMEMT 06-24-2014:05:51:40 PM Magistrate Court -]

16. Once all documents have been added to the 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.

Submitting the Initial Filing

Once you have clicked Next from the “Add a Document” page, you are taken to the “Review and
Approve” page. Here you can review and verify the data you entered for this submission as well as select
the payment method, change filing information, or add and remove documents. There is also a textbox
for entering special instructions.

1. The case type is displayed at the top of the page.
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Figure 67: Fee Payment Requirement for Filing

Review and Approve Filing
Case Type : BANK GARNISHMENT

Estimated Fees: $195.00
(®) Pay by Cradit Card or Check
) No Payment

() Indigent Please include affidavit validating status.

Generated Case Data: Change Case Data
View Data

Document(s) to be Submitted:

Document Name View Document
COMPLAINT Complaint.pdf
AFFIDANTT Affidavit. pdf

Spedial Filing Instructions for the Clerk:

Carcel (Dstz) | Woveto rat ] Submi the Fing

2. 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
provides several payment options. Payment by credit card will most often be the appropriate
selection and is, therefore, listed first.

3. Insome cases, a waiver of immediate credit card payment may be the appropriate option to
choose. Make sure you include appropriate affidavits to support any waiver option you may
have selected. Do not select waivers to avoid payment.

4. 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 Filing Info button.
(Refer to previous instructions to add or remove parties.)
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Figure 68: Changing Filing Information

Generated Case Data: Change Case Data
View Data

5. 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.

Figure 69: Adding or Removing Documents

Document(s) to be Submitted:

Document Name View Document
COMPLAINT Complaint.pdf
AFFIDAVIT Affidavit, pdf

6. Optional: From the Review and Approve Filing page, 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. It will be as if the filing
never did exist. The Cancel action is a permanent action and cannot be reversed.

Figure 70: Moving Filing to Drafts
Cancel (Delete) | [ Move to Draft | Submit the Filing

7. Optional: You can leave your submission in draft state and finish it later by clicking on the Move
to Draft button. The filing can then be accessed through the eFile tab on the menu bar and
sliding down to select “Draft Filings.”

8. After reviewing the information on the Review and Approve Filing page, click Submit the Filing.
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.

9. A “Your submission is complete” pop-up message appears. Clicking OK redirects you to the
“Submission Confirmation” page. When this message is displayed, it means your payment was
successful and your submission is being transferred for review.
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10. Optional: Clicking the Cancel button on the pop-up dialog box will return you to the “Review
and Approve” page.

Figure 71: Filing Submitted Message

My Profile user: Wynn J Peham
Draft Filings =» Submission Confirmation

Your Filing has been submitted

Case Type: SMALL CLAIMS - SUIT - NOTE - XEROX TEST COMPLAINT WITH FEES

Note: This filing is now being processed and added to the Clerk of Court document repository. Once the eFiling System has stored the documents associated with

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

Filing Status

1. 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 by

clicking Go, you will see the status of your submission change. See below for an explanation of
the various filing statuses.

Figure 72: Filing Status

My Filings

ERIC ARNOLD Filings
Report Criteria:

view Filings Between: [09/16/2014  AND |

Filing 1D: Court Case #: | Client #: Status: |All [v|

=

My Filings Between 09/16/2014 and Today

Filings per page:
["] Filing ID Client # Case Title Court Case # ¥ Date Submitted Document Type Court Division Status

[] mE972163 09-16-2014:06:19:42 PM  COMPLAINT Magistrate Court  Payment Pending
[ ®ensss 05-16-2014:06:14:13 FM  COMPLAINT Magistrate Court  Payment Pending

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

To View or Print Documents Associated With a Case

The “Filing Status” page will allow you to access documents that were filed with your case for either
viewing or printing purposes.

1. To access the “Filing Status” page, select Filing Status from the “Home” page or eFile>My Filings
from the menu bar at the top of any page.
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Figure 73: My Filings Page Displays Filings with Links for Additional Information

Filings per page:

Document Type Court Division Status

COMPLAINT Magistrate Court I Payment Pending I YT ——
COMPLAINT Magistrate Court Payment Pending Make Payment

2. The “My Filings” page will appear, allowing you to either search for the case you need or select
from a list. Click on the link under the “Status” column, and you will be directed to the “Filing
Status” page for that particular case.

Figure 74: Filing Status Page

Filing Status

Status: Payment Pending 09-15-2014:05:19:41 PM
Filing 1D: 972163

Clerk Tracking ID:

Submitted By: ARNOLD, ERIC

Date Submitted:  09-16-2014:08:19:42 PM

Official File Stamp:

Case Title:

Court Case #:

Case Type: BANK GARNISHMENT
Court Division: Magistrate Court

Note: This filing will be removed from eFlex on 12-15-2014

Document Name View Document
COMPLAINT Complaint.pdf
AFFIDAVIT Affidavit. pdf

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.
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Figure 75: Viewing Documents from the Filing Status Page

Filing Status

Status: Payment Pending 09-15-2014:06:19:41 PM
Filing ID: 972163

Clerk Tracking ID:

Submitted By: ARNOLD, ERIC

Date Submitted: 09-16-2014:06:19:42 PM

Official File Stamp:

Case Title:

Court Case #:

Case Type: BANK GARNISHMENT
Court Division: Magistrate Court

MNote: This filing will be remowved from eFlex on 12-15-2014

Document Name View Document
COMPLAINT Complaint.pdf
AFFIDANTT Affidavit. pdf

4. Below the horizontal line on the page, you will find a “Response” section. It is in this section
that you will be able view, print, or download the receipt for the particular filing or to link to
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 information you filed with the case
initiation. Do not click on the “form.xml” link as this is simply computer code that the system
administrator can use for information in case troubleshooting is necessary.
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Figure 76: Viewing Court Time/Date Stamp Documents from the Filing Status Page

Document Name View Document
AFFIDAVIT-FEE Hawthorne Affidavit Affidavit.pdf
Main Docurment receipt, himil
Response:

View Printable Receipt

Response
Description: Receipt
Author: System Administrator

Return addresses: Email: admin@tybera.com
Filing: http://localhost/ courtreview, runit

Document Name View Document

receipt.hi
Affidavit.pdf

Main Document
AFFIDAVIT-FEE Hawthorne Affidav
Faorm 0

Figure 77: Court Time/Date Stamp

ELECTRONICALLY FILED
2013 Aug 16 PM 12:19
CLERK OF COURT - CIVIL

Note: Once you have opened the receipt listed under the “Response,” it is imperative that you
print it or save it to your local machine using a “Save As” command as “Response” documents
will be removed from your eFiler view in a predetermined amount of time. The Filing Status
pages are subject to an automatic clean out process as eFlex is not meant to be a permanent
storage system. Generally, this auto-clean out time period is not less than 90 days.
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Figure 78: Court Generated Receipt

Confirmation of Receipt

The following information confirms acceptance of vour filing by COBB COUNTY MAGISTRATE COURT

Case Information
Case Caption
Case Number
Case Type
Judge
Court Name

Filing Information
Filer
Official File Stamp
Filer Interface Id
Clerk Interface Id

Payment Information
Court Receipt No.
Payment Method
Total Charges

Documents

Affidavit pdf

HAWTHORNE VS HARRISON ET AL

14-1-01052

SMALL CLAIMS - SUIT - NOTE (Finance Company)
PHILIP P TAYLOR

COBB COUNTY MAGISTRATE COURT

Civil

Wynn J Pelham
09-24-2014:06:45:15 PM
278

206

Waiver/Deferral: TEST
552.50

AFFIDAVIT-FEE Hawthorne Affidawvit

eFiling to An Existing Case
Filing to an existing case is similar to filing a new case.

Adding a Document to an Existing Case

1. Click Cases on the home page or select eFile > Existing Case from the menu bar on the top

of any page. The “Existing Cases” page will appear.
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Figure 79: Existing Cases

Cases Number of cases displayed per page:
Case Number Search
Court: MAGISTRATE COURT — COBB COUNTY

Case Number

Ex: CV14-00012

® show Active O Show Inactive O Show Both
Case Title ¥ Case Number eFile Case Type Judge Court Division Service List Inactive

GRAMGER & GRANGER V. MARTIMN FITTMAN ~ MIMC-14-000006 eFile  BANK GARNISHMENT Magistrate Court Service List O

VALERIE JENNINGS V. PETER JENNINGS MIMC-14-000005 eFile Mental Health - MH Magistrate Court Service List O

2. You can search for a specific case using the “Case Number” entry field or select from a list of
cases. To search for a specific case, enter the case number and click eFile. This will open the
“Add a Document” page with the case number and title displayed in a yellow banner.

Figure 80: Searching For an Existing Case

Cases

Court: MAGISTRATE COURT — COBE COUNTY

Case Number

[MamC-14-000006 |
Ex: CV14-00012

Cases 2» Add a Document

Case Number : MJIMC-14-000006 Case Title : GRANGER & GRANGER V. MARTIN PITTMAN
Case Type : BANK GARNISHMENT

Document Category | hd |

Document Type * | V|

Additional Text |

[J sealed [ Associate to Previous Filing

Document Location Browse...

Add to Submission

Document Name View Document Edit Data Size Pg Count Remowve

3. From the Cases page, the user can also select the case title link from the list displayed to
navigate to the “Add a Document” page.
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4. From either method of selecting a specific case, the “Add a Document” page will display.
The “Add a Document” page allows you to distinguish between an existing case and a new
case by means of a yellow banner near the top of the page. An existing case will have the
yellow banner with the case number and name displayed. A new case has no such banner.

5. Optional: Use the Document Category dropdown to select a category and limit the list of
document types that display to only those associated to the selected Document Category.

Note: If the user leaves the Document Category field blank, the Document Type dropdown will include
all the possible document types associated with the case type to which the user is filing.

Figure 81: Yellow Banner on Existing Case Add a Document Page

Cases 2» Add a Document

Case Number : MJIMC-14-000006 Case Title : GRANGER & GRANGER V. MARTIN PITTMAN
Case Type : BANK GARNISHMENT

Document Category | hd |

Document Type * | V|

Additional Text |

[ sealed [ Assodiate to Previous Filing

Document Location Browse...

Add to Submission

Document Name View Document Edit Data Size Pg Count Remowve

6. From the “Document Type” pull-down menu, select the document type 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.

7. Optional: By default, each document included in the filing has a security level that allows
viewing according to standard court rules. If a document’s security level should be sealed,
the user can select the “Sealed” checkbox. This action alerts the clerk that the document
security level needs to be considered but does not guarantee the action of the clerk. If
additional information needs to be communicated to the clerk about a particular
document’s security, use the textbox provided on the “Review and Approve Filing” page.

8. Optional: Enter any “Additional Text” in the text field provided. This additional text helps
the clerk, judge, or other participants to understand more about the document. The
additional text is included in the case history.

9. Locate the document prepared for upload to the court by clicking on Browse. The operating
system “Open Dialog” will display.
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Figure 82: Locating Your Document

Document Location Browse...

10.

11.

12.

Browse to locate your document, select the document, and then click on the Open button.
This will return the user to the “Add a Document” page with the file path to the document
displayed in the “Document Location” field.

Click the Add button. If the document is large, the user 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 10 on this
page to add additional documents to the filing.

Some documents, such as a Notice of Appearance for attorney filers or a Notice of Case
Association for Pro Se filers, 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.

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

Figure 83: Incorrect Document File Format

Add to Submission [ Add |

The file is not an acceptable format. It must be of type .PDF

Document Name

Case Data

13. Each time you add a document, the document entry is displayed in the lower section of the

page as shown below. The picture below shows that an “Amended Complaint” was added
with no additional text. The size of each document is also included on the entry as well as

the page count.
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Figure 84: List of Added Documents

Case Number : MJIMC-14-000006 Case Title : GRANGER & GRANGER V. MARTIN PITTMAN
Case Type : BANK GARNISHMENT

Document Category | v|

Document Type = | V|

Additional Text |

[ sealed [ Assodiate to Previous Filing

Document Location Browse...

Add to Submission

Document Name View Document EditData Size Pg Count Remowve
AFFIDAVIT Affidavit.pdf 0.09 MB 5 [é%
Motice of Appearance Appearance of Counssl.pdf E 0.08 MB 5 [é%

Totzl Size:  0.18 MB

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 servers back to your local machine so you can view what you
uploaded.

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

16. Optional: Clicking the “Remove Document” icon EX under the “Remove” column will remove
that document from your submission.

17. 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’s servers are updated and the partial information you have
entered in this process is recorded with the documents. In addition to a user manually moving a
filing to a draft state, once you have begun adding documents, the eFlex system automatically
keeps a draft copy of the submission. To access draft filings, select “eFile” on the menu bar and
slide down the dropdown menu to “Draft Filings.”

18. Once all documents have been added to the 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.

Submitting the Existing Case Filing

Once you have clicked Next from the “Add a Document” page you are taken to the “Review and
Approve” page. Here you can review and verify the data you have entered for this case as well as select
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the payment method, change filing information or add and remove documents. There is also a box for
entering special instructions.

1. Most existing case filings do not incur a fee, but in the event a fee is incurred, the fee amount
owed 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 provides
payment options. Payment by credit card will most often be the appropriate selection and is,
therefore, listed first.

2. Insome cases, a waiver of immediate credit card payment may be the appropriate option to
choose. Make sure you include appropriate affidavits to support any waiver option you may
have selected. Do not select waivers to avoid payment.

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

page.

Figure 85: Adding or Removing Documents

Document(s) to be Submitted: I

Document Name View Document
AFFIDAVTT Affidavit.pdf

4. Optional: From the Review and Approve Filing page, 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. It will be as if the filing
never did exist. The Cancel action is a permanent action and cannot be reversed.

Figure 86: Moving Filing to Drafts
Cancel (Delets) | W Submit the Filing

5. Optional: You can leave your submission in draft state and finish it later by clicking on the Move
to Draft button. The filing can then be accessed through the eFile tab on the menu bar and
sliding down to select “Draft Filings.”
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6. After reviewing the information on the Review and Approve Filing page, click Submit the Filing.
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.

7. A “Your submission is complete” pop-up message appears. Clicking OK redirects you to the
“Submission Confirmation” page. When this message is displayed, it means your payment, if
any, was successful, and your submission is being transferred for review.

8. Optional: Clicking the Cancel button on the pop-up dialog box will return you to the “Review
and Approve” page.

9. Optional: From the Submission Confirmation page, 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. When
the submission has completed all the steps at the court, your submission will have a “Filed”
status.

10. 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 various 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. (If this
status displays for a long period of time, such as a couple hours, there is a problem with the
packaging process. Call the help desk.)

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

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

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

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

e Receipt Pending - An error occurred in communications. Call the help desk.

e Rejected - Submission was denied.

e Filed - 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.
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e Resubmitted - This submission was “Rejected,” and the filer used the rejected submission
information to create a new submission. The status of the rejected/resubmitted submission
has no future value, and the filer needs to look at the new submission status.

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 eFiling 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.

Figure 87: Check Filing Status on My Filings Page

My Filings
ERIC ARNOLD Filings
Report Criteria:

View Filings Between: [04/01/2014  AND |

Filing 1D: Court Case #: | Client #: Status: [al [v]
=n

My Filings Between 04/01/2014 and Today

Filings per page:

[] Filing ID Client # Case Title Court Case # ¥ Date Submitted Document Type Court Division Status
[l me72163 09-16-2014:06:19:42 PM  COMPLAINT Magistrste Court  Payment Pending
[0 mo7ie3s 09-16-2014:06:14:13 PM_ COMPLAINT Magistrate Court  Payment Pending
[0 ®me71979 GRANGER & GRANGER V. MARTIN PITTMAN MIMC-14-000006 06-25-2014:12:17:05 PM INTERROGATORIES Magistrate Court  Awaiting Approval
[ BI971978 CTB-6252014-12 PREMYE INDUSTRIES V. DANIEL COGSWORTH 06-25-2014:12:09:30 PM COMPLAINT Magistrate Court  Resubmitted
[0 ®sensm? CLARK JOHNSON V. HOWARD SIMPSON 06-25-2014:11:30:28 AM AFFIDAVIT Magistrate Court  Rejected [ Resubmit |
[0 971967 TMN-6242014-117 06-24-2014:06:48:58 FM  COMPLAINT Magistrate Court ~ Rejected =D
[0 Eo71840 06-24-2014:06:40:51 PM COMPLAINT Magistrate Court  Awaiing Approval
[ E971871 TMN-6242014-121 06-24-2014:06:38:12 FM  COMPLAINT Magistrate Court  Awaiting Approval
[] E971970 TMN-6242014-120 06-24-2014:06:33:03 PM COMPLAINT Magistrate Court  Awaiting Approval
[0 E971969 TMN-6242014-119 06-24-2014:06:31:14 PM  COMPLAINT Magistrate Court  Awaiting Approval
[0 971968 TMN-6242014-118 06-24-2014:06:29:39 PM COMPLAINT Magistrate Court  Awaiting Approval
[] H971954 TMN-6242014-115 GRANGER & GRANGER V. MARTIN PITTMAN MIMC-14-000006 06-24-2014:06:09:23 PM_ COMPLAINT Magistrate Court  Filed
[] HI971953 TMN-6242014-115 06-24-2014:06:01:53 PM COMPLAINT Magistrate Court ~ Resubmitted
[ 971952 TMN-6242014-114 VALERIE JENNINGS V. PETER JENNINGS MIMC-14-000005 06-24-2014:05:57:02 FM  COMPLAINT Magistrate Court  Filed
oz |

Number of Filings: 28

To check the status of your submissions:

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

2. Optional: Filter the list by using the calendar icons to select a starting and ending date. Then
click Go. If you leave the end date blank, the system default is today’s date.
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Figure 88: Selecting Start and End Dates

View Filings Between: |04/01/2014 AND
Filing 1D: O un Vv[2014 V| O ene s

ﬂ ot Sy Mo Tu We Th Fr Sa

1@ 3 4 s| 6 7
My Filings Between 8 o 11 12 13 14

15 16 17 18 19 20 21

“IFingio G 2 2 24 25 26 7 3@
[] ®E972163 29 30

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

Figure 89: Displaying Document Associated with Filing

[ ] FilingID  Client # Case Title Court Case #
[ Eg72183

COMPLAINT
AFFIDAMIT

[ morigas

4. Optional: Click the document name link that appears when you click the “+” symbol to be
view/download the document that was originally submitted. This document is the filer’s original
document and is not the version of the document with a time-stamp.

5. Click the filing “Status” on the right to be routed to the Filing Status Details page. The Filing
Status Details page will display additional information about the filing, including the time-stamp
on your submission.
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Figure 90: Displaying Additional Details of a Filing

¥ Date Submitted Document Type Court Division Status
09-16-2014:05:19:42 PM COMPLAINT Magistrate Court  Payment Pending  [SEREEEE =l

09-16-2014:06:14:13 PM  COMPLAINT Magisbrate Court  Payment Pending  BaELERE= =1
06-25-2014:12:17:05 PM INTERROGATORIES Magisbrate Court  Awaiting Approval

06-25-2014:12:059:30 PM  COMPLAINT Magistrate Court  Resubmitted

Magistrate Court  Rejected [ Resubmit |

Magistrate Court  Rejected =

06-25-2014:11:30:28 AM ARFIDAVIT

0E-24-2014:06:48:5% PM COMPLAINT

06-24-2014:05:40:51 PM COMPLAINT Magistrate Court  Awaiting Approval
08-24-2014:06:38:12 PM  COMPLAINT Magistrate Court  Awaiting Approval
06-24-2014:06:33:03 PM COMPLAINT Magistrate Court  Awaiting Approval
06-24-2014:06:31:14 PM  COMPLAINT Magistrate Court  Awaiting Approval

06-24-2014:06:29:35 PM  COMPLAINT Magistrate Court  Awaiting Approval

06-24-2014:06:059:2% PM  COMPLAINT Magistrate Court || Filed

06-24-2014:06:01:53 PM COMPLAINT Magistrate Court  Resubmitted

06-24-2014:05:57:02 PM  COMPLAINT Magistrate Court  Filed

6. Links to the filer’s original documents are displayed in the first table above the horizontal line on
the page. Documents in this table do not have the court’s time-stamp.

7. Inthe Response section of the page, the table provides links to a site where the filer can
download or print the documents that have been processed by the court and appear on the
case history. Documents receiving a time-stamp will be listed in the table.
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Figure 91: Filing Status Page

Filing Status

Status: Filed 06-24-2014:06:11:55 PM
Filing ID: 971964

Clerk Tracking ID: 2043070

Submitted By: ARNOLD, ERIC

Date Submitted: 06-24-2014:06:09:29 PM
Official File Stamp: 06-24-2014:06:09:45 PM

Case Title: GRANGER & GRANGER V. MARTIN PITTMAN
Court Case #: MIMC-14-000006

Case Type: BANK GARMNISHMENT

Court Division: Magistrate Court

Mote: This filing will be removed from eFlex on 09-22-2014

Document Name View Document

COMPLAINT Complaint.pelf Documents sent with
AFFIDAVIT Affidavit.pdf s

Main Document receipt.himl the SmeISS|Dn-
Response:

View Printable Receipt

Response
Description: Receipt
Author: System Administrator

Return addresses: Email: maury.wessels@shelbycountytn.gov
Filing: http://localhost/courtreviewrunit

Document Name View Document

Main Document receipt. html .
COMPLAINT Complaint.pdf Documents with
AFFIDAVIT Affidavit. pdf .

Form — court time stamp.

Back

Note: eFlex is not a permanent storage facility. Each entry on the “My Filings” or “Filing Details” pages is
temporary and is deleted after a pre-determined period of time. The period of time this information
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remains is configurable by the eFiling administrator, but is usually not less than 30 days. For permanent
storage of filing information, download or print the receipt and associated documents.

Handling a “Rejected” Status

If a submission is “Rejected,” 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 may also
enter a note specific to the rejected filing.

1. When a submission is “Rejected,” a Resubmit button appears next to the status.

Figure 92: Resubmit Button for a Rejected Filing

Document Type Court Division Status

COMPLAINT Magistrate Court  Payment Pending
COMPLAINT Magistrate Court  Payment Pending
INTERROGATORIES Magistrate Court  Awaiting Approval

COMPLAINT Magistrate Court  Resubmitted

AFFIDAVIT Magistrate Court | Rejected =
COMPLAINT Magistrate Court | Rejected =
COMPLAINT Magistratz Court  Awaiting Approval

2. Click Resubmit to automatically create a new submission based on the previously rejected
submission. The newly created submission retains all information from the original submission.
The original submission is now dead and the status changes to “Resubmitted.” The new
submission has a unique filer id.

3. The filer is routed to the Add a Document page and may modify the filing to address the reason
for rejection by either deleting the document in question or correcting the information entered.

4. Onthe Add a Document page, click the “Remove” icon to remove any document causing
rejection.

5. Use the standard process to add a missing document or add a document to replace the removed
document.

6. On a case initiation that has been resubmitted, click the “Edit Data” icon in the “Case Data” line
to return to the case initiation page. From the case initiation page, the filer can modify case
information or party information.
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7. Any documents filed in the original submission that required additional information will have an
Edit Data icon listed to the right of the document listing. Click the Edit Data icon to edit
associated information.

Note: The “Filing Status” screen is not where you should look for case information; instead, click
Cases on the “Home” page. From the Cases page, a full case history can be viewed.

Draft Submissions

The “Draft” feature acts as a backup if you are disconnected from the internet. On several pages within
the filing process, eFlex provides the user the ability to move the filing to a draft state through activation
of a Save to Draft or Move to Draft button. Additionally, upon reaching the Add a Document page, eFlex
records data each time you add a document or advance to the next screen. If your internet connection
goes down, the system creates a draft of your submission. When you are back online, you can continue
the filing process where you left off. Additionally, each time you log out, the system will list all filings in a
draft state prior to completion of the logout process.

Working On a Draft Filing

1. Click eFile > Draft Filings on the menu bar to see a list of partially completed submissions.

Figure 93: Draft Filing Navigation from Menu Bar

eFile Cases
MNew Case
Existing Case
My Filings

2. Click the Filing ID hyperlink to navigate to the Add a Document page of the filing. If this was a
case initiation, you will return to the “Add a Document” page for a new case. If this was a filing
on an existing case then you will return to the “Add a Document” page with the yellow banner.
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Figure 94: List of Draft Filings

Draft Filings
Filing ID  Client #  Court Case # Case Title Filing Description ¥ Create Date  Court Division Days Until Deletion
972164 MIMC-14-000006 GRANGER & GRANGER V. MARTIN PITTMAN BANK GARNISHMENT 09-17-2014:02:52:45 PM Magistrate Court S0

972136 TMN-7152014-85%0

972027 MIMC-14-000005 WALERIE JENNINGS V. PETER JENNINGS

L
O
[ 972145 7242014.9899.TMN
O
O
O

971972 TMN-6242014-122

3. From the Add a Document page, the filer can navigate forward to complete the filing.
Additionally, if the draft filing is a new case and the user needs to back up to the “Case

WAGE GARNISHMENT 07-24-2014:06:46:10 PM District Court
CHILD SUPPORT GARNISHMENT 07-15-2014:11:46:50 AM Magistrate Court
CHILD SUPPORT GARNISHMENT 06-27-2014:02:20:23 PM Magistrate Court

CHILD SUPPORT GARNISHMENT 06-24-2014:06:50:13 PM Magistrate Court

35
26
8
5

Initiation” page, click the Back button on the “Add a Document” page. This will then allow you
to modify the parties or other case initiation information.

Figure 95: “Add a Document” Page

Case Type : WAGE GARNISHMENT

Document Category | i |

Document Type = | V|

Additional Text |

[ sealed

]

Page Count

Document Location

Add to Submission  [[EE])

Document Name
Cass Data

Move to Draft

Deleting a Draft Filing

Browse...

View Document Edit Data

form.xml

Total Size:

A user can delete entries if the information is no longer.

0.01 MB
0.0 MB

1. Select the draft filing you want to delete by clicking on the checkbox to the left of the listing.

Click the Delete button.

2. Click “OK” when asked to proceed with the deletion.
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Figure 96: Deleting a Draft Filing

Draft Filings
Delete
L nﬁi ID  Client # Court Case # Case Title Filing Des
(] 972164 MIMC-14-000006  GRANGER & GRANGER V. MARTIN PITTMAN  BANK GARNISHMEN
|:| 972145 7242014.9899,TMN WAGE GARMISHMEN
|:| 972136 TMN-7152014-8550 CHILD SUPPORT Al
Q72027 bessage from 'uu'ehpa_uli3 @ MGS V. PETER JENMINGS CHILD SUPPORT

[1 ag71972 TMN CHILD SUPPORT GAl

3 1 1filing selected for deletion

Delete?

0] ] [ Cancel

3. Eachtime 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.

Figure 97: Incomplete Filing

Logout

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

FilingID Client#  Court Case # Case Title Filing Description
972164 MIMC-14-000006 GRAMGER & GRAMGER V. MARTIN PITTMAN BANK GARNISHMENT
972145 7242014.9899.TMMN WAGE GARNISHMENT
972136 TMN-7152014-8950 CHILD SUPPORT GARMNISHMENT
971972 TMMN-6242014-122 CHILD SUPPORT GARNISHMENT

4. Clicking “Yes” completes the log out process. Clicking “No” routes the user back into an active
draft filings page from which he can navigate to complete one or more draft filings.
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Appendix A: Creating a PDF and Other Document Display Information

PDF Basics

PDF (Portable Document Format) is a popular format created by Adobe Systems Incorporated.
Documents using this format can be read by Adobe Reader®, a free application available from the Adobe
website. This type of document is considered a final form document because it is not designed to be
edited. It is fixed and appears the same on nearly every machine using Adobe Reader. Because the
document looks the same regardless of the machine, the court’s policy is to send documents as PDF
documents except for specifically identified documents such as “Proposed Orders.” When saving to a
PDF format, if there is a choice as to type of PDF, select “PDF A” as this creates a searchable PDF. 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

For “Proposed Orders” or any other document types specifically identified by the Cobb County
Magistrate Court, you should prepare these documents in a word processor and submit them in one of
the following formats:

e  Microsoft Word 2007 and Up (.docx)
e  Microsoft Word 98 - 2003 (.doc)

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.

If the user is working in Microsoft 2007 or newer version of Microsoft Word, there is a built in Acrobat
pdf creator included, generally on a tab on the menu bar. 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 or word processing application
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you use to create your original document as long as you can convert the finished document to a PDF
document.

Proposed Orders must be submitted in Microsoft Word format (.docx or .doc). When the court is
finished editing the document the court will convert from the Microsoft Word format to PDF.

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’s 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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