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About This Guide

The purpose of this user guide is to provide users with details on how to use a product or a feature or
functionality within the product.

User guides may include the following elements:

» User interface (dialog boxes and pages)

* Reports
¢ Tools
Audience

This document is intended for the following personas:

¢ Clients

» Tyler Client Services

Documentation Conventions

The format style applied to text enables readers to quickly determine the nature of information or an action
they are to take.

Text Style Description Example
Bold Shorthand notation for a menu, menu | On the Main Menu, click Tools
item, optional cascading menu, or —Options—Forms.

selected tab

Objects to click or select, including Click License Key Editor.

buttons, check boxes, options in a
drop-down list, elements, fields, and
section header name

Fixed-Width User interface (Ul) input typed exactly | Type the value Boston in the City field.
as shown

Run the tables. sql script for the

Server names, file names, path S cpBasketB database.

names, application programming
interface (API) names, XML settings
in configuration files, databases,
command names, system calls, and
data structures and types

Italics Page and dialog box names Return to the Home page.
Document titles Refer to the Navigation Guide.
Variable data to be replaced by an
appropriate value Type the filename.

“Quotation marks” Chapter within a document Refer to the “Logic Rules” chapter.

Rights on a role Feature requires the “Print the Event

Job tasks within a job definition Listing Report” right.
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Documentation Notes
Each documentation note provides information or action items regarding that area of the document.

Icon Note Type Description

o, Note Notes provide extra details about a topic or step.

- Caution Caution messages indicate that a specific action could cause an error in
the system.

A Warning Warning messages indicate that a specific action could cause an
interruption of service.

(%] Danger Danger messages indicate that a specific action could damage the
database infrastructure or hardware.

eFile & Serve Rebranding

Since launching the Tyler brand in 2009, Tyler Technologies has added more than 50 new products
through acquisition and internal development, and its brand awareness is seeing some fragmentation in
the market. As Tyler grows and adds applications, the current approach to product branding is no longer
scalable. Tyler's product, development, organizational, and brand strategy need to align toward a common
presentation — One Tyler. In 2022, Tyler updated the names of most of its products to officially position
Tyler Technologies as one unified identity and brand.

All the Courts & Justice products fall under the new Justice Portfolio, and there is only one logo associated
with all the products. Within the Justice Portfolio of products, the Odyssey File & Serve application is now
referred to as eFile & Serve, and the Review Tool is now named eFile & Serve Review Queue.

Courts & Justice documentation reflects the new names beginning with the 2023 release of each product or
application. Refer to the Tyler Product Name Changes Frequently Asked Questions for more information.
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1 Overview

Topics covered in this chapter

¢ Capabilities

The eFile & Serve Review Queue is used to review the information contained in an electronic filing (e-filing)
and then to perform an action on the filing so that it can ultimately either be transferred to the case
management system, or returned to the filer to be resubmitted at another time.

Note: Some of the screen shots contained in this document may differ from the screens that are
displayed in your application.

This document includes instructions for reviewers on how to access the eFile & Serve Review Queue, and
also how to navigate through the application while reviewing e-filings.

Note: You must have “Reviewer” rights to perform many of the functions described in this
document.

When you sign in to the eFile & Serve Review Queue, the Review Queue page is displayed. From here,
you can click an envelope to review, or you can navigate to another page in the application.

The eFile & Serve Review Queue includes additional pages that you can access. After you sign in to the

application, click to access the additional pages.

Eal
it}

e
EW Lzl

i

R

in

view History
Envelope Lookup

Court Admin

Figure 1.1 — eFile & Serve Review Queue Navigation Menu

Note: You must have “Court Administrator” rights to access the Court Admin page.
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Capabilities

The functionality of the eFile & Serve Review Queue allows reviewers to do the following:

Review and manage electronic filings

Filter filings in the queue

View the envelope details for a specified filing

View the service contacts that are attached to a specified filing
View the action history of a specified envelope

View the review history for current and past filings

Look up all envelopes in the application, or just look up envelopes for the signed-in reviewer or the
envelopes for the reviewer’s firm

Add and manage court users and attorneys

Note: These actions require “Court Administrator” rights.

Grant, moot, and deny proposed orders

Note: These actions require “Judicial Disposition Officer” rights.
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2 Before You Begin

Topics covered in this chapter

¢ Tabs and Icons

¢ Additional Envelope Options
¢ System Requirements

¢ Keyboard Shortcuts

¢ Error Messages

Before you begin to work in the eFile & Serve Review Queue, review the information in this section to
successfully use the software.

Note: All the features described in this document may not be available in your application. Some

features must be configured by Tyler. As a result, your application may differ from the screen shots
and descriptions that are included in this document.

Tabs and Icons

The tabs in the eFile & Serve Review Queue are described in this section.

Case Tabs
Tab Description Location In the Document
— Click the All tab to view all of the | Summary Information, page 55
lf summary information for the
- specified envelope.
Click the Case tab to open the Case Information, page 57
5 Case Information pane.
Click the Env tab to open the Envelope Information, page 71
S Envelope pane.
Click the Party tab to open the Party Information, page 76
(e) Party Information pane.
Click the File tab to open the Filing Information, page 91
Filing Information pane.
Click the Serve tab to open the Service Contact Information,
Service Contact Information page 101
e pane.
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Tab

Description

Click the Fees tab to open the
Fees and Payment Information
pane.

Location In the Document

Fees and Payment Information,
page 102

Click the Charge tab to view the
charges information for the
specified case.

Note: The Charge tab is
displayed only when the case
in the envelope is a criminal
case type.

Charge Information, page 105

Other Icons

Icon/Field Name

Description

Click the Action Menu icon to
open the action menu. From
here, you can access the
envelope details, service
contacts, and action history for a
specified envelope.

Location In the Document

The Action Menu icon is
available from the following
pages in the eFile & Serve
Review Queue:

* Review Queue page
* Review History page

» Envelope Lookup page

Click the Lock icon to unlock a
document that is under review.

Note: You must have
permission to unlock an
envelope that another reviewer
has opened.

The Lock icon is available on the
Review Queue page.

Document Viewer 1 Pane

Note: The icons in the following table are only found in Viewer 1. Refer to Document Viewer 2, page
121 for descriptions of the icons that are found in Viewer 2.

Icon/Field Name

Description

Location In the Document

N/A

Use the Document Viewer to
review the lead document and
attachments, if applicable.

Document Viewer 1, page 113

Ackn w;ledgmﬂentl

View the filing code for the
envelope that you are reviewing.

Note: The example shows just
one possible filing code. Note
that various filing codes can
be configured in your
application.

Document Viewer 1, page 113

InitialFiling one QA1-50APtest.pdf

Select the document to review
from the document selector drop-
down list.

Document Viewer 1, page 113

January 2025
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Tabs and lcons

Icon/Field Name

Downloadl

Description

Click the Download link to
download the original document.

Location In the Document

Document Viewer 1, page 113

0

Click the Thumbnail icon to open
a Thumbnail view of the
document pages for the selected
document.

Note: This icon is a toggle that
opens or closes the Thumbnail
view.

Document Viewer 1, page 113

=]

Click the Process Notes icon to
add a process note or to view
process notes that were
previously added.

Note: This icon is a toggle that
opens or closes the Process
Notes pane. An asterisk
indicates that a process note
has been added to the
document.

Document Viewer 1, page 113

Process Notes, page 115

S|

Click the Zoom Out icon to zoom
out of the current view of the
document.

Document Viewer 1, page 113

S

Click the Zoom In icon to zoom in
from the current view of the
document.

Document Viewer 1, page 113

Fit To Page = I

Select the size of the document
from the Fit To Page drop-down
list.

Document Viewer 1, page 113

Click the Insert Text icon to insert
text into the document.

Document Viewer 1, page 113

AL

Click the Draw a Line icon to
draw a line in the document.

Document Viewer 1, page 113

A

Click the Draw Highlight icon to
draw a highlight in the document.

Document Viewer 1, page 113

Click the Rotate Document icon
to rotate the document.

Document Viewer 1, page 113

Al

Click the Font Drop-Down icon to
access font and line choices.

Document Viewer 1, page 113

Il

Click the Redaction icon to open
the redacted document in the
Redaction Viewer window.

Document Viewer 1, page 113

Redaction, page 117

2

Click the Refresh Redaction icon
to refresh the redactions.

Document Viewer 1, page 113

Redaction, page 117

ESO-FS-200-4987 v.3
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Actions/Stamps Panes

Icon/Field Name

Description

Location In the Document

Click the Accept icon to open the
Accept Filing dialog box.

Note: This feature is
configured by Tyler and may
not be available in your
application.

Accepting a Filing, page 140

Click the Return icon to open the
Return Filing dialog box.

Note: Some configurations
may contain different wording
in this dialog box.

Returning a Filing, page 142

Click the Submission Fail icon to
open the Fail Submission dialog
box.

Note: This feature is
configured by Tyler and may
not be available in your
application.

Failing Submission of a Filing,
page 146

Click the Forward icon to open
the Forward Filing dialog box.

Note: This feature is
configured by Tyler and may
not be available in your
application.

Forwarding an Envelope, page
147

Click the Manual Accepticon to
open the Manual Accept dialog
box.

Note: This feature is
configured by Tyler and may
not be available in your
application.

Manually Accepting a Filing,
page 148

Click the Send Back to Filer icon
to open the Send Back to Filer
dialog box.

Note: This feature is
configured by Tyler and may
not be available in your
application.

Sending a Filing Back to the
Filer, page 148

Click the Defer icon to open the
Defer Filing dialog box.

Note: This feature is
configured by Tyler and may
not be available in your
application.

Deferring Review of an
Envelope, page 149

January 2025
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Tabs and Icons

Icon/Field Name

Description

Location In the Document

o)

Click the End Review icon to end
the review of the envelope.

Ending Review of an Envelope,
page 149

9

Click the Grant Filing icon to
open the Grant Filing dialog box.

Note: This feature is available
only to reviewers of proposed
orders who have “Judicial
Disposition Officer” rights,
when those rights are
configured.

Granting a Filing, page 212

Click the Deny Filing icon to
open the Deny Filing dialog box.

Note: This feature is available
only to reviewers of proposed
orders who have “Judicial
Disposition Officer” rights,
when those rights are
configured.

Denying a Filing, page 212

Click the Moot Filing icon to open
the Moot Filing dialog box.

Note: This feature is available
only to reviewers of proposed
orders who have “Judicial
Disposition Officer” rights,
when those rights are
configured.

Mooting a Filing, page 213

Click the Return to Filer icon to
open the Return to Filer dialog
box.

Note: This feature is available
only to reviewers of proposed
orders who have “Judicial
Disposition Officer” rights,
when those rights are
configured.

Returning a Filing to the Filer,
page 214

Click the Delete Filing icon to
open the Delete Filing dialog
box.

Note: This feature is available
only to reviewers of proposed
orders who have “Judicial
Disposition Officer” rights,
when those rights are
configured.

Deleting a Filing, page 214

ESO-FS-200-4987 v.3
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Icon/Field Name Description Location In the Document
Click the Text Stamps icon to Add Stamps, page 118
T l open the Text Stamps pane.
Click the Image Stamps icon to Add Stamps, page 118
-l- l open the Image Stamps pane.

Additional Envelope Options

You can access some additional envelope options from various locations in the eFile & Serve Review
Queue. The options that you can access differ from each location.

The Action Menu icon ( ) is available from three pages in the application. When you click the icon, an
action menu for that location is displayed, offering more options.

Envelope Details
Service Contacts
Action History

Refunded and Voided Fees

Figure 2.1 — Example of an Action Menu

.
.
The Action Menu icon ( . ) is available from the following pages:
* Review Queue page
* Review History page
* Envelope Lookup page

Envelope Details

You can view the details of an envelope from various places in the eFile & Serve Review Queue.

To view the envelope details, click the Action Menu icon ( ), which is located to the right of the Envelope

card on the Review History page and the Envelope Lookup page, and to right of the Lock icon ( J ) for
the envelope listing on the Review Queue page. You can view the envelope details from the following
pages in the application:

* Review Queue page
* Review History page
* Envelope Lookup page
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Case # CV-2024-029392 - Envelope # 236860

Breach OF Contract Open

Lower Courtlhgency Caze #

Envelope

07/15/2024 2:48 PM CDT

fing Interfsce

Firm P Fier Emal

972-913.3770

Existing Parties

Party Type. Farty Name
Plaintiff John W, Doe:
Defencnt JaeQsmitn
Defencant Jomnc Pudlc
Filings

Motions

sas Fung Ty

Under Review erie

Firg Commerss g Caurasy Copes

o Type

Motion Type - Metion

Documents
Component Document Name

Lead Document Redaction test.pof

Daserstion
Jahn Doe vs Jane Smith vs John Public

OFS ModkCMS
Fied Datz
04/17/2024 1:09 AM COT

200 Associates

Envelope Details

Firm Address
5101 Tennyson Paricway, Suite 5000
Diano, Texas 75024

FilerType
tylertech.com
3 Parties
Lesd Aziomey
UA-Attorney Vaid
Jzne QSmith
1Fiing(s)
Description security Download vers Documen: Siz2
Motions suslic (7] oigins 260

Figure 2.2 — Example of an Envelope Detail Page

Note: The Existing Parties section is displayed only for subsequent filings.

You can view the size of the documents associated with the envelope in the Filings section of the envelope

details. The document size is displayed next to the link for the document.

Filings
Addendum

Status
Under Review

Filing Type
EFileAndServe

Filing Comments Filing Courtesy Capies

Documents

Companent Document Name

Lead Document

Service

Blue, Green

Other

Parties with no Contacts for Service

Party Name

Yellow, Orange

Notice of Appeal Under Chapter 39-20-06.pdf

Reference Number

Filing Preliminary Notifications

Description Security

Addendum Sealed - Criminal (G)

Search by Party Name

Email Address

2 Filing(s)

Fiing Description
From EFSP

Review Date

Download Version Document Size

Original 402.68 KB

2 Party(s) with Service

Search by Service Contact

¥ 2Service Contacis)

v 1Service Contact(s)

1 Party(s) without Service

Search by Party Name

Address

Figure 2.3 — Example of the Filings Section in the Envelope Details

The Service section of the envelope details is collapsed until you expand it to show the service contacts for

the case.
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Service

Reever, Barbara L

Status Service Contact Name Email

Mot Served silvery Light

Not Served ServerM Reevercase

Reever, Matthew J

Status Service Contact Name Email
Not Served Juliette Child @tylertech.com
Not Served |@mailinator.com

i@sharklasers.com

111Server@contact.com

Search by Party Name

1 and Associates

and Associates

Firm

and Associates

Firm

Search by Service Contact

A 2 Service Contaci(s)
Service Method Date Opened
Eserve Not Opened
Eserve Not Opened
A 2 Service Contaci(s)
Service Method Date Cpened
Eserve Not Opened
Eserve Not Openedt

2 Party(s) with Service

Figure 2.4 — Example of the Service Section with the Service Contacts Displayed

If there are parties on the case that have no contacts for service, the parties are displayed in a separate

section on the Envelope Detail page.

Service

Reever, Babs 1261430
Reever, Crown Def
Reever, Matty 1261431
Reever, Stark Other
Reever, Three

Reever, Two

Other

Parties with no Contacts for Service

Pary Name
August, Monday
Jenifer, Jennifer
nocontact, test party
October, Tuesday J MD
Reever, Adem Agent
Reever, Another Def
Reevar, Classic Def
Reever, Down Def
Reever, Farmhouse Def

Reever, Modem Def

prev @l 2 Nex

Email Adaress
monday.august@justatestemailCanada.com
jenniferjenifer@jenitertestingia.com
TEST@testcom

tuesdayoctober@anotheremsiltestiorlexico.com

Adoress

Search by Party Name

Search by Service Contact

L K

Search by Party Name

7 Party(s) with Service

15 Party(s) without Service

Figure 2.5 — Example of the Service Section with the Parties with no Contacts for Service Displayed

Service Contacts

You can view the service contacts for an envelope from various places in the eFile & Serve Review Queue.

To view the service contacts, click the Action Menu icon (

), which is located to the right of the Envelope

card on the Review History page and the Envelope Lookup page, and to right of the Lock icon ( J ) for
the envelope listing on the Review Queue page. You can view the service contacts from the following
pages in the application:

* Review Queue page

* Review History page

* Envelope Lookup page

10

January 2025

ESO-FS-200-4987 v.3



Envelope Action History

Service Contacts - Envelope 179909

Smith, John Sr
Amyx, Octavio Sr
Adina Abadi Adina.Abadi@mailinater.com

Barager, Melissa Sr
Ahmed Abbas Ahmed.Abbas@mailinator.com

Berez, Janiece Sr

Adrianna Abar Adrianna.Abar@mailinator.com

Deacy, Gregorio Sr

Agripina Abatti Agripina.Abatti@mailinator.com
Demedeiros, Carolina Sr

Adriana Abalos Adriana.Abalos@mailinator.com
Doe, Jane MD

Adolph Abair Adalph.Abair@mailinator.com

Estronza, Soo Sr

Adam Aarant Adam.Aarant@mailinator.com

Floth, Morgan Sr
Adelia Azrsvold Adelia.Aarsvold@mailinator.com

Hartmann, Laquanda Sr

Adaline Aznerud Adaline.Aanerud@mailinator.com

prev [l 2 Next

s [ coee |

Figure 2.6 — Example of a Service Contacts Window

Envelope Action History

You can obtain the action history for an envelope from various places in the eFile & Serve Review Queue.
The action history provides the entire history for the specified envelope. Actions taken on the envelope are
listed in the Envelope Action History window, along with the user name, the filing code, the date and time
when the action was taken, and the queue in which the envelope resides. In addition, if annotations have
been added to the envelope, or if an existing annotation has been edited, the SaveAnnotation action is
displayed in the Action column.

To obtain the action history, click the Action Menu icon ( ), which is located to the right of the Envelope

card on the Review History page and the Envelope Lookup page, and to right of the Lock icon ( J ) for
the envelope listing on the Review Queue page. You can obtain the action history from the following pages
in the application:

* Review Queue page
* Review History page
* Envelope Lookup page

ESO-FS-200-4987 v.3 January 2025 11
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Envelope Action History
Envelope #235102

User

Automation Tylertest

Automation Tylertest

Automation Tylertest

Automation Tylertest

Automation Tylertest

Action Filing Code

Submitted

Selected

Selected

Unlocked

EndReview

Selected

Selected

Selected

Selected

SaveAnnotation-323951

Unlocked

EndReview

Date/Time

06/07/2024 9:52 PM CDT

06/07/2024 9:52 PM CDT

06/07/2024 9:52 PM CDT

06/07/2024 9:52 PM CDT

06/07/2024 9:52 PM CDT

06/10/2024 2:32 PM CDT

06/10/2024 2:32 PM CDT

06/10/2024 2:34 PM CDT

06/10/2024 2:34 PM CDT

06/10/2024 2:34 PM CDT

06/10/2024 2:34 PM CDT

06/10/2024 2:34 PM CDT

Automation Queue

Automation Queue

Automation Queue

Queue

Jueue

Queue

Jueue

e J e o

Figure 2.7 — Example of an Envelope Action History Window

System Requirements

The following list describes the required and recommended hardware and software for using the eFile &
Serve Review Queue:

» Browser Requirements—The application supports Chrome™; Mozilla® Firefox®; Microsoft® Edge®;
and Safari® browsers. If your browser does not meet these minimum requirements, contact your
network administrator.

Note: Internet Explorer® is not a supported browser.

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

*  Minimum Hardware Requirements—The application supports the following hardware:

— Intel® Core™ Duo processors or Advanced Micro Devices, Inc. (AMD) processors
manufactured in 2012 or later

— 2 gigabytes (GB) of random-access memory (RAM)
— 1366 x 768 resolution screens for desktop computers
*  Recommended Hardware Requirements—Tyler recommends the following hardware:
— Intel® Core™ i3 or AMD A6 processors with at least a 2.0 GHz clock speed
— 4 GB of RAM
— 1920 x 1080 resolution for both desktop computers and mobile devices

*  Recommended Connection—A high-speed Internet connection is recommended.

12 January 2025 ESO-FS-200-4987 v.3
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Keyboard Shortcuts

During your review of an envelope, you can press SHIFT+? from anywhere in the eFile & Serve Review
Queue to view a list of keyboard shortcuts. Different shortcut options are available on different pages of the
application. Press any shortcut key to access the location associated with the key that you pressed.

Keyboard shortcuts are available on the Review Queue page.

Keyboard Shortcuts:

Envelope # Filter Case # Filter

Date Range Fitter Cueues Filter

Filing Codes Filter Case Types Filter
alt+ 1+

alt+ 7 + « Prior Page First Page

o
=
+
-
+
i
c
ISl
1
J
5
B
n
i}
.
il
0
iy
W
i

Figure 2.8 — Keyboard Shortcuts on the Review Queue Page

Keyboard shortcuts are available on the Review History page.

Keyboard Shortcuts:

att+ 7 +d Dats Rznge Filter Filing Codes Filter
alt+ T+t Case Typss Filer alt+ 1 +1 Lecations Filter

at+g+1 Last Page at+ T +r Raset

at+ 1 +a Applh att+ T +x Abort

LR 1
T = =
- + +
- -5 =3
w7 + +
en}
i
il
”
n
i
o
=3
+
+
1
i
+
)
i
i

Figure 2.9 — Keyboard Shortcuts on the Review History Page

Keyboard shortcuts are available on the Envelope Lookup page.
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Keyboard Shortcuts:

Date Rangs Filer Queues Filter
Locations Filter Next Page
&
el

m

i

alt+ 17 +1 _ast Pags Resst
alt+ 1 +a Apply Abort

Figure 2.10 — Keyboard Shortcuts on the Envelope Lookup Page

Keyboard shortcuts are available in the Review Queue during an envelope review.

Keyboard Shortcuts:

how / hide this help men Hide this help man
alt+ 7 +1 All Information alt+ T +c¢ Case Information
alt+ T +e Envelope Informaticn at+ 7 +p Party Information

alt + T +i Filing Information alt+ T +5 Service Contact Information

alt+ 1 +f Fezs and Payment Information  [REIEEuEE]

at+ 1T +d Document Dropdown alt+ T+t Thumbnail Pane

alt+ T +- Zoom Cut alt+ 7+ = Zaom In

at+ 1 +z Zoom Cropdown at+ 1+ = Mext Page

]
14
[l

alt+ T + « Fravious Fage alt+ T +1 ext Annctation
alt+ 7 +2 Line Annctation alt+ 1 +3 Highlight Annotation
alt+ 7 +4 Rotate Page at+ T +w Forwzard Envelope

T 1 L

I

T i

i 5
]

T

A
]
{

1
5
2

1

u

at+7+a att+ 7 +1 Reject Filing

Figure 2.11 — Keyboard Shortcuts During an Envelope Review

Other Shortcuts
You can use shortcuts to perform some other actions in the eFile & Serve Review Queue.

On the Review History page, you can press ALT + SHIFT + V to expand or collapse the Reviewer filter.

On the Envelope Lookup page, you can press ALT + SHIFT + S to expand or collapse the Status filter.
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Error Messages

Error Messages

The eFile & Serve Review Queue displays several error messages to alert you when you have not entered
the required information or you have entered invalid information.

Required fields are indicated by a red asterisk or by helpful hints, depending on where you are working in
the application. If you have not entered information in the required fields, you will receive error messages
when you try to navigate to another place in the application.

ESO-FS-200-4987 v.3 January 2025
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3 Landing Page

Topics covered in this chapter

¢ Sign In and Sign Out
The landing page is the page on which you sign in to the eFile & Serve Review Queue.
-5_’ eFile & Serve Review Queue

SIGN IN ‘

Welcome to eFile & Serve Review Queue
Click the "Sign In’ button on the top right to get started.

b

Figure 3.1 — eFile & Serve Review Queue Landing Page

Sign In and Sign Out

You must sign in to the eFile & Serve Review Queue to use the application. When you are done with your
reviews, it is recommended that you sign out of the application.

Signing In

Sign in to the eFile & Serve Review Queue by using the user ID and password that was provided to you by
your Court Administrator.

Note: If your account has been deactivated, a message is displayed when you attempt to sign in to
the application. Follow the steps to reactivate your account. If your account has been suspended
due to inactivity, a message is displayed. You cannot reactivate your account.

To sign in to the eFile & Serve Review Queue:

1. Navigate to the Landing page.

SIGN IN l
2. Click .

The Sign In window is displayed.
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Signing Out

Sign In %

£

Tyler Technologies
QOdyssey Identity Provider @ Please sign in to continue

UserID

User ID

Password

Password

Forgot Password?

CLOSE

Figure 3.2 — Example of a Sign In Window

Note: If your application is configured for two-factor authentication, a different sign-in window
will be displayed. Follow the prompts to sign in to the application.

3. Type your user ID and password (which is case-sensitive).

The Review Queue page is displayed.

Signing Out

It is recommended that you sign out of the eFile & Serve Review Queue when you are done using the
application.

To sign out of the eFile & Serve Review Queue:

Sign Out

1. From the drop-down list at the top of the page, click

Q=0

Sign Out

Figure 3.3 — Sign Out Drop-Down List

You are now signed out of the eFile & Serve Review Queue.
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Deactivated Account

If you have not signed in to the eFile & Serve Review Queue for a specified period of time, your account will
be deactivated. The next time you attempt to sign in to the application, a message is displayed indicating
that your account has been deactivated.

Note: The amount of time that elapses before your account is deactivated is configured by Tyler.

Your account has been deactivated due to inactivity. Select

REACTIVATE

Figure 3.4 — Example of a Message for a Deactivated Account

"Reactivate” to reset your account.

If your account has been deactivated and you want to reactivate it, click Reactivate.

Follow the prompts to reset your password and reactivate your account.

Resetting a Password

You can reset a password that you have forgotten. You can also reset a password if your account has been
deactivated and you want to reactivate it.

To reset your password:
1. Do one of the following:

» For aforgotten password, from the Sign In page, click Forgot Password?

* From the deactivation message, click Reactivate.

The password reset window is displayed.

Odyssey File & Serve logo

Please enter the email address associated with your account

Email Address

Figure 3.5 — Example of the Password Reset Window

2. Type your email address in the Email Address field. Then, click Next.

The reCAPTCHA window is displayed.

Odyssey File & Serve logo
Email Address @tylertech.com
™
I'm not & robot
rCAETCHA
Reset Password

Figure 3.6 — Example of the reCAPTCHA Window

3. Select the I’'m not a robot check box.
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Suspended Account

A window is displayed from which you must select specified images.

Note: Depending on your browser, you may not see the images.
4. Click the requested images, and then click Verify.
5. After selecting the correct images, click Reset Password.

6. Continue to follow the prompts to reset your password.

Suspended Account

If you have not signed in to the eFile & Serve Review Queue for an extended period of time, your account
will be suspended. If your account has been suspended, you cannot reactivate it.

Note: The amount of time that elapses before your account is suspended is configured by Tyler.

Your account has been deactivated due to inactivity and cannot

CLOSE

Figure 3.7 — Example of a Suspended Account Message

be reactivated.

If you receive a message about a suspended account, click Close.
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4 User Profile

Topics covered in this chapter

¢ View Account Tab
¢ Manage Notifications Tab
+ Reviewer Preferences Tab

You can access your user profile from the drop-down list that is available when you click the Initials icon in
the top right section of the eFile & Serve Review Queue.

Q=00

Sign Out

Figure 4.1 — Example of a Drop-Down List

The User Profile page includes the following tabs:

* View Account tab—Allows you to change your password or your user name

* Manage Notifications tab—Allows you to select the email notifications that you want to receive
regarding your filings

* Reviewer Preferences tab—Allows you to set your preferences for working in the Review Queue

View Account Tab
You can change your password or your user name on the View Account tab on the User Profile page.

= k. eFile & Serve Review Queue [ oS

User Profile

Change Password Change User Name
Old Password * Current User Name
@tylertech.com

0ld Password is Required. New User Name ¥

New Password *
New User Name is Required.

New Password is Required. m

Re-enter New Password

Figure 4.2 — Example of the View Account Tab on the User Profile Page

Perform the following actions to make changes on the View Account tab:
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Manage Notifications Tab

» To change your password, type the current password in the Old Password field. Then, type the
new password in the New Password field, and again in the Re-enter New Password field. Then,

click m .

» To change your user name, type the new user name in the New User Name field. Then, click

Manage Notifications Tab

You can manage your preferences for notifications regarding your filings.

= -»5: eFile & Serve Review Queue o @
User Profile
Man: Rev i

Email Notifications Review Notifications
Select the email notifications that you wish to receive Display notifications you wish to receive while reviewing an envelope

Filing Accepted [] Send notification when annotation isn't saved

Filing Rejected

Service Undeliverable m | ‘

Filing Submitted

Filing Submission Failed

Filing Receipted

Account Locked

Figure 4.3 — Example of the Manage Notifications Tab on the User Profile Page

Perform the following actions to manage your notifications:

« For email notifications, select the check boxes for each type of notification that you want to receive

regarding your filings. Then, click .

» If you want to be notified when an annotation is not saved, select the Send notification when

annotation isn’t saved. check box. Then, click m .

When you select this option, a message is displayed when you accept a filing if you did not add a
stamp to the PDF document that you were reviewing.
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Reviewer Preferences Tab

You can select your preferences for how you want to work in the eFile & Serve Review Queue.

]

= -5:. eFile & Serve Review Queue

User Profile

Manage Notifications Reviewer Preferences

View Account

Review Queue Preferences
After completing an envelope in the Review Tool, what action would you like to take?

@ Open the next Envelope

O Return to the Review Queue

3 £

Figure 4.4 — Example of the Reviewer Preferences Tab on the User Profile Page

In the Review Queue Preferences section, select the option for how you want to work in the eFile & Serve

Review Queue. Then, click m .
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5 Review Queue Page

Topics covered in this chapter

¢ Begin Document Review

¢ Queue Prioritization

¢ Scheduled Queue Rerouting

¢ Filing Blackout Dates

¢+ Filter Filings

¢ Abort Search

¢ Grace Period

¢ Viewing Copied Envelope Information

¢ Viewing Envelope Details from the Review Queue Page
¢ Viewing Service Contacts from the Review Queue Page
¢ Viewing the Action History from the Review Queue Page
¢ Audit Log

When you sign in to the eFile & Serve Review Queue, the Review Queue page is displayed.

= - eFile & Serve Review Queue o i

Review Queue

(=]

Filters Envelope £V Case# v SubmitDate ¥ Status Filing Code Fiing Description  Case Tile CaseType Judge Filed By Fing Attormey  Queve Reviewer Lock
. 06/27/2023
Envelope # 202846 CC231890 /271 UnderReview  Acknowledgeme.. Division Of Prop. aazaaz Defaut a
9:03 AM COT
Sesrch
06/28/2023
202967 /28/: Submitted Acknowledgeme.. Appeal Magnolia Cat  Defaut o
3:00PM COT
Cases
06/20/2023
Search. 203085 /291 Under Review Acknowledgeme... Appeal John Allan Smith  Mary S Aadams  Defauit Paresh Soni a8
9:04 AM COT
06/30/2023
Bulk® v 203228 €C-23-1890 /207 Under Review Acknowledgeme... Division Of Prop. firm attorney Default fa
2:55PM COT
SRS Y s conzny 07/05/2025  UnderReview - Acknoniecgeme. Matiy ReevervB... Breach Of Cony Mary  Aad Default test okt a
9:48 AMCDT UnderReview  Addendum atty Reeverv... Breach Of Contr arys hadams - Defaud estoka
Queves v
07/05/2003 UnderReview  Acknowledgeme..
Hingcodes | 203 COR2NT s maneD Under Review  Acendum Maty ReevervB... Breach Of Con. fimattomey  Default il D Scott a
. UnderReview  Certficate w/ Do... Discover payme.
CaseTypes 203727 0771072023 aninmenin City Ordinance C... Default a
9:44AMCDT UnderReview  Complaint-w/ H... ServiceContacts
Locations v tnder Cericate /o D
inderReview  Certificate w/ Do.. Discover payme..
203729 0771072022 City Ordinance C. Default a8
Organizations o 10:171AMCD UnderReview  Complaint -/ H... ServiceContacts
0771072073 UnderReview  Certificate w/ Do... Discover payme.
203730 Gity Ordinance C. Default
O Show Deferred 10:12AMCD UnderReview  Complaint-w/ H.. ServiceContacts ty Drdinance e &
) Auto-Refresh 07710/2023 UnderReview  Acknowledgeme.. 8
203732 llate C: 2202 Default
10:19 AMCD UnderReview  Abstract Of Jud. Appellate Case aazas e
reser |
0771072028
209734 or UnderReview  Acknowledgeme.. Appellzte Case Mary S Aadams  Default fa)
1026 AMCD
203735 07/10/2023 5 jer Review  Acknowledgeme.. Appellate Case Mary S Aadams  Defauit a
1028 AMCD
203736 0771072023 ynqer Review  Acknowledgeme.. Division Of Prop. Mary S Aadama  Defauit fa¥
1031 AMCD A
temsper page: | 25 25500375 Ko< 51
203744 OTNUVI0B ynder Review __Acknowedgeme. Division Of Prop

Figure 5.1 — Example of the Review Queue Page

The Review Queue page displays a list of the envelopes currently in the queue. You can choose to sort the
items in the queue in ascending or descending order if you see a drop-down arrow to the right of a column
header, such as the envelope number or submit date. The default view is descending order by the date on
which the envelope was submitted. When you select a sort order, the filter for that sort order is displayed at

the top of the page. You can clear the filter by clicking x next to the specified filter, or clicking

Some envelopes in the queue are ready to be reviewed, and some envelopes are under review. If an
envelope is under review and locked by another reviewer, you cannot access that envelope. You can click
an envelope that is not locked by another reviewer to begin reviewing that envelope. You can also create a

filter to search for specific envelopes or cases to review.
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Note: You can unlock an envelope that is currently locked if you have “Court Administrator” rights.

Click the closed Lock icon ( J ) to unlock the envelope.

The following information is displayed in the queue if it is selected by the reviewer:

Whether envelopes can be rerouted in the queue to another reviewer
Envelope number

Case number

Bulk number

Date on which the envelope was submitted

Date to which the envelope is deferred

Location of the envelope

Status of the case filing

Filing code

Filing description

Case title

Case type

Judge assigned to the case

Filer who filed the case

Filing attorney

Queue in which the envelope is located

Organization the envelope is associated with

Reviewer who is currently reviewing a specified envelope

Whether the envelope is locked by another reviewer or is available for review

The option to view the Envelope Detail page (hover over the envelope row, and then click to
view the envelope details for the specified envelope)

The option to view the service contacts for an envelope (hover over the envelope row, and then

click to view the service contacts for the specified envelope)

The option to view the envelope action history (hover over the envelope row, and then click to
view the action history for the specified envelope)

You can choose to view only the columns in the queue that are relevant to you. Click at the top right of
the Review Queue page to select your desired columns. The Visible Columns drop-down list is displayed.
After you select the columns that you want to view, the columns are automatically resized. You cannot
change the sizing of any column.

Note: The Deferred Until column is not visible by default, but it can be enabled if you need to view
the information contained in this column. The information is populated by the date that is entered

24
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in the Defer Envelope dialog box. In addition, the Bulk # column, the Location column, and the
Organization column are not visible by default, but they can be enabled if you need to view the
information contained in those columns.

Visible Columns X

Rerouting
Envelope #
Case #

DO Bulk #

Submit Date
[ Deferred Until
[ Location
Status

Filing Code
Filing Descripticn
Case Title
Case Type

@ Judge

Filed By

Filing Attorney
Queue

0 Organization
Reviewer

Lock

Figure 5.2 — Visible Columns Drop-Down List

You can move from page to page in the queue. Page numbers and arrows at the bottom of the Review
Queue page indicate the page that is currently displayed, how many total envelopes are in the queue, and
which direction you can go to navigate to another page.

You can move to another application or site from the Review Queue page if you want. Click at the top
right of the Review Queue page to access a customized list of the available application links.

Note: The available application links are configured by Tyler personnel.

A eFile & Serve Review Queue
& version Updatas
& Training Information

& cFile & Serve

Figure 5.3 — Example of a Menu of Available Application Links
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Begin Document Review

On the Review Queue page, locate the document that you want to review.

You can click an envelope that is displayed, and not locked, to begin your review; or you can create a filter
to search for specific envelopes or cases to review. Click the link in the Envelope # column to begin your
review of a specified envelope.

After you click an envelope link to begin your review, the first filing in the envelope is displayed. You can
view information related to the envelope by clicking the specified tab in the pane on the left. When the
envelope opens, the All tab and the case summary information are displayed. Also displayed is the
Document Viewer pane, with the lead document of the first filing in the envelope displayed.

Note: The following example shows a document in Viewer 1. If Viewer 2 has been configured for
your court, the basic panel and icons will differ from the ones shown in the example.

Envelope #235072

Submitted 06/07/2024 9:15 AM CDT

i= C Abstract Of Judgment ECF5-Lead testpdfpdf ~ Downlead ] A @ @ FitToPage ~ Tr / » ¢ - =
ym ase
Locati Case #: <<CaseNumber>> Location; ACTIONS
o Locaion Rereugianeiomens-
- OFS QA 2017 << dciadOfhcer " Accept
case [P eyl
Category . S X Retum
g o State of New Mexico 13 PR
v | Case Type .. . .
bramch 0 Comtract Judicial District Court © smiscion s
J . Forward
E% udge ; »
Systam Assigned E-File&Serve I ——
g H H H End Review
B Filings 1 Fiing Administrator Guide @
—
- Abstract Of Judgment STAMPS
=] — T 5
e Status T _L
N Under Review
S Filing Type All Dates
s EFileAndServe AllDates
Filing Description Batch Efile
Test ECFS5 Civil Filing 1Motion Fee
Associated Parties: peten e
Batch Party
John-2024.3.0.11247 W Doe

CAG-File
Filing Components NEW
Case
Number
Stamp

Component Attachments
Security Public (G)
Component Lead Document (Lead)
Security Public (G)

Check Mark

Current
Date &
Time

Date Stamp

Hearing

H
£
H
£
H
i

CASE >

Figure 5.4 — Example of an Envelope in Review

When the envelope that you want to review is displayed, you can access the following panes:

» Case Information pane
* Envelope pane
* Party Information pane
* Filing Information pane
» Service Contact Information pane
* Fees and Payment Information pane
* Charges pane
Note: The Charges pane is displayed for criminal case envelopes.
You can select documents attached to the envelope from the document selector drop-down list, which is

displayed above the Document Viewer pane. If the document you selected is large, the Retrieving
document message is displayed in the top row of the Document Viewer.
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Figure 5.5 — Example of the Large Document Message During the Document Retrieval

While the document begins to download, the Large Document window is displayed.

Large Document

This document is 5039 KB and may take additional time to load. Do you wish
to continue with loading?

If you choose not to load the document, you can still download it to your

computer and view it. Auto stamps will be applied to the downloaded
document, and you may continue reviewing the envelope.

CONTINUE LOADING

Figure 5.6 — Example of the Large Document Window

CONTINUE LOADING
To continue with the document download, click .

If you decide to cancel the download, click Cancel. The document loading cancellation message is
displayed.

Document loading cancelled. To continue reviewing the filing, select "Download™ to download it to your computer,
Auto stamps will be applied to the document after the filing is accepted.

Figure 5.7 — Example of a Document Loading Cancellation Message

When your document is open, you can add annotations to it from the annotations provided above the
Document Viewer pane.

The right pane provides the following options for your document review:
* Actions option
» Stamps option

Note: At any time when the Review Queue page is displayed, select the Auto-Refresh check box to
view a current list of the envelopes in the queue. When this check box is selected, the envelopes in
the queue refresh every five minutes. Any filters that you have selected are retained with each new
refresh.
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Queue Prioritization

The Queue Prioritization feature is used to sort envelopes in the review queue so that the envelopes with
higher priority are displayed at the top of the queue.

Note: This feature is configured by Tyler and may not be available in your application.

(3
An envelope that is marked as high priority in the queue has a Priority Queue icon ( J ) displayed next to
the envelope. The priority of the envelopes in the queue is configured by the court. The priority is
determined by the first filing in the envelope.

= -.5: eFile & Serve Review Queue @ i '@‘
Review Queue
Filters Envelope £ v Case # v SubmitDate v Status Filing Code Filing Description  Case Tite Case Type Judge Filed By Filng Atiomey  Queue Raeviewer Lock
Envelope # P 21174e ;E;/nngr;u;;-r Submitted  Abstract Of Ju.. TestFiling Breach Of Con Queue fa)
Search.
P 2747 10/02/2023 g itreq Abstract OF Ju... TestFiling Breach OF Gon. Jueve fay
Case® 810 PM CDT
Search P 2m7e ;”1/1 “g;“DZST Submitted Abstract Of Ju.. TestFiling Breach OF Con. ’ Queuve a8
Bulk = A e ;Dﬁ'éﬁf; Under Review  Abstract Of Ju... TestFiling Breach Of Con Queue &8
Date Range e P27z ;”{?i/;“s; UnderReview  Abstract OF Ju_ TestFiling Breach OF Con Queve fy
Queues v
P o2n7st 100272023 g pmiteq Abstract Of Ju... TestFiling Breach Of Con. Queue 8
Filing Codes v 811 PMeDT
po2nrs2 10/02/2023 gupmitted  Abstract Of Ju... TestFiling Breach Of Con queve 8
Case Types ~ 811 PM COT
10/02/2023 -
Locations v > 211753 /02 Submitted Abstract Of Ju... TestFiling Breach Of Con... FiQueve =)
812 PM CDT
Organizations  + Ppo2n7sa ;D'I/;ghjUgST UnderReview  Abstract Of Ju... TestFiling Breach Of Con \Queue -3
O Show Deferred .
ow Deferre pooss ;UQ%U[?ST Submitted Abstract Of Ju... TestFiling Breach Of Con. Queue =)
O Auto-Refresh
P 2117se 10/02/2023  gjpmitteq Abstract Of Ju.. TestFiling Breach Of Con. Queue 8
APPLY - 8:13 PM CDT
10/02/2023 -
» Submitted  Abstract Of Ju... TestFilin
P 2i7es 937 P T 9 Breach Of Con. Queue 8
10/02/2023 -
P27 cc21-3628 54/5 i/M oy Submited Acknowledge.  TestFilng  sxemiass Breach OF Con.. Queue fy
10/02/2023 -
> Submitted  Abstract Of Ju... TestFilin
P ore 2:53 PM COT ¢ Breach Of Con PA femsperpage 25w 51-750r11857 K < > 3l

Figure 5.8 — Example of a Review Queue Page with Prioritization Icons Displayed

If you see a Priority Queue icon next to an envelope, hover over the icon to view the tooltip associated with
that icon. The tooltip includes information about the priority that has been assigned to the specified
envelope.

Scheduled Queue Rerouting

The Scheduled Queue Rerouting feature ensures that an envelope will not remain in its current queue past
a specified date and time.

Note: This feature is configured by Tyler and may not be available in your application.

A queue can be configured so that envelopes in that queue are rerouted due to the length of time spent in
the queue. When a queue is configured for rerouting, a Timer icon is displayed to the left of the envelope
number for each envelope in the queue that is scheduled for rerouting. The Timer icon is displayed on the
Review Queue page.

28 January 2025 ESO-FS-200-4987 v.3



Scheduled Queue Rerouting

Review Queue H

Filters Envelope #  Case & Submit Date * Status Filing Code Filing Descript_ Case Title Case Type Judge Filed By Filing Attomey  Queue Reviewer Lock
Envelope # B 200z2as O5/24/2023 g pied  Abstract Of .. Test Filing Breach Of C... b Queue fa

9:10 PM CDT

Search..

B 200246 05/24/2023  gpmitted  Abstract Of .. Test Filing Breach OF C.. . Queue fal
9:11 PM CDT
Case #

Search.. B 200247 gi’f‘;’;f; Submitted  Abstract Of .. Test Filing Breach Of C... Queue 8
Date Range v B 200088 gi’f‘;ﬁf; Submitted  Abstract Of ... TestFiling Breach Of C... Queue o)
Queues VB o0 05/24/2023 g pitted  Abstract OF . TestFiling Breach Of C... Queue =

9:11 PM CDT
Filing Codes v
B 200250 05242023 qupmitted  Abstract OF ... TestFiling Breach OF C.. Queue 8
912 PM CDT
Case Types v
05/24/2023 ’
200251 Submitted  Abstract Of ... Test Filing Breach Of C... uee
Locations v @ 912 PM CDT o H EI
Orgerizations  +  [0) 200252 gi’;‘;’;”j& Submitted  Abstract O ... Test Filing Breach OF C.. Queue fa
[ Show Deferred B 20025 05/24/2023  gprnitted  Abstract Of .. Test Filing Breach Of C... Queue fa
912 PM CDT
O Auto-Refresh
e B 200258 O5/24/2023  qupmitted  Abstract OF ... TestFiling Breach OF C.. Queue fa
313 PMCDT
APPLY ~
05/24/2023 ’
Submitted  Absiract Of . Test Filin
B 200255 513 P COT g Breach Of C... 1Queve o)
05/24/2023 ’
Submitted  Absiract Of . Test Filin
B 2002 14 P COT g Breach Of C... Queue o)
05/24/2023 .
Submitted  Absiract Of .. Test Filin
B 200257 314 P COT 9 Breach Of C... Queue =)
05/24/2023 .
Submitted  Absiract Of .. Test Filin et e e
@ 2005 @15 PM CDT 9 Breach Of G- 1ooc perpoge: 25 = 0951 - 10975 of 11002 K < > 3l

Figure 5.9 — Example of a Review Queue Page with Timer Icons Displayed

The rerouting information for the specified envelope is contained in a tooltip on the Timer icon. The tooltip
lists the name of the queue to which the envelope will be moved if the review has not been started by the
specified date and time. You can hover over the Timer icon to see which queue the envelope is scheduled
to move to and on which date and time.
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Automatically reroutes to
Queue at 07/12/2024

5:03 PM CDT

Figure 5.10 — Example of a Tooltip for an Envelope Scheduled for Rerouting

Filing Blackout Dates

Envelopes can be filed during a blackout period, and reviewers are notified upon signing in to the eFile &
Serve Review Queue that one or more locations are currently unavailable. The notification is displayed on
the Review Queue page when a user signs in to the eFile & Serve Review Queue.

= -4 eFile & Serve Review Queue O @
One or more of your locations are currently in a blackout period. Integration with your CMS has been paused.
Review Queue i
Filters Envelope # ¥ Case# Submit Date ™ Status Filing Code  Filing Descrip... Case Title CaseType  Judge Filed By Filing Attomey Queue Reviewer Lock
Envelope # |b- 199543 gi/; Lﬁlz;]' Under Review  Certificate. Document ... Adult Crimi... ».. Default a
Search..
|> 199545 CC-23-869 051772023 Abstract Of.. TestFiling Breach Of s Errored filin_. ﬂ
9:47 PM CDT
Case #
06/04/2023
Search... |> 201352 CV-2023-027871 /04r Abstract Of . UlAutoSin..  Jane Doev.. BreachOf.. Mock Judg.. L v... Errored filin... &
421 PM CDT
Date Range v |> 201621 CWV-2021-014465 06/06/2023 Abstract Of . TestFiling  Jane Doev.. Breach Of . Mock Judg.. v Errored filin... E.
9:29 PM COT
Queues v 06/07/2023 .
P 790 ccoasn /o Abstract Of... Test Filing Breach of Errored filin.. 8
9:31 PMCDT
Filing Codes v R—
|’ 211438 CV-2023-028091 071 AM CDT Under Review  Test Priorit.. Test ECFS Jane Doev.. Breach Of Mock Judg... Queus ‘E'
Case Types v
> 211439 US/29/2023 e Review  Test Priorit.. TestECFS .. Breach Of [ ——a Jueue &8
Locations v 8:02 AM CDT
09/29/2023 . .
Organizations v 4 211440 o ;7 AfM oot Under Review  Test Priorit.. Test ECF5 Breach Of ... PR, M., peomQueve  automation... fgh
[ Show Deferred P znaa 33:72:“”:”02;1 Under Review  Test Priorit.. Test ECF5 ... Breach Of JU— Queue a8
O Auto-Refresh
B 211608 10/02/2023 oy Review  Test Priorit.. Test ECFS Breach OF ... . . Queue | a8
7:51 AM CDT .
B 211609 10/02/2023 ynor Review  Test Priorit.. TestECFS .. Breach Of - B Queve a
801 AM CDT .
P& 211700 10/02/2023 g ity Test Priorit. Test ECF5 Breach Of C " L. Queue a
02 AM CDT :
P& 211704 100272023 gy pmitteq Test Priorit.. Test ECF5 Breach Of L. - “Queve 8
8:08 AM CDT
|>[a 211707 10/02/2023 gy ritred Test Priorit.. Test ECF5 Breach Of ° . § " Queue 8
810 AM CDT
Items per page: 25 - 250f 17659
B 211708 123 10/02/2023 \ypser Review  Acknowled.. UlAuteSin. Broken Cas... e 2
AATAREE

Figure 5.11 — Example of the Review Queue Page with the Blackout Period Notification Displayed

DETAIL
For more information about the specified blackout period, click .

A window with a message is displayed.
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CMS Unavailable

Show unavailable locations

Figure 5.12 — Example of a CMS Unavailable Window

If you want to see a list of the locations that are not available due to the blackout period, click the Show

unavailable locations link, and then click m

A list of locations that are currently unavailable due to the blackout period is displayed.

Filter Filings

You can filter filings in the eFile & Serve Review Queue so that only the filings you want to see are

displayed.

Filters

Envelops

Search...

Case #

Search...

Bulk =

Date Range

Queues

Filing Codes
Case Types
Locations
QOrganizations

(O Show Deferred

O Auto-Refresh

RESET APPLY ~
—

Figure 5.13 — Example of a Filters Pane

You can filter filings by using one or more of the following options:

Envelope number
Case number
Bulk number
Date range
Queues

Filing codes
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» Case types
* Locations

* Organizations

If you want to see the deferred envelopes for a particular filter, select the Show Deferred check box. Then,

APPLY ~
click .

Note: You can use the appropriate Apply option to save the current filter selection, reapply that
filter after you have made other selections, or clear the saved filter selection.

Save Filters

Re-Apply Filters

Clear Filters

Figure 5.14 — Apply Action Menu

RESET
Note: To clear all selected filters, click —l .
The filters that you apply are displayed at the top of the Review Queue page.

Filters ( x FilingCodes Abstract Of Judgment e Proposed Order % | Locations OFS QA 2017 - Court at Law & OF5 QA 2017 - Court at Law 1 » OF5 QA 2017 - Court at Law 2

Figure 5.15 — Example of Applied Filters on the Review Queue Page

APPLY ~
If you want to clear a filter from the top of the page, click x, and then click - .

APPLY % | FilingCodes Abstract Of Judgment # Proposed Order % | Locations OF5 QA 2017 - Court at Law » OFS QA 2017 - Court at Law 1 » OFS QA 2017 - Court at Law 2

Figure 5.16 — Example of Applied Filters with the Apply Button Displayed

Note: The Apply button is displayed at the top of the page after you click x to remove a filter. After
you click Apply, the button is no longer displayed at the top of the page. It is still displayed at the
bottom of the Filters pane.

Note: At any time when the Review Queue page is displayed, select the Auto-Refresh check box to
view a current list of the envelopes in the queue. When this check box is selected, the envelopes in
the queue refresh every five minutes. Any filters that you have selected are retained with each new
refresh.

Filtering Filings by the Envelope Number

If you know the envelope number for the filing that you want to review, you can search for the specified
envelope.

To search for a filing by the envelope number:

1. Signin to the eFile & Serve Review Queue.

32 January 2025 ESO-FS-200-4987 v.3



Filtering Filings by the Case Number

2. In the Filters pane, in the Envelope # pane, type the number of the envelope that you want to review.

Filters

Envelope #

Search...

Case#

Search...

Bulk # v

Date Range w
Queues v
Filing Codes W
Case Types v
Locations v
QOrganizations “

Figure 5.17 — Envelope # Pane in the Filters Pane

3. Click r.

4. Use the appropriate Apply option to save your selected filters, reapply cleared filters, or clear the
selected filters.

Save Filters

Re-Apply Filters

Clear Filters

Figure 5.18 — Apply Action Menu

The envelope that you selected in your filter is displayed in the queue.

Note: To clear all selected filters, click

Filtering Filings by the Case Number

If you know the case number for the filing that you want to review, you can search for the specified case.
To search for a filing by the case number:

1. Signin to the eFile & Serve Review Queue.

2. In the Filters pane, in the Case # pane, type the number of the case that you want to review.
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Filters
Envelope #

Search...
Case #

Search...
Bulk = “
Date Range ~
Queues v
Filing Codes w
Case Types v
Locations v
Organizations v

Figure 5.19 — Case # Pane in the Filters Pane

3. Click .

4. Use the appropriate Apply option to save your selected filters, reapply cleared filters, or clear the
selected filters.

Save Filters

Re-Apply Filters

Clear Filters

Figure 5.20 — Apply Action Menu

The envelopes associated with the case that you requested in your filter are displayed in the queue.

Note: To clear all selected filters, click

Filtering Filings by the Bulk Number

If you know the number for the bulk that you want to review, you can search for the specified bulk.
To search for a filing by the bulk number:

1. Signin to the eFile & Serve Review Queue.

2. In the Filters pane, in the Bulk # pane, type the number of the bulk that you want to review.
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Filters
Envelope #

Search...
Case #

Search...
Bulk # ~

Search...
Date Range w
Queues w
Filing Codes w
Case Types v
Locations W
Organizations. w

Figure 5.21 — Bulk # Pane in the Filters Pane

3. Click .

Review Queue

Filters Filters | x | Bulk #2090
Envelope = Envelops £ Case# v Bulk#  SubmitDate  Staws fiing Code Filng Descrption  Case Tte Case Type Judge FiedBy Filng Atmey  Queue Reviewer Lok

Search...

228514 CC-24-095 290 0a/09/2024 Submitted Action - Subse. Damages QA1 Admin Test Queue El
7:33 AMCDT
Case #
04/09/2024 -

Search... 228515 CC-23-2784 290 7 3/] A/M oot Submitted Action - Subse. Henrietta Tho..  Small Claims Wapner, Albert QAT Admin Test Queue EI
Bulk #

290
Date Range -
Queues ~
Filing Codes v
Case Types v
Locations v
Organizations
J Show Defarred
O Auto-Refresh

RESET APPLY ~

Figure 5.22 — Example of the Review Queue Page with the Bulk Filter Enabled

4. Use the appropriate Apply option to save your selected filters, reapply cleared filters, or clear the
selected filters.
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Save Filters

Re-Apply Filters

Clear Filters

Figure 5.23 — Apply Action Menu

The bulk that you selected in your filter is displayed in the queue.

Note: To clear all selected filters, click

Filtering Filings by Date Range
You can filter the filings from a specified time frame that you want to review.
To filter filings for a specified time frame:

1. Signin to the eFile & Serve Review Queue.
2. Inthe Filters pane, in the Date Range pane, select the dates for which you want to review the filings.

Filters

Envelope #

Search...

Case #

Search...

Bulk = ~
Date Range A
StartDate M

End Date al

Queues v
Filing Codes v
Case Types ~

Lacations v

Organizations

Figure 5.24 - Filters Pane with Date Range

=k
3. Either click ;j , or type the dates in the Start Date and End Date fields.
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JUN 2021 ~ < >
JUN

1T 2 3 4 5
6 7 8 (9)10 11 12

13 14 15 16 17 18 19

20 21 22 23 24 25 26

27 28 29 30

Figure 5.25 — Example of the Calendar

4. Click .

5. Use the appropriate Apply option to save your selected filters, reapply cleared filters, or clear the
selected filters.

Save Filters

Re-Apply Filters

Clear Filters

Figure 5.26 — Apply Action Menu

The filings for the time frame that you selected are displayed in the queue.

Note: To clear all selected filters, click

Filtering Filings by Queue

You can filter the filings that you want to review according to the queue in which specific filings reside.

To filter filings by queue:

1. Signin to the eFile & Serve Review Queue.

2. In the Filters pane, click Queues to expand the Queues drop-down list.
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Queues ~

search...

O eatchQueue

O bh nonEFsPQueue
O Default

O Errored filings

O Holding

O Kiosk Filings

O Mv OFs QA 2014

O mv Queue

() Orders - Post-Disposition

Figure 5.27 — Example of a Queues Drop-Down List in the Filters Pane

3. From the Queues drop-down list, select the queues that contain the filings that you want to review.

4. Filter the selection of queues by typing the name of the queue in the search field.

5. Click .

6. Use the appropriate Apply option to save your selected filters, reapply cleared filters, or clear the
selected filters.

Save Filters

Re-Apply Filters

Clear Filters

Figure 5.28 — Apply Action Menu

The queues that you selected in your filter are displayed in the review queue.

Note: To clear all selected filters, click

Filtering Filings by Filing Codes
You can filter the filings that you want to review by the filing codes.

To filter filings by the filing code:

1. Signin to the eFile & Serve Review Queue.
2. In the Filters pane, click Filing Codes to expand the Filing Codes drop-down list.
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Filing Codes ~

Search...

) Abstract Of Judgment

O Acknowledgement

O Acknowledgement - No Docs Required
O Acknowledgment Of Paternity

O Acquittal

O Action - Initial Only

) Action - Subsequent Only

O Addendum

O Affidavit

Figure 5.29 — Example of a Filing Codes Drop-Down List

3. From the Filing Codes drop-down list, select the filing codes that contain the filings that you want to
review.

4. Filter the selection of filing codes by typing the name of the filing code in the search field.

5. Click .

6. Use the appropriate Apply option to save your selected filters, reapply cleared filters, or clear the
selected filters.

Save Filters

Re-Apply Filters

Clear Filters

Figure 5.30 — Apply Action Menu

The filing codes that you selected in your filter are displayed in the queue.

Note: To clear all selected filters, click

Filtering Filings by Case Types
You can filter the filings that you want to review by the case type.

To filter filings by the case type:

1. Signin to the eFile & Serve Review Queue.
2. In the Filters pane, click Case Types to expand the Case Types drop-down list.
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Case Types -~

Search...

O Adult Criminal

O Adult Felony

O Adult Misdemeanor
O Appeal

O Appellate Case

O Appellate Case - PRS
O Breach Of Contract

O City Ordinance Cases

O Collection

Figure 5.31 — Example of a Case Types Drop-Down List in the Filters Pane

3. From the Case Types drop-down list, select the case types that contain the filings that you want to
review.

4. Filter the selection of case types by typing the name of the case type in the search field.

5. Click .

6. Use the appropriate Apply option to save your selected filters, reapply cleared filters, or clear the
selected filters.

Save Filters

Re-Apply Filters

Clear Filters

Figure 5.32 — Apply Action Menu

The case types that you selected for your filter are displayed in the queue.

Note: To clear all selected filters, click

Filtering Filings by Locations
You can filter the filings that you want to review by the locations of the filings.

To filter filings by locations:

1. Signin to the eFile & Serve Review Queue.
2. In the Filters pane, click Locations to expand the Locations drop-down list.
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Locations N

Search...
O OFs MockCMS ECF5 Typl
O oOFs MockCMS ECF5 Typ3
O OFS QA 2014 - Court at Law 1
O OFs QA 2017 - Court at Law
O OFs QA 2017 - Court at Law 1

O OFs QA 2017 - Court at Law 2

Figure 5.33 — Example of a Locations Drop-Down List in the Filters Pane

3. From the Locations drop-down list, select the locations that contain the filings that you want to review.

4. Filter the selection of locations by typing the name of the location in the search field.

5. Click .

6. Use the appropriate Apply option to save your selected filters, reapply cleared filters, or clear the
selected filters.

Save Filters

Re-Apply Filters

Clear Filters

Figure 5.34 — Apply Action Menu

The locations that you selected for your filter are displayed in the queue.

Note: To clear all selected filters, click

Filtering Deferred Filings

You can filter filings in the eFile & Serve Review Queue so that deferred filings are displayed.

To filter deferred filings:

1. Signin to the eFile & Serve Review Queue.
2. Inthe Filters pane, select the Show Deferred check box to include deferred envelopes in the view.

Ol Show Deferred l

Figure 5.35 — Show Deferred Check Box

3. Click r.
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4. Use the appropriate Apply option to save your selected filters, reapply cleared filters, or clear the
selected filters.

Save Filters

Re-Apply Filters

Clear Filters

Figure 5.36 — Apply Action Menu

The envelopes that you selected in your filter are displayed in the queue.

Note: To clear all selected filters, click

Filtering Filings by Organizations
You can filter the filings that you want to review by the organizations that submitted the filings.

To filter filings by organizations:

1. Signin to the eFile & Serve Review Queue.
2. In the Filters pane, click Organizations to expand the Organizations drop-down list.

Note: The organizations included in your drop-down list are the organizations’ filings that you
have permissions to review.

3. Select the organizations that contain the filings that you want to review.

4. Type the name of the organization to populate the selections.

5. Click .

6. Use the appropriate Apply option to save your selected filters, reapply cleared filters, or clear the
selected filters.

Save Filters

Re-Apply Filters

Clear Filters

Figure 5.37 — Apply Action Menu

The organizations that you selected for your filter are displayed in the queue.

Note: To clear all selected filters, click
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Abort Search

After you begin a search, you can stop the search before it has completed.
The ability to stop a search is available from the following locations in the eFile & Serve Review Queue:

* Review Queue page
* Envelope Lookup page

* Review History page

ABORT SEARCH
After you begin a search and before it has completed, click :

Your search will be stopped.

Grace Period

The grace period allows reviewers to keep the original filing and/or docket dates for returned or rejected
envelopes.

If an envelope has been rejected, and the grace period for resubmitting the envelope has not yet expired,
the envelope can be copied and resubmitted. The original docket date can be copied.

If the grace period has expired, a message is displayed indicating that the original filing date and the
original docket date are no longer available.

Viewing a Copied Envelope During a Grace Period

You can view a copied envelope that was submitted during a grace period so that you can keep the original
docket date for the specified envelope.

To view a copied envelope during a grace period:

1. From the Review Queue page, locate the envelope that you want to view.

2. Click the envelope

The envelope is displayed in the Document Viewer.
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Figure 5.38 — Example of an Envelope Copied During the Grace Period

COPY DOCKET DATE
3. Click .

A confirmation message is displayed.

qalfileandservdev.tylertech.cloud says

Save envelope with copied Docket Date of 06-13-20247

Envelope #235275 - Case # CC-24-2380

Submitted 06/13/2024 7:19 PM CDT

Case

Case Number
CC-24-2380

Description

Deffy Endant, CPA v. Plai Entiff, ESQ

Location

OFS QA 2017

Category

Civil

Case Type

Appeal

Status.

Filed

Filed Date

04/18/2024 12:00 AM CDT

Filings
Affidavit

Status.

Under Review
Filing Type

EFile

Filing Description

1 Filing(s)

Was Returned for Correction then copied

within the grace period

Filing Components

Component Lead Document (Lead)

Affidavit color doc test.pdf

~ Download ] & © @ Fit To Page

This envelope was copied from an envelope when a grace period was in effect. Click Copy Docket Date to use the original

Figure 5.39 — Example of a Docket Date Confirmation Message

The envelope is saved with the original docket date.

COPY DOCKET DATE |2}

ACTIONS
o Accept
X Retum
4 Reum
€ svomission Fan

w Forwar

.
3, Manual Acoept

D EndReview

STAMPS
T

Al Dates
AllDates

Batch Efile
Fee

Batch Fees
Batch Party

CAG-File
NEW

Case
Number
Stamp

Check Mark

Current
Date &
Time

Date Stamp

Hearing
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Viewing Copied Envelope Information

When an envelope has been returned or rejected by the court, the filer can copy the envelope to make the
necessary changes without creating a new envelope. The original envelope can still be displayed when the
reviewer reviews the copied envelope.

Note: You must have “Reviewer” rights to perform the following steps.
To view copied envelope information:
1. Signin to the eFile & Serve Review Queue.

The Review Queue page is displayed.

= - efile & Serve Review Queue o @
Review Queue
Eiters Envelope £ v Case# v SubmitDate v tatus Filng Code Filng Description Casa Tt CaseType Judge Fled By Fiing Atomey  Queue Raviewar Lock
Ve 06/27/2023
Envelope # 202846 Co231890 /2172023 ypjer Review  Acknowledgeme.. Division Of Prop.. aazaaz Defaut a8
- 9:03 AM COT
06/28/202
202967 /281 Submitted Acknowledgeme.. Appeal MagnoliaCat  Default o
3:09PM CDT
Cases
Search. 203085 06/29/2023  nger Review Acknowledgeme... Appeal John Allan Smith  Mary S Aadams  Default Paresh Soni a
9:04 AM COT
06/30/2023
Bulk # v 203228 CC231890 /307 UnderReview  Acknowledgeme.. Division Of Prop. firm attorney Default a
2:55PM CDT
Daterange v 07/05/2023 UnderReview  Acknowledgeme.. a
203534 cc-222m7 0:48 AM CDT Under Review Addendum Matty Reeverv.B.. Breach Of Contr... Mary S Aadams  Default testokta
Queves v
07/05/2003 UnderReview  Acknowledgeme..
Fiing Codes L 0835 o217 10710 AM O Under Review  Addendum Matty ReevervB.. Breach Of Cont. firm attorney Default April D Scott a
UnderReview  Certificate w/ Do... Discover payme.
Case Types v 203727 0771072023 U T T T ke City Ordinance C. Default o
9:44 AM CDT Under Review Complaint - w/ H... ServiceContacts
Locations v Under R Certificate w/ D D
inderReview  Certificate w/ Do... Discover payme.
203729 07120z City Ordinance C. Default fay
Organizations 10:11 AMCD UnderReview  Complaint-w/ H... ServiceContacts
07/10/2023 UnderReview  Certificate w/ Do... Discover payme.
203730 City Ordi C. Default
O Show Deferred 10:12AMCD UnderReview  Complaint-w/ H.. ServiceContacts v Drdinance e =
0 Auto-Refresh 07/10/2023 UnderReview  Acknowledgeme.. . ot a
203732 ate C: 2202 o
10:19AMCD UnderReview  Abstract Of Jud. fopellate Case aaz e e
-
0771072028
203734 o UnderReview  Acknowledgeme.. Appellate Case Mary S Aadams  Default 8
10:26 AM CD
203735 07110/2023  ynger Review  Acknowledgeme.. Appellate Case Mary S Aadams  Defauit fay
10:28 AMCD
203736 O770/2023 e Review  Acknowledgeme... Division Of Prop. Marv s Aadams  Defait A
1031 AMCD s A
temsper page: | 25 w-soatars 1< < > Ol
203744 71072028 under Review __ Acknowedgeme. Division Of Prop, L — =

Figure 5.40 — Example of a Review Queue Page

2. Locate the envelope that you want to review. Use the available filters, if necessary.

3. Click the envelope link to begin your review.
The envelope that you selected is displayed.

Note: A message is displayed indicating that the envelope you are reviewing was copied from
another envelope.
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Envelope #146296
Submitted 03/25/2021 407 PM CDT
i= c Abstract Of Judgment Image Based - Adult Name Change.pd® Download E] B O (@ FitToPage ~ 0 Redactions
[ ase
o | Locaton This Envelope has been copied from an Envelope which contains at least one Returned er Submission Failed Filing. COPY DOCKET DATE 54
&= orsqa2017 neso [ — o oot ACTIONS
Category P ey
o GTICE TS BOCUMENT CONTAINSSERSITIVE DATA e g o Acoent
Lt St
o | CaseType e Mater et e X Retum
Name Change Name Change of: .___ € sumission Fai
S | Judee ClDistict our (] County Court ot Law = Forvard
System Assigned Moot Laduhid oors Refugio County, T ® arat Accept
r | Send To Filer Comments e e S e -
a3aa bbb Petition to Change the Name of an Adult [ send Back to Filer
e tl
[oT— ) enReview
Filings 1 Filing(s) 1. Discovery Lovel
T iscavery vl I i case, f noecs, i Lval 1 S —
S Apstract Of Judgment e
2. Patitioner
$ Status B Marietta Ladybird Moore.
s | Under Review
5. 1 sk e Gaurtiochange my ega name t:
Filing Type et e
EFile
& Tha mason ant 1o change myrama
. ) 1 would ke my Last name to maich the name of my young chien, who have my
Associated Parties: maiden they were bom while | was in the process of a diverce.
James Thornton
N 3. Personal Information
Filing Components Wy personal formationisasfllws
1435 Pino St
Component Lead Document {Lead) a Homeaddress 0o T P—
Rofu
Security Public (G) Lo Eofuglo Tones o
5. SocisSecurty Numoer:_456:-86:1254 01310 nct v S Secunty e )
c. Dasteofbih; 09 26 1976 g
T o E
. Al dvers conss rumbers ssuet o i g the st 10 years:
09875936 Texas.
Or [] | have not had & driver's hicense during the last 10 years.
CASE> e i, . Pogatels J

Figure 5.41 — Example of a Copied Envelope Under Review

4. Click " to copy the docket date from the original envelope to the copied

envelope.

o)
5. Click J to view the original envelope information displayed next to the copied envelope.

Envelope #146296

Submitted 03/25/2021 4:07 PM CDT

E
w Case

Envelope # 146290

Abstract OF Judgment
Image Based - Adult Name Change pd#-

Downlead ] B © @ FitToPage ~

0 Redaction

This Envelope has been copied from an Envelope which contains at least one Returned or

aga | Lowation ) COPY DOCKET DATE |54
= OrsQa2017 Submission Failed Filing.
o
Category Case 0 e <ecassuroer ] ACTIONS
S c WOTICE TS OOCUMENT CONTAIS SENSITVE DATA, e  Recept
T CasaType Case Number e T
Name Change Gouse Number X Return
O e Description Name Change of: nihe € submission Fail
eamry o
System Assigned ) istict Gourt (] Gounty Courtat Lavw wp Forvard
x| Send To Filer Comments Locaton MarictaLodvbioors _______ _Refugo  Couy Tewss
B OFS QA 2017 P e e o P LG R R 2, Manual Accent
mt  aazbbb .
Category Petition to Change the Name of an Adult Send Back to Filer
Filings 1Filing(s) | €l € Enareviow
seve Case Type 1. Diseovery Level
Abstract Of Judgment
Name Change The iscovery eve n i 558, #nassed, s Lavl 1
s Status 2. Petitioner
@5 Under Review Stae . Mareta Layorg usore
Filif!g Type Filed Date b, .a;;n;mc:m change my legal name io
EFile Ha S
. . . Thereason | wani oehangermy name s
Associated Parties. Lower Court/Agency # | would like my last name o match the name of my young children, who have my

James Thornton ‘maiden name becauss they were born while | was in the process of a divorce.
Filing Components Lower Court/Agency Case # 2. Porsonal Information
My prsns ormatin s a8 follws:
Component ;e? D[ch)umem (Lead) S 1235 PIno 51
Security ublic Rotugic Refugo Texas r8ar7
System Assigned Rotug tugio Tex e
Send To Filer Comments b, Socie! SecuriyNumber: _456-06-125 r (100 nothave & Social Securty Number.
aaa bbb o Datsofbmn_09 26 1976 Ed
o H
6 Al o rumbors ssued 1 s g he as 10 yoars H
Envelope 09675936 Texas H
aasES Submit Date ‘g
03/25/2021 3:29 PM CDT Or [ I have not had a driver's ficanse during the last 10 years. H -
< >

Figure 5.42 — Example of a Copied Envelope and the Original Envelope Information

when you are done viewing the original envelope information.
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Viewing Envelope Details from the Review Queue Page

7. Continue with your review of the copied envelope.

Viewing Envelope Details from the Review Queue

Page

You can view the details of an envelope from the Review Queue page.

To view the envelope details:

1. On the Review Queue page, hover over the envelope row.

L ]
L]
L]
The Action Menu icon ( ™ ) is displayed.

2. Click , and then select Envelope Details from the action menu.

Envelope Details
Service Contacts
Action History

Refunded and Voided Fees

Figure 5.43 — Example of an Action Menu

The Envelope Detail page is displayed.

ESO-FS-200-4987 v.3 January 2025
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Case # CV-2024-029392 - Envelope # 236860 m

Case

Case Number Deszricn Lezston category
V202402032 John Dae vs Jane Smith vs John Public OF5 MockChS

CaseType Seates Fild Date

Sreach OF Contract Gpen 04/17/2024 1:09 AM CDT

Lower Courtlhgency Caze #

Mock Judge Code

Envelope
i e Dostet e Hearng Dste

0741572024 245 PM COT 0771572024 248 PM COT 077152024 1100 AM - 1200 PM COT

f— Flesty

Ancrea

Fing Souce Femame Fim s

OFS £759 Fling Interface 200 Associates 5101 Tennyson Paricway, Suite 5000
Diano, Texas 75024

Firm Phone Fier Emal FilerType
972-913.3770 tylertech.com

Existing Parties 3 Parties

Pty Type Farey Name Lesg amomey
Plaintiif John W, Doe Ua-Attarney Vaid
Defendant Jane Q smitn Jzne QSmith

Defercant Jorn C Public

Filings 1Fiings)
Motions
sas FingTyse [—— g Deseion
Under Review erie
Firg Commerss g Caurasy Copes [ —— Revan Dt

Vatien Tyze
Motion Type - Metion

Documents
Component Document Name Description security Download Version Documen: Siz2

Lead Document Redaction test.pof Motions suslic (7] oigins 260

Figure 5.44 — Example of an Envelope Detail Page

3. Click - if you want to print the envelope details. Then, click to return to the Review

Queue page.

Viewing Service Contacts from the Review Queue
Page

You can view the service contacts for a specified envelope from the Review Queue page.
To view the service contacts:

1. On the Review Queue page, hover over the envelope row.

The Action Menu icon ( ™ ) is displayed.
L ]
L ]
L]

2. Click , and then select Service Contacts from the action menu.

48 January 2025 ESO-FS-200-4987 v.3



Viewing Service Contacts from the Review Queue Page

Envelope Details
Service Contacts
Action History

Refunded and Voided Fees

Figure 5.45 — Example of an Action Menu

The Service Contacts window for the specified envelope is displayed.

Service Contacts - Envelope 179909

Smith, John Sr

Amyx, Octavio Sr
Adina Abadi Adina.Abadi@mailinater.com

Barager, Melissa Sr
Ahmed Abbas Ahmed.Abbas@mailinator.com

Berez, Janiece Sr
Adrianna Abar Adrianna.Abar@mailinator.com

Deacy, Gregorio 5r
Agripina Abatti Agripina.Abatti@mailinator.com

Demedeiros, Carolina Sr

Adriana Abalos Adriana.Abalos@mailinator.com
Doe, Jane MD
Adolph Abair Adalph.Abair@mailinater.com

Estronza, Soo Sr
Adam Aarant Adam.Aarant@mailinator.com

Floth, Morgan Sr
Adelia Aarsvold Adelia.Aarsvold@mailinator.com

Hartmann, Laquanda Sr
Adaline Aanerud Adaline.Aanerud@mailinator.com

Prev [l 2 Next

by [ coe |

Figure 5.46 — Example of a Service Contacts Window

3. If you want to take further action on a service contact whose information is displayed, click to the
right of that service contact.

An action menu is displayed.

View Contact Details

Remove Contact

Figure 5.47 — Example of a Service Contact Action Menu

4. Click Remove Contact to remove the service contact from the envelope, or click View Contact Details
for more information about the specified service contact.
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Service Contact Details

First Name Middle Name Last Name
Portland Oregon
Email Administrative Email(s) Firm Name
portlandoregon@tylertech.com

Phone Number

Country
United States of America

Address Line 1 Address Line 2

City State Zip Code

Make this contact also Public

Created By

Firm Mame: Firm
Phone: phone
Address: 1

City, Texas 23323

Figure 5.48 — Example of a Service Contact Details Window

Viewing the Action History from the Review Queue
Page
You can view the action history for a specified envelope from the Review Queue page.
To view the action history:
1. On the Review Queue page, hover over the envelope row.
L ]
L]
L]
The Action Menu icon ( ™ ) is displayed.
L]
L]
L]

2. Click , and then select Action History from the action menu.

Envelope Details
Service Contacts
Action History

Refunded and Voided Fees

Figure 5.49 — Example of an Action Menu

The Envelope Action History window for the specified envelope is displayed.
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Viewing the Action History from the Review Queue Page

Automaticn Tylertest

Automation Tylertest

Automation Tylertest

Automation Tylertest

Automation Tylertest

Envelope Action History

Action Filing Code

Submitted

Selected

Selected

Unlocked

EndReview

Selected

Selected

Selected

Selected

SavedAnnotation-323951

Unlocked

EndReview

Date/Time Queue

06/07/2024 9:52 PM CDT Automation Queue
06/07/2024 9:52 PM CDT Automation Queue
06/07/2024 9:52 PM CDT Automation Queue

06/07/2024 9:52 PM CDT

06/07/2024 9:52 PM CDT

06/10/2024 2:32 PM CDT © Queue
06/10/2024 2:32 PM CDT Wdueue
06/10/2024 2:34 PM CDT ' Queue
06/10/2024 2:34 PM CDT “Queue
06/10/2024 2:34 PM CDT
06/10/2024 2:34 PM CDT
06/10/2024 2:34 PM CDT

e

Figure 5.50 — Example of an Envelope Action History Window

Note: The Audit Log button is disabled and reads “No Audit Log” in the Envelope Action History

window until information has been changed in the envelope during review.

ESO-FS-200-4987 v.3
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Audit Log

The audit log allows Court Administrators to view the changes that clerks have made to filings. The Court
Administrators can view what was added and deleted in addition to specific information about what was
changed.

Envelope Audit Log

Envelope #231900

Case 05/08/2024 3:24 PM CDT
Updated By: sl @tylertech.com

» added: Object {"caseMumber”:"20240508-001" otherCaseNumber":"20240508 blah’}

» location: Object {"name":{'Before"-"OFS QA 2017"'After":"OFS QA 2017 - Court at Law 2}

» lowerCourt: Object {"added"{"description":"AC Test - Lower Court’}}

» judicialOfficerCode: Object {"added":{"description”:"Robert R Barton'}}

Envelope 05/08/2024 3:25 PM COT
Updated By: w s s @tylertech.com

» deleted: Object {'manuallySetDocketDate"null,"isIindividualFirm":nullisFakelnitial :null"hasParentOrder"nullisInitial:null}
» dateToDocket: Object {"Before™:"2024-05-06T19:33:00" 'After":"2024-05-03T09:32:00"}

Party John Smith 05/08/2024 3:25 PM COT
Updated By: 1@tylertech.com

» added: Object {"mameMiddle”:"George"}

Filing Abstract Of Judgment, Test Filing 05/08/2024 3:26 PM COT
Updated By: ‘@tylertech.com

» comments: Object {"Before™ Test comments” After” Test comments added during review’}

Fee 05/08/2024 3:26 PM CDT

Updated By: ssssissusu @tylertech.com
» partyName: Object {"Before™"Jane Doe Sr";After”"John George Smith Sr - Plaintiff’}

= - =3 B3

Figure 5.51 — Example of an Envelope Audit Log Window

The following information is displayed in the audit log:

* The clerk who changed data
*  When the clerk changed the data
» The original data

e The new data
Changes to the following elements are included in the audit log:

* Casetab

*  Envelope tab
* Parties tab

* Filings tab

* Feestab

The audit log is accessed from the action history, which is accessed from the following pages in the
application:

* Review Queue page
* Envelope Lookup page
* Review History page
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Viewing the Audit Log

Each audit log entry first shows the section, title, and other information; then, the audit log entry shows user
name and date, and the time of the changes.

The changes that are logged include adding, deleting, and editing items. The labels “Before” and “After”
indicate the date before the changes were made and the date after the changes were made by a specific
user.

You can search the audit log with the browser Find command (CTRL + F), and then print the results as
needed.

Viewing the Audit Log

You can view the audit log for a specified envelope. The audit log is accessed from the action history, which
is accessed from the following pages:

* Review Queue page
* Envelope Lookup page
* Review History page

Envelope Audit Log

Envelope #231900

Case 05/08/2024 3:24 PM COT
Updated By: sssssisssss @tylertech.com

» added: Object {"caseMumber”:*20240508-001" otherCaseNumber":"20240508 blah’}

» location: Object {"name":{'Before™-"OFS QA 2017"'After""OFS QA 2017 - Court at Law 2"}

» lowerCourt: Object {"added":{"description”:"AC Test - Lower Court}}

» judicialOfficerCode: Object {"added":{"description™"Robert R Barton'}}

Envelope 05/08/2024 3:25 PM CDT
Updated By: s s @tylertach.com

» deleted: Object {'manuallySetDocketDate"null,"isindividualFirm":nullisFakelnitial “null"hasParentOrder”null isInitialnull}
» dateToDocket: Object {"Before™"2024-05-06T19:33:00" 'After™:"2024-05-03T09:33:00"}

Party John Smith 05/08/2024 3:25 PM CDT
Updated By: 1@tylertech.com

» added: Object {'"nameMiddle™"George"}

Filing Abstract Of Judgment, Test Filing 05/08/2024 3:26 PM COT
Updated By: . ‘@tylertech.com

» comments: Object {"Before™ Test comments” After” Test comments added during review’}

Fee 05/08/2024 3:26 PM CDT
Updated By: ssssissusu @tylertech.com

» partyName: Object {"‘Before™"Jane Doe Sr'After”"John George Smith Sr - Plaintiff’}

E= - - B3

Figure 5.52 — Example of an Envelope Audit Log Window

To view the audit log for a specified envelope:

1. Navigate to a page in the eFile & Serve Review Queue where the envelopes are displayed.

N

Locate the envelope for which you want to view the audit log.

w

From the action menu, click Action History.

The Envelope Action History window for the selected envelope is displayed.
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The Envelope Audit Log window for the selected envelope is displayed.

5. To view the details of the audit log, click .

The details for each entry are displayed.

6. To view the details for just one section, click the arrow next to the specified section.

The details for the specified section are displayed.

7. If you have expanded your view of the Envelope Audit Log window and no longer want to see the

details, click m .
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6 Case and Filing Information

Topics covered in this chapter

¢ Summary Information

¢ Case Information

¢ Envelope Information

¢ Party Information

¢ Filing Information

¢ Service Contact Information

¢ Fees and Payment Information
¢ Charge Information

When you select an envelope to review, the envelope summary is displayed. To access the rest of the case
and filing information, click one of the tabs in the left pane to view the details for that tab.

Summary Information

The All tab includes all of the summary information for the envelope under review. The summary
information is displayed as soon as you select a specified envelope to review.

Note: Information for some tabs is under development by Tyler and will be added to the All tab in a
later version of the eFile & Serve Review Queue.
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& Case

ﬂ Location

e OFS QA 2017
Category

@ Civil

BNV Case Type
Breach Of Contract

9 Judge

e System Assigned

E -

= Filings 1 Filing(s)
Abstract Of Judgment

Status
SERVE

Under Review
s Filing Type
FES EFile
Filing Description
Test Filing
Filing Comments

Test comments

Associated Parties:
Jane Doe

Filing Components

Component Lead Document (Lead)
Security Public (G)

CASE >

Figure 6.1 — All Tab

When development is complete, the following information will be available on the All tab in the same order

as the tabs:

« Case information

* Envelope information

* Party information

* Filing details

» Service contact information
* Fee information

* Charge information

Note: Charge information is displayed only for criminal cases. You must have “Criminal

Filing” rights to view criminal cases.
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Case Information

Case Information

Use the Case tab to access the Case Information pane.

The Case Information pane displays information related to the envelope. The fields that are displayed are
pre-populated with information that was submitted by the filer.

Note: The screen shots contained in this section represent a case initiation. If the envelope you are
reviewing is a subsequent filing, the case fields are already populated and cannot be edited.

Note: Fields marked with a red asterisk are required fields and may vary, depending on your court’s
processes.

CASE INFORMATION

Case Detail

Case Number

Description

Location *

OFS QA 2017 W o-

Category *

Civil -
Case Type *

Breach Of Contract ($5.00) w -

Status

Filed Date

I

Lower Court/Agency Case #

Damages Sought

Under $1000

Procedure / R

Appeal
Judge
System Assigned -
€ ALL ENVELOPE >

Figure 6.2 — Example of a Case Information Pane

If you want to assign a case number to the envelope, type the case number in the Case Number field.

Note: If your configuration requires a case number, then you must type a case number in the Case
Number field.

Click the Location drop-down list to change the location for the case.
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Location *
OFS QA 2017 -
Select... -

File and Serve

Maock Review In CMS

MNon-Filing Node

OFS Criminal (QAJUDCA)

OFS Criminal (QAJUDTX)

OFS Criminal (QAJUDTX)Court At Law
OFS MockCMS

OFS MockCMS 11

OFS Non-Integrated

OFS QA 2014

OFS QA 2014 - Court at Law

OFS QA 2014 - Court at Law 1

OFS QA 2014 - Court at Law 2

OFS QA 2017

OFS QA 2017 - Court at Law

OFS QA 2017 - Court at Law 1

OFS QA 2017 - Court at Law 2

OFS QA 2018

OFS QA 2018 - Court at Law -

Figure 6.3 — Example of a Location Drop-Down List

Click the Category drop-down list to change the category for the case.

Category *
Civil -

Select...

Appellate

Civil

Civil - Sub Only

Criminal

Family

Probate or Mental Health

Figure 6.4 — Example of a Category Drop-Down List

Click the Case Type drop-down list to change the case type.

January 2025
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Case Type ¥
Breach Of Contract

Select...
\Administrative Case - No Initial
\Appeal

Broken Case Type
City Ordinance Cases
Collection
Condemnation
Damages

Failure to Pay Rent
Forfeiture & Seizure
Fraud

Injuncticn

Landlord / Tenant
Liable

Malpractice

Name Change
Negligence

Notice Of Removal
Other Civil

3

-

Case Information

Figure 6.5 — Example of a Case Type Drop-Down List

Based on the configuration inside your case management system (CMS) and the eFile & Serve Review
Queue, a judge may be automatically assigned to the case. However, if necessary, you may be able to
change the judge assignment. If the Judge drop-down list is available, select the specific judge from the

list.

Note: The judge assignment section is configured by Tyler and may not be available in your
application. In addition, some courts do not permit the selection of a specific judge.

Judge
System Assigned

System Assigned
Hon. Bill Bender.
Hon. Don Hammond
Robert R Barton

Figure 6.6 — Judge Drop-Down List

€ ALL l ENVELOPE > |
Click or the All tab to view summary information for the case. Click or the Env

tab to navigate to the Envelope Information pane.

Note: At any point, click any tab to navigate to that section of the envelope.
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Case Cross References
You can view case cross reference information in the Case Information pane.

Note: The case cross reference types are configured by Tyler and may not be available in your
application.

CASE INFORMATION

Case Type *
City Ordinance Cases ($10.00) E g

Status

Filed Date

Lower Court/Agency Case #

Damages Sought
Under $1000
Appeal
Judge
System Assigned A

Send To Filer Comments
aaa bbb

Case Cross Reference 12345 :

Number ¥

Warrant Number (CM) 123454 :
*

+ Add Mew

Figure 6.7 — Case Cross Reference Type Pane Displayed in the Case Information Pane

To view specific case cross reference information, click the cross reference number row. The case cross
reference information is displayed.

Note: Case cross reference numbers with an asterisk are required in the configuration and cannot
be deleted.
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Adding a New Case Cross Reference

CASE INFORMATION

Case Cross Reference

Case Cross Reference Type *
Case Cross Reference Number hd

1D *
12345

Figure 6.8 — Case Cross Reference Information in the Case Information Pane

Adding a New Case Cross Reference

While you are reviewing an envelope, you can add a new case cross reference to the envelope.

Note: The case cross reference types are configured by Tyler and may not be available in your
application.

To add a new case cross reference to an envelope:
1. Locate the envelope that you want to review, and then click the Case tab.

The Case Information pane is displayed.
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CASE INFORMATION

Case Type *
City Ordinance Cases ($10.00) oo

Status

Filed Date

Lower Court’Agency Case #

Damages Sought
Under $1000

Appeal

Judge

System Assigned -

Send To Filer Comments
323 bbb

Case Cross Reference 12345
Number ¥

Warrant Mumber (CM) 123454 :
*

+ Add Mew

Figure 6.9 — Case Cross Reference Type Pane Displayed in the Case Information Pane

+ Add New
2. Inthe Case Cross Reference Type pane, click —' .

The Case Cross Reference window is displayed.
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Adding a New Case Cross Reference

CASE INFORMATION

Case Cross Reference

Case Cross Reference Type *
Select... -

Case Cross Reference Type is Required.

ID *

Reference |d Required

DELETE

Figure 6.10 — Case Cross Reference Window

3. From the drop-down list, select the type of case cross reference that you want to add.

Case Cross Reference

Case Cross Reference Type *
Select... b

Select...

Case Cross Reference Mumber
Uniform Case Number
Warrant Number ({CM)

Figure 6.11 — Example of a Case Cross Reference Type Drop-Down List

4. Complete the required fields, and then click .

The case cross reference type that you added is displayed in the Case Cross Reference Type pane in
the Case Information pane.

Note: If you want to delete a case cross reference number, click the row to view the details for

DELETE
the specified case cross reference number, and then cIick- . Case cross reference
numbers with an asterisk are required in the configuration and cannot be deleted.
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Viewing the Will Filed Date

When you are reviewing an envelope, you can view the Will Filed date in the Case Information pane.

Note: This feature is configured by Tyler and may not be available in your application.

To view the Will Filed date:
1.

The Case Information pane is displayed.

CASE INFORMATION

Case Detail

Case Number

Description

Location *

OFS MockCMS
Category *
Probate or Mental Health

Case Type *
Probate,/will/Muniment Of Title ($10.00)

Status

Filed Date
Lower Court/Agency #
Select...

Lower Court/Agency Case #

Judge
System Assigned
Wil Filed
res
02/01/2022 EB

€ALL ENVELOPE >

Figure 6.12 — Will Filed Date in the Case Information Pane

2. View the Will Filed date in the Will Filed field. If you need to change the date, click

select a different date.

The new date is automatically saved.

Locate the envelope that you want to review, and then click the Case tab.

ol
)
and then
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Viewing Case Address Information

When you are reviewing an envelope, you can view the Case Address information in the Case Information

pane.

Viewing Case Address Information

Note: This feature is configured by Tyler and may not be available in your application.

To view the Case Address information:

1. Locate the envelope that you want to review, and then click the Case tab.

The Case Information pane is displayed.

CASE INFORMATION

Case Detail

Case Number
CV-2021-56781
Description

Location

OFS QA 2017

Category
Civil

Case Type
Maotice Of Removal

Stalus
Filed Date
Lower Court/Agency Case #

Judge

Send To Filer Comments
aaa bbb

Case Address

Counfry
United States of America -

Address Line 1%

1209 Main st

City * State *
Plano Texas -

Zip Code ¥
75024

County

Callin

€ ALL ENVELOPE

Figure 6.13 — Case Address Information in the Case Information Pane

2. View the Case Address information, and make any changes, if applicable.

Your changes are automatically saved.
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Search for Case

The Search for Case feature allows reviewers to find a case to associate a subsequent envelope to. The
ability to merge an envelope with a case is particularly useful after a blackout or for non-integrated
locations where the filer is required to enter all case information with a subsequent filing.

Note: The Search for Case feature is configured by Tyler and may not be available in your
application.

The Search for Case button is enabled in the Case Information pane for subsequent filings in most
instances.

CASE INFORMATION

Case Detail

Case Number

CC-23-2582

Description

Ruby Matthews vs Julie Thomas

Location

OFS QA 2017

Category

Civil

Case Type

Small Claims

Status

Jpclose

Filed Date

11/08/2023 12:00 AM CST

SEARCH FOR CASE

Lower Court/Agency #
Lower Court/Agency Case #

Judge
Wapner, Albert

< ALL ENVELOPE >

Figure 6.14 — Example of the Search for Case Button in a Case Information Pane

If an envelope is ineligible to be merged to a different case, the Search for Case button is disabled. A
tooltip explains the reason.

The button is unavailable in the following instances:
* Case initiation envelopes

* Envelopes that have a filing with an error or an action taken

« Envelopes that contain filings with multiple parties responsible for fees associated to additional
services
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Searching for a Case

The Search for Case feature merges the incoming envelope’s parties to an existing case. Once the action
is complete, it cannot be undone.

If the envelope’s Party Responsible for Fees (PRFF) is removed in the merge with the case, a dialog box is
displayed, prompting the user to select a new PRFF.

Searching for a Case

Note: The Search for Case feature is configured by Tyler and may not be available in your
application.

To search for a case:
1. From the Review Queue page, type the number of the case you want to search for in the Case # field.

The envelopes that match the case number are displayed.

2. Click the envelope that you want to view.

The envelope is displayed.
3. Click the Case tab.

The Case Information pane is displayed.
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CASE INFORMATION

Case Number

CC-23-2562

Description

Ruby Matthews vs Julie Thomas

Location

OFS QA 2017

Category

Civil

Case Type

Small Claims

Status

Jpclose

Filed Date

11/08/2023 12:00 AM CST

SEARCH FOR CASE
Lower Court/Agency #
Lower Court/Agency Case #

Judge
Wapner, Albert

Figure 6.15 — Example of a Case Information Pane

SEARCH FOR CASE
4. Click .

The Search for Case window is displayed with the current case number and location.
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Searching for a Case

Search for Case
Case Number * Location * m
CC-23-2562 OFS QA 2017 B
1 Result
Case # CC-23-2562 - Ruby Matthews vs Julie Thomas
OFs QA 2017 Civil Small Claims

Figure 6.16 — Example of a Search for Case Window

5. If you want to change the case number, type a different number in the Case Number field. Likewise, if
you want to change the location, select another location from the Location drop-down list. Then, click

If any cases match your search, they are displayed in the Search for Case window. In some instances,
multiple cases may be displayed. If no cases match your search, a message is displayed indicating

there was no match for the criteria that you selected.
SELECT I

6. If the case that you want to merge is displayed, click

A confirmation message is displayed.

qal.fileandservdev.tylertech.cloud says

If you proceed, this envelope will be refreshed with the selected case
information. Case parties may be added or removed to reflect the
current CMS information. This may take a while,

o cancel

Figure 6.17 — Example of a Confirmation Message

7. Click OK to continue.
The CMS Parties panes are displayed.
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Envelope 231443 - New Case CC-23-2562 - Previous Case CC-23-2562

Parties Before CMS Update CMS Parties

These are parties that were already existing in the This is the current. cgse party_lnformtatlon from yc_:»ur
efiling system when the envelope was submitted. CMS. Compare this information against any parties

They were replaced with the CMS parties when you added by the filer on the left panel Parties Added.
selected the case from Case Search.

Search Existing Parties and Attorneys...
+ Add New Party

Search Existing Parties and Attorneys...

Parties (2 of 2)

Plaintiff Lead Attorney
Existing Parties (2 of 2) Ruby Matthews
Plaintiff Lead Attorney
Ruby Matthews Defendant Lead Attorney
Julie Thomas
Defendant Lead Attorney

Julie Thomas

Figure 6.18 — Example of CMS Parties Panes

COMPLETED REVIEW OF CMS PARTIES
8. Review the information in the panes. When you are done, click .

The CMS Parties panes close, and the Case Information pane is displayed again.
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Envelope Information

Envelope Information

Use the Env tab to access the Envelope pane. The envelope number is displayed at the top of the pane.

The Envelope pane displays information related to the envelope. The fields that are displayed are pre-
populated with information that was submitted by the filer.

ENVELOPE #192846

Submit Date
06/13/2020 5:17 AM CDT

Docket Date * e Docket Time *
06/13/2020 BH 0517 aM ]

Filing Source
-EFSP-Springboard
Filing Attorney

Filed By

Firm Name
Test-Law Office of
Firm Address
5001 Tennyson Plkwy
Plano, Texas 75024
Firm Phone
972-T13-3770
Filer Email
@tylertech.com

Filer Type
Default -

Figure 6.19 — Example of an Envelope Pane

If applicable, you can change three of the fields in the Envelope pane:

)
e Click to change the docket date for the filings in this envelope.
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13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30

Figure 6.20 — Docket Date Calendar

+ Click 'E'

The Docket Time drop-down list is displayed.

to change the docket time.

Docket Time

0350 am © ‘
07 51 PM

08 52
09 53
10 54
11 55
12 56

Figure 6.21 — Docket Time Drop-Down List

* Change the filer type from the Filer Type drop-down list.

€ CASE I PARTY 2
Click or the Case tab to return to the Case Information pane. Click or the Party
tab to navigate to the Party Information pane.

Note: At any point, click any tab to navigate to that section of the envelope.

Changing the Docket Date When the Reason Is Required

When you are reviewing an envelope, you may be required to enter a reason for changing the docket date.
Note: This feature is configured by Tyler and may not be available in your application.

To change the docket date:

1. Locate the envelope that you want to review, and then click the Env tab.
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Changing the Docket Date When the Reason Is Required

The Envelope Information pane is displayed.

ENVELOPE #192846

Submit Date
06/13/2020 5:17 AM CDT

06/13/2020 B 0517 AM

Filing Source
-EFSP-Springboard
Filing Attorney

Filed By

Firm Name
Test-Law Office of
Firm Address
5001 Tennyson Plkwy
Plano, Texas 75024
Firm Phone
972-T13-3770 A
Filer Email
@tylertech.com

Filer Type
Default

Docket Date * Dacket Time *
e

Figure 6.22 — Example of an Envelope Information Pane

s
L5
2. Click .

The Edit Docket Date dialog box is displayed.
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Edit Docket Date

‘ Current Docket Date: 05/27/2022 7:10 PM CDT

Docket Date * — Docket Time *
05/27/2022 B o7m10PM ]

Change Date Reason ¥
Select... v

Change Date Reason is Required.

Change Date Comments

s

Figure 6.23 — Edit Docket Date Dialog Box

3. Select a new date from the calendar.

4. From the Change Date Reason drop-down list, select a reason for the date change.

Change Date Reason *
Schedule a Hearing

Select..
Adjust for Holiday
Copied from previous Envelope

Schedule a Hearing

Figure 6.24 — Example of a Change Date Reason Drop-Down List

5. If applicable, type comments in the Change Date Comments field.

The changes that you made are displayed in the Edit Docket Date dialog box.
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Viewing the Docket Date Change Log in Envelope Details

Edit Docket Date

‘ Current Docket Date: 05/27/2022 7:10 PM CDT

Docket Date * - Docket Time *
07/30/2022 E  09:15 AM ®

Change Date Reason ¥
Copied from previous Envelope -
Change Date Comments

Case copied from lanuary envelope

P

Figure 6.25 — Example of an Edit Docket Date Dialog Box with a Changed Date

Viewing the Docket Date Change Log in Envelope Details
You can view the Docket Date Change Log in the envelope details.
You can access the envelope details from several pages in the eFile & Serve Review Queue:

* Review Queue page
* Review History page
* Envelope Lookup page

To view the Docket Date Change Log in the envelope details:

1. From one of the pages in the application listed above, locate the envelope for which you want to view
the Docket Date Change Log. Then, click Envelope Details.

The Envelope Detail page is displayed.

Envelope Detail

Envelope # 175113 m
Case
Case Number Deseription Laeation Category
OFS QA 2017 - Court at Law 2 Civil

Case Type Status Filed Date Lower CourtAgency #
Breach Of Contract
Lower CourliAgency Case # Judge

System Assigned
Envelope
Submit Date Docket Date Fiing Source
01/19/2022 4:41 PM CST 01/13/2022 1:41 PM CST EFSP-Springboard

Filing Attorney Filed By

Fim Name: ss . FimPphone
Test-Law Office of 5001 Tennysen Py 972-713-3770 ext:113896
s

Plano, Texas 75024

Fier Emai Filer Type
@tylertech.com Default

Docket Date Change Log
Docket Date Change Reason Commen s Original Date/Time New Date/Time  Changed By

03/04/2022 Adjust for Holiday 01/19/2022 4:41  01/19/2022 1:41
PV CST

Figure 6.26 — Example of an Envelope Detail Page with the Docket Date Change Log Displayed

The Docket Date Change Log is displayed with the date of the change, the reason for the change, the
original date and time, the new date and time, and the reviewer who made the change.
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Party Information

Use the Party tab to access the Party Information pane.

The Party Information pane displays information related to the parties in the case filing. The fields that are
displayed are pre-populated with information that was submitted by the filer.

Note: If you are reviewing a subsequent filing, the Party Information pane includes another list of
existing parties. For a subsequent filing, the only action you can perform is to add attorneys.

PARTY INFORMATION

+ Add New Party

Search New Parties and Attorneys...

Plaintiff Lead Attomey
Jane Doe Ir

Defendant Lead Attormey
John Smith Jr

Figure 6.27 — Example of a Party Information Pane

Click - or the Env tab to return to the Envelope Information pane. Or, click - or

the File tab to navigate to the Filing Information pane.

Note: At any point, click any tab to navigate to that section of the envelope.
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Editing Party Information

You can edit the party information that was entered for the case filing.

To edit the party information:

1. In the Party Information pane, click the row with the party’s name.

The Party Detail pane for the specified party is displayed.

PARTY DETAIL

Edit Party - John Smith

Party Type
Defendant

Lead Attornay

VERIFY VIEW ATTORNEY

NAME AND CONTACT D Business or Agency
First Name * Middle Name
John

Last Name *
Smith

Suffix
Sr v

Date of Birth Person ID
e
12/31/1970 =]

Email @

john.doe@someemail.com

CONTACT INFORMATION
Phone Number o
9727133770

Country

United States of America v

Address Line 1

CLOSE m NEXT

Figure 6.28 — Example of a Party Detail Pane

2. Review the information in the pane.

3. If applicable, edit any information that needs to be changed.

Editing Party Information

Note: Use the drop-down lists, where applicable, to edit the information in the specified field.

e
Click to change or select the party’s date of birth in the Date of Birth field.

4. Click to save your changes.

5. Do one of the following:
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il

* Click to view the information for the next party.
SAVE /
NEXT
e Click if the current party data has been edited.
CLOSE
*  Click to close the Edit Party Information pane

Verifying Party Information
You can verify the party information that was entered in the case filing.
Note: The Verify Party feature is configured by Tyler and may not be available in your application.
Note: You must have “Reviewer” rights to perform this procedure.
To verify the party information:
1. In the Party Information pane, click the party for which you want to view the information.
The Party Detail pane for the specified party is displayed.

PARTY DETAIL

Edit Party - John Smith

Party Type
Defendant
Lead Attorney

VERIFY VIEW ATTORNEY

NAME AND CONTACT  [_] Business or Agency

First Name * Middle Name
John
Last Name *
Smith
Suffix
Sr b
Date of Birth Person ID
sl

12/31/1970 EB
Ema\lo
john.doe@someemail.com
CONTACT INFORMATION
Phone Numbero
8727133770
Country
United States of America b
Address Line 1

CLOSE NEXT

Figure 6.29 — Example of a Party Detail Pane

VERIFY
2. Click —I .
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Adding a New Party

The Verify Party pane is displayed.

VERIFY PARTY

| UsePersonID

To use the Person 1D, a valid Person 1D must be
searched. If you select the 'Use Person 1D section,
the Person ID will be used.

Hide Help

Party Lookup by Person ID m

Person ID required

[ ] use Filer Party

If you select the 'Use Filer Party’ section, the
Person 1D entered by the filer will NOT be used.
The party information fields will be editable.

Hide Help

First and Middle Name

John

Last Name

Smith

Email
Jjohn.doe@someemail.com

Phone Number
9727133770

Figure 6.30 — Example of a Verify Party Pane

3. Select the method that you want to use to verify the party:

SEARCH
» For Use Person ID, type the person’s ID in the field, and then click

» For Use Filer Party, select the check box. Then, complete the required fields.

4. Click .

Adding a New Party

You can add a new party to a case you are reviewing.
To add a new party:

+ Add Mew Party l
1. In the Party Information pane, click .

The Party Detail pane is displayed.
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PARTY DETAIL

Party Type @ *

Select.. -
Party Type is Reguired.

Lead Attorney
Select... A

MNAME AND CONTACT D Business or Agency

First Name * Middle Name

First Name is
Required.

Last Name ¥

Last Name is Required,
Suffix
Select.., M

Daie of Birth a— Person ID
MM/DDYYYY BB

Email @

ghost text for this

CONTACT INFORMATION
Phone Number @

Country
United States of America -

Ardrirann §ins 1

SAVE

Figure 6.31 — Party Detail Pane

SAVE
2. Complete the required fields (which are marked with a red asterisk), and then click -
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Deleting a Party

PARTY INFORMATION
+ Add New Party

Search New Parties and Attorneys...
Parties Added With This Envelope (3)
Plaintiff Lead Attomey
Jane Doe Jr
Defendant Lead Attomey
John Smith Jr
Agent Lead Attormey n
Harriet Doe

€ ENVELOPE FILING -

Figure 6.32 — Example of a Party Information Pane with the New Party Added

Deleting a Party
You can delete a non-required party that was added to a case.

Note: You cannot delete a required party from a case. Also, you cannot delete an existing party on a
subsequent filing.

To delete a non-required party from a case:
1. Click the Party tab.

The Party Information pane is displayed.
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PARTY INFORMATION

+ Add New Party

Search New Parties and Attorneys...

Plaintiff Lead Attomey

Jane Doe Jr -

Defendant Lead Attomey

John Smith Jr

Agent Lead Attormey a
Harriet Doe

Figure 6.33 — Example of a Party Information Pane

2. Locate the party that you want to delete from the case. Then, do one of the following:

B
* In the row for the party that you want to delete, click J .
» Click the row of the party that you want to delete. The Edit Party section for the specified party

DELETE
is displayed. Then, click
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Viewing Date of Death in the Party Detail Pane

PARTY DETAIL

Edit Party - George Smith
Party Type @ *
Administrator -
Lead Attormey
VERIFY DELETE VIEW ATTORNEY
NAME AND CONTACT D Business or Agency

First Name * Middle Name
George
Last Name ¥

Smith

Suffix

Select.. hd
Date of Birth Person ID

=
MM/DDAYYYY BB

Erail @

ghost text for this

CONTACT INFORMATION
Phone Number o

Country
United States of America hd

CLOSE SAVE

Figure 6.34 — Example of an Edit Party Section of a Party Detail Pane

Note: Only non-required parties can be deleted.
A message is displayed:

Are you sure you want to delete: Harriet Doe - Agent?

Cancel
3. Click “ to continue, or click —I to cancel the action.

If you continued with your action, the party is deleted from the case.

Viewing Date of Death in the Party Detail Pane

When you are reviewing an envelope, you can view the Date of Death information in the Party Detail pane.
Note: This feature is configured by Tyler and may not be available in your application.

To view the Date of Death information:

1. Locate the envelope that you want to review, and then click the Party tab.

The Party Information pane is displayed.

2. Locate the party that you want to view the party detail information, and then click the row for that party.

The Party Detail pane for the specified party is displayed
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PARTY DETAIL

Party Type @) *

Petitioner x -

Party Type
Petitioner
Lead Attorney

VERIFY VIEW ATTORMEY

D This iz a represented party

NAME AND CONTACT || Business or Agency
First Name ¥ Middle Name

Hugh

Last Mame %

James

Suffix

Select... -

Date of Birth Person 1D
el
06/12/1947 3]

Email )

ghost text for this

Date of Death
bl
12/01/2017 B

COMNTACT INFORMATION
Phone Number @

SAVE

Figure 6.35 — Date of Death Information in the Party Detail Pane

3. View the Date of Death information in the Date of Death field. If you need to change the date, click

|
and then select a different date.

4. Click .

84

January 2025

ESO-FS-200-4987 v.3



Viewing Attorney Information

Viewing Attorney Information

You can view the attorney information for each party that was entered in the case filing.

To view the attorney information:

VIEW AﬂORNE\"l
1. In the Party Detail pane for the specified party, click .

The Attorneys pane is displayed. If more than one attorney has been entered for the specified party,
you can change the lead attorney who was entered. You can also remove an attorney from the case

filing.

Note: You cannot change or remove the lead attorney on a subsequent filing.

Attorneys for Defendant -
Attomey Name Lead Attorney
! Perry Mason .
Added in this filing
Doug Barnes O

Added in this filing

+ ADD ATTORNEYS

CLOSE

Figure 6.36 — Example of an Attorneys Pane

2. To make changes to the attorneys, click .

The attorney list is displayed.

3. If you want to change the lead attorney, select a different attorney from the list. Also, clear the check
box for each attorney whom you want to remove.
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4. Click m , and then click m .

Adding an Attorney to a Party

You can add an attorney to a party in an envelope. The attorneys who are currently displayed were
selected by the filer when the filing was submitted. During a review, you can add only an attorney who is in
your firm.

Note: This feature is configured by Tyler and may not be available in your application.

To add an attorney to a party:

ADD FIRM ATTORNEY .

1. In the Attorneys pane, click

The Add Attorney window is displayed.

Add Attorney

Attomney Number ) m

Figure 6.37 — Add Attorney Window

VERIFY
2. Type the attorney number in the Attorney Number field, and then click .

If the attorney number that you typed matches an attorney in your firm, the attorney’s name is
displayed.

The attorney is added to the list of attorneys who are available for the specified party.
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Adding “Pro Se” for the Attorney Name

Attorneys for Defendant -

Search Attorneys...

Attorney Name Number
[] Prose
[] steve 3
D Jeff Moore 3
I:‘ Perry Mason a5
[] poug Barnes 00783603
I:‘ Jack O'Boyle & Assoc. 15165300
D James Bond 123
I:‘ dggcbazgyh zjhadgglng 12345
|:| cpemuamzlg ogggvoxzru 12345
[] Two Twenty 2022
prev @2 3 4 .. T Next o=t

ADD FIRM ATTORNEY

CANCEL CONTINUE

Figure 6.38 — Available Attorneys Pane

4. Select the check box for the attorneys whom you want to add for the specified party, and then click

CONTINUE

5. Click m to save the new attorney list and to return to the Edit Party pane.

Adding “Pro Se” for the Attorney Name

When you add “Pro Se” for the attorney name, no other attorneys can be added for the specified party.
To add “Pro Se” for the attorney name:

VIEW ATI'ORNEY'
1. In the Party Detail pane for the specified party, click .

The Attorneys pane is displayed.
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Search Attorneys...

|:| Pro Se

(] e s 1

|:| Perry Mason 10

L] 1 spmit 1234
[ ] -2 sam2 12345
(] 353 123456
(] mma sawid 123
|:| Jeff moor 3

[] jeff moor 3

[] john smith 10

Pi 1of2
Prev 2 Next .

Figure 6.39 — Example of an Attorneys Pane

2. Select Pro Se from the list of attorneys.
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Representative Capacity

Attorneys for Defendant -

Search Attorneys...

Attorney Name Number

! Pro Se

Page 10f 7

prev [l 2 3 4 . 7 Next

ADD FIRM ATTORNEY

CANCEL CONTINUE

Figure 6.40 — Example of Pro Se Selected as Attorney

e
3. Click , and then click .

Representative Capacity

You can add representatives on a case to the case file during a review.

Note: The Representative Capacity feature is configured by Tyler and may not be available in your
application.

The representatives may or may not be parties to the case. Representatives that are not parties to the case
generally have an interest in the case and its outcome.

You can add more than one representative to a case. The representative is referred to as the “represented
party” in the eFile & Serve Review Queue.

Adding Represented Parties to a Case

You can add representatives on a case to the case file during review.

Note: The Representative Capacity feature is configured by Tyler and may not be available in your
application.
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Note: You must have “Reviewer” rights to perform this procedure.
To add represented parties to a case:
1. On the Review Queue page, click the envelope that you want to review.

The envelope is displayed, and the All tab is highlighted.

2. Click the Party tab to view the party information.

The Party Information pane is displayed.

3. Click the row of the party for which you want to view additional information.

The Party Detail pane for the specified party is displayed.

PARTY DETAIL

Party Type
Represented Party
Lead Attorney

VIEW ATTORNEY

8 Tris is a represented party

NAME AND CONTACT || Business or Agency

First Name ¥ Middle Name

Jane

Last Name *

Doe

Suffix

Select..

4

Drate of Birth Person ID
oy
Mooy BB

Email @

ghost text for this
CONTACT INFORMATION

Phone Number o

Country
United States of America -

Address Line 1

CLOSE SAVE NEXT

Figure 6.41 — Example of a Party Detail Pane with a Represented Party

4. Select the This is a represented party check box.

The Representatives section is displayed.
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Filing Information

REPRESENTATIVES

+ ADD REPRESENTATIVE

s

Figure 6.42 — Representatives Section

+ ADD REPRESENTATIVE
5. Click .

Additional fields are displayed in the Representatives section.

REPRESEMTATIVES

+ ADD REPRESENTATIVE

Representafive Capacity
- Selectr

Figure 6.43 — Representatives Section with Additional Fields

6. From the Representative drop-down list, select the name of the representative that you want to add.
7. From the Capacity drop-down list, select the capacity of the representative that you want to add.

Filing Information

Use the File tab to access the Filing Information pane.

The Filing Information pane displays information related to the case filing. The fields that are displayed are
pre-populated with information that was submitted by the filer.
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FILING INFORMATION

Abstract Of Judgment
Test Filing H

Page 10f 1
Prev [l Mext =

Figure 6.44 — Example of a Filing Information Pane

Click the row to view or change information in the following filing panes:

* Filing Details pane
* Assoc. Parties pane
» Services pane

Click - or the Party tab to return to the Party Information pane. Or, click - or

the Serve tab to navigate to the Service Contact Information pane.

Note: At any point, click any tab to navigate to that section of the envelope.
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Filing Details

Filing Details

The Filing Details section in the Filing Information pane includes details about the filing, including the
documents attached to the filing that you need to review. The file size of the documents is also displayed.

FILING INFORMATION

Filing - Addendum - EFile

Filing Details Assoc. Parties
File Size: 21238 KB
Document Description ) *
AddendumRedactions edited
Security ¥ | Filer: Sealed - Criminal (G)

CMS: Sealed - Criminal (G)
Is Confidential: No
Sealed - Criminal (G)

Attachment Document Name
viewer 1 v viewer 2.pdf

File Size: 5,038.61 KB

Document Description ) *
Addendum 8 manual redactions

Security ¥ | Filer: Sealed - Criminal (G)
CMS: Sealed - Criminal (G)

Is Confidential: No

Sealed - Criminal (G)

Attachment Document Name
Large user guides 66538 KB.pdf
File Size: 6,657.04 KB

Document Description @) *
Addendum

Security ¥ | Filer: Sealed - Criminal (G)
CMS: Sealed - Criminal (G)

Is Confidential: No
Sealed - Criminal (G)

CLOSE SAVE

Services

(3

L1L3

Figure 6.45 — Example of the Filing Details Section in the Filing Information Pane

The fields that are marked with an asterisk are required. If any required fields are not populated, an error

message is displayed for the reviewer. Any field can be changed by the reviewer.

To change the filing code, select the appropriate filing code from the drop-down list, or begin typing the

filing code name.

ESO-FS-200-4987 v.3
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Filing Code *

A Non-Docketed Event -
Select... -
A Non-Docketed Event

|& Non-Docketed Event (Auto-Accepted)
|Abstract Of Judgment
IAcknowledgement - Kiosk Only
Iacknowledgement - No Docs Required
|Acknowledgment Of Paternity

|Action - Initial Only

inddendum

Isgreement (w/ Ad Damnum)
[Appendix

|Application

IAppointment

Bench Warrant w/ Docket Service

Brief w/ Docket Service

Calendar Note

Change of Address

IChiId Suppeort Worksheet

Citation w/ Docket Service

Claims w/ Docket Service -

Figure 6.46 — Example of a Filing Code Drop- Down List

To change the name of the lead document, type a new name in the Lead Document Document Name
field.

To change the security option for the lead document, select the appropriate security option from the drop-
down list.

Security %
Select... x

Confidential - Criminal (G)
Confidential - Criminal (T)
Confidential (T)

Public - Criminal (T)
Public (T)

Sealed - Criminal (T)
Sealed (T)

Figure 6.47 — Example of a Security Drop-Down List

o
If you make changes to the filing details, click . Or, click to return to the Filing
Information pane.

Viewing Motion Type Filing Information

When you are reviewing an envelope, you can view the Motion Type filing information.
Note: This feature is configured by Tyler and may not be available in your application.
To view the Motion Type filing information:
1. Locate the envelope that you want to review, and then click the File tab.

The Filing Information pane is displayed.

Note: The envelope might contain multiple filings.

2. Locate the filing that you want to view, and then click the row.

The Filing Details pane for the specified filing is displayed.
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Viewing Judge’s Comments in Filing Details for Proposed Order Child Envelopes

FILING INFORMATION
Filing - Acknowledgement - EFile

Filing Details Assoc, Parties services
Filing Code *

Motions ® v
Mofion Type

Motion Hearing -
Filing Type

EFile

Reference Mumber

Filing Description

Filing Comments @

Filing Courlesy Copies o
Filing Preliminary Notifications o
Documents

Lead Document Name
KJones.pdf

Deocument Description o
Klones.pdf

Security Filer: Confidential (G)
CMS: Public (T)

Is Confidential No
Confidential (G) -

e [

Figure 6.48 — Example of Motion Type Information in a Filing Details Pane

3. View the Motion Type information, and then make changes, if applicable.

Viewing Judge’s Comments in Filing Details for Proposed Order Child
Envelopes

When you are reviewing a proposed order child envelope, you can view the judge’s comments if the judge
has added them. Only the comments the judge has added for a ruling of grant, moot, or deny are displayed
in the Filing Details pane in the Filing Information pane.

Note: This feature is configured by Tyler and may not be available in your application.

To view the judge’s comments for a proposed order child envelope:

1. Locate the proposed order child envelope that you want to review, and then click the File tab.
The Filing Information pane is displayed.

Note: The envelope might contain multiple filings.

2. Locate the filing that you want to view, and then click the row.
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The Filing Details pane for the specified filing is displayed.

FILING INFORMATION

Filing - Order - EFileAndServe

Filing Details Assoc, Parties Services
Filing Code %

Order ($10.00) v
Filing Type

EFileAndServe
Reference Number

Filing Description

Filing Comments o

Proposed Order Action

Granted

Judge Comments

This envelope is being granted.

Filing Courtesy Copies o

Filing Preliminary Motifications o
Documents

Lead Document Name

RedactThisMNew-1.pdf

Document Description o

RedactThisNew-1.pdf

Security Filer: Public
CMS: Public (G)

Is Confidenfial: No
Public {G) -

Figure 6.49 — Example of the Judge’s Comments in a Filing Details Pane

3. View the judge’s comments in the Judge Comments section, and then continue with your review.
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Associated Parties

Associated Parties

The Assoc. Parties section in the Filing Information pane includes the parties that are associated with the
filing that you want to review. The fields that are displayed are pre-populated with information that was
submitted by the filer.

FILING INFORMATION

Filing - Abstract Of Judgment - EFileAndServe

Filing Details Assoc. Parties Services
Search Case Parties...
Add Party Mame Party Type
[]  Janeqsmith Plaintiff
u John'W. Doe Defendant
l:‘ Tyler Plaintiff
2022.1.0.10233
Technelogies
Prev Next fees Tl
Show Only Selected

CLOSE SAVE

Figure 6.50 — Example of the Assoc. Parties Section in the Filing Information Pane

View the parties that have been selected for the filing. To view only the parties that are selected, click
Show Only Selected. When all of the parties are displayed, you can select a check box to add a party, or
you can clear a check box to remove a party. If the filing includes a long list of parties, you can filter the

parties that are associated with the filing.

Note: The Show Only Selected and Show All Parties links are toggles. Click the link for the party
view that you want.

ESO-FS-200-4987 v.3

January 2025

97



eFile & Serve Review Queue User Guide

Services

The Services section in the Filing Information pane includes the optional services that you can add to the
filing or change for the documents that you are going to review. The fields that are displayed are pre-
populated with information that was submitted by the filer.

Note: During your review, if you change any services for the filing, the change could impact the
filing fees that were already assessed unless the payment type is a waiver.

FILING INFORMATION
Filing - Acknowledgement - EFile
Filing Details Assoc. Parties Services

Show Only Selected

Add  Multiplier Fee Total
l:‘ Zero Fee Service

Ongce Per Filing $1
l:‘ Split Fee Service

Ongce Per Filing $10
[] Certified Capies

x §17

l:‘ Per Page Fee Service

Fees Assessed Per Page

l:‘ Once Per Party
Once Per Filing $10

l:‘ Pricrity Processing
¥ 54
l:‘ Placeholder Service 1

Once Per Filing $

l:‘ Placeholder Service 2 with a long description to t

Ongce Per Filing $

l:‘ Placeholder Service 3
Once Per Filing $

l:‘ Placeholder Service 4
Once Per Filing $

,_| TOGA Decline Error

cos

Figure 6.51 — Example of the Services Section in the Filing Information Pane

If you add or change any optional services, click m .

Multiple Parties Responsible for Fees

For certain case filings, more than one party on the case must be responsible for paying the fees for
additional services. The eFile & Serve Review Queue allows filers to assign different parties to be
responsible for fees for different additional services. During an envelope review, reviewers can make or
change the selections for the responsible parties in the Services section of the Filing Information pane.

Note: This feature is configured by Tyler and may not be available in your application.

At least one party must be selected to be responsible for fees.
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Information regarding the parties responsible for fees is displayed in the Fees section of the envelope

details.
Fees
Description of Fees and Amounts
Affidavit
Filing Fee $5.00
Entry of Appearance (MPRFF enabled)
Deffy Endant $20.00
Filing Total: $25.00
Total Fees
Total Filing Fees $25.00
Payment Service Fee $1.00
E-File Fee $1.00
Court E-File Fee £1.00

Envelope Total: $28.00

Selecting Multiple Parties Responsible for Fees

Payment Information

Payment Account
20200821

Payment Type

CreditCard

Party Responsible for Fees
Deffy Endant CPA

Order ID

000235275-0

Transaction Amount

58.00

Transaction ID

212458

Transaction Response

Figure 6.52 — Example of the Party Responsible for Fees in the Fees Section in Envelope Details

Selecting Multiple Parties Responsible for Fees

In the Filing Information Services pane, you can view the parties that are responsible for fees on a case
filing. You can select multiple parties that are responsible for fees for the same additional service, and you
change the parties that were selected during the initial case filing.

Note: The parties that are selected as responsible to pay for additional services do not affect the

party who is responsible for filing.

Note: This feature is configured by Tyler and may not be available in your application.

To view and select multiple parties that are responsible for fees:

1. From the Review Queue page, locate the envelope that you want to review.

2. Click the envelope.

The envelope is displayed in the Document Viewer.

3. Click the File tab.

The Filing Information pane is displayed.

4. Click .

The filing information for the specified envelope is displayed.

5. Click Services.

The additional services are displayed.

ESO-FS-200-4987 v.3
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FILING INFORMATION
Filing - Affidavit ($5.00) - EFile
Filing Details Assoc. Parties Services

Show Only Selected
Add Multiplier Fee Total
l:‘ Certified Copies
x $17.55
l:‘ Entry of Appearance (MPRFF enabled)
Once Per Filing $20
Associate Parties
l:‘ Exemplification of Record (MPRFF enabled)
Once Per Filing $20
Associate Parties
l:‘ Issue Writ of Execution (MPRFF Enabled)
Cince Per Filing $20

Associate Parties

l:‘ Once Per Party
Once Per Filing $10

l:‘ Per Page Fee Service

Fees Assessed Per Page
l:‘ Priarity Processing
x $17.35

l:‘ Split Fee Service

Once Per Filing $10

CLOSE SAVE

Figure 6.53 — Example of the Services Section in the Filing Information Pane

6. Select an additional service from the list.

Note: In the examples, only the services with the designation “Associate Parties” under the
name of the additional service can be selected when multiple parties are responsible for fees.
The wording in your application may differ from the wording shown in the examples.

The Associate Parties to Additional Service window is displayed.

Associate Parties to Additional Service
Entry of Appearance (MPRFF enabled)

At least one Associated Party must be checked. If no party is selected, the "Entry of Appearance (MPRFF enabled)” service
will be deselected

Search
Party Name Use Waiver Waiver Account Total
[ Deffy Endant ceA
[]  plai Entiff Esq

Show Only Selected

Figure 6.54 — Example of an Associate Parties to Additional Service Window

7. Select a party to associate with the additional service.
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The selected party and the cost of the additional service are displayed.

Associate Parties to Additional Service
Entry of Appearance (MPRFF enabled)
Search
Party Name
B Deffy Endant CPA
D Plai Entiff Esq

Show Only Selected

Tota

£20.00

Service Contact Information

Figure 6.55 — Example of an Associate Parties to Additional Service Window with the Party and

Cost Displayed

8. If the party and the service are correct, click W .

When parties have been associated to an additional service, the text under the name of the service
shows X Parties Associated and is a link to access the Associate Parties to Additional Service

window.

9. Click .

Service Contact Information

Use the Serve tab to access the Service Contact Information pane.

The Service Contact Information pane displays information about the service contacts associated with the
case filing. This pane is read-only. The information in the pane cannot be changed; it is derived from the

information that the filer entered when creating the electronic filing.
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SERVICE CONTACT INFORMATION

Doe, Jane Defendant
Jtpgbzlu, ghrusohle Eserve
ghrusohk jtpgbziu@tylertech.com
5501 Tennyson Pkwy, Plano, Texas
Doe, Johnny Plaintiff
Ford, Henry Eserve

hford@abc.com
5100 Tennyson Pkwy, Plano, Texas

Page 1 of 1
Prev [l Next =

Figure 6.56 — Example of a Service Contact Information Pane

Click - or the File tab to return to the Filing Information pane. Click - or the

Fees tab to navigate to the Fees and Payment Information pane.

Note: At any point, click any tab to navigate to that section of the envelope.

Fees and Payment Information

Use the Fees tab to access the Fees and Payment Information pane.

The Fees and Payment Information pane displays information about the fees that are associated with the
case filing.
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Fees and Payment Information

FEES AND PAYMENT INFORMATION

Description of Fees and

Abstract Of Judgment
Filing Fee $5.00

Filing Total: $5.00

Total Fees

Total Filing Fees 35.00
Court Case Fee 3500
Payment Service Fee $1.00
E-File Fee $1.00
Court E-File Fee $1.00
Provider E-File Fee §10.00
Provider Tax $0:63
Envelope Total 523,63

Payment Inf

Payment Account
-AMEX
Payment Type
CreditCard
Party Responsible For Fees

Jane Doe VI - Plaintiff g

Claim Amount
1000

4 SERVICE CONTACT

Figure 6.57 — Example of a Fees and Payment Information Pane

The filing fee that is displayed is the filing fee in effect at the time the envelope was submitted unless the
docket date was changed. If the docket date was changed, the filing fee that is displayed reflects the
changes that were made manually. In some instances, the filing fee is determined by the original docket
date for a copied envelope.

The Fees and Payment Information pane also shows the party that is responsible for fees for the filing. The
fees that are listed reflect the selections that were made in the Services section in the Filing Information
pane. If applicable, you can change the party responsible for fees for the case filing. When you delete the
current party responsible for fees, a window will be displayed. You must then select a different party from
the Party Responsible For Fees drop-down list.

€ SERVICE CONTACT
Click or the Serve tab to return to the Service Contact Information pane.

Note: At any point, click any tab to navigate to that section of the envelope.
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Viewing and Verifying a Draw-Down Account Balance During

Review

During an envelope review, you can view and verify the account balance if a filer has used a draw-down

account for payment of the fees.
To view and verify a draw-down account balance during an envelope review:

1. On the Review Queue page, locate the envelope that you want to review.
2. Click the Fees tab.

The Fees and Payment Information pane is displayed.

FEES AND PAYMENT INFORMATION

Description of Fees and A

Abstract Of Judgment
Filing Fee $5.00

Filing Total: $5.00

Action - Initial Only
Filing Fee $5.00

Filing Total $5.00

Total Fees

Total Filing Fees §10,00
Court Case Fee §10.00
E-File Fee §2z.00
Court E-File Fee $1.00

Envelope Total: §43.00

Payment Information

Payment Account
DD 5.27

Payment Type
DrawDown Verify Draw Down
Party Responsible For Fees

Sally Smith - Plaintiff xw

€ SERVICE CONTACT

Figure 6.58 — Example of a Fees and Payment Information Pane

Verify Draw Duwn.

3. Inthe Payment Information section, click

The Draw Down Balance window is displayed.
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Charge Information

Draw Down Balance

Account Number OFSDD

Balance
$24,308.15
Minimum Balance
$1.000.00

Figure 6.59 — Example of a Draw Down Balance Window

4. View and verify the draw-down balance.

Charge Information

Use the Charge tab to view the charge information for the specified case.

Note: Charge information is available only for criminal cases. Likewise, the Charge tab is displayed
only for criminal cases.

Viewing Criminal Case Information

Reviewers can see all of the criminal charges, as well as the additional party fields, that are submitted for a
criminal case.

Note: You must have “Reviewer” rights to perform this procedure.
To view criminal case information:
1. On the Review Queue page, click the envelope that you want to review.

The envelope is displayed, and the All tab is highlighted. Summary information for the specified
envelope is displayed. The Charge tab is also displayed for criminal cases.
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FeEs

CHARGE

Case

Location

OFS MockCMS
Category
Criminal

Case Type

Adult Criminal
Case SubType
Criminal Sub Type 1
Judge

System Assigned

Case Cross Reference

Type District Attorney

Cross Reference 105123

Number
Filings 1 Filing(s)

Action - Initial Only
Status

Under Review

Filing Type

EFileAndServe

Filing Description

Document Description Text

Filing Comments

Soap Test -2020.0.0.9084-Filing Comments

CASE->

Figure 6.60 — Example of an Envelope with the Tabs Displayed

2. To view case information, click the Case tab.

The Case Information pane is displayed.

3. View the category and case type to verify that this is a criminal case. Change any information, as

applicable.
4. Click the Party tab to view the party information.
The Party Information pane is displayed.
5. Click the row of the party for which you want to view additional information.
The Party Detail pane for the specified party is displayed. If necessary, scroll down to view the criminal
party data, which is displayed after the other party data.
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Viewing Criminal Case Information

PARTY DETAIL

75093

DETAILS
Driver License Type
Class A A

Driver License Number

12345678

Driver License State
Texas hd
DL Expiration Date
s
o7/25/2026 BB

Gender Language

Male - English

Race
White -

Hair
Black -

Height Feet Inches

5 10

FBI
9005354-14

Citizenship
United States of A

Eyes

Brown hd
Weight

205

sSiD
1234

Ethnicity
Non Hispanic v

Figure 6.61 — Example of a Party Detail Pane with Details Displayed

6. Change any party information, as applicable.

7. Click .

8. Click the Charge tab.

The Charge Information pane is displayed.

ESO-FS-200-4987 v.3
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CHARGE INFORMATION

+ Add New Charge

Kathy (SDF)
ABUSE OF CORPSE WITHOUT LEGAL AUTHORITY
12/31/23 600 PM CDT

10920015 (FDF)
AGG KIDMNAPPING TERRORIZE

TRM 34444 TRS 553553

~5/1/24-~5/2/24 ~9:00 AM CDT-~11:00 AM CDT
Statute 456

Figure 6.62 — Example of a Charge Information Pane

9. Click a charge to view more information about that charge.

The Charge Detail pane for the specified charge is displayed.
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Viewing Criminal Case Information

CHARGE DETAIL
Charge Informatian

Offense Code

10990015
Deseription ¥
AGG KIDNAPPING TERRORIZE -
Citation #
TRN TRS
Tosad 55555
Offense Date Range To

e e
os/01/2024 BB o520 EHB
B o oratow
Dffense Time Range To
0900 AM ] 11:00 AM @
- Ator about
Degree ¥ Statute
Second Degree Fe¥r 455
Goc Phase
Select.. - Arrest Filing -
EBond Amount Bond Type
1000.00 Cash Bond -
Arrest Date Arresting Agency

e -
05/03/2024 B Lewisvile Police D
Arrzst Number Arrest Location
34587 Tarrant -
Officer Badge
4589

Additional Statutes + Add

No additional statutes

CLOSE SAVE

Figure 6.63 — Example of a Charge Detail Pane

10.Review the information in the Charge Detail pane. If you need to change any information, make the

necessary changes. Then, click m .

+ Add New Char@
11. If you want to add a new charge, in the Charge Information pane, click .

The Offenses window is displayed.
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Offenses
Search
O 38060003 ABANDOMN ENDANGER CHILD CRIMINAL NEGLIGENCE
@] 38060001 ABANDON ENDANGER CHILD IMMINENT DANGER BODILY INJ
(@] 38060012 ABANDON ENDANGER CHILD W/INTENT TO RETURN
O Kathy ABUSE OF CORPSE WITHOUT LEGAL AUTHORITY
@] Juan ABUSE OF OFFICIAL CAPACITY
O 23990061 ABUSE OF OFFICIAL CAPACITY »=$1,500<520K
@] 23990063 ABUSE OF OFFICIAL CAPACITY >=$100K<$200K
O 23990059 ABUSE OF OFFICIAL CAPACITY »>=5$20<5500
@] 23990064 ABUSE OF OFFICIAL CAPACITY > =5200K
@] 23990062 ABUSE OF OFFICIAL CAPACITY »>=520K<$100K
@] 23990060 ABUSE OF OFFICIAL CAPACITY »>=5500<5$1,500
O 23990058 ABUSE OF those's most affected in thes'e things OFFICIAL CAPACITY
O 51990021 ACCEPT CONTRIBUTIO OF CASH =$100
(@] 26990112 ACCEPT PREMIUM REBATES NOT SPECIFIED IN POLICY
(@] 51120001 ACCEPT REBATE ON TEXTBOOKS
ems per page: 15 > 2l
B

Figure 6.64 — Example of an Offenses Window

12.Select the offense for the new charge, and then click .

13. Enter the rest of the information for the new charge in the Charge Detail pane.

14.Click m

CLOSE I
15. After reviewing the charges associated with the case, click

NEX'I'I

or

Viewing Citation Information

You can view citation information for the citations associated with the case.
Note: You must have “Reviewer” rights to perform this procedure.
To view citation information:

1. On the Review Queue page, click the envelope that you want to review.
2. Click the Charges tab.

The Charge Information pane is displayed.
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Viewing Citation Information

CHARGE INFORMATION

+ Add Mew Charge

240.906 M)
This is statute description text and it's required for
statute charge

(Conspired)

TRMN 838 TRS1

~12/20/23 &00 PM COT

Statute 6091752

Citation C1113 VIEW CITATION

Figure 6.65 — Example of a Charge Information Pane

VIEW CITATION '
3. Click .

The Citation Information pane is displayed.

ESO-FS-200-4987 v.3
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CITATION INFORMATION

Citation Number
C1113

Citation Jurisdiction
‘County Sheriff's Office

Citation Date/Time
12/20/2018 06:00:00 AM

Location
Downtown

WIOLATICHN CF BURM BAM
Vehicle Associated To

License Plate Humber Stale
BFX 3333

Vehicle Type
2 Door

Vehicle Year
2013

Vehicle Make
Lexus

Vehicle Color
Black

u Commercial Vehicle

u Hazardous Material

Posted Speed limit (MPH) Actual Speed (MPH)

Figure 6.66 — Example of a Citation Information Pane

4. Review the information in the Citation Information pane, and then click -
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7 Document Viewer 1

Topics covered in this chapter

¢ Document Review Options

Document Viewer 1 displays the currently selected filing document.

Envelope #235072
Submitted 06/07/2024 9:15 AM CDT
i= C Abstract O Judgment ECF5-Lead testpdf.pdf ~ Downlead ] A @ @ FitToPage ~ Tr / » ¢ - =
pry ase
: Case #: <<CaseNumber>> Locaton;sHESACBERITNES  ACTIONS
. Location ReviewerNamewasameas
plametlamese
& orsaaa017 e o Bucest
o [
Category . H X Return
g o State of New Mexico 13 PR
tv | CaseType s o
Braach Of Contract Judicial District Court @ swmenina
Jud = Forward
9 udge . »
Systam Assigned E-File&Serve I ——
e H H H End Review
B Filings - Administrator Guide Rduinill|
- Abstract Of Judgment STAMPS
23]
=2 st T n
' Under Review
& | FilngType Al Dates
5 EFileAndServe AlDates
Fiing Description Batch Efile
Test ECFS Civil Filing 1Motion Fee
Associated Parties penres
Batch Party
John-2024.3.0.11247 W Doe
CAG-File
Filing Components NEw
Case
Component Attachments [—
Security Public (G) stamp
Component Lead Document (Lead) Check Mark
Security Public (G) Current
Date &
: Time
H Date Stamp
£ Hearing
i e
i
casE> H

Figure 7.1 — Example of a Test Document in Document Viewer 1

Above the Document Viewer, the document selector drop-down list is displayed. It includes a list of the
documents that are associated with the current filing, along with the document sizes. Select the document
that you want to review from the drop-down list. The description of the filing that contains the selected
document is displayed to the left of the document selector drop-down list.

AAAAAAAA

Figure 7.2 — Example of a Document Selector Drop-Down List

Downloadl
If you want to download the original document, click .

Other document options are available, as follows:

*  Thumbnail icon ( —' ) for viewing pages of the document in Thumbnail view

Note: This icon is a toggle that opens or closes the Thumbnail view.
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* Process Notes icon ( —| ), which you can use to open the Process Notes pane

Note: This icon is a toggle that opens or closes the Process Notes pane. An asterisk
indicates that a process note has been added to the document.

©
e Zoom Outicon ( J )

e Zoom Inicon (@)

« Fit To Page options
Fit To Page =

Fit To Page

Fit To Width

200 %
175 %
150 %
125 %
100 %
75 %
50 %

25 %

Figure 7.3 — Fit To Page Drop-Down List

Tr
* Insert Text icon ( —| )

e con ()
* Draw aLineicon ( )

d
* Draw Highlight icon ( )

* Rotate Document icon ( J )

* Font Drop-Down icon ( -. ) to access font and line choices

114 January 2025 ESO-FS-200-4987 v.3



Document Review Options

Font

Bold Italic

Line

EEE

Figure 7.4 — Example of the Available Font and Line Options for Document Review

—-—
—

* Redaction icon ( ) to begin the redaction process for the document under review

D
* Refresh Redaction icon ( J ) to refresh the redactions

The right pane consists of filing actions and stamps that you can use when you are reviewing documents.

Document Review Options

When you review a document, you have several options for how to handle the document.
The right pane includes the following options:

» Actions pane, to access review actions

« Stamps pane, to apply text and/or image stamps to the reviewed document

Above the Document Viewer, you can access the annotations tools.

Process Notes

You can add process notes to an envelope you are reviewing.

The Process Notes pane is available in the Document Viewer. Click —' to open or close the Process
Notes pane.

Note: An asterisk indicates that a process note has been added to the document.
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Process Notes

Add comment...

4

- SAVE NOTE
My Organization -

Search Motes...

System Page1 08/16/20217:22 AM CDT
Filing Code: Abstract Of Judgment

Document: Lead Document - InitialFiling one QAT-
SOAPtest.pdf

document needs to be fixed

Figure 7.5 — Example of a Process Notes Pane

Add any comments that you want in the Add comment... field. Then, click .

Note: The process note is saved on the document page on which you placed the note.

You can also select the reviewers whom you want to have access to viewing your note. Select your desired
reviewers from the Viewable By drop-down list.

Viewable By
My Organization -

My Organization
Il Users

Figure 7.6 — Example of a Viewable By Drop-Down List
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Redaction

Redaction
You can view a redacted document that is attached to a filing, in addition to the original document.
Note: The Redaction feature is configured by Tyler and may not be available in your application.

The Redactions section is located above the Document Viewer.

—-—
—

If you have the rights to redact the document, click to begin the redaction process.

The following window is displayed.

Auto-redaction in progress

You can choose to close this dialog box.
Redaction has started for this document. You cannot accept the document
until the redaction process is complete. Redaction is complete when the

redaction icon's spinner stops. A

After the spinner stops, additional redactions can be added by re-selecting
the redaction icon.

After additional redactions are added and saved, return to the Envelope
Review tab and select the Refresh Redactions icon () to display the

additional redactions.

Figure 7.7 — Auto-Redaction in Progress Window

If you want to close the window, click Exit.

After a document has been redacted, a banner is displayed in the Document Viewer indicating that the
redaction is complete.

One or more documents have been redacted. Please check the redactions on this document and review it. If you have rights to edit the redactions
on this document, you can click the REDACTION button in the annotations section to open the Redaction Editor in a separate window.

Figure 7.8 — Example of a Banner for Redacted Documents

D
Click J to refresh the redactions view. The number of redactions in the document is displayed next to

—-—
—

the Redactions icon ( ).

When the document is displayed for redacting, it opens in the Redaction Viewer window in a new tab in
your browser. You can make changes to the redacted document while it is displayed in the Redaction
Viewer window. If you make changes to the redacted document, a confirmation message is displayed.

Close the Redaction Viewer window when you are finished working with the redacted document.
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Add Annotations

When you are reviewing a document in an envelope, you can add annotations to the document from the
annotations available above the Document Viewer pane.

Note: You must have “Reviewer” rights to use the Annotations feature.

Note: After you click an annotation, it remains available in the cursor so it can be applied multiple
times. To stop a specific annotation from being applied, click the annotation above the Document
Viewer again, or press ESC.

The following options are available:
Tr
* Insert Text icon ( —l )

« Draw a Line icon ( _l )
’.
» Draw Highlight icon ( J )

* Rotate Document icon ( J )

-
* Font Drop-Down icon ( -' ) to access font and line choices

Font

EEE

Bold Italic

Line

EEE

Figure 7.9 — Example of the Available Font and Line Options for Document Review

Add Stamps

You can add text or image stamps to a document you are reviewing.
Note: You must have “Reviewer” rights to apply stamps to a document.

You can access the available stamps from the stamps in the right pane. The stamps can be placed
anywhere on the document. You can also group the stamps as you are adding them, and move the group
to another location on the document as needed.

Note: After you click a stamp, it remains available in the cursor so it can be applied multiple times.
To stop a specific stamp from being applied, click the stamp in the Stamps panel again, or press
ESC.
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Add Stamps

Text Stamps

You can add a text stamp to the document you are reviewing. The stamps are listed by their name. You can
hover over the Information icons to view the text for the specified stamp.

STAMPS |
T L

All Dates
AllDates

Batch Efile
Fee

Batch Fees

Batch Party

Case
Number

Stamp

Current
Date &
Time

Date Stamp

Docket
Date

Hearing
DateTime

Figure 7.10 — Example of a “Case Number Stamp” Selected in the Text Stamps Pane

Image Stamps

You can add image stamps to the document you are reviewing. You can enlarge or reduce the size of the
stamp as needed.
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STAMPS

T L

£

Basiclmage

£

Basiclmage-old

P

Signaturelmage-old

Supreme Court Seal

AN

test image

Figure 7.11 — Example of a “Supreme Court Seal” Stamp in the Image Stamps Pane
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8 Document Viewer 2

Topics covered in this chapter

4 General Menu Functions

¢ Menu Icon Options

¢ Document Viewer Icons and Options

4 Reviewer Comments
+ Reviewer Actions

Document Viewer 2 is now available for courts in which it has been configured. Viewer 2 provides

expanded options for reviewers when they are working with documents. Viewer 2 offers more capability for
applying text and image stamps. Reviewers can create and use colors, fonts, and font sizes for comments

during a review session.

Note: After your court has been configured to use Viewer 2, you can no longer use Viewer 1.

Envelope #235114

Submitted 06/08/2024 4:52 PM CDT

il

Case
Location
OFS QA 2022 - Court at Law 1

Category
Civil

L@

Case Type
Breach Of Contract
Judge

System Assigned

0

4

Filings 1 Filing(s)
Abstract Of Judgment

Status
Under Review

Filing Type
EFileAndServe

s

Filing Description
REV-2716 Test Automation

Associated Parties:
Jane Q Smith

Filing Components

Component Lead Document (Lead)
Security Public (G)

case>

Abstract Of Judgment REV-2716 Test Document.pdf

= D @ 2%y O @
A E OT &

THIS IS ONLY A SAMPLE OF A C
PURPOSES ONLY. ANYONE SEJ

=B
o & O View Annotate

B A A [/

~  Download

s 7

Location: <<CassLocation>>
Filer Name: Automation Tyiertest
<<Name>>

Shapes

e

Reviemer Nams:
NT. TP TS INTENDED FOR [LLUSTRATIVE
0 FILE AND SERVE A SUMMONS AND

COMPLAINT MUST DRAFT HIS OR HER OWN COMPLAINT USING THE FACTS OF
HISOR HER OWN CASE AND THE RELEVANT LAW.

Index Mo, 2004-0130

compLaTNT

dus upen delivery of

agresd to bulld the submarine in

é

ACTIONS
o Aceept
X Reject
« Return
© Submission Fai
» Forward
2, Manua

 ErdReview

STAMPS
T L

1 Aooept

AC Test -
Child Node
Stamp

All Dates
AllDates
Batch Efile
Fee

Batch Fees
Batch Party
CAG-File
NEW
CAGFile
Supreme
Court File
Stamp
Case
Number
stamp

Figure 8.1 — Example of a Document Displayed in Viewer 2

Some icons in the Document Viewer are available to use any time a document is displayed. Another set of
icons becomes available after the reviewer clicks a particular button.

When the Document Viewer opens, the document under review is displayed, along with the basic viewer

panel of icons and options. After you click some of the icons or buttons, other panels or options are

displayed.
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Abstract Of Judgment REV-2420 Test Document.pdf ¥  Download E E

= O @ 2%y @ @ s & i View Annotate Shapes Q

g

Figure 8.2 — Example of a Basic Viewer Panel

The buttons on the left side of the basic viewer panel are used for general functions that you can perform.

The following buttons are displayed in the basic viewer panel at all times, but the Annotate and Shapes
buttons require you to click them to reveal more options:

» View—Default option when the Document Reviewer opens.

* Annotate—Opens a row of annotation options that allow the reviewer to apply styling, shapes,
fonts, highlights, and colors directly to the document under review.

» Shapes—Opens a row of shape options that allow the reviewer to apply more shapes and
highlights directly to the document under review.

General Menu Functions

The buttons on the left side of the basic viewer panel are used to perform general Document Viewer
functions such as choosing your document viewing options. These buttons are displayed at all times.

The following are descriptions of the general menu functions:

e Click to display a drop-down list of the Menu icon options.

* Click J to open or hide a panel of Thumbnail views of the document in the viewer.
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General Menu Functions

949 v

1]
8
=

Amaat G

Figure 8.3 — Example of a Thumbnail View of the Document in the Viewer

e Click J to view options for page controls.

@ uxy O @
Page Transition Code: =<0

H Continuous Page

[y Pagebypage
Page Layout

D Single Page

MM Double Page

0 Cover Facing Page

Compare pages

rAa
L g Enter Full Screen

Figure 8.4 — Example of a Page Controls Drop-Down List

833 v
» Click to view zoom options.
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83% v @ {-BI

=~ 7 Fittowidth

_/" Fit to page

10%
25%
50%
100%
125%
150%
200%
400%
500%
1600%

S40050

k]

t.q Marguee Zoom

Figure 8.5 — Example of a Zoom Drop-Down List

Menu lcon Options

You can access the Menu icon options from the basic viewer panel.

To access the Menu icon options:

1. From the viewer panel, click
A drop-down list of Menu icon options is displayed.

[Eﬂ Save As

@ Print

@ Settings

Figure 8.6 — Drop-Down List of Menu Icon Options

2. Select Save As to save the document that is under review. The Save As window is displayed.
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Menu Icon Options

Save As X

General

File Name 221939

File Type PDF (".pdf) A

Page Range

0 al (O Current Page

() Specify Page

Properties

Include Annotations Include Comments

Figure 8.7 — Example of a Save As Window

3. Complete the required fields, and then click .

4. Select Print to print the document that is under review.

The Print Settings window is displayed.
Print Settings X

Pages to print:

O au
Current Page
Current View
Specify Pages
Include comments

Include annotations

Print Quality:
Mormal

Total: & pages

‘Watermark

Figure 8.8 — Example of a Print Settings Window

5. Complete the required fields, and then click m
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Settings Options

To select the Settings options:

1. Click Settings to select the window settings for the Document Viewer.

The Settings window is displayed. The default option is General.

Settings

General
Keyboard Shortcut

Advanced Setting

Language

English

Theme

Figure 8.9 — Example of a Settings Window—General

2. Select the language that you want to view during your document review. Also, select Light mode or
Dark mode. Then, close the window.

3. In the Settings window, click Keyboard Shortcut.

The keyboard shortcuts are displayed.

Settings

General
Keyboard Shorteut

Advanced Setting

Command

CTRL + SHIFT + =

CTRL + SHIFT + -

CTRL + C

CTRL + F

Description

Rotate the document clackwise

Rotate the document counterclockwise

Copy selected text or annotations
Paste text or annotations

Undo an annotation change

Redo 2n annotation changs

Open the file picker

Open the search overlay

Action

EREREERER

&

Figure 8.10 — Example of a Settings Window—Keyboard Shortcuts

done.

5. In the Settings window, click Advanced Setting.

The options for advanced settings are displayed.

You can edit the commands for the keyboard shortcuts if you want. Close the window when you are
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Document Viewer Icons and Options

Settings X

General Viewing

Keyboard Shorteut Disable Fade Page Navigation Component

Advanced Setting Always keep the Page Navigation Compenent on screen. Default behaviour is to fade it after certain period
of inactivity.

Disable Native Scrolling o©

Disable native mobile device scrolling behavior if it had previously been enabled. Note that native mabile
device scrolling behavior is off by default.

Annotations

Disable Tool Default Style Update From Annotation Popup

Disables syncing of annatation style updates to the associated tool that created the annotation. Soif an
annotation's style is changed the tool default styleswill not be updated.

Ligigs Pans]
Figure 8.11 — Example of a Settings Window—Advanced Settings

6. Enable or disable the settings that you want to use for viewing your document. Then, close the window
when you are done.

Document Viewer lcons and Options

The icons available in Viewer 2 are described in the following sections.

General Icons, Buttons, and Links

Note: The screen shots of the icons in the following table are examples. Some of the icons can be
set to a different color than the color that is shown. The icons are available at all times when the
Document Viewer is displayed.

Icons Description

Acknnwledgementl View the filing code for the envelope that you are reviewing.

Note: The example shows just one possible filing code.
Note that various filing codes can be configured in your
application.

InitialFiling one QA1-SOAPtestpdf = I dSelec(tj the dl_oct:ument to review from the document selector
rop-down list.

Click the Download link to download the original document.
Download

Click the Redaction icon to open the redacted document in the
Redaction Viewer window.

Click the Refresh Redaction icon to refresh the redactions.

Click the Process Notes icon to add a process note or to view
process notes that were previously added.

@ < | |

Note: This icon is a toggle that opens or closes the
Process Notes pane. An asterisk indicates that a process
note has been added to the document.
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Icons Description

=

Click the icon to open a drop-down list of menu options that
you can set while working in the viewer.

0]

Click the icon to open a panel of Thumbnail views of the
document in the viewer.

Note: This icon is a toggle that opens or hides the panel.

Note: A similar option is available with Viewer 1.

@

Click the icon to open a drop-down list for page options for
page transition and page layout.

Note: A similar option is available with Viewer 1.

BS%VI

Click the icon to open a drop-down list for zoom options.

Note: A similar option is available with Viewer 1.

0

Click the icon to zoom out and reduce the size of the document
that is displayed.

Note: A similar option is available with Viewer 1.

©

Click the icon to zoom in and enlarge the size of the document
that is displayed.

Note: A similar option is available with Viewer 1.

12

Click the icon to rotate the page 90 degrees in a clockwise
direction. Click the icon again to continue to rotate the
document. Each click rotates the page 90 degrees in a
clockwise direction.

&

Click the icon to pan the document when you are zoomed in
and need to view the rest of the document.

r=1

Click the icon to select auto added and manually added
stamps and notations.

View

Click the button to view the document.

Note: This button is enabled by default when the
Document Viewer opens.

Annotate

i

Click the button to access the icons available on the Annotate
panel.

Ln
L

apes

Click the button to access the icons available on the Shapes
panel.

Click the icon to open the Search panel to search the
document for a specified word.

CE

Click the icon to open the Comments panel.

Note: This icon is a toggle that opens or hides the panel.
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Icons Description

Note: The comments that are added in the Comments
panel are different from Process Notes.

Click the icon to display the status options for a comment in the
Comments panel.

12

Note: The comments that are added in the Comments
panel are different from Process Notes.

Click the icon to open an action menu for the status that was

“ applied to a comment in the Comments panel.

H

Note: The comments that are added in the Comments
panel are different from Process Notes.

Click the icon to filter the comments in the Comments panel.

Note: The comments that are added in the Comments
panel are different from Process Notes.

Click the icon to open the comment card in the Comments
panel for the manual stamps, auto stamps, and annotations
that you applied to the document under review.

G

Click the icon to rotate the image that you applied to the
document under review.

(G
N

Click the icon to group two or more annotations that you
applied to the document under review.

(]

. Click the icon to ungroup two or more annotations that you
ﬁJJ ' previously applied to the document under review and had
grouped.

Annotate Icons
When you click Annotate, the Annotate panel is displayed.

amm, == e f—

A Bl OT £ 8 A A / A. A A A I

Figure 8.12 — Example of an Annotate Panel

Icons Description

ﬂ Click the icon to underline a part of the document under review.

Note: You can select favorite colors for the underline from
the color palette. The favorite colors are displayed in the
Annotate panel.

Click the icon to apply a highlight to a part of the document
E'| l under review.

Note: You can select favorite colors for the highlight from
the color palette. The favorite colors are displayed in the
Annotate panel.
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Icons Description

0O I Click the icon to apply a rectangle to a part of the document.

Note: You can select favorite colors for the rectangle from
the color palette. The favorite colors are displayed in the
Annotate panel.

B Click the icon to apply free text to the document.

Note: You can select favorite colors for the free text from
the color palette. The favorite colors are displayed in the
Annotate panel.

Click the icon to apply a freehand highlight to a part of the
document.

3

Note: You can select favorite colors for the highlight from
the color palette. The favorite colors are displayed in the
Annotate panel.

Click the icon to apply a note to the document. Other reviewers
can see the notes that you apply if you save them.

AL

Note: You can select favorite colors for the note from the
color palette. The favorite colors are displayed in the
Annotate panel.

Click the icon to apply a squiggly underline to a part of the
document under review.

lﬁ

Note: You can select favorite colors for the squiggly from
the color palette. The favorite colors are displayed in the
Annotate panel.

Click the icon to strike out a part of the document under review.

L2

Note: You can select favorite colors for the strikeout from
the color palette. The favorite colors are displayed in the
Annotate panel.

Click the icon to apply a straight line to a part of the document
e ' under review.

Note: You can select favorite colors for the line from the
color palette. The favorite colors are displayed in the
Annotate panel.

Click the icon when the drop-down arrow is displayed to open
e the Annotate options window.

Note: The icon that is shown is an example. The drop-
down arrow may be displayed for many of the icons in the
Annotate options window. When the arrow is displayed for
an icon, you can open the Annotate options window for
that icon.
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Document Viewer Icons and Options

Icons Description

Click the icon, when available, to undo the previous action that
e I you just took.

Note: This action is available only during your current
review session. If you end your review and return to it at
another time, the Undo icon will not be available.

? Click the icon, when available, to redo the action that you just
l undid.

Note: This action is available only during your current
review session. If you end your review and return to it at
another time, the Redo icon will not be available.

>
| >

5 >

o
o0 0000
X EIOLX X |
o000

Custom

0@

Opacity

® | 1005

Figure 8.13 — Example of an Annotate Options Window

Shapes Icons
When you click Shapes, the Shapes panel is displayed.

O 2 » O O B-0 o % f

Figure 8.14 — Example of a Shapes Panel

Icons Description

0O I Click the icon to apply a rectangle to a part of the document.

Note: You can select favorite colors for the rectangle from
the color palette. The favorite colors are displayed in the
Shapes panel.

Click the icon to apply a freehand highlight to a part of the
ﬁ l document.

Note: You can select favorite colors for the highlight from
the color palette. The favorite colors are displayed in the
Shapes panel.
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Icons Description

Click the icon to apply a straight line to a part of the document
/ l under review.

Note: You can select favorite colors for the line from the
color palette. The favorite colors are displayed in the
Shapes panel.

Click the icon to apply an ellipsis to a part of the document
O ' under review.

Note: You can select favorite colors for the ellipsis from
the color palette. The favorite colors are displayed in the
Shapes panel.

Click the icon, when available, to undo the previous action that
© ' you just took.

Note: This action is available only during your current
review session. If you end your review and return to it at
another time, the Undo icon will not be available.

Click the icon, when available, to redo the action that you just

Q undid.

Note: This action is available only during your current
review session. If you end your review and return to it at
another time, the Redo icon will not be available.

Reviewer Comments

Viewer 2 provides many options for applying and controlling comments added by reviewers. You can also
apply text and images to the document, and then take actions on them after they are applied.

Reviewer comments are displayed on the right side of the Document Viewer. The Comments panel
includes comments that were added by the reviewers, as well as auto and manual text stamps and images
that were applied. You can search on both the reviewer comments and the stamp text.

To work with reviewer comments:

=
1. Click J to display the Comments panel.
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Comments (92)

Sort: | Position w

Page 1 l
T AvtoStamp
MoSO
T AvtoStamp
Filed In: << Caselocation==>
T AvtoStamp
Case #: <<CaseNumber=>
T AvtoStamp

CalendarCode:
<<CalendarCode>>

T AutoStamp

Filed On: 2/5/2024 3:09 P

T AutoStamp

Figure 8.15 — Example of the Comments Panel

2. Sort the order of the comments by date, status, author, type, or color.
Comments (114)

Sort: | Position W
Position
Created Date
Modified Date
Status
Author
Type

Color

Figure 8.16 — Example of a Comments Sort Drop-Down List

3. Click a specified comment to access more options regarding that comment.

Reviewer Comments
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SUT L

\& T AutoStamp

. <<Mame=>> gjpqy RevToolTest
ide e

Mary 28

12, 5-:18 PM

Figure 8.17 — Example of a Comments Panel

4. Click —' to display status options for the specified comment. You can select a status to apply.

" Accepted
C) rejected
[x) Cancelled
Completed
E:I Mone

(@] Marked

(] Unmarked

Figure 8.18 — Example of Status Options

EEE
5. Click —' to open an action menu for the status that was applied. You can edit the status, or you can
delete it.

Edit
Delets

Figure 8.19 — Status Action Menu

6. Click -' to filter the comments.
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Reviewer Actions

Comment by
Guest
g Include
Replies
Types
Ellipse Free Hand
Free Text Highlight
Line Mote
Rectangle Stamp
Strikeout Underline
Color
@ ®

Figure 8.20 — Example of Comments Filter Options

Reviewer Actions

After you add a text or an image to the document under review, you can take more actions on the item you
added.

Iﬁ‘@lﬁll

Figure 8.21 — Options for Text and Images Attached to Documents

To take actions on text or image stamps:

=l
1. Click to open the Comments panel.

el
2. Click to open the Text Style options.
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Fill

Text Stroke
Text Style

w 1Zpt
B I Y A
I
Colors

b

Figure 8.22 — Text Style Options

3. Click the arrow to display the available text color options. You can create custom colors and opacity.

Text Stroke Fill
Text Style ~
w 12pt hd
B I YU A

F oy o3
Colors ~
[ ] [
@eceoee
L X N N N N

c0o00

Custom
LN
Opacity

—_—t 100%

Figure 8.23 — Text Style and Colors Options

4. Click Stroke to open the Stroke options. You can create custom colors, opacity, and stroke.
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Reviewer Actions

Text Stroke Fill
[
o0 " 00 0O
X KN N N N
o000
Custom
@@
Dpacity
® 1005
Stroke
L ] Opt

Figure 8.24 — Stroke Options

5. Click Fill to open the Fill options. You can create custom colors for fill and opacity.

Text Stroke Fill

[ ]

o0 " 0000
0000000
XX X @)

Custom

L _JOR|

Opacity

® 1005

Figure 8.25 - Fill Options

6. Click —| to group two or more annotations that you applied to the document.

[

7. Click to ungroup two or more annotations that you previously had grouped.

8. Click J to delete the text or image from the document.
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9 Filing Actions

Topics covered in this chapter

¢ Accepting a Filing

¢ Accepting Multiple Filings

¢ Returning a Filing

¢ Returning Multiple Filings

¢ Rejecting a Filing

¢ Failing Submission of a Filing

¢ Forwarding an Envelope

¢ Manually Accepting a Filing

¢ Sending a Filing Back to the Filer
¢ Ending Review of an Envelope

¢ Deferring Review of an Envelope

When you are reviewing a filing, you can take action on that filing by using one of the options in the Actions
pane on the right side of the eFile & Serve Review Queue.

Note: Your site might include different filing actions from the ones shown in the following example.
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Filing Actions

ACTIONS

+" Accept
3¢ Return
€3 Ssubmission Fail
mp Forward
3 Manual Accept

ﬁ Defer

9 End Review
STAMPS

T L

All Dates
AllDates

Batch Efile
Fee

Batch Fees
Batch Party

Case
Number
Stamp

CookHearing
CookReturn

Current Date
& Time

Date Stamp

Docket Date

Figure 9.1 — Example of an Actions Pane

The following options are available:

» Accept—Accept the filing, and then type any relevant comments in the Accept Filing dialog box.

» Accept Multiple Filings—Accept multiple filings in an envelope, and then type any relevant
comments in the Accept Filing dialog box.

* Return—Return the filing, select a reason, and then type any relevant comments in the Return

Filing dialog box.

Note: The verbiage for this option is configured by Tyler. Your screen may differ from the

screen shots provided in this document.

* Return Multiple Filings—Return multiple filings, select a reason, and then type any relevant

comments in the Return Filing dialog box.

* Reject—Reject a filing, select a reason, and then type any relevant comments in the Reject Filing

dialog box.
« Submission Fail—Fail the envelope if a filing in the envelope is submission failed.

Note: This option is configured by Tyler and may not be available in your application.

* Forward—Forward the envelope to another queue that you have selected from the drop-down list

in the Forward Envelope dialog box.
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* Manual Accept—Manually accept a filing by typing the case number of the filing in the Case
Number field.

Note: This option is configured by Tyler and may not be available in your application.
» Send Back to Filer—Send a filing back to the filer.

Note: This option is configured by Tyler and may not be available in your application.
* End Review—End the review of the envelope; you can continue your review at another time.
» Defer—Defer the envelope for review on another date in the future.

Accepting a Filing
When you are reviewing a filing, you can accept it if you are satisfied with its contents.
To accept a filing:
1. In the Actions pane, click Accept.
The Accept Filing dialog box is displayed.
Accept Filing

Abstract Of Judgment: Test Filing
Case Number

Accept Filing Comments

e

]

Figure 9.2 — Example of an Accept Filing Dialog Box

2. Type the case number in the Case Number field, if applicable.

3. If applicable, type your comments in the Accept Filing Comments field.

4. When you are satisfied with the filing and your comments, click . Or, click " to close
the dialog box without accepting the filing.

Note: If you do not add a stamp to the PDF document you are reviewing, a message is displayed
in the Accept Filing dialog box indicating that no annotations were added to the document.
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Accept Filing
Abstract Of Judgment: REV-3012 Filing 1

No additional annotations were added/updated

Select multiple filings

Case Number

Accept Filing Comments

A
o=

Figure 9.3 — Example of an Accept Filing Dialog Box with the No Annotations Message Displayed

Accepting Multiple Filings

When you are reviewing an envelope that contains multiple filings, you can accept all of the filings in the

envelope.

To accept an envelope that contains multiple filings:

1. In the Actions pane, click Accept.

The Accept Filing dialog box is displayed.

Accept Filing
Abstract Of Judgment: Ul Automation-Do Not
Touch Mulitiple Document Test Filing

Select multiple filings
Case Number

Accept Filing Comments

P

Figure 9.4 — Example of an Accept Filing Dialog Box

2. To review and accept multiple filings, click

Another dialog box is displayed.

Select multiple filings I
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Accept Filing
Application
The lead document for each filing must be viewed

before the filing can be accepted or returned,rejected.
All selected filings will receive the same comment.

Return to current filing Hide Help

u @/ Acknowledgement
I:‘ @ Acquittal

H @/ Application

Case Number

Accept Filing Comments

~

o=

Figure 9.5 — Example of an Accept Filing Dialog Box for Multiple Filings

3. Select the filings that you want to review and accept.
4. If applicable, type the case number in the Case Number field.

5. If applicable, type your comments in the Accept Filing Comments field.

6. When you are satisfied with the filing and your comments, click .

Returning a Filing

When you are reviewing a filing, you can return the filing to the filer for correction and provide a reason for
the return.

Note: The terminology used in the Return Filing dialog box can be configured. Therefore, the dialog
box that is displayed in your application may differ from what is shown in the screen shots
provided in this section.

To return a filing:
1. In the Actions pane, click Return.

The Return Filing dialog box is displayed.
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Returning Multiple Filings

Return Filing
A Non-Docketed Event

Return Reason ¥
Select... -

Return Reason is Required.

Return Filing Comments

s

Figure 9.6 — Return Filing Dialog Box

2. From the Select drop-down list, select a reason for the return.

Note: You must select a reason for returning the filing.

3. If applicable, type any comments in the Return Filing Comments field.

4. When you are satisfied with the filing and your comments, click " . Or, click " to close

the dialog box without returning the filing.

Returning Multiple Filings

When you are reviewing multiple filings in an envelope, you can return some or all of the filings.

Note: The terminology used in the Return Filing dialog box can be configured. Therefore, the dialog
box that is displayed in your application may differ from what is shown in the screen shots
provided in this section.

To return multiple filings in an envelope:
1. Inthe Actions pane, click Return.

The Return Filing dialog box is displayed.
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Return Filing

|

Select multiple filings

Return Reason *
Select... hd

Return Reason is Reguirad.

Return Filing Comments

e

Figure 9.7 — Example of a Return Filing Dialog Box

Select multiple filings '
2. To review and return multiple filings, click .

Another dialog box is displayed.

Return Filing |

The lead document for each filing must be viewed
before the filing can be accepted or returned/rejected.
All selected filings will recaive the same comment.

Return to current filing Hide Help

|:| @ Acknowledgement
I:‘ @ Acquittal

H oX Application

Return Reason *

Select... -
Return Reason is Reguired.

Return Filing Comments

&

Figure 9.8 — Example of a Return Filing Dialog Box for Multiple Filings

3. Select the filings that you want to return.

4. From the Return Reason drop-down list, select a reason for returning the filings.
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5. If applicable, type your comments in the Return Filing Comments field.

6. When you are ready, click w .

Rejecting a Filing
When you are reviewing a filing, you can reject the filing and provide a reason for the rejection.
To reject a filing:
1. Inthe Actions pane, click Reject.
The Reject Filing dialog box is displayed.
Reject Filing

Abstract Of Judgment: Test Filing

Reject Reason *
Select... v

Reject Reason is Required.

Reject Filing Comments

&

Figure 9.9 — Reject Filing Dialog Box

2. From the Select drop-down list, select a reason for the rejection.

Select... 4
Cleaning up the queue

[File failed virus scan

Filing into Incorrect Court
Invalid or Incorrect Document
Odyssey Bug

OFS Bug

Payment failed or was not provided

Figure 9.10 — Example of a Reject Reason Drop-Down List

Note: You must select a reason for rejecting the filing.
3. If applicable, type any comments in the Reject Filing Comments field.

=
4. When you are satisfied with the filing and your comments, click *. Or, click " toclose
the dialog box without rejecting the filing.
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Failing Submission of a Filing

If any filing in an envelope is submission failed, the entire envelope is failed.

Note: This feature is configured by Tyler and may not be available in your application.

To fail submission of a filing:
1. In the Actions pane, click Submission Fail.

The Fail Submission dialog box is displayed.

Fail Submission
Abstract Of Judgment

Fail Submission Reason *
Select... v

Fail Submission Reason is Required.

Fail Submission Comments

e

FAIL SUBMISSION

Figure 9.11 — Example of a Fail Submission Dialog Box—Blank

2. From the drop-down list, select the reason for failing the submission.
Note: The reason for failing the submission is required.

Select... b

Cleaning up the queue
File failed virus scan
Filing into Incorrect Court

Invalid or Incorrect Document

Payment failed or was not provided

Figure 9.12 — Example of a Drop-Down List

3. If applicable, type any comments in the Fail Submission Comments field.
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Fail Submission
Abstract Of Judgment

Fail Submission Reason *
File failed virus scan -

Fail Submission Comments

e
FAIL SUBMISSION

Figure 9.13 — Example of a Fail Submission Dialog Box—Fail Submission Reason Selected

o
4. Click . Or, click to close the dialog box without failing the submission.

Forwarding an Envelope

When you are reviewing an envelope, you can forward it to another reviewer.

Note: This feature is configured by Tyler and may not be available in your application.
To forward the envelope:
1. Inthe Actions pane, click Forward.

The Forward Envelope dialog box is displayed.

Forward Envelope

Forward Queue *
Select.. -

Forward Queue is Required.

Figure 9.14 — Forward Envelope Dialog Box

2. From the Forward Queue drop-down list, select a queue to which to forward the envelope.

Note: You must select a queue to which to forward the envelope containing the filing.

o
3. Click . Or, click to close the dialog box without forwarding the envelope.
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Manually Accepting a Filing
You can manually accept a filing if you know the case number for the filing.
Note: This feature is configured by Tyler and may not be available in your application.
To manually accept a filing:
1. In the Actions pane, click Manual Accept.
The Manual Accept dialog box is displayed.
Manual Accept

Abstract Of Judgment: Test Filing
Case Number *

Case Mumber is Required.

Lo | rer |

Figure 9.15 — Example of a Manual Accept Dialog Box—Blank

2. Type the case number in the Case Number field.

Note: This is a required field and must be populated here or in the Case pane.

Manual Accept

Abstract Of Judgment: Test Filing
Case Number *

456

Figure 9.16 — Example of a Manual Accept Dialog Box with the Case Number Added

o
3. Click . Or, click to close the dialog box without accepting the filing.

Sending a Filing Back to the Filer

When you are reviewing a filing, you can send it back to the filer.

To send a filing back to the filer:
1. Inthe Actions pane, click Send Back to Filer.

The Send Back to Filer dialog box is displayed.
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Ending Review of an Envelope

Send Back to Filer

Order: Order for New Hearing
Comments

P

m SEND BACK

Figure 9.17 — Send Back to Filer Dialog Box

2. If applicable, type any comments in the Comments field.

3. When you are satisfied with your comments, click . Or, click " to close the dialog

box without sending back the filing.

Ending Review of an Envelope

You can end the review of an envelope that you plan to review at another time.
To end the review of an envelope:

1. Inthe Actions pane, click End Review.

The envelope is saved in its current state, and then the Review Queue page is displayed. The filing
status of the envelope changes to “Under Review,” and the envelope is displayed as being unlocked.

Deferring Review of an Envelope

You can defer the review of an envelope to another date in the future.
Note: This feature is configured by Tyler and may not be available in your application.
To defer the review of an envelope:

1. On the Review Queue page, select the envelope to be deferred.

2. From the Actions pane on the right side, click Defer.

The Defer Envelope window is displayed.
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Defer Envelope

Deferred Date

ED

Figure 9.18 — Defer Envelope Window

3. Type the date you want the envelope deferred to, or click

Defer Envelope

Deferred Date
el
06/17/2021 222

Figure 9.19 — Defer Envelope Window with a Date Selected

The review of the envelope is deferred to the date you selected.

to select a date from the calendar.
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1 0 Review History

Topics covered in this chapter

¢ Filter Filings in the Review History

¢ Viewing Envelope Details from the Review History Page

¢ Viewing Service Contacts from the Review History Page

¢ Viewing the Action History from the Review History Page

¢ Viewing Refunded and Voided Fees from the Review History Page
¢ Filing into a Case from the Review History Page

The Review History page displays the envelopes for the current reviewer that were previously accepted or
rejected.

Note: The default date range is 30 days prior to the current date.

= -5_' eFile & Serve Review Queue @ i @

Review History

Filters

Envelope #

Case #

Date Range

Filing Codes

Case Types

Locations

Reviewers

v

v

O Include Complete

) Auto-Refresh

Case # CC-22-2688 - Patty-2022.1.0.10117 Plaintiff-2022.1.0.10117v.Danny-2022.1.0.10117 Defendant-2022.1.0.10117 :
Envelope # 190228 Filed 08/01/2022 9:54 AM CDT by I on behalf of

Filing Status Filing Code Filing Description Date Reviewed Reviewer
Accepted By Court Apstract OF Judgment Filing1
Accepted By Court

Fiing 2

Case # CC-22-2687 - Patty-2022.1.0.10117 Plaintiff-2022.1.0.10117v.Danny-2022.1.0.10117 Defendant-2022.1.0.10117 *
Envelope # 190229 Filed 08/01/2022 9:54 AM CDT by on behalf of |

Filing Status Filing Code Filing Description Date Reviewed Reviewer

Accepted By Court Abstract OF Judgment Filing1 4:46 PA CDT

Accepted By Court 4:46 PR CDT

Filing 2

Case # CC-22-207 - John Smith, SR v.Jane Doe, MD

Envelope # 191987 Filed 09/21/2022 4:08 PM CDT by ™ J on behalf of

Filing Status Filing Code Filing Deseription Date Reviewed Reviewer

Accepted By Court Abstract Of Judgment Test Filing 09/21/2022 4:09 PM COT

Case # CC-22-206 - John Smith, SR v.Jane Doe, MD i
Envelope # 191986 Filed 09/21/2022 3:50 PM CDT by on behalf of

Filing Status Filing Code Filing Description Date Reviewed Reviewer

Accepted By Court Abstract Of Judgment Test Filing 09/21/2022 3:53 PM COT

Case # CC-22-2686 - John Smith, SR v.Jane Doe, MD :
Envelope # 191985 Filed 09/21/2022 3:43 PM CDT by I on behalf of ¥

Filing Status Filing Code Filing Description Date Reviewed Reviewer

Accepted By Court Abstract Of Judgment Test Filing 09/21/2022 3:47 PM COT

Figure 10.1 — Example of a Review History Page

The Review History page contains cards. Each card contains information about a case or an envelope that
you have reviewed.

Envelope cards contain the following information:

Envelope number

Date and time when the envelope was filed

Parties involved in the filing

Filing status, for example, accepted or rejected

Filing code

ESO-FS-200-4987 v.3 January 2025
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* Filing description
« Date on which the filing was reviewed
* Reviewer’s name

* On subsequent filings, the judge’s name (displayed in parentheses) after the judge has reviewed
the envelope

0 Case # CV-2022-025743 - Jane Doe vs John Smith (Mock Judge Code)

Envelope # 189630 Filed 07/13/2022 2:39 AM CDT by on behalf of

Filing Status Filing Code Filing Description Date Revie Reviewer

Accepted By Court Apstract Of Judgment UlAuto-SingleFilingSingleDocument 07/13/2022 11:56 AM

CoT

Figure 10.2 — Example of an Envelope Card with the Judge’s Name Displayed

Each card in the review history also includes a check box to the left of the case number. You can select this
check box to indicate that the review is complete. When you hover over the check box, the Is Complete?
tooltip is displayed. Select the check box after you finish reviewing the envelope if you want to indicate that
the review is complete.

Note: Court Administrators and Firm Administrators can select the check box for completed
envelopes that were reviewed by a user in their firm.

You can filter envelopes on the Review History page to view only the envelopes that you want to see. You
can create the filters that you want from the Filters pane. Select the Include Complete check box to filter
the envelopes for which the review is complete. This option allows you to easily remove the completed
envelopes from the Review History page. After you apply the filters that you want, you can export the list to
a Microsoft Excel spreadsheet.

At any time when the Review History page is displayed, select the Auto-Refresh check box to view a
current list of the envelopes on the page. When this check box is selected, the envelopes displayed on the
page refresh every five minutes. Any filters that you have selected are retained with each new refresh.
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Filter Filings in the Review History

You can filter filings in the review history so that only the filings you want to see are displayed.

Filters

Envelope # v
Case # ~
Date Range v
Filing Codes  «
Case Types ~
Locations ~

Reviewers v

O Include Complete

[ Auto-Refresh

o

Figure 10.3 — Example of a Filters Pane

You can filter filings by using one or more of the following options:

» Envelope number
« Case number

» Date range

» Filing codes

» Case types

* Locations

¢ Reviewers

Note: You must have “System Administrator” rights to view the Reviewers option in the

Filters pane.

If you want to see the envelopes for which the reviews are complete, select the Include Complete check

box. Then, click .

Note: You can use the Apply option to save your selected filters, reapply cleared filters, or clear the

selected filters.
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Save Filters

Re-Apply Filters

Clear Filters

Figure 10.4 — Apply Action Menu

Note: To clear all selected filters, click

Note: At any time when the Review History page is displayed, select the Auto-Refresh check box to
view a current list of the envelopes on the page. When this check box is selected, the envelopes
displayed on the page refresh every five minutes. Any filters that you have selected are retained
with each new refresh.

Filtering Review History Filings by the Envelope Number

If you know the envelope number for the filing in the review history that you want to view, you can search
for the specified envelope.

To search for a filing by the envelope number:
1. Signin to the eFile & Serve Review Queue.

The Review Queue page is displayed.
2. From the menu at the top left, click Review History.

The Review History page is displayed.
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= '-S:E-. eFile & Serve Review Queue

Review History

Filters
Envelope # ~ Envelope # 190228 Filed 08/01/2022 9:54 AM CDT by I on behalf of
Filing Status Filing Code Filing Description
Case ¥ Accepted By Court b ¢ 2eTest Filing1
Accepted By Court iling 2
Date Range v
Filing Codes v
Case Types v Envelope # 190229 Filed 08/01/2022 9:54 AM CDT by on behalf of |
Filing Status Filing Code Filing Description
Locations v Accepted By Court t
Accepted By Court
Reviewers v
[ Incluge Complete 0 Case # CC-22-207 - John Smith, SR v.Jane Doe, MD
O Auto-Refresh Envelope # 191987 Filed 09/21/2022 4:08 PM CDT by ™ on behalf of

Filing Status Filing Code Filing Description
APPLY - Accepted By Court Abstract Of Judgment Test Filing

O Case # CC-22-206 - John Smith, SR v.Jane Doe, MD

Envelope # 191986 Filed 09/21/2022 3:50 PM CDT by on behalf of
Filing Status Filing Code Filing Description
Accepted By Court Abstract Of Judgment Test Filing

o Case # CC-22-2686 - John Smith, SR v.Jane Doe, MD

Envelope # 191985 Filed 09/21/2022 3:43 PM CDT by I on behalf of &
Filing Status Filing Code Filing Description
Accepted By Court Abstract OF Judgment Test Filing

iewed
51 PM CDT

451 PM COT

Dat

Date Reviewed
446 FM COT
4:46 Ph CDT

Date Reviewed

09/21/2022 409 PM COT

Date Reviewed

09/21/2022 2:52 PM COT

wed
47 PM COT

Reviewer

Reviewer

Reviewer

Reviewer

Reviewer

@ =

o Case # CC-22-2687 - Patty-2022.1.0.10117 Plaintiff-2022.1.0.10117v.Danny-2022.1.0.10117 Defendant-2022.1.0.10117

f,vﬁt-

0 Case # CC-22-2688 - Patty-2022.1.0.10117 Plaintiff-2022.1.0.10117v.Danny-2022.1.0.10117 Defendant-2022.1.0.10117 :

Figure 10.5 — Example of a Review History Page

3. Inthe Filters pane, expand the Envelope # pane. Then, type the number of the envelope that you want

to view.

Filters

Envelope # ~

Case# w

Date Range ~

Filing Codes .,

Case Types W

Locations w

Reviewers w

Figure 10.6 — Envelope # Pane in the Filters Pane

4. If you want to see the envelopes for which the reviews are complete, select the Include Complete

check box. Then, click .

Note: You can use the Apply option to save your selected filters, reapply cleared filters, or clear

the selected filters.
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Save Filters

Re-Apply Filters

Clear Filters

Figure 10.7 — Apply Action Menu

The envelopes that you selected in your filter are displayed in the review history.

Note: To clear all selected filters, click

Filtering Review History Filings by the Case Number

If you know the case number for the filing in the review history that you want to view, you can search for the
specified case.

To search for a filing by the case number:
1. Signin to the eFile & Serve Review Queue.

The Review Queue page is displayed.

2. From the menu at the top left, click Review History.

The Review History page is displayed.

= -} eFile & Serve Review Queue o @
Review History
Filters .
o Case # CC-22-2688 - Patty-2022.1.0.10117 Plaintiff-2022.1.0.10117v.Danny-2022.1.0.10117 Defendant-2022.1.0.10117 *
Envelope # v Envelope # 190228 Filed 08/01/2022 9:54 AM CDT by I on behalf of
Filing Status Filing Code Filing Description Reviewer
Case# A Accepted By Court ¢ Judgment Test Filing1 PM CDT
Accepted By Court udgment Filing 2 a 451 PM CDT
Date Range v
pimacesss 0 Case # CC-22-2687 - Patty-2022.1.0.10117 Plaintiff-2022.1.0.10117v.Danny-2022.1.0.10117 Defendant-2022.1.0.10117 ¢
Case Types v Envelope # 190229 Filed 08/01/2022 9:54 AM CDT by on behalf of |
Filing Status Filing Code Filing Description Date Reviewed Reviewer
Locations v Accepted By Court udgment Filing1 446 FM COT
Accepted By Court udgment Filing 2 4:46 PR CDT
Reviewers v
O include Complete o Case # CC-22-207 - John Smith, SR v.Jane Doe, MD :
O Auto-Refresh Envelope # 191987 Filed 09/21/2022 4:08 PM CDT by W% on behalf of
Filing Status Filing € Filing Description Reviewer
Accepted By Court Abst Test Filing
O Case # CC-22-206 - John Smith, SR v.Jane Doe, MD i
Envelope # 191986 Filed 09/21/2022 3:50 PM CDT by on behalf of
Filing Status Filing Code Filing Description Date Reviewed Reviewer
Accepted By Court Abstract Of Judgment Test Filing 5
o Case # CC-22-2686 - John Smith, SR v.Jane Doe, MD i
Envelope # 191985 Filed 09/21/2022 3:43 PM CDT by ¥ on behalf of ¥
Filing Status Filing Code Filing Description Reviewer
Accepted By Court Apstr Test Filing

Figure 10.8 — Example of a Review History Page

3. Inthe Filters pane, expand the Case # pane. Then, type the number of the case that you want to view.
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Filters

Envelope # W

Case # ~

Date Range v

Filing Codes .,

Case Types v

Locations v

Reviewers v

Figure 10.9 — Case# Pane in the Filters Pane

4. If you want to see the cases for which the reviews are complete, select the Include Complete check

APPLY ~
box. Then, click .

Note: You can use the Apply option to save your selected filters, reapply cleared filters, or clear
the selected filters.

Save Filters

Re-Apply Filters

Clear Filters

Figure 10.10 — Apply Action Menu

The cases that you selected in your filter are displayed in the review history.

Note: To clear all selected filters, click

Filtering Review History Filings by Date Range

If you know the date range for the filing in the review history that you want to view, you can search for the
filing by that date range.

To search for a filing by the date range:
1. Signin to the eFile & Serve Review Queue.

The Review Queue page is displayed.
2. From the menu at the top left, click Review History.

The Review History page is displayed.
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= '-S:E-. eFile & Serve Review Queue

Review History

Filters
[m]
Envelope # v
Case # v
Date Range "
Filing Codes v
[m]
Case Types v
Locations v
Reviewers v
O Include Complete o
O Auto-Refresh
[w]
[m]

Case # CC-22-2688 - Patty-2022.1.0.10117 Plaintiff-2022.1.0.10117v.Danny-2022.1.0.10117 Defendant-2022.1.0.10117 *

Envelope # 190228 Filed 08/01/2022 9:54 AM CDT by ¥ on behalf of

Filing Status Filing Code Filing Description
Accepted By Court Abstr f FeeTest Filingl
Accepted By Court Faz ing 2

Case # CC-22-2687 - Patty-2022.1.0.10117 Plaintiff-2022.1.0.10117v.Danny-2022.1.0.10117 Defendant-2022.1.0.10117 *

Envelope # 190229 Filed 08/01/2022 9:54 AM CDT by on behalf of |

Filing Status Filing Code Filing Description
Accepted By Court ent

Accepted By Court

Case # CC-22-207 - John Smith, SR v.Jane Doe, MD

Envelope # 191987 Filed 09/21/2022 4:08 PM CDT by on behalf of
Filing Status Filing Code Filing Description
Accepted By Court Abstract OF Judgment Test Filing

Case # CC-22-206 - John Smith, SR v.Jane Doe, MD

Envelope # 191986 Filed 09/21/2022 3:50 PM CDT by on behalf of
Filing Status Filing Code Filing Description
Accepted By Court Abstract Of Judgment Test Filing

Case # CC-22-2686 - John Smith, SR v.Jane Doe, MD

Envelope # 191985 Filed 09/21/2022 3:43 PM CDT by I on behalf of &
Filing Status Filing Code Filing Description
Accepted By Court Abstract OF Judgment Test Filing

Date Reviewed

51 PM CDT

Date Reviewed
46 PM CDT
46 Ph CDT

Date Reviewed

09/21/2022 409 PM COT

Date Reviewed

53PM COT

09/21/2022

Date Reviewed

09/21/2022 3:47 PM COT

Reviewer

Reviewer

Reviewer

Reviewer

Reviewer

]
(2]

Figure 10.11 — Example of a Review History Page

3. Inthe Filters pane, in the Date Range pane, select the dates for which you want to view the filings.

Filters

Envelope # w

Case # w

Date Range i

Start Date ]
End Date ]

Filing Codes  «

Case Types ~

Locations ¥

Reviewers w

Figure 10.12 — Filters Pane with Date Range

4. Either click

, or type the dates in the Start Date and End Date fields.
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JUN2021 ~ < >

JUN

6 7 8 (9)10 11 12

| o | M

13 14 15 16 17 18 19

20 21 22 23 24 25 26

27 28 29 30

Figure 10.13 — Example of a Calendar

5. If you want to see the envelopes for which the reviews are complete, select the Include Complete

check box. Then, click r

Note: You can use the Apply option to save your selected filters, reapply cleared filters, or clear
the selected filters.

Save Filters

Re-Apply Filters

Clear Filters

Figure 10.14 — Apply Action Menu

The envelopes that you selected in your filter are displayed in the review history.

Note: To clear all selected filters, click

Filtering Review History Filings by Filing Codes
You can filter the filings that you want to view by the filing codes.
To filter filings by the filing code:

1. Signin to the eFile & Serve Review Queue.

The Review Queue page is displayed.
2. From the menu at the top left, click Review History.

The Review History page is displayed.
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= '-S:E-. eFile & Serve Review Queue

Review History

Filters
Envelope # ~ Envelope # 190228 Filed 08/01/2022 9:54 AM CDT by I on behalf of
Filing Status Filing Code Filing Description
Case ¥ Accepted By Court b ¢ 2eTest Filing1
Accepted By Court iling 2
Date Range v
Filing Codes v
Case Types v Envelope # 190229 Filed 08/01/2022 9:54 AM CDT by on behalf of |
Filing Status Filing Code Filing Description
Locations v Accepted By Court
Accepted By Court
Reviewers v
[ Incluge Complete 0 Case # CC-22-207 - John Smith, SR v.Jane Doe, MD
O Auto-Refresh Envelope # 191987 Filed 09/21/2022 4:08 PM CDT by ™8 on behalf of
Filing Status Filing Code Filing Description
Accepted By Court Abstract Of Judgment Test Filing

O Case # CC-22-206 - John Smith, SR v.Jane Doe, MD
Envelope # 191986 Filed 09/21/2022 3:50 PM CDT by on behalf of
Filing Status Filing Code
Accepted By Court

Filing Description
Abstract Of Judgment Test Filing

o Case # CC-22-2686 - John Smith, SR v.Jane Doe, MD
Envelope # 191985 Filed 09/21/2022 3:43 PM CDT by I on behalf of ¥
Filing Status Filing Code

Accepted By Court

Filing Description
Abstract OF Judgment Test Filing

Dat

iewed
51 PM CDT

451 PM COT

Date Reviewed
446 FM COT
4:46 Ph CDT

Date Reviewed

09/21/2022 409 PM COT

Date Reviewed

09/21/2022 2:52 PM COT

wed
47 PM COT

0 Case # CC-22-2688 - Patty-2022.1.0.10117 Plaintiff-2022.1.0.10117v.Danny-2022.1.0.10117 Defendant-2022.1.0.10117 :

Reviewer

o Case # CC-22-2687 - Patty-2022.1.0.10117 Plaintiff-2022.1.0.10117v.Danny-2022.1.0.10117 Defendant-2022.1.0.10117 i

Reviewer

Reviewer

Reviewer

Reviewer

OEEE@

Figure 10.15 — Example of a Review History Page

3. Inthe Filters pane, expand the Filing Codes pane. Then, to filter your search, type the first few letters of
the filing code that contains the filings that you want to view. Or, select the check box for the filing code

that contains the filings that you want to view.

Note: If you filter your search by typing the first few letters of the filing code you want, all of the
filing codes that match your search will be displayed. Then, select the check box for the filing

code that you want.
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Filters
Envelope # v
Case # ~

Date Range ~

Filing Codes ~ »

O statement w/
special behavior

O Proposed Order
(external)

O Additional
Conditions Of

Drahatinn
Case Types ~

Locations v

Reviewers v

Figure 10.16 — Filing Codes Pane in the Filters Pane

4. If you want to see the filing codes for which the reviews are complete, select the Include Complete

APPLY ~
check box. Then, click i

Note: You can use the Apply option to save your selected filters, reapply cleared filters, or clear
the selected filters.

Save Filters

Re-Apply Filters

Clear Filters

Figure 10.17 — Apply Action Menu

The filing codes that you selected in your filter are displayed in the review history.

Note: To clear all selected filters, click

Filtering Review History Filings by Case Types

If you know the case type or the case type category for the filing in the review history that you want to view,
you can search for it.

To search for a filing by the case type or case type category:
1. Signin to the eFile & Serve Review Queue.

The Review Queue page is displayed.

2. From the menu at the top left, click Review History.

The Review History page is displayed.
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= '-S:E-. eFile & Serve Review Queue

Review History

Filters
Envelope # ~ Envelope # 190228 Filed 08/01/2022 9:54 AM CDT by I on behalf of
Filing Status Filing Code Filing Description
Case ¥ Accepted By Court b ¢ 2eTest Filing1
Accepted By Court iling 2
Date Range v
Filing Codes v
Case Types v Envelope # 190229 Filed 08/01/2022 9:54 AM CDT by on behalf of |
Filing Status Filing Code Filing Description
Locations v Accepted By Court
Accepted By Court
Reviewers v
[ Incluge Complete 0 Case # CC-22-207 - John Smith, SR v.Jane Doe, MD
O Auto-Refresh Envelope # 191987 Filed 09/21/2022 4:08 PM CDT by ™8 on behalf of
Filing Status Filing Code Filing Description
Accepted By Court Abstract Of Judgment Test Filing

O Case # CC-22-206 - John Smith, SR v.Jane Doe, MD
Envelope # 191986 Filed 09/21/2022 3:50 PM CDT by on behalf of
Filing Status Filing Code
Accepted By Court

Filing Description
Abstract Of Judgment Test Filing

o Case # CC-22-2686 - John Smith, SR v.Jane Doe, MD

Envelope # 191985 Filed 09/21/2022 3:43 PM CDT by I on behalf of &

Filing Status Filing Code Filing Description

Accepted By Court Abstract OF Judgment Test Filing

Dat

iewed
51 PM CDT

451 PM COT

Date Reviewed
446 FM COT
4:46 Ph CDT

Date Reviewed

09/21/2022 409 PM COT

Date Reviewed

09/21/2022 2:52 PM COT

wed
47 PM COT

0 Case # CC-22-2688 - Patty-2022.1.0.10117 Plaintiff-2022.1.0.10117v.Danny-2022.1.0.10117 Defendant-2022.1.0.10117 :

Reviewer

o Case # CC-22-2687 - Patty-2022.1.0.10117 Plaintiff-2022.1.0.10117v.Danny-2022.1.0.10117 Defendant-2022.1.0.10117 i

Reviewer

Reviewer

Reviewer

Reviewer

OEEE@

Figure 10.18 — Example of a Review History Page

3. Inthe Filters pane, expand the Case Types pane. Then, to filter your search, type the first few letters of
the case type that contains the filings that you want to view. Or, select the check box for the case type

that contains the filings that you want to view.

Note: If you filter your search by typing the first few letters of the case type you want, all of the
case types that match your search will be displayed. You can then select the check box for the

case type that you want.
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Filters

Envelope # v
Case # ~
Date Range ~

Filing Codes  «

Case Types ~

O Adult Misdemearf]
O Appeal

O Appeal - Non Crimi
O Appellate Case

O Appellate Case

[N e

Locations ~

Reviewers ~

Figure 10.19 — Case Types Pane in the Filters Pane

4. If you want to see the case types for which the reviews are complete, select the Include Complete

check box. Then, click r

Note: You can use the Apply option to save your selected filters, reapply cleared filters, or clear
the selected filters.

Save Filters

Re-Apply Filters

Clear Filters

Figure 10.20 — Apply Action Menu

The case types that you selected in your filter are displayed in the review history.

Note: To clear all selected filters, click

Filtering Review History Filings by Locations

You can filter the filings that you want to view by the locations of the filings.
To filter filings by locations:

1. Signin to the eFile & Serve Review Queue.

The Review Queue page is displayed.

2. From the menu at the top left, click Review History.

The Review History page is displayed.
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= '-S:E-. eFile & Serve Review Queue

Review History

Filters
Envelope # ~ Envelope # 190228 Filed 08/01/2022 9:54 AM CDT by I on behalf of
Filing Status Filing Code Filing Description
Case ¥ Accepted By Court b ¢ 2eTest Filing1
Accepted By Court iling 2
Date Range v
Filing Codes v
Case Types v Envelope # 190229 Filed 08/01/2022 9:54 AM CDT by on behalf of |
Filing Status Filing Code Filing Description
Locations v Accepted By Court
Accepted By Court
Reviewers v
[ Incluge Complete 0 Case # CC-22-207 - John Smith, SR v.Jane Doe, MD
O Auto-Refresh Envelope # 191987 Filed 09/21/2022 4:08 PM CDT by ™8 on behalf of
Filing Status Filing Code Filing Description
Accepted By Court Abstract Of Judgment Test Filing

O Case # CC-22-206 - John Smith, SR v.Jane Doe, MD
Envelope # 191986 Filed 09/21/2022 3:50 PM CDT by on behalf of
Filing Status Filing Code
Accepted By Court

Filing Description
Abstract Of Judgment Test Filing

o Case # CC-22-2686 - John Smith, SR v.Jane Doe, MD

Envelope # 191985 Filed 09/21/2022 3:43 PM CDT by I on behalf of &

Filing Status Filing Code Filing Description

Accepted By Court Abstract OF Judgment Test Filing

Dat

iewed
51 PM CDT

451 PM COT

Date Reviewed
446 FM COT
4:46 Ph CDT

Date Reviewed

09/21/2022 409 PM COT

Date Reviewed

09/21/2022 2:52 PM COT

wed
47 PM COT

0 Case # CC-22-2688 - Patty-2022.1.0.10117 Plaintiff-2022.1.0.10117v.Danny-2022.1.0.10117 Defendant-2022.1.0.10117 :

Reviewer

o Case # CC-22-2687 - Patty-2022.1.0.10117 Plaintiff-2022.1.0.10117v.Danny-2022.1.0.10117 Defendant-2022.1.0.10117 i

Reviewer

Reviewer

Reviewer

Reviewer

OEEE@

Figure 10.21 — Example of a Review History Page

3. Inthe Filters pane, expand the Locations pane. Then, to filter your search, type the first few letters of
the location that contains the filings that you want to view. Or, select the check box for the location that

contains the filings that you want to view.

Note: If you filter your search by typing the first few letters of the location you want, all of the
locations that match your search will be displayed. Then, select the check box for the location

that you want.
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Filters

Envelope # v
Case # v
Date Range ~
FilingCodes  +

Case Types v

Locations ~

[JFile and Serve '

O Mock Review In
CMS

O Non-Filing Node

O OFS Criminal
(QAJUDCA)

Mara

Reviewers v

Figure 10.22 — Locations Pane in the Filters Pane

4. If you want to see the locations for which the reviews are complete, select the Include Complete check

box. Then, click .

Note: You can use the Apply option to save your selected filters, reapply cleared filters, or clear
the selected filters.

Save Filters

Re-Apply Filters

Clear Filters

Figure 10.23 — Apply Action Menu

The locations that you selected in your filter are displayed in the review history.

Note: To clear all selected filters, click

Filtering Review History Filings by Reviewers

You can filter the filings that you want to view by the reviewers who have reviewed the filings.
Note: You must have “System Administrator” rights to perform this procedure.

To filter filings by reviewers:

1. Signin to the eFile & Serve Review Queue.

The Review Queue page is displayed.
2. From the menu at the top left, click Review History.
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The Review History page is displayed.

= -5’,, eFile & Serve Review Queue

Review History

Filters
Envelope # ~ Envelope # 190228 Filed 08/01/2022 9:54 AM CDT by I an behalf of
Filing Status Filing Code Description
Case# v oetrace o dormen -
Accepted By Court Abstract Of Judgment Filing1
Accepted By Court bs
Date Range o
FiingCodes
Gase Types v Envelope # 190229 Filed 08/01/2022 9:54 AM CDT by on behalf of |
Filing Status Filing Code Filing Description
Locations v Accepted By Court Abstract Of Judgment Filing1
Accepted By Court Filng 2
Reviewers v
0 Include Complete 0 Case # CC-22-207 - John Smith, SR v.Jane Doe, MD
O Auto-Refrech Envelope # 191987 Filed 09/21/2022 4:08 PM CDT by "5 on behalf of
Filing Status Filing Code Filing Description

Accepted By Court Abstract OF Judgment st Filing

O Case # CC-22-206 - John Smith, SR v.Jane Doe, MD
Envelope # 191986 Filed 09/21/2022 3:50 PM CDT by on behalf of

Filing Status Filing Code
Accepted By Court

Filing Description
Apstract Of Judgment st Filing

0 Case # CC-22-2686 - John Smith, SR v.Jane Doe, MD
Envelope # 191985 Filed 09/21/2022 3:43 PM CDT by I

Filing Status Filing Code
Accepted By Court

on behalf of ¥

Filing Description
Abstract Of Judgment Test Filing

Date Reviewed
4:46 PR CDT

4:46 PA CDT

Date Reviewed
022 409 PM COT

Date Reviewed

09/21/2022 3:53 FM COT

Date Reviewed

2 .47 PM COT

o Case # CC-22-2688 - Patty-2022.1.0.10117 Plaintiff-2022.1.0.10117v.Danny-2022.1.0.10117 Defendant-2022.1.0.10117 i

Reviewer

0 Case # CC-22-2687 - Patty-2022.1.0.10117 Plaintiff-2022.1.0.10117v.Danny-2022.1.0.10117 Defendant-2022.1.0.10117 i

Reviewer

Reviewer

Reviewer

Reviewer

®
o

Figure 10.24 — Example of a Review History Page

3. Inthe Filters pane, expand the Reviewers pane. Then, to filter your search, type the first few letters of
the name of the reviewer whose filings you want to view. Or, select the check box for the reviewer

Check All
whose filings you want to view. Click —' if you want to see the filings for all of the reviewers in

the list.

Note: By default, the Reviewers pane filters filings to the user who is currently signed in to the
eFile & Serve Review Queue. To add other reviewers, filter your search by typing the first few
letters of the name of the specified reviewer. All of the reviewers who match your search will be

displayed. Then, select the check box for the reviewer whom you want.
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Filters

Envelope # ~
Case # ~
Date Range ~
Filing Codes
Case Types [
Locations ~

Reviewers -~

Check All

O Clerk Admin '
O Bloom Berry

O Frank Biggs

O Blue Bird

O 1

O John Carpenter

Figure 10.25 — Reviewers Pane in the Filters Pane

4. If you want to see the filings that a specified reviewer has completed, select the Include Complete

check box. Then, click .

Note: You can use the Apply option to save your selected filters, reapply cleared filters, or clear
the selected filters.

Save Filters

Re-Apply Filters

Clear Filters

Figure 10.26 — Apply Action Menu

The filings for the reviewer whom you selected in your filter are displayed in the review history.

Note: To clear all selected filters, click
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Viewing Envelope Details from the Review History
Page
You can view the details of an envelope from the Review History page.
To view the envelope details:
1. On the Review History page, locate the card for which you want to view the envelope details.
L]
L]
L]

2. Click , and then click Envelope Details.

Envelope Details

Service Contacts

Action History

Refunded and Voided Fees

File into this Case

Figure 10.27 — Example of an Action Menu

The Envelope Detail page is displayed.

Case # CV-2024-029392 - Envelope # 236860 m

Case

Gase Number Descrption Locaton Gategory
CV-2024.029392 John Doe vs Jane Smith vs Jorn Public OFS ModkCMs cwi
CaseType stas. Filed Date.

Breach OF Contract Qpen 04/17/2024 1:09 AM COT

Lower Courugency Case# Judge
Mock Judge Code

Envelope

Sosme e [ Jr—

0711572008 245 P COT oris7a024 2.8 P COT 09715/2024 1199 A - 200 PMCOT

- sty

sndres

ingsosee Fimname i s

OFS EFSP Filing Interface and Assodiates 5101 Tennyson Parkway, Suite 5000
Planc, Teas 75024

[ — e FleToe

sraat337m0 etechcom

Existing Parties sPartes

Barey Tree Parsy Nams Lesd Aromsy
Plaintift Jonn W, Doe UA-Attorney Vaid
Defendant Jane Q Smith Jane QSmith

Defendant Jahn € Public

Filings 1Filing(s)
Motions
Sis Fiing Type Referance Number Filng Desertion
Under Review £Fie

Fing Comments Fiing Courtesy Copies Filing Preiminary Notfcatons Revien Date

Votion Type:
Motion Type - Metion

Documents
Componant Dozument Hams. Dsseription Sscurity Dowrlasd Version Dosument Siz=
Lead Document Redaction testpdf Motions Public (T) Orgira 42268

Figure 10.28 — Example of an Envelope Detail Page

3. Click - if you want to print the envelope details. Then, click to return to the Review

History page.
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Viewing Service Contacts from the Review History
Page

You can view the service contacts for a specified envelope from the Review History page.
To view the service contacts:

1. On the Review History page, locate the card for which you want to view the service contacts.
L]
L]
L]

2. Click , and then select Service Contacts from the menu.

Envelope Details

Service Contacts

Action History

Refunded and Voided Fees

File into this Case

Figure 10.29 — Example of an Action Menu

The Service Contacts window for the specified envelope is displayed.

Service Contacts - Envelope 179909

Smith, John Sr
Amyx, Octavio Sr
Adina Abadi Adina.Abadi@mailinator.com

Barager, Melissa Sr
Ahmed Abbas Ahmed.Abbas@mailinator.com

Berez, Janiece Sr
Adrianna Abar Adrianna.Abar@mailinator.com

Deacy, Gregorio Sr
Agripina Abatti Agripina.Abatti@mailinator.com

Demedeiros, Carolina Sr

Adriana Abalos Adriana.Abalos@mailinator.com
Doe, Jane MD
Adolph Abair Adolph.Abair@mailinater.com

Estronza, Soo Sr

Adam Aarant Adam.Aarant@mailinator.com

Floth, Morgan Sr
Adelia Aarsvold Adelia.Aarsvold@mailinator.com

Hartmann, Laquanda Sr
Adaline Aanerud Adaline.Aanerud@mailinator.com

Prev [l 2 Next

b [ coe |

Figure 10.30 — Example of a Service Contacts Window

3. If you want to take further action on a service contact that is displayed, click to the right of that
service contact.
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An action menu is displayed.

View Contact Details

Femove Contact

Figure 10.31 — Service Contact Action Menu

4. Click Remove Contact to remove the service contact from the envelope, or click View Contact Details
for more information about the specified service contact.

Service Contact Details

First Name Middle Name Last Name
Portland Oregon
Email Administrative Email(s) Firm Name
portlandoregon@tylertech.com

Phone Number

Country
United States of America

Address Line 1 Address Line 2
City State Zip Code

Make this contact also Public

Created By

Firm MName: Firm
Phone: phane

Address: 1

City, Texas 23323

Figure 10.32 — Example of a Service Contact Details Window

Viewing the Action History from the Review History
Page
You can view the action history for a specified envelope from the Review History page.
To view the action history:
1. On the Review History page, locate the card for which you want to view the action history.
.
L]
L]

2. Click , and then select Action History from the action menu.
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Envelope Details

Service Contacts

Action History

Refunded and Voided Fees

File into this Case

Figure 10.33 — Example of an Action Menu

The Envelope Action History window for the specified envelope is displayed.

Envelope Action History

Envelope #235102
-

User Action Filing Cod Date/Time Queue
Automation Tylertest Submitted 06/07/2024 9:52 PM CDT Automation Queue
Automation Tylertest Selected 06/07/2024 9:52 PM CDT Automation Queue
Automation Tylertest Selected 06/07/2024 9:52 PM CDT Automation Queue
Automation Tylertest Unlocked 06/07/2024 9:52 PM CDT
Automation Tylertest EndReview 06/07/2024 9:52 PM CDT

Selected 06/10/2024 2:32 PM CDT Queue

Selected 06/10/2024 2:32 PM CDT Jueue

Selected 06/10/2024 2:34 PM CDT Queue

Selected 06/10/2024 2:34 PM CDT Jueue

] SaveAnnotation-323951 06/10/2024 2:34 PM CDT
Unlacked 06/10/2024 2:34 PM CDT
EndReview 06/10/2024 2:34 PM CDT

wreni [ e o

Figure 10.34 — Example of an Envelope Action History Window

Note: The Audit Log button is disabled and reads “No Audit Log” in the Envelope Action History
window until information has been changed in the envelope during review.

For information about the audit log, refer to Audit Log, page 52.

Viewing Refunded and Voided Fees from the Review
History Page

You can view, add, or record refunded and voided fees for envelopes that have been accepted by the court
and have fees associated with them. You can take these actions on envelopes that are displayed on the
Review History page.

To view the refunded and voided fees:

1. Locate the envelope to which you want to add a refunded or voided fee record.
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Note: The envelope must already have been accepted by the court, and the payment type must
not be a waiver.

2. Click , and then select Refunded and Voided Fees from the action menu.

Envelope Details

Service Contacts

Action History

Refunded and Voided Fees

File into this Case

Figure 10.35 — Example of an Action Menu

The Refunded and Voided Fees dialog box is displayed.

Refunded and Voided Fees

Envelope # 193422
Refund Date *
e
-]
Refund Date is
Required.

Amount Refunded *

Required

Refund Reason *
Select... -

Refund Reascn is Required.

Refund Comments

i

Figure 10.36 — Example of a Refunded and Voided Fees Dialog Box

3. Type a date in the Refund Date field, or select a date from the calendar.
4. Type the amount to be refunded in the Amount Refunded field.
5. Select the reason for the refund or void from the Refund Reason drop-down list.

Refund Reason *
Select.. -

Capture on Reject
Fees failed transmission to CMS

Mail Service Error

Figure 10.37 — Example of a Refund Reason Drop-Down List

6. If you have any comments to add, type them in the Refund Comments field.
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7. Click Save.

Refunded and Voided Fees |

Refund Date *
=3
01/21/2023 2]

Amount Refunded *
10.00

Refund Reason *
Mail Service Error -

Refund Comments

Refund expected scon.

P

Figure 10.38 — Example of a Refunded and Voided Fees Dialog Box with Information Added

Note: You can only enter information in the Refunded and Voided Fees dialog box. The

information that you enter in the dialog box does not affect the fees that are attached to the
envelope.
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Filing into a Case from the Review History Page

You can file into a case from the Review History page.

Note: The case that you file into must be an existing case in the eFile & Serve application.

To file into a case from the Review History page:

1.

Click , and then click File into this Case.

Envelope Details

Service Contacts

Action History

Refunded and Voided Fees

File into this Case

Figure 10.39 — Example of an Action Menu

The Landing page of the eFile & Serve application is displayed in a separate tab in your browser.

Note: You must sign in to eFile & Serve to file in to the specified case.

. Signin to eFile & Serve with your credentials.

The application opens on the Case Information page of the specified case.
Complete the required fields on each page of the case filing, as applicable.

4. Return to the eFile & Serve Review Queue when you are done.

174

January 2025

ESO-FS-200-4987 v.3



1 1 Envelope Lookup

Topics covered in this chapter

¢ Viewing Envelope Details from the Envelope Lookup Page
¢ Viewing Service Contacts from the Envelope Lookup Page
¢ Viewing the Action History from the Envelope Lookup Page
¢ Viewing Refunded and Voided Fees from the Envelope Lookup Page

The Envelope Lookup page displays all of the envelopes that have been processed in the eFile & Serve
Review Queue, based on the filter that you select. The envelope information is displayed on cards.

= -5: eFile & Serve Review Queue 0 = ’3“
Envelope Lookup
Filters.
® ni Envelope # 192107
ilings
Envelope # 192107 Filed 09/26/2022 4:32 PM CDT by Lauren Groswald on behalf of Tim Andrews
(0) My Firmis Filings Filing Status Filing Code Filing Description Date Reviewed Reviewer
Submitted Complaint for Repossession of Rent Landlord / Tenant Case Filing
() My Filings Only
Envelope # v
Case # CC-22-214 -
Case# ~ Envelope # 192106 Filed 09/26/2022 4:15 PM CDT by on behalf of
Filing Status Filing Code Filing Description Date Reviewed Reviewer
Date Range ~v Accepted By Court Citation wy Docket Servica 09/26/2022 423 PM COT
Status v
Envelope # 192105
Locations v
Envelope # 192105 Filed 09/26/2022 3:14 PM CDT by on behalf of
Filing Status Filing Code Filing Descripti Date Reviewed Reviewer
Under Review Proposed Order Anna Doc test Alv 202293753
Envelope # 192104
Envelope # 192104 Filed 09/26/2022 3:11 PM CDT by on behalf of
Filing Status Filing Code Filing Description Date Reviewed Reviewer
Under Review Proposed Order Anna Doc test on QAT v 202293753
Envelope # 192103
Envelope # 192103 Filed 09/26/2022 3:11 PM CDT by on behalf of
Filing Status Filing Code Date Reviewed Reviewer
Under Review Proposed Order
ems perpage: 25w 2501611 > ol
Envelope # 192102 —

Figure 11.1 — Example of an Envelope Lookup Page

Envelopes for proposed orders also include the judge’s name on the card (displayed in parentheses).

Case # 225C001708 - Baker vs. Meade (Cooper, Randall) :
Envelope # 321298 Filed 06/28/2022 4:41 PM CDT by Brian Harvey on behalf of Wendy Mory Aach

Filing Status Filing Code Filing Description Date Reviewed Reviewer

Under Review

Figure 11.2 — Example of an Envelope Card with the Judge’s Name Displayed

All envelopes are displayed by date with the most recent envelopes displayed first. However, you can filter
the envelopes to display all filings, only your firm’s filings, or only your own filings.

Note: The default date range is 60 days. Type a specific date range if you want to change the default
value.

You can also filter the filings by using one or more of the following filters:
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* Envelope number
« Case number

* Date range

» Status of the filing
* Locations

The status filter lists the status of filings in the Envelope Lookup list.

After you apply the filters that you want, you can export the list to a Microsoft Excel spreadsheet.

Viewing Envelope Details from the Envelope Lookup
Page
You can view the details of an envelope from the Envelope Lookup page.
To view the envelope details:
1. On the Envelope Lookup page, locate the card for which you want to view the envelope details.
L]
L]
L]
2. Click , and then click Envelope Details from the action menu.
Envelope Details
Service Contacts

Action History

Refunded and Voided Fees

Figure 11.3 — Example of an Action Menu

The Envelope Detail page is displayed.

176 January 2025 ESO-FS-200-4987 v.3



Viewing Service Contacts from the Envelope Lookup Page

Case # CV-2024-029392 - Envelope # 236860 m

Case

Caze Number

Daserstion Leeaton
Jahn Doe vs Jane Smith vs John Public OFS ModkCMS

CazeType St Fied Datz

Breach OF Contract Open 04/17/2024 1:09 AM COT

Lower Courtlhgency Caze #

Mock Judge Code

Envelope
. Dostet e Hearog Date

0741572024 245 PM COT 0771572024 248 PM COT 077152024 1100 AM - 1200 PM COT

f— ety

Ancrea

Fing Souce Femame Fim s

0 59 Fing Imtertce and Assodistes 5101 Tennyson ey, Sute 5000

1ano, Teias 75024

Firm Phone Fier Emal FilerType
972-913.3770 tylertech.com

Existing Parties 3 Parties

Pty Type Farey Name Lesg amomey
Plaintiif John W, Doe Ua-Attarney Vaid
Defendant Jane Q smitn Jzne QSmith

Defercant Jorn C Public

Filings 1Fiings)
Motions
sas Fung Ty [—— g Deseion
Under Review erie
Firg Commerss g Caurasy Copes il Prtninay Notfasions Revan Dt
o Type
Mation Type - Mation
Documents
Companen Oocumert ame Descrption seay Douriosd verson P

Lead Document Redaction test.pof Motions suslic (7] oigins 260

Figure 11.4 — Example of an Envelope Detail Page

3. Click - if you want to print the envelope details. Then, click to return to the Review

History page.

Viewing Service Contacts from the Envelope Lookup
Page
You can view the service contacts for a specified envelope from the Envelope Lookup page.
To view the service contacts for a specified envelope:
1. On the Envelope Lookup page, locate the card for which you want to view the service contacts.
L]
L ]
L]
2. Click , and then select Service Contacts from the action menu.
Envelope Details
Service Contacts

Action History

Refunded and Voided Fees

Figure 11.5 — Example of an Action Menu

The Service Contacts window for the specified envelope is displayed.
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Service Contacts - Envelope 179909

Smith, John Sr
Amyx, Octavio Sr
Adina Abadi Adina.Abadi@mailinater.com

Barager, Melissa Sr
Ahmed Abbas Ahmed.Abbas@mailinator.com

Berez, Janiece Sr

Adrianna Abar Adrianna.Abar@mailinator.com

Deacy, Gregorio Sr

Agripina Abatti Agripina.Abatti@mailinator.com
Demedeiros, Carolina Sr

Adriana Abalos Adriana.Abalos@mailinator.com
Doe, Jane MD

Adolph Abair Adalph.Abair@mailinator.com

Estronza, Soo Sr

Adam Aarant Adam.Aarant@mailinator.com

Floth, Morgan Sr
Adelia Azrsvold Adelia.Aarsvold@mailinator.com

Hartmann, Laquanda Sr
Adaline Aznerud Adaline.Aanerud@mailinator.com

prev [l 2 Next

s [ coee |

Figure 11.6 — Example of a Service Contacts Window

3. If you want to take further action on a service contact that is displayed, click to the right of that
service contact.

An action menu is displayed.

View Contact Details

Remove Contact

Figure 11.7 — Example of a Service Contact Action Menu

4. Click Remove Contact to remove the service contact from the envelope, or click View Contact Details
for more information about the specified service contact.
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Service Contact Details

First Name Middle Name Last Name
Portland Oregon
Email Administrative Email(s) Firm Name
portlandoregon@tylertech.com

Phone Number

Country
United States of America

Address Line 1 Address Line 2

City State Zip Code

Make this contact also Public

Created By

Firm Mame: Firm
Phone: phone
Address: 1

City, Texas 23323

Figure 11.8 — Example of a Service Contact Details Window

Viewing the Action History from the Envelope Lookup
Page
You can view the action history for a specified envelope from the Envelope Lookup page.
To view the action history for a specified envelope:
1. On the Envelope Lookup page, locate the card for which you want to view the action history.
L]
L]
L]

2. Click , and then select Action History from the action menu.

Envelope Details
Service Contacts
Action History

Refunded and Voided Fees

Figure 11.9 — Example of an Action Menu

The Envelope Action History window for the specified envelope is displayed.
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Automaticn Tylertest

Automation Tylertest

Automation Tylertest

Automation Tylertest

Automation Tylertest

Envelope Action History

Action

Submitted

Selected

Selected

Unlocked

EndReview

Selected

Selected

Selected

Selected

SaveAnnotation-323951

Unlocked

EndReview

Filing Code

Date/Time

06/07/2024 9:52 PM CDT

06/07/2024 9:52 PM CDT

06/07/2024 9:52 PM CDT

06/07/2024 9:52 PM CDT

06/07/2024 9:52 PM CDT

06/10/2024 2:32 PM CDT

06/10/2024 2:32 PM CDT

06/10/2024 2:34 PM CDT

06/10/2024 2:34 PM CDT

06/10/2024 2:34 PM CDT

06/10/2024 2:34 PM CDT

06/10/2024 2:34 PM CDT

e

Queue

Automation Queue

Automation Queue

Automation Queue

 Queue

W lueue

© Queue

Queue

Figure 11.10 — Example of an Envelope Action History Window

Note: The Audit Log button is disabled and reads “No Audit Log” in the Envelope Action History
window until information has been changed in the envelope during review.

For information about the audit log, refer to Audit Log, page 52.
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Viewing Refunded and Voided Fees from the
Envelope Lookup Page

You can view, add, or record refunded and voided fees for envelopes that have been accepted by the court
and have fees associated with them. You can take these actions on envelopes that are displayed on the
Envelope Lookup page.

= -s‘, eFile & Serve Review Queue 0 i @
Envelope Lookup
Filters
® AtFings Case # CV-2023-027182 - Jane Doe vs John Smith (Mock Judge Code)
Envelope # 201605 Filed 06/06/2023 9:24 PM CDT by on behalf of
(O MyFirmis Filings Filing Status Filing Code Filing Description Date Reviewed Reviewer
O My Filings Orly Accepted By Court Abstract Cf Judgment :E<Z Filing 06, 'S PM CDT
Accepted By Court Action - Inftizl Crly Test Filing 2
Envelope # -
Case # . Envelope # 201604 i
Envelope # 201604 Filed 06/06/2023 9:24 PM CDT by & on behalf of &
Date Range v Filing Status Filing Code Filing Description Date Reviewed Reviewer
submitted Action - Subsequent Only Test Filing
Status v
e Case # SFTP-2020-0005 - :
— Envelope # 201603 Filed 06/06/2023 9:24 PM CDT by on behalf of m
Filing Status Filing Code Filing Description Date Reviewed Reviewer
Submitted Abstract Gf Judgment Test Flling
Case # CV-2023-027181 - Jane Doe vs John Smith (Mock Judge Code) :
Envelope # 201602 Filed 06/06/2023 9:24 PM CDT by on behalf of &
Filing Status Filing Code Filing Description Date Reviewed Reviewer
Submitted Abstract Of Judgment Test Filing
Case # CV-2023-027181 - Jane Doe vs John Smith (Mock Judge Code) :
Envelope # 201601 Filed 06/06/2023 9:17 PM CDT by on behalf of
Filing Status Filing Code Filing Description
Accepted By Court Abstract Gf Judgment Test Filing
Accepted By Court Abstract Cf Judgment
- K < > >l

Figure 11.11 — Example of an Envelope Lookup Page

To view refunded and voided fees from the Envelope Lookup page:
1. Locate the envelope to which you want to add a refunded or voided fee record.

Note: The envelope must already have been accepted by the court, and the payment type must
not be a waiver.

L ]

L ]

L]

2. Click , and then select Refunded and Voided Fees from the action menu.

Envelope Details
Service Contacts
Action History

Refunded and Voided Fees

Figure 11.12 — Example of an Action Menu

The Refunded and Voided Fees dialog box is displayed.
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Refunded and Voided Fees
Envelope # 193422
Refund Date *

)

-]
Refund Date is
Required.

Amount Refunded *

Required

Refund Reason *
Select... A

Refund Reason is Required.

Refund Comments

[E— - |
Figure 11.13 — Example of a Refunded and Voided Fees Dialog Box

3. Type a date in the Refund Date field, or select a date from the calendar.
4. Type the amount to be refunded in the Amount Refunded field.

5. Select the reason for the refund or void from the Refund Reason drop-down list.

Refund Reason *
Select... -

Capture on Reject
Fees failed transmission to CMS

Mail Service Error

Figure 11.14 — Example of a Refund Reason Drop-Down List

6. If you have any comments to add, type them in the Refund Comments field.
7. Click Save.
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Refunded and Voided Fees |

Refund Date *
=3
01/21/2023 2]

Amount Refunded *

10.00

Refund Reason *

Mail Service Error -

Refund Comments

Refund expected scon.

Pl

Figure 11.15 — Example of a Refunded and Voided Fees Dialog Box with Information Added

Note: You can only enter information in the Refunded and Voided Fees dialog box. The

information that you enter in the dialog box does not affect the fees that are attached to the
envelope.
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1 2 Court Administrator

Topics covered in this chapter

¢ Creating a New Court User Account
¢ Editing a Court User Account

¢ Searching for a Court User

¢ Deleting a Court User Account

¢ Adding an Attorney to the Firm

¢ Unlocking an Envelope

¢ Protect Case

¢ Expunge Individual Cases

¢ Unlocking a Batch Envelope

¢ Restart Batch Process

The Court Administrator oversees all the functions performed on the Court Admin page.

Note: You must have “Court Administrator” rights to perform court administration functions.

Note: If you only want to view the active users, select the Show Only Active Users check box.

= -s", eFile & Serve Review Queue

Court Admin
Users Attorneys Payment Accounts Court Information Protect Case
[] Show Only active Users Filter By Role M Search
First Name Last Name Email Address Role(s)
‘
Jon Test @tylertech.com
another test Reviewer
Jon Test i@tylertech.com
General Test
jon test @tylertech.com
reset test
Test Admin User Role
Test @tylertech.com Batch Reviewer, Candidate Order Reviewer, Court Admin, Expunge Case, File...
Test @yahoo.com Batch Reviewer, Court Admin, Filer, Reviewer
Filer Test Items per page: 25 -

e i @
Expunge Case Batch
Add User
Status
Unverified
Active
Unverified
Active
Active
Active
Active
Active
Active
Locked
Active
Active
251 - 275 of 382 K < > >

Figure 12.1 — Example of a Court Admin Page

The Court Administrator is responsible for the following functions:

* Approve or reject new users
* Manage court users

* Modify user accounts
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Creating a New Court User Account

* Expunge a case

* Protect a case

* Unprotect a case

* Unlock a locked envelope or a locked batch in the queue
* Restart a batch if envelopes are stuck in processing

» Filter envelopes by reviewer on the Review History page
* Update firm information

* Manage user roles

Creating a New Court User Account

The Court Administrator can add new court users.

Note: You must have “Court Administrator” rights to perform court administration functions.

To add a new court user:

ﬂ
Add User
1. On the Court Admin page, click .

The Add User dialog box is displayed.

Add User
First Name
Middle Name Last Name Email
User Roles [] Filer [ Reviewer [ attorney [ Active
[ court User [ Batch Reviewer
[] court Admin [ Judicial Disposition Officer

Figure 12.2 — Add User Dialog Box

2. Select the check boxes for each role that you want to assign to the new user.

The Role granted at dialog box is displayed.
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Role granted at:
- System
v [ File and Serve
» [] OFS Criminal (QAJUDTX)
[[] OFs Criminal (QAJUDTX)Court At Law
» [ orsaa2017
[] oFs QA 2017 - Court at Law
[] oFs QA 2017 - Court at Law 1
[] oFs QA 2017 - Court at Law 2
» [ orsaa201s
[] oFs A 2018 - Court at Law
[] oFs QA 2018 - Court at Law 1
[] oFs QA 2018 - Court at Law 2
v [ orsaa2014
[] oFs A 2014 - Court at Law
[J oFs QA 2014 - Court at Law 1
[J oFs @A 2014 - Court at Law 2
[ OFs Criminal (QAJUDCA)

Cancel Continue

-

Figure 12.3 — Role Granted At Dialog Box

3. Select the locations where you want the new user to have roles. Then, click .

4. Select the Active check box to place the user in an active status.

5. Click .
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Editing a Court User Account

You can edit the roles and status of an existing court user.

Note: You must have “Court Administrator” rights to perform court administration functions.

= -5:. eFile & Serve Review Queue 9 i @
Court Admin
Users Attorneys Payment Accounts Court Information Protect Case Expunge Case Batch
[ Snow Only Active Users Filter By Role h Search o
First Name Last Name Email Address Role(s) Status
Unverified
] Active
Unverified
Jon Test @tylertech.com Active
another test Reviewer Active
Jon Test \@tylertech.com Active
General Test Active
jon test @tylertech.com Active
reset test Active
Test Admin User Role Locked
Test @tylertech.com Batch Reviewer, Candidate Order Reviewer, Court Admin, Expunge Case, File..  Active
Test @yahoo.com Batch Reviewer, Court Admin, Filer, Reviewer Active
Filer Test Items per page: 25 - 251 - 275 of 382 K < > >

Figure 12.4 — Example of a Court Admin Page

To edit a court user account:

1. On the Court Admin page, navigate to the row of the court user whose account you want to edit.

2. When you have located the row of the specified user, to the right of the Status column, click the Edit

icon ( il ).

Note: The Edit icon is displayed when you hover your mouse anywhere in the row of the
specified court user.

The dialog box with the specified user’s information is displayed.
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First Name Last Name Emai
firm Middle Name attorney ryryy@sdf.com-inactive

User Roles Filer ] Reviewer Attorney [ Active
[J court User [] Batch Reviewer
[] court Admin [ Judicial Disposition Officer

Figure 12.5 — Example of a Court User Dialog Box

SAVE
3. Make your changes to the user account, and then click - .

Searching for a Court User

You can search for a court user on the Court Admin page, or you can filter the users by their assigned
roles.

Note: You must have “Court Administrator” rights to perform court administration functions.
To search for a court user:

1. If you want to search for a court user by name, in the Search field on the Court Admin page, type one or
more letters of the names of the court users whom you want to find.

Filter By Rale
Select All - Search

Figure 12.6 — Filter By Role Drop-Down List and Search Field

A filtered list of court users who match your search is displayed.

2. If you want to search for court users who have a particular role assigned to them, select the roles that
you want to filter from the Filter By Role drop-down list.

The court users who have the specified roles are displayed.
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Deleting a Court User Account

You can delete a court user account from the eFile & Serve Review Queue.

Note: You must have “Court Administrator” rights to perform court administration functions.

= -5_'5-4 eFile & Serve Review Queue 9 i @
Court Admin
Users Attorneys Payment Accounts Court Information Protect Case Expunge Case Batch
[ Snow Only Active Users Filter By Role h Search o
First Name Last Name Email Address Role(s) Status
Unverified
' Active
Unverified
Jon Test @tylertech.com Active
another test Reviewer Active
Jon Test \@tylertech.com Active
General Test Active
jon test @tylertech.com Active
reset test Active
Test Admin User Role Locked
Test @tylertech.com Batch Reviewer, Candidate Order Reviewer, Court Admin, Expunge Case, File..  Active
Test @yahoo.com Batch Reviewer, Court Admin, Filer, Reviewer Active
Filer Test Items per page: 25 - ‘ 251 - 275 of 382 K < > >

Figure 12.7 — Example of a Court Admin Page

To delete a court user account:

On the Court Admin page, navigate to the row of the court user whose account you want to delete.

2. When you have located the row of the specified court user, to the right of the Status column, click the

[
Delete icon ( J ).

Note: The Delete icon is displayed when you hover your mouse anywhere in the row of the
specified court user.

A message is displayed:

Are you sure you want to delete: Harriet Doe?

Cancel
3. Click “ to continue, or click —I to cancel the action.

If you continued with your action, the court user account is deleted from the eFile & Serve Review
Queue.
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Adding an Attorney to the Firm

You can add an attorney to the firm on the Court Admin page.
Note: You must have “Court Administrator” rights to perform this procedure.
To add an attorney to the firm:
1. On the Court Admin page, click Attorneys.
The Attorneys page is displayed.

= . eFile & Serve Review Queue 0 H @
Court Admin
users Attorneys Payment Accounts Court Information Protect Case Expunge Case Batch
Search Add Attomey
First Name Middle Name Last Name Bar Number
Carey 12345
Test 001444455555
Marvin 85
Grady 12345
Grady 12345
Grady 12345
Grady 12345
Ernie 1
Ernie 1
Lionel 85
12345
3
first fast . Htems perpage: | 25 26~ 500 85 K < > ol

Figure 12.8 — Example of an Attorneys Page—Court Admin Page

2]
Add Attormney
2. Click .

The Add Attorney window is displayed.

Add Attorney

Attomney Number o m

Figure 12.9 — Add Attorney Window

VERIFY
3. Type the attorney number in the Attorney Number field, and then click .
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If the attorney number that you typed matches an attorney in your firm, the attorney’s name is
displayed.

The new attorney is added to the list of attorneys on the Attorneys page.

Unlocking an Envelope

A Court Administrator can unlock an envelope that has been locked by another reviewer who is working on
the case.

Note: You must have “Court Administrator” rights to perform this action.
To unlock an envelope:

1. Navigate to the Review Queue page.

= \ eFile & Serve Review Queue o @
Review Queue
Fiters Eveiope#~ Case# v Suben Dt s Fiing Code Fiing Descripion Case Tite CaseType Judge Filed By Fiing Atomey  Queue Reviewer Lock
. 06/27/2023
Envelope = 02846 CC231890 /217 UnderReview  Acknowledgeme.. Division Of Prop. aa2aa2 Defaut &
- 9:03 AM CDT
202967 06/28/2023 g jpmitted Acknowledgeme.. Appeal Magnolia Cat  Defauit a
Case# 3:09 PM CDT
06/29/2023
Search. 203085 o D/a A/M ot Under Review Acknowledgeme... Appeal John Allan Smith  Mary S Aadams  Defauit Paresh Soni a8
Buk # v 20318 GC231890 00/30/2023 jpger Review  Acknowledgeme.. Division Of Prop. frmattomey  Default 8
2:55PM CDT
peRanee N 203534 cc22.2717 /052023 Under Review Acknovledgeme. Matty Reeverv.B.. Breach Of Contr. Mary S Aadams  Default testokta ﬂ
3 9:48AM CDT UnderReview  Addendum v 4
Queues v
07/05/2073 UnderReview  Acknowledgeme..
Filing Codes o 203535 cc22:2717 10:19AMCD Under Review Addendum Matty Reeverv.B.. Breach Of Contr. firm attorney Default April D Scott ﬂ
o UnderReview  Certificate w/ Do... Discover payme.
CaseTypes 203727 077072023 e Gity Ordinance C. Default o
9:44AMCDT UnderReview  Complaint -w/ H... ServiceContacts
Locations v Under R Gertificate w D o
07710/2003 UnderReview  Certficate w/ Do... Discover payme.
203729 /107 City Ordinance C. Default 8
Crganizations 10:11AMCD UnderReview  Complaint-w/ H... ServiceContacts
07/10/2023 UnderReview  Certificate w/ Do... Discover payme.
O Show Deferred 203730 10:12AMCD UnderReview  Complaint-w/ H... ServiceContacts Gty Ordinance C.. Defaut &
O Auto-Refresh 07/10/2023  Under Review Acknowledgeme... 8
- 203732 1019 AMCD Under Review Abstract Of Jud. Appellate Case aa2aaz Default
APPLY -
203734 0702023 ynger Review  Acknowledgeme.. Appeliate Case Mary § Aadams  Default a8
10:26 AMCD
07/10/2023
203735 /107 Under Review Acknowledgeme... Appellate Case Mary S Aadams  Default 8
1028 AMCD
203736 0771072023 ynger Review  Acknowledgeme.. Division Of Prop. Marv§ Andams Default fa¥
10:31 AMCD )
Hams per page: ‘ PE 26 - 500275 Ko< > ol
203744 OTNVI0LE ynder Review __Acknowiedgeme. Division of Prop t S

Figure 12.10 — Example of a Review Queue Page

a
2. Locate the envelope that you want to unlock. Then, click the Lock icon ( J ).
A message is displayed:

Are you sure you want to unlock this envelope?

Cancel
3. Click “ to continue, or click —I to cancel the action.

If you continued with your action, a confirmation message is displayed.

ESO-FS-200-4987 v.3 January 2025 191



eFile & Serve Review Queue User Guide

Protect Case

The Protect Case feature provides the ability to hide certain case information.

Note: You must have “Court Administrator” rights to perform court administration functions.

The following information can be protected with this feature:

Party name (first, middle, last, or business)

Party contact information (phone number, street address)
Party attorney name (first, middle, last, or business)
Case description

Judge assignment

Case initiation date (also called the “Case Filed Date”)

Cases that are protected are not displayed in the results when the user searches by party name.

Court Administrators can also unprotect a protected case.

Protecting a Case

A case can be protected when you want to hide information about the case.

Note: You must have “Court Administrator” rights to perform this action.

To protect a case:

1. Navigate to the Court Admin page.
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= -5:. eFile & Serve Review Queue 9 i @
Court Admin
Users Attorneys Payment Accounts Court Information Protect Case Expunge Case Batch
[ Snow Only Active Users Filter By Role Search o
First Name Last Name Email Address Role(s) Status
Unverified
] Active
Unverified
Jon Test @tylertech.com Active
another test Reviewer Active
Jon Test \@tylertech.com Active
General Test Active
jon test @tylertech.com Active
reset test Active
Test Admin User Role Locked
Test @tylertech.com Batch Reviewer, Candidate Order Reviewer, Court Admin, Expunge Case, File..  Active
Test @yahoo.com Batch Reviewer, Court Admin, Filer, Reviewer Active
Filer Test Items per page: E 251 - 275 of 382 K < > >

Figure 12.11 — Example of a Court Admin Page

2. Onthe Court Admin page, click Protect Case.
The Protect Case page is displayed.

= "S:‘ eFile & Serve Review Queue

Court Admin
Users Attorneys Payment Accounts Court Information
Search for Case to Protect
Location *
Case Number *
Select...

Location is Required.
Case Number is Required.

0O

Protect Case Expunge Case Batch

Figure 12.12 — Example of a Protect Case Page

3. Inthe Search for Case to Protect section, type the case number in the Case Number field.

4. From the Location drop-down list, select the location of the case.
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= ‘-E:E-. eFile & Serve Review Queue

Court Admin

Users Attorneys Payment Accounts

Search for Case to Protect

Location *

Case Number *
OFS QA 2017

CC-22-2190

)

Court Information Protect Case Expunge Case Batch

Figure 12.13 — Example of a Protect Case Page with Case Number and Location Displayed

SEARCH
5. Click

If a case matches your search criteria, the case is displayed.

= ‘-E:E-. eFile & Serve Review Queue

Court Admin

Users Attorneys Payment Accounts

Search for Case to Protect

Location *
Case Number *

€C-22-2190

Case # CC-22-2190 - .

Location Case Category

OFS QA 2017 il

OF5 QA 2017

0@

Court Information Protect Case Expunge Case Batch

x v SEARCH

PROTECT ALL

Figure 12.14 — Example of a Case Found on a Case Search

6. To protect (hide) the information associated with the case, click

PROTECT ALL l

When users search for a protected case, the case is displayed with the protected information hidden.
The case title is replaced with asterisks, and the names of the parties on the case are replaced with text

such as "Hidden Party.”

Unprotecting a Case

A case that is already protected can be unprotected.

Note: You must have “Court Administrator” rights to perform this action.

To unprotect a case:

1. Navigate to the Court Admin page.
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= -5:. eFile & Serve Review Queue 9 i @
Court Admin
Users Attorneys Payment Accounts Court Information Protect Case Expunge Case Batch
[ Snow Only Active Users Filter By Role Search o
First Name Last Name Email Address Role(s) Status
Unverified
] Active
Unverified
Jon Test @tylertech.com Active
another test Reviewer Active
Jon Test \@tylertech.com Active
General Test Active
jon test @tylertech.com Active
reset test Active
Test Admin User Role Locked
Test @tylertech.com Batch Reviewer, Candidate Order Reviewer, Court Admin, Expunge Case, File..  Active
Test @yahoo.com Batch Reviewer, Court Admin, Filer, Reviewer Active
Filer Test Items per page: E 251 - 275 of 382 K < > >

Figure 12.15 — Example of a Court Admin Page

2. Onthe Court Admin page, click Protect Case.
The Protect Case page is displayed.

= "S:‘ eFile & Serve Review Queue

Court Admin

Users Attorneys Payment Accounts Court Information

Search for Case to Protect

Location *

Case Number *
Select...

Location is Required.
Case Number is Required.

0O

Protect Case Expunge Case Batch

Figure 12.16 — Example of a Protect Case Page

3. Inthe Search for Case to Protect section, type the case number in the Case Number field.

4. From the Location drop-down list, select the location of the case.
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= ‘-E:E'. eFile & Serve Review Queue

Court Admin

Users Attorneys Payment Accounts

Search for Case to Protect

Location *

Case Number *
OFS QA 2017

CC-22-2190

Court Information

Protect Case

Figure 12.17 — Example of a Protect Case Page with Case Number and Location Displayed

SEARCH
5. Click

A list of matching cases is returned. If the case is currently protected, the Unprotect All button is

displayed to the right of the case.

UNPROTECT ALL l

6. To unprotect the specified case, click

The case name and the party name are displayed again in the case management system.
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Expunge Individual Cases

Court reviewers can search for a case, select a specific case, and then expunge it from the system so that
filers cannot file against that case.

Note: You must have “Court Administrator” rights to perform court administration functions.

= -5_'5-4 eFile & Serve Review Queue

Court Admin

Users

First Name

Jon
another
Jon
General
jon

reset

Filer

Attarneys

Last Name

Test

test

Test

Test

test

test

Test

Test

Test

Test

Payment Accounts

[ Show Only Active Users

Email Address

@tylertech.com

\@tylertech.com

@tylertech.com

@tylertech.com

@yahoo.com

Court Informatien Protect Case

Filter By Role hd

Role(s)

Reviewer

Admin User Role

Batch Reviewer, Candidate Order Reviewer, Court Admin, Expunge Case, File...

Batch Reviewer, Court Admin, Filer, Reviewer

Search

Items per page:

zs-‘

Expunge Individual Cases

Expunge Case

Add User

Status

Unverified

Active

Unverified

Active

Active

Active

Active

Active

Active

Locked

Active

Active

251 - 275 of 382 I<

Q =

Batch

-

Figure 12.18 — Example of a Court Admin Page

After a case has been expunged, it is listed on the Envelope Lookup page with the word “Expunged”

displayed next to the envelope number in place of the case information. The case is no longer listed on the

Review History page.

Expunging a Case

You can expunge a case from the system so that filers cannot file into that case.

Note: You must have “Court Administrator” rights to perform court administration functions.

To expunge a case:

1. On the Court Admin page, click the Expunge Case tab.

The Search for Case to Expunge page is displayed.
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= -.5‘ eFile & Serve Review Queue

Court Admin

Users Attorneys Payment Accounts Court Information Protect Case

Search for Case to Expunge

Case Number % Location *

Case Number is Required. Location is Required.

9@

Expunge Case Batch

Figure 12.19 — Example of a Search for Case to Expunge Page

2. Type the case number in the Case Number field, and then select the location from the Location drop-

SEARCH
down list. Then, click

= -5.’ eFile & Serve Review Queue

Court Admin

Users Attorneys Payment Accounts Court Information Protect Case

Search for Case to Expunge

Case Number ¥ Location *
OFS QA 2017 % v m

CC-21-3628

9@

Expunge Case Bateh

Figure 12.20 — Example of a Search for Case to Expunge Page with Case Number and Location

Added

All cases that match the case number that you entered are displayed in the results. The case
information, party type and name, address, and attorney are included in the results.

= -S'_ eFile & Serve Review Queue

Court Admin

Users Attorneys Payment Accounts Court Information

Search for Case to Expunge

Case Number *

Location *
OFS QA 2017 ‘- m

€C-22-2190

Case # CC-22-2190 -+ L -
Location Case Category Case Type
COFS QA 2017 ciil Breach Of Contract

Party Type Name Address

123 Main St. Apt 100
Defendant John . Do Anytown, Indiana 12345
§ 456 South St.
Plaintiff Jane Q Smith Aretoeen, diana 1345

Protect Case

e@

Expunge Case Bateh

EXPUNGE

Attorney

Perry Mason

Figure 12.21 — Example of a Case Found on the Search for Case to Expunge Page

l EXPUNGE l
3. Ifthe case displayed is the one you want to expunge, click - .
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Expunging a Case

A confirmation dialog box is displayed.

qal.fileandservdev.tylertech.cloud says

WARNING!
You are about to expunge File and Serve case CC-24-135,
Permanently expunging this data will result in the removal of parties
and a hard delete of offense information and other applicable data.
A PERMAMNENT EXPUNCTION CANMNOT BE UNDONE.

Are you sure you want to permanently expunge this data?
Click OK to proceed to the Expunge Summary page

or click Cancel to exit.

Figure 12.22 — Example of a Confirmation Dialog Box

4. If you want to continue, click —I

The Expunge Case Details window is displayed so that you can confirm your selection.

Note: Expungement of a case is permanent.

Expunge Case Details
Confirm File and Serve Permanent Expunction
Case # 0C-24-135 -
Location: OFS QA 2017 - Court at Law
Parties
Plaintiff -
Defendant -
Cross Plaintiff -

This data is about to be permanently expunged.

Click the Expunge button to permanently expunge or the Cancel button to exit.

o

Figure 12.23 — Example of an Expunge Case Details Window

5. To continue, click m

The case is expunged.

Note: The case must also be expunged from the case management system.

ESO-FS-200-4987 v.3 January 2025 199



eFile & Serve Review Queue User Guide

Unlocking a Batch Envelope

A Court Administrator can unlock a batch envelope that has been locked by another reviewer who is
working on the case.

Note: You must have “Court Administrator” rights to perform this action.
Note: The Batch Review feature is configured by Tyler and may not be available in your application.
To unlock a batch envelope:

1. Navigate to the Court Admin page.

= -5:. eFile & Serve Review Queue 9 i @
Court Admin
Users Attorneys Payment Accounts Court Information Protect Case Expunge Case Batch
[] Show Only Active Users Filter By Role M Search e
First Name Last Name Email Address Role(s) Status
Unverified
i Active
Unverified
Jon Test \@tylertech.com Active
another test Reviewer Active
Jon Test \@tylertech.com Active
General Test Active
jon test @tylertech.com Active
reset test Active
Test Admin User Role Locked
Test @tylertech.com Batch Reviewer, Candidate Order Reviewer, Court Admin, Expunge Case, File..  Active
Test @yahoo.com Batch Reviewer, Court Admin, Filer, Reviewer Active
Filer Test Items per page: H 281 - 275 of 382 1< < > >

Figure 12.24 — Example of a Court Admin Page

2. Onthe Court Admin page, click Batch.
The Batch page is displayed.
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Restart Batch Process

e

= ¢} eFile & Serve Review Queue e #
Court Admin
Users Attorneys Payment Accounts Court Information Protect Case Expunge Case Batch

Unlock Batch Restart Batch Process

Use when a batch does not complete processing.

Baich ID ¥ Batch ID *

Batch ID is Required. Batch ID is Required.

oo =

Figure 12.25 — Example of a Batch Page

3. Type the ID number of the batch in the Batch ID field.

UNLOCK BATCH
4. Click

The batch envelope is unlocked.

Restart Batch Process

The Restart Batch feature is used when batches are stuck during the Accept or Reject process.
Note: You must have “Court Administrator” rights to restart a batch.
Note: The Batch Review feature is configured by Tyler and may not be available in your application.

The Restart Batch option restarts the processing of batches where it left off. If there are a large number of
envelopes in a batch, processing will take some time.

Note: If a batch is stuck during processing, occasionally the batch could get stuck again.

If you notice that a batch is stuck in processing, you can try to restart the batch yourself on the Court Admin
page. If you are unable to restart a batch yourself, contact Tyler Support for assistance.
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Restarting a Batch

If a batch is stuck during the Accept or Reject process, you can restart the batch.

Note: You must have “Court Administrator” rights to perform this action.

Note: The Batch Review feature is configured by Tyler and may not be available in your application.

To restart a batch:

1. Navigate to the Court Admin page.

= -5:. eFile & Serve Review Queue

Court Admin

Users

First Name

Jon
another
Jon
General
jon

reset

Filer

Attarneys

Last Name

Test

test

Test

Test

test

test

Test

Test

Test

Test

Payment Accounts Court Information Protect Case
[] Show Only Active Users Filter By Role M Search
Email Address Role(s)

@tylertech.com

Reviewer

\@tylertech.com

@tylertech.com

Admin User Role

@tylertech.com Batch Reviewer, Candidate Order Reviewer, Court Admin, Expunge Case, File...

@yahoo.com Batch Reviewer, Court Admin, Filer, Reviewer

o 32 |

Expunge Case Bateh

Add User

Status

Unverified

Active

Unverified

Active

Active

Active

Active

Active

Active

Locked

Active

Active

251 - 275 of 382 I< < > 21

Figure 12.26 — Example of a Court Admin Page

2. On the Court Admin page, click Batch.

The Batch page is displayed.

202

January 2025

ESO-FS-200-4987 v.3



Restarting a Batch

e

= ¢} eFile & Serve Review Queue @ i
Court Admin

Users Attorneys Payment Accounts Court Information Protect Case Expunge Case Batch

Unlock Batch Restart Batch Process
Use when a batch does not complete processing.

Baich ID ¥ Batch ID *

Batch ID is Required. Batch ID is Required.

oo =

Figure 12.27 — Example of a Batch Page

3. In the Restart Batch Process section, type the ID number of the batch in the Batch ID field.

RESTART
4. Click

One of the following will occur:

» If the batch has not been accepted or rejected, the following red error message will be
displayed:

Batchmust have been accepted or rejected to restart.
» If work items are still processing, the following red error message will be displayed:

Batch was previously successfully Accepted/Rejected. Envelopesmay still
be processing.

« If work items have not successfully processed for the batch’s envelopes, the following blue
message will be displayed:

Batch Restarted

ESO-FS-200-4987 v.3 January 2025 203



1 3 Notification Admin Page

Topics covered in this chapter

4 Queue Notifications

Use the Notification Admin page to create message notifications that are sent immediately to all filers and
reviewers who are currently signed in to the eFile & Serve Review Queue.

Note: This feature is available only to users who have the “Court Administrator” rights.

RS

Figure 13.1 — Example of a Notification Admin Page

After you create a message notification, it is displayed on the following pages:
* Review Queue page
* Review History page
* Envelope Lookup page
e Court Admin page
* User Profile page

Multiple notifications can be displayed at the same time. You can dismiss a notification if you want. Click x
to dismiss a message notification.
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Queue Notifications

Queue Notifications

When a notification must be sent to all reviewers, it is displayed at the top of each page in the eFile & Serve
Review Queue. Multiple notifications can be displayed at the same time. If you want to dismiss a
notification, click x.

The following pages display the notifications:

* Review Queue page

* Review History page

* Envelope Lookup page
»  Court Admin page

* User Profile page

= -5‘.. eFile & Serve Review Queue (22 '@'
J This is a test of scheduled notifications on 7/25-7/28 in the Review App. 456 X
This is a test of scheduled notifications on 7/24 in the Review App.123 X
A This is a test of scheduled notifications in QA1 Review App - Admin 7/22-8/22 X
Review Queue
Filters Envelope # V  Case# SubmitDate v Status Filing Code Filing Descripti.. Case Tite Case Type Judge Filed By Fiing Atiomey  Queue Reviewer Lock
Envelope # 164594 642-24646 092772021 praftunder R Order delete this one Babs Reverv... Breach Of Co.. Bender, Bill L
2:13PMEDT
Search...
165219 101872021 praftunderR.. Order Broken Case .. a8
2:01 PM CDT
Case #
Search.. 169403 OVIB/2022  yner Review  Order Test Filing Breach Of Co. &
2:00 PM CST
Date Range v 169410 12345678001 23a567800 | /0¥ 221 praftunder R Proposed Or.. Breach Of Co. a8
12:00 PM CST
Queues
v 169413 123123123 V082021 pratt Under R Order Document D.. Adult Griminal Alan Winograd " a
219 PMCST N
Filing Codes v R —
169415 Draft Under R... Order Appeal r test okta a
227 PMCST
Case Types v
11/08/2021
DraftUnder R.. Order -
Loestions . 169417 206 P 65T Breach Of Co.. cpemuamzlg.. a8
11/09/2021
Organizations 169519 Draft Under R.. Order Appeal
E v 209 PMCST o &
O Show Deferred 102021 pratt Under R.. Order
169645 a0 P CST Breach Of Co.. test okta a8
1 Auto-Refresh 1111072021
Draft Under R.. Order
169647 Dan P CST Mental Health C &
-
1171172021
DraftUnder R.. Order .
169746 81 A ST Mental Healt Jeff 1 C a8
11172021 Htemsper page: 25 |
g DraftUnderR. Order e s -
169758 CC21-3196 st Protective O..

Figure 13.2 — Example of the Review Queue Page with Notifications at the Top
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1 4 Judicial Disposition Officer

Topics covered in this chapter

¢ Proposed Order Filings

¢ Add Service Contacts to Proposed Order Child Envelopes
¢ Judicial Disposition Officer Filing Actions

¢ Viewing the Parent and Child Envelope Details

The Judicial Disposition Officer performs specific actions on a Proposed Order filing after it has been
submitted and reviewed by the Court Administrator.

Note: You must have “Judicial Disposition Officer” rights to perform judicial officer functions.

The Judicial Disposition Officer processes Proposed Order filings in an envelope. The Judicial Disposition
Officer can perform the following actions on a Proposed Order filing:

» Forward the filing to another queue
» Grant or receipt the filing

* Deny the filing

* Moot the filing

» Defer the filing to another date

* Return a filing for revision

* Delete afiling

¢ End the review

Proposed Order Filings

Only the Judicial Disposition Officer can take action on Proposed Order filings.

The information for a Proposed Order filing is displayed in the queue. Locate the envelope for which you
want to view the filing information.

Click the File tab to view the Filing Information pane.

Then, click Proposed Filings to view the information for the proposed orders. Information for each
proposed order in the envelope is listed, along with links to the original document and the stamped
document. Also listed is the filing code for the envelope.
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Add Service Contacts to Proposed Order Child Envelopes

Add Service Contacts to Proposed Order Child
Envelopes

When you are reviewing a proposed order child envelope, you can add new service contacts to the

envelope.

Note: You must have “Judicial Disposition Officer” rights to perform judicial officer functions.

When you add a new service contact to a proposed order child envelope, you can add an existing service

contact from your firm list or from the public list. You can also create a new service contact.

To add a service contact from the firm list, select the service contact whom you want to add, and associate

the service contact with a party on the case.

Add Service Contact

@ FfromFirm (O From Public List

Parties

Select Parties

At least one party is Required.

Search Firm Service Contacts

Service Contact Name

O anew acontact
] =sdf Adams
O Brian Adams
O Geoffrey Adams
] Mary Adams
] George Adamsen
] Demo AFeature
] hrmepwh alcoctpk
] marty ales
] one amore

Pprev. 1 B 3 .. 734 Next

Show Only Selected

O New

feset

L

Service Contact Email

asdfi@asdf.com
gorginadams @yshos.com
brianaasdf@tylertech. com
gadams@yzhoo.com
retrdwet@aqwer.com
gadams@yzhoocom
ssdef@asfe.com
hrmepwh.alcoctpk@tylertech.com
wet@sdg.com

asdf@asdf.com

Firm Name

Tyler System firm

Tyler System firm

Tyler System firm

Tyler System firm

Tyler System firm

Tyler System firm

Tyler System firm

Tyler System firm

Tyler System firm

Tyler System firm

Figure 14.1 — Example of the Add Service Contact Window—From Firm Option Selected

To add a service contact from the public list, select the service contact whom you want to add, and

associate the service contact with a party on the case.
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Add Service Contact

O FromFirm @ From PublicList O New
Parties

Select Parties -

At least one party is Required.

Search Public Service Contacts Reset

Service Contact Name ‘Service Contact Email Firm Name

] qeainldu aedsbxah aeainldu sedsbiah@tylertechcom Law Officas of yomasvnwgz
O Itythfne afroxgse Hytkine afroxgse@tylertech.com Law Offices of yyjvhbemvo
O ceetgaww agshovuh ceetgaww.agshovuh@tylertech.com Law Offices of rijtxiuncx
O pyzlmngm ahtdvgym pyzimngm.ahtdvgym@tylertech.com Law Offices of zennnkivkg
O myunczog gjilpwjs myunczog.ajilpwis@tylertech.com Law Offices of riyhmjvag
O hmmepwh aleoctpk hramepwh.alcoctpk@tylertech.com Tyler System firm
O marty ales wet@sdg.com Tyler System firm
O Andy Allison testcontact@tylertech.com170395 abe firm
O mpehjyse amcpovf) mpehjyse.amcpovf@tylertech.com Law Offices of zifdgaacti
O irijgnyd apebraie irjgnyd.apebraie @tylertech.com Tyler System firm

prev. 1 @ 3 .. 1064 Next

Show Only Selected

save

Figure 14.2 — Example of the Add Service Contact Window—From Public List Option Selected

To add a new service contact, complete all of the required fields for the new service contact. Select the
party that you want to associate with the service contact. Also, select the service method for the service
contact.

Note: If you select the Mail service method, you must provide the address information for the
service contact.

Select the Make this contact also Public check box if you want the service contact to be added to the
public list.
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Adding New Service Contacts to Proposed Order Child Envelopes

Add Service Contact

O From Firm O From Public List . New
Parties Service Method

Select Parties -

Select... v

At least one party is Required.

First Name * Middle Name Last Name *
First Name is Required. Last Name is Required.
Email Administrative Email(s) Firm Name
Phaone Number
Country
United States of America -
Address Line 1 Address Line 2
City State Zip Code

Select... -

D Make this contact also Public

Save
Figure 14.3 — Example of the Add Service Contact Window—New Option Selected

Save the information that you entered for the service contact whom you want to add to the envelope.

Adding New Service Contacts to Proposed Order Child Envelopes

When you are reviewing a proposed order child envelope, you can add new service contacts to the
envelope.

Note: You must have “Judicial Disposition Officer” rights to perform judicial officer functions.
To add new service contacts to an envelope:

1. On the Review Queue page, locate the envelope that you want to review.

2. Click the link for the envelope number to begin your review.

The envelope is displayed.
3. On the left panel, click the Serve tab.

The Service Contact Information pane is displayed.
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SERVICE CONTACT INFORMATION

+ Add Service Contact

Mo Service Contacts

€ FILING FEES AND PAYMENT =

Figure 14.4 — Service Contact Information Pane—No Service Contacts Added Yet

+ Add Service Contact I

4. Click

The Add Service Contact window is displayed.

5. Do one of the following:

» Select From Firm to add a service contact from the firm list.
* Select From Public List to add a service contact from the public list.

* Select New to create a new service contact.

Note: When you create a new service contact, complete all of the required fields. Select the
Make this contact also Public check box if you want the service contact to be added to the
public list.

6. Associate the service contact whom you selected or created with one of the parties in the case.

7. After selecting an existing service contact, or creating a new service contact, and associating the

service contact with a party, click .
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Judicial Disposition Officer Filing Actions

Judicial Disposition Officer Filing Actions

When a Judicial Disposition Officer is reviewing a filing, the Judicial Disposition Officer can take an action
on that filing. The available options are displayed in the Actions pane on the right side of the eFile & Serve
Review Queue.

The Judicial Disposition Officer can perform some of the same actions as the reviewer, but the Judicial
Disposition Officer can perform additional actions. The following actions are specific to the Judicial
Disposition Officer role:

Receipt—Receipt the filing, and type any relevant comments in the Receipt Comments field.
Grant—Grant the filing, and type any relevant comments in the Grant Comments field.
Deny—Deny the filing, and type any relevant comments in the Deny Comments field.
Moot—Moot the filing, and type any relevant comments in the Moot Comments field.

Return to Filer—Return the filing to the filer, and type any relevant comments in the Return to Filer
dialog box.

Delete—Delete the filing, and type any comments in the Delete Comments field.

The following actions can be performed by both the Judicial Disposition Officer and the reviewer:

Forward—Forward the envelope to another queue that you have selected from the drop-down list
in the Forward Envelope dialog box.

End Review—End the review of the envelope, which you can continue at another time.

Receipting a Filing

When you are reviewing a filing, you can receipt the filing.

Note: This feature is configured by Tyler and may not be available in your application.

Note: You must have “Judicial Disposition Officer” rights to perform this procedure.

To receipt a filing:

1. Inthe Actions pane, click Receipt.

The Receipt Filing dialog box is displayed.

Receipt Filing
Proposed Order: Testing REV-1265 Do not
process

Receipt Comments

P

Figure 14.5 — Receipt Filing Dialog Box

2. If applicable, type any relevant comments in the Receipt Comments field.
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3. When you are satisfied with the filing and your comments, click *. Or, click " toclose

the dialog box without receipting the filing.

Granting a Filing

When you are reviewing a filing, you can grant, or receipt, the filing.

Note: This feature is configured by Tyler and may not be available in your application.
Note: You must have “Judicial Disposition Officer” rights to perform this procedure.
To grant a filing:

1. In the Actions pane, click Grant.

The Grant Filing dialog box is displayed.

Grant Filing
Order

Grant Comments

e

Figure 14.6 — Grant Filing Dialog Box

2. If applicable, type any relevant comments in the Grant Comments field.

3. When you are satisfied with the filing and your comments, click m . Or, click m to close

the dialog box without granting the filing.

Denying a Filing

When you are reviewing a filing, you can deny the filing.

Note: This feature is configured by Tyler and may not be available in your application.
Note: You must have “Judicial Disposition Officer” rights to perform this procedure.
To deny a filing:

1. Inthe Actions pane, click Deny.

The Deny Filing dialog box is displayed.
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Mooting a Filing

Deny Filing
Order

Deny Comments

e

] -

Figure 14.7 — Deny Filing Dialog Box

2. If applicable, type any relevant comments in the Deny Comments field.

3. Click m . Or, click m to close the dialog box without denying the filing.

Mooting a Filing
When you are reviewing a filing, you can moot the filing.
Note: This feature is configured by Tyler and may not be available in your application.
Note: You must have “Judicial Disposition Officer” rights to perform this procedure.
To moot a filing:
1. Inthe Actions pane, click Moot.
The Moot Filing dialog box is displayed.
Moot Filing

Order

Moot Comments

S o

Figure 14.8 — Moot Filing Dialog Box

2. If applicable, type any relevant comments in the Moot Comments field.

o S e
3. Click . Or, click to close the dialog box without mooting the filing.
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Returning a Filing to the Filer

When you are reviewing a filing, you can return that filing to the filer.

Note: This feature is configured by Tyler and may not be available in your application.
Note: You must have “Judicial Disposition Officer” rights to perform this procedure.
To return a filing to the filer:

1. In the Actions pane, click Return to Filer.

The Return to Filer dialog box is displayed.

Return to Filer
Order

Comments

P

Figure 14.9 — Return to Filer Dialog Box

2. If applicable, type any relevant comments in the Comments field.

3. Click w . Or, click m to close the dialog box without returning the filing.

Deleting a Filing

When you are reviewing a filing, you can choose to delete that filing.

Note: This feature is configured by Tyler and may not be available in your application.
Note: You must have “Judicial Disposition Officer” rights to perform this procedure.
To delete afiling:

1. Inthe Actions pane, click Delete.

The Delete Filing dialog box is displayed.

214 January 2025 ESO-FS-200-4987 v.3



Viewing the Parent and Child Envelope Details

Delete Filing
Order

Delete Comments

s
D

Figure 14.10 — Delete Filing Dialog Box

2. If applicable, type any relevant comments in the Delete Comments field.

=3 ...03
3. Click - . Or, click to close the dialog box without deleting the filing.

Viewing the Parent and Child Envelope Details

The Judicial Disposition Officer can view the parent and child envelope details while reviewing a proposed
order draft.

To view the parent envelope details while reviewing a proposed order draft:

1. On the Review Queue page, locate the proposed order draft that you want to review.
[ ]
L ]
L]

2. Click , and then click Parent Envelope Details from the action menu.

Envelope Details
Parent Envelope Details
Service Contacts
Action History

File into this Case

Figure 14.11 — Example of an Action Menu

The envelope details for the parent envelope are displayed.
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Envelope Detail

Case # CC-22-052 - Envelope # 174257

Case

caaa s

Envelope

1102022 958 A ST

Filings
Progosed order

01/06/2002 1200 A 5T

[ ——

085 65 Fiing Ietace

arzenamm

2 Paryp it Servis

Figure 14.12 — Example of an Envelope Detail Page—Parent Envelope

3. Click to view the envelope details for the child envelope.
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Envelope Detai

Case # CC-22-052 - Envelope # 174267

Case

Losatr
e Barbars e orsanaonT

oo

011212022 1256 PR ST

Filings
O

Resver, arbara L

Reever, Matthew J

Fees

Descrption of ees anc A Foyment infermsion

Order
Fing Fee:

TetalFess
Total Flng Fees

Viewing the Parent and Child Envelope Details

G
e
-
= [ =

Figure 14.13 — Example of an Envelope Detail Page—Child Envelope

4. Click to return to the envelope details for the parent envelope.
=
5. Click if you want to print the envelope details. Then, click to return to the

envelope you were reviewing.
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1 5 Tyler Technologies Technical
Support Contact Information

For assistance, contact Tyler Technologies through the following resources.

Resource Contact Information

eFile & Serve Support Hours 7:00 a.m. to 9:00 p.m. (CT), Monday through Friday

eFile & Serve Support Chat Assistance is also available online through Support Chat.

eFile & Serve Email efiling.support@tylertech.com

eFile & Serve Telephone 800.297.5377

GoTo Assist (Support) Support may ask to assist you by sharing your screen,
using GoToAssist.
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