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File & Serve Resources

File & ServeXpress has many resources available to you in order to address
your questions and concerns.

e File & ServeXpress 24/7 Client Support is available to assist you with technical, ID,
functionality and any other questions you may have. You can contact Client Support at 1-
888-529-7587.

e File & ServeXpress Resource Center is available within File & Serve by clicking on
the Resource Center link at the top, right hand side of your screen. The Resource Center
contains our training registration information, jurisdiction specific rule & procedures, user
guides, best practices, pricing and much more!

e File & ServeXpress Login Page www.fileandservexpress.com is where you can find
password help, what’s new and any important information like scheduled maintenance or
system changes.

o File & ServeXpress Notices is an information page that is available on the bottom,
left-hand side of the File & Serve Home tab, once you sign into File & Serve. This page will
provide you with any critical information, such as system maintenance or downtime, changes
in fees, legal notices, litigation launches and much more.

Filing and Serving Documents Overview

The File and Serve Quick Guide provides a convenient source of information to help you

efficiently file and serve your documents into more than one case.

Before You Begin
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Signing on to File & ServeXpress:

Sign In to File & ServeXpress™

ID

Password

v  Sign In

Forgot Paz=waord | Beset Pazzward

Meed more help?
Call Customer Support at 1-888-529-7587

1. Before using File & ServeXpress, you
must have an ID and password. If you
do not have these, contact Client
Service.

2. Using Microsoft” Internet Explorer or
Netscape® Navigator®, open your
browser and go to
www.fileandservexpress.com

3. Enteryour assigned ID and password
and click Sign in.


http://www.fileandservexpress.com/
http://www.fileandservexpress.com/

1. Refer to the appropriate court rules on electronic filing prior to using File & Serve to ensure you are in compliance with local
requirements. Copies of the rules can be found on the Resource Center once logged into the application.

Check our minimum system requirements to be sure your computer is correctly configured for using File & Serve.
All tables are sortable. Any time a grid or table appears, click the column headings to sort by that information.
Hyperlinks take you to additional information — don’t forget to use them!

When running searches, less is more. Enter only partial information to get the most results.

The fastest way to access a transaction is with a Transaction ID.

N o vk~ wDN

When using File & Serve for the first time, or if you need assistance, call our 24/7 Client support line at 1-888-529-7587.
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Filing & Service Tab

Filing & Service Alerts | Search

Start A Transaction | Saved Transactions | Scheduled Transactions

There are 6 easy steps to submitting documents using the File & Serve “Filing & Service” tab.
Each of these steps is detailed in this guide:

1. Start A Transaction Queue- Allows you to select a case to E-file and/or E-serve into.

2. Documents Tab- Lets you select the type of document you are submitting and attach
your documents.

3. Sending Parties Tab- Allows you to select the client for which you are submitting the
transaction.

4. Service Tab- Allows you to select the recipients of the transaction you are submitting.

5. Additional Recipients Tab- Lets you send the transaction to recipients not on the
service list (i.e. your client or co-counsel).

6. Review & Submit Tab - Allows you to review your work and submit the transaction to
the court and other parties.

Last Updated: Tuesday, December 18, 2012

Filing & Service Tab Tips:

v' Saved Transactions Queue:

— - )
The File & Serve system

is designed to save your work as you go. If
you lose connectivity or power for any
reason, check your Saved Transactions to
resume work on an unfinished transaction.

v" Scheduled Transactions Queue:

[ Scheduled T cti .
File & Serve allows

users to schedule submittals of transactions
for future dates and times. Users can
update/delete these transactions in the
Scheduled Transactions queue up to the
date and time they are scheduled to be
submitted.



Start A Transaction Queue

Home WRCSRECALI Alerts | Search

Start A Tramsaction  Saved Transachions  Scheduled Trastactions

Sedect Court and for Case for Filing

(¥ e andlor Serve in an Existing Case " Fie & Hew Case (" Fle andfor Serve in Maltiple Cases

Enar infrmation n ene or more beves and dhck Find. Selection of a Court i requind
State: [seezisate o] Case Name= i
ot ETET R - | Case Humber: ]

Fod| st | 2|
To E-file and/or E-serve into an Existing Case, follow these steps:
1. To begin the filing/serving process, click the Filing & Service tab. The Start A
Transaction queue appears.

2. File and/or Serve in an existing case is already selected. An existing case is one that is
already online with File & Serve.

From the drop down menu, select the state and court in which you choose to file.

4. Enter the case number or case name in the fields available and click Find. (you may
use partial names or numbers to search on as well).

Start A Transaction Queue continued on next page...
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Home MZIUEERTUENR Alerts | Search |

Start A Tramsaction Saved Tramsactioss  Schedeled Trassactions

31512 10:35 AM CDT

Sedect Court and/or Case for Filing

@ Fle ard/or Serve in an Existing Case C Fle » New Case C Fle andize Serve in Multiple Cases
Enter information in one or more boxes and dick Find. Sefection of » Court & requved
State: |Washogion -l Case Name: FE e i
Court: |Mock Court-Fiing & Sereng =l Case Number: 0

Fed|  advncedsesch | 3]

To select a case for filng, cick B beside the case.
CaseList 1®hvouph7cf7  Show[$0 =] renuts per page

__ALase Number Lass Mame fasc s Lass Class Sate  Count Ssunty
. Q34554 Abce n Wonderiand Ing vs Composton Co Fersonal Sspury Cred WA Mock Court-Fing & Senvng
B cecsonn; ‘m.»mwwm Personal tegury i WA Mock Court-Hing & Serving
a2 ‘:é{S;):O:! Wonder, -\‘c;: vs Meat Corp Personal injury Crl WA Mock Court-Fillng & Serving
8 1242008 fondarland, Akce v. Mesct Corporaion Personal Injury Crvi WA mwm [ Semrq
- | :xz:.x'z:): nwm Alice vs Joker ,m,ﬁv,', w»i.—:-cvr.u Crvi .,‘,A, Mock c&q-t:«} 8 Serving
12148 Smih, Abce v Wonderdond Corp Persons! tejury ‘v WA Mock Court-Fiing & Serving
a "59!-3214 -S--:‘. Ahce vs Jane Doe Personal Irgury -Cr.: WA -"oc( Court-Fiing & Serving
18vough 7 of 7

Can’t find the case you are looking for?
Click on the Add Case button 1o enter your case information.

5. Cases matching your criteria will appear in the list below the “Find” button.

6. To select the case, click the arrow icon to the left of the desired case number.
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Start A Transaction Queue Tips:

v" Adding a Case: If the case you are trying to
file in is not available but is currently a
pending case in your court you may be able
to submit an Add Case request. If the court
you are filing with allows this type of
request, click the Add Case button.
Detailed instructions on adding a new case
are included on page 18 of this guide.



Documents Tab

Attach Documents Tramsaction 10: 43102276
03456-A Alce in Wonderland Inc ws Compasition Co Mock Court- Filing & Serving
For each documist, carmpbebe each el and chck AMtach Document.

Type: |Select o Decument Tyze 2 Qatutory Transaction Fee: None
File: | o | or [ Check hereto o youe #mﬂ
Acoess; |?‘.b': %| Public - These documents ane electroscally submiied and avadable for viewnng by Leossheocs Fie & Serve customer.

Tithe: _J —I"":h‘:h L ﬂ

Mecormerm length of Set i 510 charadiers

Attached Docoments List:
Mo Dodements: have been atached to the transachon,

1. Select a Document Type for your document using the drop down menu entitled Type.

2. To attach your document, click the Browse button in the File section. A dialog box will
open and from there you can locate the file you previously saved to your hard drive or
network. You may also select the Check here to fax your document box.

3. Enter a title for your document in the Title field. The title should comply with local
rules for electronic filing.

4. Select an access type for your filing — access is defined by each court but may include
the following:

e Public: The document is a publicly filed instrument.

e Filed Conventionally: Some courts use this option to indicate that documents are
in paper format at the courthouse for viewing and the e-file record uses this term
to indicate a placeholder in the file jacket for those paper filed documents.

Last Updated: Tuesday, December 18, 2012

Documents Tab Tips:

v

Transaction ID: This number is the tracking
number for this transaction and can be used
to view the details of the transaction within
the File & Serve system.

Cancel Link: This function will purge the
entire transaction from the system.

Save & Close Link: This function will save all
information for this transaction in the Saved
Transactions queue until the transaction is
resumed.



¢ In camera: Documents designated as in camera are only viewable by the Judge on
the case. Other court personnel, attorneys or firms on the case cannot access in
camera documents.

e Sealed: Sealed documents may be handled in one of two ways, depending on how
the receiving court has opted to handle sealed instruments:
a. The sealed document can be attached to the e-filed transaction
and only available online to the court and served parties.
b. The court may require that the documents be filed in hard copy
with the court and that a placeholder be e-filed into the electronic

docket.

5. Click Attach Document. The document will appear in the Attached Documents list:

Attached Documents List Click here to refresh document conversion status
Conversion Main/ . i i
D Document Type Access Status Supporting Linked To: Modify Remove
None
46940104 Mation for Summary Judgment Public Converted Main  x . Madify Remove

Document Title; Plaintiff Alice in Wondzrland Inc's Motion for Summary Judament Aqainst Compastion Co

46940120 Exfibits Public Converting Modify Remove

fizin

Document Title: Exhibit A 46940104

6. To add more documents, repeat steps 1-5.

7. When filing supporting documents, use the Main/Supporting feature to reflect the
association. In the column next to each supporting document, select the document ID
for the main document to which it supports.

8. If you need to remove a document, click the Remove link next to the document you
wish to delete from the Filing.

9. When all of the documents have been attached and associated, click the Sending

Parties tab to continue.

Last Updated: Tuesday, December 18, 2012



Sending Parties Tab Sending Parties Tab Tips:

Home WECVEEECE Alets | Search
Start A Trassaction | Saved Transachions | Scheduled Transactions v Adding a Party to a Case: If the party you
are trying to file for is not available in either
the represented or unrepresented parties’

1012 347 P T Documents ENINEELIEM Service | Add1Recipients | Review & Submil

Transaction [0: 43102276 Cancel 5 lists, you may be able to submit an Add
03455-A Alice in Wonderland Inc vs Compositien Co. Mock Court-Filing & Serving Party request with your transaction. If the
Surh | CstmGuus | AddPartiitumy | 2] court you are filing with allows this type of
Crete Qtom g | P e request with your transaction, click the Add
— . . Party button. Details for adding a party
£ e b 1 =Fq
Parties without Representation Avadable for Selection 1 rough 1o while filing are included on page 23 of this
s Py Party Type PartyStafus  Attorney fim guide.
[ {Ca, Chashie Hantf Artive N fercwer o Pl firm TED
v Create Custom Group |
1. To select the party or parties you represent in this case place a check in the box next You can save your selection as a
to the party name in the Parties Available for Selection list. Custom Group for future transactions.
-Or- After selecting your parties, type the

name of your group in the space

2. You may search for a specific party by searching the available parties.

. . . provided, then click Create Custom
3. To search the available parties, click Search.

Group.

4. A series of search fields is available to help you find the party you are looking for.
5. You must place a check in the box by the party name to select that party. / Custom Groups |
6. Close the search fields by clicking Close Search. To use a custom group click Custom
7. Continue with this process until you have completed the sending parties list. Groups. A list of your custom groups
8. You may edit your selections by selecting or deselecting the parties. will appear. Select the custom group
0.

Click the Service/Notice tab to continue. o e i Wi et Seneling (B elidid s

the check mark box beside the name.

Last Updated: Tuesday, December 18, 2012 10



Service Tab

Home QEUSERTLUCE Alerts | Search
Start A Traesaction | Saved Tramsactions ~ Scheduled Transactions

Documents | Sending Parties BESALGER Add1Recipients | Review & Sebmit

Transaction 10: 43102276 Cancel Save & Close

03456-A Alice in Wonderland Inc vs Composition Co Mock Court-Filing & Servisg

Seoch | CutomGrops | add Portyiamormey | 7]
Select a debvery opbon for each party you want 0 add. “Service” s offical legal service of the document upon the selacted party. To remave 3 selected party, deselect service.
Parties Available for Selection 1 ©rough 146/ 14 Shom |90 | resuls per page
Note: Addional faes appiy £ ssiecting any US mal or fax raopents
Craate Custom Groxp
Service
r +Party Party Type Party Status  Atforney Firm Method
[ iCatt, Cheshire Planedt Active No Angwer on Fie Firm TBO US, Ma
[T Compeston Co Defandaet Active Lisgaer, Larry Mock Firm B E-Servce
[C Compesion Co Defardant Actrve Assoone, Andrew Mock Fim A-Belevee E-Servce
[ hearts Defendant Active Attorsey, Adam Mock Firm A-Bellevus E-Service
[[ Destes Corp Defandant Active Atorney, Adam Mock Firm A-Balevos E-Sanvee

1. To select a party/parties to receive Service (a copy of the document(s) you are
transmitting), place a check in the corresponding box in the Service column next to
the party names.

2. To select all parties, click the box below service on the gray header bar. This will
automatically select all parties on the service list.

3. The method of delivery File & Serve will use to deliver your documents is listed under
the Method column.

e If the designated recipient is a registered user of File & Serve, then the

documents or notice will be delivered to their online account.

Last Updated: Tuesday, December 18, 2012

Service Tab Tips:

v Serving Pro Se Parties: If available in

the court you are filing in, you may be

able to serve a Pro Se or Pro Per party

by typing in a U.S. Mail delivery

address. You will be prompted to

enter an address for each Pro Se or

Pro Per party you select to serve via

regular U.S. Mail.

The most recently used
addresses will display for each
party you have selected to
serve. You can use the
address provided or enter
your own address. The source
of the information will appear
in the Entered By field.

You can opt to share this
address with other E-filers, or
you can mark it as “private”
so that it will be available only
to your firm.

If you do not want to serve
the Pro Se party, click the Do
Not Serve This Party radio
button.
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7.
8.
9.

e If the designated recipient is not a registered user, then the documents will be

delivered via traditional methods (US Mail or facsimile, depending on the
rules for service for that court)

If a checkbox does not appear for you to select, then you cannot use File & Serve as a
delivery method to send documents to that party and will have to send service to
that party via traditional means.

You may search for a specific party by searching the available parties, attorneys or
firms.

To search the available parties, click Search. A series of search fields is available to
help find the party you are looking for.

You must place a check in the box next to the party name to select that party.

Close the search fields by clicking Close Search.

Continue with this process until you have completed adding parties to the service list.

10. You may edit your selections by selecting or deselecting the parties.

Last Updated: Tuesday, December 18, 2012

Service Tab Tips:

v" Note: If the court you are filing into does

not approve service via File & Serve to a Pro
Se or Pro Per party, then you will not be
able to select the party and must serve the
party traditionally. Service to a Pro Se/Pro
Per party via File & Serve will be completed
via regular U.S. Mail and is not guaranteed
if the information you provide is not
accurate. If this does not meet your needs,
then please serve the party using traditional
methods.

Create Custom Group

You can save your selection as a
Custom Group for future transactions.
After selecting your parties, type the
name of your group in the space
provided, then click Create Custom
Group.

Custom Groups

To use a custom group click Custom
Groups. A list of your custom groups
will appear. Select the custom group
you wish to use for Sending by clicking
the check mark box beside the name.

12



Additional Recipients Tab

Home @ECLEICE Merts | Search
Start A Transaction | Saved Transactions | Scheduled Transactions

3512232007 | Documents | Seading Parties | Service Review & Submdt

Select Additional Redipients Transaction I0: 43102276

03456-A Alice in Wosderland Inc vs Composition Co Mock Coert-Filing & Serving
Erter a few characters in Last Name, Emad, or Organabion, and dick Find b0 search for avadable reopients. I your search is unsuoessh, you may change your rter and try agai, or choose bo Create
Adddtional Recio

First ame [ ] Last ame |
Email [ — Organization [
fod] G| 1)

To ad recpuents, enter search orbena 2bove and dick Find,
No 2valable ssedons

1. The system requires a user to initially “search” for an additional recipient before
being given the option to create a new additional recipient.

2. Search results will display both File & Serve subscribers and non-member users.

SCEToE ifoITE Ef il |If no results or inaccurate results appear for the

search, then the user will see a button to “Create Additional Recipient”.

4. When creating a new Additional Recipient, the user will now enter both a First and
Last Name and will then select either “Online” or “Fax” as the delivery method.

5. After entering a new Additional Recipient, the system will then create a non-member
“account” for the additional recipient.

6. That non-member account will now appear in the search results when filers search
the name and will display the notification method previously entered for the
additional recipient non-member.

Last Updated: Tuesday, December 18, 2012

Additional Recipients Tab Tips:

v"  New Additional Recipients: Newly added
recipients will receive emails with
instructions as to how to retrieve the
documents. They will be provided with a
login/password for the sole purpose of
retrieving those documents.

13



Review & Submit Tab
Home REULEELCH Alerts | Search

Start A Transachion  Saved Tramsactions | Scheduled Transactins

Jisn2asmer  Documeals | Seading Parties | Service | Addl Recipieats
Authorize Transaction Transaction ID: £3102276 (a
03456-A Klice in Wonderland Inc vs Composition Co Mack Court-Filing & Serving

3
g
3

Select an attomey o authorize this ransaction.

Kathoriming Atfomey: | Seled an authonang aomey |

1. Select an authorizing attorney from your office in the dropdown list.

Delivery Options: What do you want to do with this transaction? (pick one)

& File with the court and Serve selected parties
[” 1 am sending these documents as "Court-Appainted Counsel/ADR.
' Serve Only - Private (available only to sending firm and served firms)

€ Serve Only - Public (avallable to anyone to purchase from Lexishexis(tm) Fle & Serve, except in e-service only jurisdictions and subject to case security policies).

2. Select a delivery option from the following options:

e File and Serve: The transaction will be filed with the court and served to all
designated recipients. It will be available to be viewed and purchased by
registered File & Serve users as a publicly-filed instrument.

e Serve Only — Private: Sends the transaction ONLY to your selected service
recipients. The document IS NOT filed with a court. It is not available to any
registered File & Serve users that you did not select for service, and may not be
viewed or purchased as a publicly filed document.

e Serve Only — Public: Sends the transactions ONLY to your selected service
recipients. The document IS NOT filed with a court. The document is available to

Last Updated: Tuesday, December 18, 2012
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be searched, viewed, printed and purchased by any registered File & Serve users

as a publicly available document unless the transaction is submitted in a Service Review & Submit Tab Tips:
Only jurisdiction. If the document is served in a Service only jurisdiction, the
document is only viewable by other users within the same litigation. v" Read Status: To access this report

after the transaction is completed, go
Add billing reference. This reference will appear on your invoice. the Transaction Details from

| anywhere in the application, scroll
down to the “Read Status” link, click

3. Enter any billing information you want included on your invoice. the link and you will see the report —
which is printable. If you did not pre-
Purchase read status for e-service documents (optional) § order the Read Status during the
Track when the e-servd recpients open this transaction, This feature is not availzble for tracking any US Mall ar fax recipients, any courtesy email natifications, nor the Read Status of court personnel, transaction process, you will be
Adlionel cherges apaly prompted with the fee after clicking

) the Transaction Details.
4. If you would like to pre-order a “Read Status” report that shows when an e-served

recipient opened the transaction, click the box as shown. (A one-time fee applies —
anyone in firm can access thereafter as often as they want). You can choose to
authorize and file your documents now, or you may choose to enter a future date

and time for the document to be automatically sent.

5. ﬂl Click Next to proceed with Filing.

Review & Submit Tab continued on next page...

Last Updated: Tuesday, December 18, 2012 15



(W Filng & Senice

Shart A Tramsaction  Soved Tramiactoms  Scheduled Transachons

31312EMT | Douments | Sending Parfies | Service | Add1Recipients WEVSERILE

Transaction I0: 43102276 Cancel  Save & Close
03456-A Mlice in Wonderlaad Tnc vs Composition (o Mock Courl-Filing & Serviag
IMPORTANT: Your tramsaction has not yet been submitted.

When you have finished reviewing, select Submit Transaction below,

Transaction [0t guam
Submitted by: hostm Parne, Mock Appaals Fim A-eng
Authorized by: Yot Pyme, Mock Appeals Fom A-Demo £

6. Review the summary information.

7. To make any changes to your information, click the edit link provided in that section
or click the tab containing the information to be changed.

8. Submit Transaction IWhen the information has been verified and you are ready

to proceed, click Submit Transaction.

Last Updated: Tuesday, December 18, 2012
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Transaction Receipt/Report

Transaction Receipt/Report Tips:

. I Welcome: Attorney, Adam Resource Center | File & ServeXpress Preferences | Sign Off
File & Serve Mock Firm A-Bellevue

Home Filing & Service Alerts | Search
Start A Transaction | Saved Transactions | Scheduled Transactions |

12/18/12 5:01 PM CST

Print button.
For a formatted copy of this information, abtal
To perform another transaction, click Begin a New Transaction,

To exit Filing & Service, click Return te My File & ServeXpress.

TIP: Receive notifications of new Filing & Service activity that match your search criteria. Click on the Alerts tab.

File & ServeXpress Transaction Receipt

Transaction ID: 47870376
Submitted by: Adam Attorney, Mock Firm A-Bellevue
Authorized by: Adam Attorney, Mock Firm A-Bellevue
Authorize and file on: Dec 18 2012 5:02PM CST

Court: Mock Court-Filing & Serving
Division/Courtroom: 1 - Division 1

Case Class: Civil

Case Type: Non-Arbitration

1. Once you click the Submit tab, the page will refresh and you will see a Transaction
Receipt. You may print this receipt off for your records or search for it on File & Serve
by Transaction ID in the future.

2. transaction report. You may order a “Transaction Report” after the transaction is
submitted. This report is a comprehensive, up to the date, document that will
provide all of the transaction details, including Clerk & Judge review (if applicable) --
with the option of ordering the “read status” as well. Simply click the link on the top
that says “transaction report”.

Last Updated: Tuesday, December 18, 2012

Your transaction has been successfully submitted to File & ServeXpress. Your transaction information appears below. To print this information for your records, click anywhere on the transaction information, then dlick the browser

v Sample Transaction Report:

File &Serve Xpress
December 18, 242
Max Fowers
Mock Appeais Fien B-Demo
13427 NE 16th 5t
Bislleyue, CA 52005

RE: Flie & SarmXpress Transaotion Wo. 42724428

Diear Cusinmer:

“The foliowing Infonmation for Flle & SenseXpress Transaciion 40724438 reflecls the detnls of the transaction
‘contained In the Flile & ServeXpress sysiem a3 of December 18, 20412 10:02:34 AM MST.

Lisa Lawyer, authorized by Lisa Lawyer, submited Transaction 42724422 an February 27, 2012 05025:57

A MST o CO Mock C wvaFle & for the following case:
| Casa Number I Casa Name | Divisian I Juge |
| AN ICVIRT ||nlp_ur[:|-ul-ms | 2 - Diision 2 | Jurige Disfrict

“The Transaciion confisined 1 document Hied as follows:

] pomeat Puges | Clerk Ruview Seuiu
-
i ecspma
Pt i Buad Carira Recesd 1 czaTE2
2 03030 AM
The s ‘were sentio
you hanve the 2 siztest mbove, piease contact Cusiomer
‘Bupport ot 1-8853-529-7587_
Bincerely,
Flie & ServeXpress Holdings. LT

17



Adding a Case While E-Filing

Filing & Serdor

Stsrt A Trsssschon  Saved Froasscimen  Sobeduled Provsad oo

F18/32 AT 0T

Select Court and/or Case for Filing

& Fle anadlor Senve in an Existing Case " e New Case ¥ Fle gndlor Senve in Maltiphe Cases
Enber information in one or mone bowes snd didk Fisdl. Selecton of a Court i regured
Slate |'ﬁ-mhn¢=n - Cann Mamp:  [Stanhooe
Courts [Mock Cout-Filng & Servrg =] Cavn Humbser;
find|  advanced Search | 7|

Tcmmnm‘crﬂ-t.ﬂci.ﬂmnw.
Casa List Sﬂ?-lm ]' Fiuls pad phge

& Caze Musber Lige Mame Cags Tvps Case sy Hale Lot County
Mo mabches lound. Please modily your seanch sad by again

Caa’t lind the case you &he lookisg ber?
hick oo Ehe Add Caxe bution §o ealer your case infeemation,

Add Case

For assistanoe finding your case, call 1-B38-529-TSE7. 'Want to add more cames for E-servios? Contact & nepresentative pnee or ot 1-800-863-1510.

1. Search for your case on the Start a Transaction tab.
2. If you do not find your case and you are in a jurisdiction that allows use of the
Add Case feature, _ Add Case | click the Add Case button.

Adding a Case While E-Filing continued on next page...

Last Updated: Tuesday, December 18, 2012
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Home WECCDELUCE Aliits | Search

Diart A Tramaction | Sawed Tramactions | Scheduled Tramactons Addlng A case TlpS:
R UL SR B ] il
AL Can I Raacn T pancel  save bibar v" Only enter the abbreviated form of a case
Enber 3 cabe rame 3nd select & case fype. Then cick Submit. ) . )
Wate: ne nes wil L replaces by oaces- name. Do not list each party (i.e. Smith, Sue
Coart Mook Courd-Filing B Seraing
N v Asbestos Defendants).
® Cape Clags [Chl =

* Case Type |Personal Injury =
* Cae Hame 3 v If the plaintiff is an individual, enter “last
[First Plantif v Firgt Defiendant]
M | name, first name v. defendant name”.
Masortanm basgth of tesd 8 MO0 Sharpaters
¢ Carathomber [ Defendants do not need to be last name,
first name.
S| 7
v' Examples:
=  Smith, Sue v. Asbestos Defendants et al.
1. From the drop down menu, select the Case Class and Case Type. You can only add al.
cases that are in the available case types to be added in that court. =  Brown, Jack v. Bob White et al. al.
2. Enter the case name and the case number of the case you wish to add in the space = ABC Corporation v. Airline Industries et.
provided. Click Submit. al.

Adding a Case While E-Filing continued on next page...
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Adding A Case Tips:

3/15/124:15 PM COT Case |
Add Case Parties Transaction ID; 43118758 Cancel Save & Close v/ Case Party Information: Entering case

2011CV1234 Stanhope, Ursela vs George Hetherford Mock Court-Filing & Serving Create group with party list party information will allow you to
Enter the information for the party. Then dlick Save Party. To remave the party, select Remove Party. To add an alias for the party, select Add Alias.

Documents | Sending Parties | Service | AddRecip | Review&Submit

View case party groups designate parties and attorneys to serve
& Party represented by an Attorney in your Firm with copies of your transactions and will be
" Party unrepresented or represented by an Attorney from another Firm Parties in Case available to you to use the next time you
* Party | Petitioner . * Entity | Individual = WP Stanhope, Ursela § submit documents into the case you have
. First Name Middle Name Last Name Suffix added.
* Party Name
|Urse|a |S |Stanhope |
phone( )| [ ext v" Note: In order to serve parties and
[123 1maginary Lane attorneys in an added case, you must enter
Add'e‘“| all party information before continuing on
City, State, Zip|Seatte | Washington | [i0z02 | the Case Parties tab.

AtturneyIPavne, Justin 'I * Attorney Type | Attorney in Charge »

SavePartyl Remove Party | AddAIiasl Add New Party |j

Select Party represented by an Attorney in your firm from the radio buttons.
Select a Party Type from the drop-down menu.

Select an Entity Type from the drop-down menu (Individual or Organization).
Enter the party information (name, address, etc.) in the fields provided.
Enter the attorney information in the fields provided.

Click Add Party. The party name appears under the Parties in Case caption.

No ok wnNRE

Repeat the steps to add additional parties represented by your firm.

Adding a Case While E-Filing continued on next page...
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3/13/12 4:25 PM COT Case WL Documents | Sending Parties | Service | AddRecip | Review&Submit Addlng A Case TipS'

Add Case Parties Transaction 10: 43116758 Cancel  Save & Close
2011€V1234 Stanhape, Ursela vs George Hetherford Mock Court-Filing & Serving . _ Create group with pary list
Enter the information for the party. Then dlick Save Party. Ta remove the party, select Remove Party. To add an alias for the party, select Add Alias. e cose narty arouss v Searching for Party Names: To minimize
" Party represented by an Attorney in your Firm data entry of party information, first
& Party unrepresented or represented by an Attorney from anather Firm Parties in Case Search for party names to add to cases
* Party | Defendant ; * Entity |Individual = Qi itft—ﬂ:ﬁ%dué%ﬁ gse as many corporate names are already
* Paty e T T Vidcle Name Last Name Suffx listed in the database. See steps to
fGearge | Ihetherord | Search for Party Names below.
phone[ )] [ ea]
Address

|
City, State, Zip [Sekctastate | -

Attorney IPowers, Max Attorney Type | Attorney in Charge =

Save Party | Remave Party | AddAhasl Add New Party |j

1. To enter unrepresented parties or parties from another firm, click the radio button
labeled Party unrepresented or represented by an Attorney from another firm.

2. Select a Party Type from the drop-down menu.

3. Select an Entity Type from the drop-down menu (Individual or Organization).

4. Enter the party name in the fields available.

5. The attorney default is No Representation. Click Attorney to search for an attorney
from another firm.

6. Click Add Party. The party name appears under the Party List.

Repeat the steps to add additional parties unrepresented or represented by an attorney
at another firm.

8. After entering all party information click the Documents tab to continue.

9. For detailed information on attaching Documents, selecting Filing Parties, designating
Service, adding Additional Recipients and Review & Submit please see the first section
of this quick Guide.
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3/15/12 4:32 PM COT

Find Case Parties
2011CV1234 Stanhope, Ursela vs George Hetherford Mock Court-Filing & Serving

Case Documents | Sending Parties | Service | Add Recip | Review&Submit

Transaction ID: 43118758 Cancel Save & Close

Create group with party list

® Find Parties by Party Name ' Find Parties by Case Yiew case party groups
Enter the party name you wish to search for (e.q. lastname, firstname or business).
Last or Business: [Wondertand First:| Middle: | Suffix | Parties in Case
; = MP Stanhope, Ursela 5
Entity Type: |Individual = P m

ﬂl Cancel

Select the party vou wish to add to the case (or change your search criteria to find another party).
Party Name

Wonderland, Alice {Plaintiff)
Wonderland, Alice (Plaintiff)
Wonderland, Alice (Defendant)
Wonderland, Alice {Interested Party)
Wonderland, Alice (Petitioner)
Wonderland, Alice (Petitioner)
Wonderland, Amy (Plaintiff)
Wonderland, John (Plaintiff)

8 found.

=

. ml You can search for a party name in File & Serve prior to entering it
in. Click Find Party and a search screen appears.

Type in the Last or Business name of the entity you are searching for.

Click the Entity Type to search and click Find.

All parties with that name are displayed.

If your party name is in the list, click on the name to select.
The party name is added to the name field under Case Parties.
Click Save Party.

To add another new party, click Add New Party.

© No Uk wnN

Last Updated: Tuesday, December 18, 2012

Adding A Case Tips:

v" Note: Party names are stored in File &
Serve using standard naming conventions.
They serve as placeholders only. Exact
legal names, addresses, DOB and SS#
information is not required nor stored for
each party so that our clients have flexibility
when searching for party names to add to
the File & Serve case parties lists. Your
pleadings, however, should contain the
proper identification of parties sued.
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Adding a Party While E-Filing
Home QESTELTCH Alerds | Search

Skart A Transaction | Saved Tramsactions | Scheduled Transactions

HynReasmcor | Documents EIIUDFEELECH Service | AddRecipiests | Review & Submit
Select Sending Parties Transaction Il 43120557 Cancel
034564 Alice in Woaderland Inc vs Compasition Co Mock Court-Filing & Serving
Serch | CutmGrops | addPatylhtoney | 2|

Save & Clyse

Create Cistom Grop || Show |50 =] resubs per page
Parties without Representation Available for Selection 1 trogh 1f1
uParty Party Type PartyStats  Atlomey Firm
[ [Ca, Chashore Pasrtif Achve Mo Argwsr on Fie Firm TRD

1. Add Party/Attorney | If the party you are trying to file for is not available, if the

court you are filing with allows you to submit an Add Party request with your filing,
click the Add Party button.

Search to add a new party.

Entity: | Organization ;I

Party Name: ICheshire Cat CO

Findl Cancell

1. Add Party/Attorney __| If the party you are trying to file for is not available, if the

court you are filing with allows you to submit an Add Party request with your filing,
click the Add Party button.

Last Updated: Tuesday, December 18, 2012

Adding A Party Tips:

Note: When adding or searching for a party,
follow these simple rules:

=  For individuals, enter last name, first
name (i.e. jones, billy).

= Do not include “the” in company names.
= Use “&” instead of the word “and”.

» Avoid punctuation in company names.

= Always abbreviate Inc., Corp., and Co.

» |f you want to add aliases (dba’s and
aka’s), add them as separate parties.

» Place a space between parties with
initials in the name (i.e. AW
Chesterson, A P Green).
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Search to add a new party.

Entity: IDrganizatiDn;I

Party Name: |Che5hire Cat CO

Fir1|:|| Can:ell

2. Select whether you are adding an individual or an organization.
3. Enter the party name.
4. Click Find.
Select a party and click Continue, If the party is not in the list you may change your search crteria and select Find or select Add Party to add a new party.

Party Name Is an alias
(" |Cheshire Cat Co o

Continug =

Adding A Party Tips:

Search to add a new party.

Party Name: |Cheshire Cat CO
M Add Party | Cancel

5. If a match is found, select the party by clicking the radio button next to the Party
Name on the available list.

6 Continue ==

| Click Continue and you will be brought to the following screen:

Last Updated: Tuesday, December 18, 2012

v" Note: The party you are filing for is
added to the filing in a pending status.
When the document is reviewed by
court personnel, the added party may
be accepted or rejected. Once
accepted, the party status will change
from pending to active. If rejected,
the filer will get notice that the party
has not been added. Documents in
the transaction may be rejected if the
Clerk’s office opts to reject documents
submitted by a rejected party.
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Entity: Organization
Type: |P|EE|5E Select a Type ;I

Party Name: Cheshire Cat Co

Attorney: IPlease select rEpresentatiDn;I

Attorney Type: IAttDrnE',.r in Charge;l

7. Select the party Type using the drop down menu.
8. Select the attorney from your office that represents the party and select an attorney type.
9. Click Continue when finished. You will be returned to the Sending Parties tab to complete the filing/service process.

10. If a match is not found, search again using different criteria, or click Add Party and create a new party entry.

Last Updated: Tuesday, December 18, 2012
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