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Enter email address as user name and password here.   
This was established by you at the time you set the account. 



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 



After selecting “New Case” this is the screen you will see. 
(All Fields are mandatory and will be drop downs) 

 



Once on this screen it is mandatory that you fill in 
 “First Name” and “Last Name” on both 

 Petitioner/Plaintiff and Respondent/Defendant fields 



Filing code is a drop down.   
Please use “Filing Descriptions” for exact title of document 

 



 
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. 
 



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) 



“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 * 



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. 



Once the document is submitted you will receive an “Envelope Number” 
* If contacting the Court regarding a filing, the envelope number must be provided. 



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”. 



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* 



If you are attempting to file into a case that was filed by your firm you will select  
“File into this Case” 



Once filing into to a case you will have the options to add a 
party/parties if needed here by selecting “Add Party”. 

 



“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. 



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* 



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 * 



“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.   



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. 



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.  



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. 


