Guide to E-Filing

Amber Crawford
Deputy District Clerk
Bell County Texas



Enter email address as user name and password here.
This was established by you at the time you set the account.
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Filing tab is for all filing you have started, submitted or already accepted by the Court
*Envelope number -filing that has been submitted to the court
*Draft number -something that has been started but not submitted
*Case number- has been accepted by the court
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| My Filings ~ | | Al Statuses - | |AlLocations  ~ | From| 5] T Case or Envelope [ Export |

Envelope # 46800 Bl |
Envelope # 46800 filed April 09, 2014 at 11:34 AM by Amber Crawford 1
Status Filing Code Filing Type Filing Description Reference Number
Submitted Petition EFile

Case # 211,800-B [%]st]E [m]w] >

Draft # 46573 started April 08, 2014 at 11:23 AM by Amber Crawford

Case # RE-Testing Flle Mark (2| E =P
Envelope # 46200 filed April 04, 2014 at 9:45 AM by Amber Crawford
Status Filing Code Filing Type Filing Description Reference Number
Accepted (Title IV-D OAG Use Only) Interst  EFile
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After selecting “New Case” this is the screen you will see.
(All Fields are mandatory and will be drop downs)
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@' Case Information

Enter the Details for the New Case

Required fields are bold and have an asterisk (*).

Select Location®

Select Category™®

Select Case Type*®

Filing Attorney

Filer Type*

Payment Account™®




Once on this screen it is mandatory that you fill in
“First Name” and “Last Name” on both
Petitioner/Plaintiff and Respondent/Defendant fields
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Bell County - District Clerk - Declare Marriage Void
@ Case Information @' Parties

Enter the Details for the Parties Involved in this Case

Party Type Name Attorney
Petitioner

Respondent

ADD PARTY

Party Type* Attorney
| Petitioner - |+] Person || Business

First Name™ Middle Last Mame*®

Country
United States of America
Address Line 1

Address Line 2

-

Case Information




Filing code is a drop down.
Please use “Filing Descriptions” for exact title of document
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Bell County - District Clerk - Declare Marriage Void

@ Parties @' Filings

@ Case Information

Enter Filing Details

Select Filing Code®

Filing Description

Reference Number

Firm dient re-bill or case tracking £

Documents

EFile

|| Service

Filing Comments

Courtesy Copies

sample@efiletexas.gov, sample2@efiletexas.gov

s Fees

Case Initiation Fee
Service Fee

Court Service Fee
Convenience Fee
Provider Service Fee

Provider Tax Fee

Envelope Total
» Payment

Payment Account®
Test Visa #2

Filer Type*
Mot Applicable

Party Responsible for Fees™

o Filing Attorney




If filing a new case the “Filing Codes” options are limited to 3 choices

*Affidavit of Indigency

*Application

*Petition
These codes were established by the OCA for standardized codes in all 254 counties, so no
matter what county you file in all codes will be the same.
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Bell County - District Clerkk - Declare Marriage Void

@ Case Information @ Parties @' Filings
Enter Filing Details
n s Fees

Add Another Filing Case Initiation Fee

Service Fee

Select Filing Code™ Court Service Fee
| EFile | | Service

Convenience Fee

Affidavit of Indigency I Provider Service Fee

Applfcatlon | Provider Tax Fee
Petition
Transfer {County Use Only) [ Envelope Total

Documents - Payment

Payment Account®

Filing Comments
Test Visa #2

Filer Type*

Courtesy Copies
Mot Applicable

sample@efiletexas.gov, sample2@efiletexas.gov

Party Responsible for Fees™

o' Filing Attorney




When “Petition” is selected you will be provided an additional spot to upload the
Civil Case Information Sheet
(any other selection this option will not appear)
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@ Case Information @ Parties @'Filings

|F'etiti0n EFile | | Service Case Initiation Fee

Filing Description Convenience Fee

Envelope Total
Reference Number

Firm dient re-bill or case tracking = S Payment

Optional Services Selected Optional Services Payment Account®
Citation by Publication (newspaper or ¢/ * Wavier Test Account
Citation by Restricted Mail (Per Person | Filer Type*

Citation to Secretary of State (Per Pers : Not Applicable
Citation to Secretary of State by Certifie
Copy Fee - Certified (Per Page) (§1.00) 2 Filing Attorney

Fmeee o Bl Pncbifiad fPae Dlamad 00

4| | Filing Attorney

Documents

Lead Document®

ase Information Sheet*

Attachments .1




“Optional Services” this will be used to pay for Issuance Fee for Citations,
Sheriff/Constable Fees, Copies, Jury Demand & Wage Request Withholding.
Once you highlight the services you will need to click “Add”.

*If you are requesting a citation you must pay for copies to be attached *
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Bell County - District Clerk - Declare Marriage Void

@ Parties @' Filings

@ Case Information

[Petition

Filing Description

Reference Number

Firm dient re-bill or case tracking =

Optional Services
Citation by Publication (newspaper or ¢/ *
Citation by Restricted Mail {Per Person |
Citation to Secretary of State (Per Pers
Citation to Secretary of State by Certifie
Copy Fee - Certified (Per Page) (51.00)

FPmee Cnm Bl Mncbifind Mae

4 !

Selected Optional Services

Add —

+— Remove

-
[T )

EFile | | Service

Documents

Lead Document®

Case Information Sheet* .

Attachments )

Case Initiation Fee

Convenience Fee

Envelope Total

» Payment

Payment Account®
Wavier Test Account
Filer Type®

Mot Applicable

2 Filing Attorney

Filing Attorney




This page is a summary page for you to review if any changes need to be made.
You may still make any changes at this time using the “edit” button.
Once reviewed and ready to file, select “Submit” to send to the court.
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Bell County - District Clerk - Declare Marriage Void

@ Case Information @ Parties @ Filings @'Sum mary

Envelope and Filing Summary

s Fees

Case Information m Petition

Location: Bell County - District Clerk Filing Attorney: Filing Fee

Case Category: Familnyu'.ren_iIe S Payment Account: Wavier Test Account Total this Filing
Case Type: Declare Marriage Void
Date Filed: Case Initiation Fee

Parties m

Party Type Name Address Attormney
£

Bob Text Payn_lenl Account

Wavier Test Account

Envelope Total

» Payment

Petitioner
Respondent Ann Text

Filer Type*
Mot Applicable

Filings Ed

& Filing Attorney
Filing Code Filing Description Reference Num Filing Type

Filing Attorney
Petition EFile

File Name ‘ Security

Lead Document

BWV'S test pdf Public




Once the document is submitted you will receive an “Envelope Number”
*If contacting the Court regarding a filing, the envelope number must be provided.
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If you are attempting to file into a case that has been filed by another firm, you can
perform the search here. Select court and enter case number and select “Go”.

[F=5 | EoR =
°|?I|i——\=‘, https://filerstage efiletex.. O ~ @ & & ” (& eFileTexas.gov Stage Site ‘ ‘ A A

File Edit View Favorites Teols Help

EFI L| WORKSPACE MY ACCOUNT COURT ADMIN HELP ABOUT LOGOUT / Welcome Amber Crawford
TEXAS.gov’ X'
y g0V

NEW CASE [ | case number

JIRl [ef-] BOOKMARKS TEMPLATES REVIEW QUEUE REVIEW HISTORY SERVICE CONTACTS

| My Filings ~ | | Al Statuses ~ | |AllLocations  ~ | From| |63 To | i3] | case or Envelope [ Export |

Envelope # 46800 »]c i
Envelope # 46500 filed April 09, 2014 at 11:34 AM by Amber Crawford )
Status Filing Code Filing Type Filing Description Reference Number
Submitted Petition EFile

Case # 211,800-B BERdodn

Draft # 46573 started April 08, 2014 at 11:23 AM by Amber Crawford

Case # RE-Testing Flle Mark adgQ
Envelope # 46200 filed April 04, 2014 at 9:45 AM by Amber Crawford
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To file into a case that was filed by another firm you will
select “File into this Case”.
*This search is open to all counties that provide e-filing at this time*
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If you are attempting to file into a case that was filed by your firm you will select
“File into this Case”
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Once filing into to a case you will have the options to add a
party/parties if needed here by selecting “Add Party”.
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Case 211,800-B

@. Parties

Bell County - Disfrict Clerk - Expunction

Enter the Details for the Parties Involved in this Case
Required fields are bold and have an asterisk (*).

Party Type Name
Plaintiff

Attorney
Chris King

Defendant Ann King

ADD PARTY

Party Type: Plaintiff

Attorney
Party Name: Chris King




“Filing Codes” are expanded when filing into a case that has been established.
*These codes were established by the OCA for standardized codes in all 254 counties, so no
matter what county you file in all codes will be the same.
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Case 211,800-B Bell County - District Clerkk - Expunction

@ Parties @'Filings

Enter Filing Details E’

s Fees

Add Another Filing

Answer/Response/Contest
Filing Fee

Select Filing Code® Total this Filing

|AnswerfRespunse!Curltest = | || EFile |+ Service

Envelope Total
Affidavit of Indigency -

Amended Filing | o' Payment
Answer/ResponsefContest [
Bond (54.00)

Counter Claim/Intervention/Third Party (565.00) ] i "
Filing of Action ather than Original (LGC 118.054) [pervices Filer Type

Motion (No Fee) Nat Applicable

Motion for Contempt ($65.00) Party Responsible for Fees™
Mation for Enforcement ($65.00)
Maotion for New Trial ($65.00)

A im0 5 A T 2 s g e - — S Filing Aﬂorney

Vhlrmn Plnminnd AEAE AR

< | Filing Attorney

Payment Account®

Documents

Lead Document* .

I
| Click tn Arowsea




If you would like to file multiple documents you may select
“Add Another Filing” to upload an additional document.
*You may upload as many documents as needed by using this selection™®
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Case 211,800-B Bell County - District Clerkk - Expunction

@ Parties @'Filings

Enter Filing Details H

s Fees

Add Another Filing

Answer/Response/Contest
Filing Fee

Total this Filing

Select Filing Code®

Answer/ResponsefContest | || EFile |+ Service
Envelope Total

Filing Description

o Payment

Reference Number Payment Account®
Firm dient re-bill or case tracking £

Optional Services

Petition Fee (26-100 Plaintiffs) ($50.00) +
Petition Fee (501-1000 Plaintiffs) ($100
Sheriffs / Constable Service Fee {Per F
Sheriffs / Constable Service Fee {Per F

Sheriff's / Constable Service Fee (Per | # Filing Attorney

[ o PO 2 rmAC An

Selected Optional Services Filer Type*
Not Applicable

Party Responsible for Fees™
Add —

Filing Attorney

Documents

Lead Document* .

I
| Click tn Arowsea




If additional services are required add them at this time using “Optional Services”
*If you are requesting a citation you must pay for copies to be attached *
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Case 211,800-B Bell County - District Clerk

@ Parties @'Filings

- Expunction

Enter Filing Details

Select Filing Code®

Answer/ResponsefContest |+ EFile

-

Filing Description

Reference Number
Firm dient re-bill or case tracking £
Optional Services
Petition Fee (26-100 Plaintiffs) ($50.00) “
Petition Fee (501-1000 Plaintiffs) ($100
Sheriffs / Constable Service Fee {Per F
Sheriffs / Constable Service Fee {Per F
Sheriffs / Constable Service Fee {Per F

[ o PO 2 rmAC An

Selected Optional Services

|

|+ Service

Documents

Lead Document* .

I
| Click tn Arowsea

s Fees

o Payment

& Filing Attorney

Answer/Response/Contest
Filing Fee

Total this Filing

Envelope Total

Payment Account®
Filer Type®

Not Applicable

Party Responsible for Fees™

Filing Attorney




“Service Contacts” is associated with certificate of service or can be
used to email courtesy copies to anyone of your choice as long
as the email address is provided at this time.
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Case 211,800-B Bell County - District Clerkk - Expunction

@ Parties @ Filings @'Sewice Contacts

Select Contacts to Receive Service for this Envelope

Select All Service Contacts
Defendant: Ann King
Plaintiff: Chris King

Other Service Contacts

Add New Add From Master List Add From Public List

Save Contact in My Firm Master Service List




This page is a summary page for you to review if any changes need to be
made you may still make them at this point with the “edit” button. Once
reviewed and ready to file, select “Submit” to send to the court.
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Case 211,800-B

Bell County - District Clerkk - Expunction

@ Parties @ Filings @ Service Contacts

Cl@'Surnmar\,r

Parties

Party Type Name Address

[ Edit [

Attorney

Plaintiff Chris King
Defendant Ann King

Filings

Filing Code Filing Description

[ Eit [

Reference Num Filing Type

Answer/Response/Contest

File Name
Lead Document

EFileAndServe

Status ‘ Security

Request for Service Test pdf

Ok Public

& Fayment

Payment Account™®

Test Master Card

Filer Type*

Mot Applicable

Party Responsible for Fees™
Chris King

2 Filing Attorney

Filing Attorney

Service Contacts

MName (Email)

[ Eit [

Service Type

Defendant: Ann King
J G (amber.crawford@co.bell t.us)

Mlain#iff Cheie Winm

EServe




Once the document is submitted you will receive an “Envelope Number”
* All filings are provided a new envelope number once submitted.
*If contacting the Court regarding a filing, the envelope number must be provided.
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Envelope 48611 is submitting.

View Receipt [ ok |




Once submitted you can still cancel the filing as long as the court has not
accepted the filing by selecting “Cancel”. If the filing is canceled the filing will
be removed from the courts queue to be worked.
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