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1 Review Queue Overview

The purpose of this document is to instruct the user on how to use the Review Queue.
The purpose of the Review Queue is as follows:

+ To allow the user to review information associated with an e-filing.

» To process electronic filings (e-filings) and accept, reject, or forward them to another reviewer if
needed.

« To annotate e-filings with text, highlights, and/or lines.

E=Filing
Submitted

Court
Reviews

E=Filing

E-Filing E-Filing

Accepted and
transferred to - =
CMS Notified

Rejected and Filex

Figure 1.1 — Understanding the Review Queue Data Flow
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2 Release 3.7 New Features

Note: You must Reviewer privileges to use these features.

Email Link
A link to the filer's email address is displayed in the Filer Information section of the Review Tool.

A reviewer can send an email to the filer's email address listed under the Filer Information section in the
Envelope section. A clerk can click the Filer Email link to send an email.

@& Filer Information

Filed by Kimberly Hauser

Filer Address 2539 Country Village Court
Ann Arbor Michigan 48103

Filer Phone 7349944750

Filer Email: khauser3137@yahoo.com

Firm Name Individual

Figure 2.1 - Filer Information Section

Digital Signatures
The digital signature feature allows a user to digitally sign a document using a stamp or an annotation.

The digital signature feature has been updated to keep the original signature valid when annotations or
stamps are added to the document. Previously, a change in an annotation would have made the digital
signature invalid.

Service Notifications for single or multiple digitally signed documents are no longer invalidated once digitally
signed.

Multiple pages with the same annotations now receive one digital signature.

Default Filters

The default filter allows the reviewer to save a filter commonly used when searching for cases. The default
filter can be cleared by clicking the Clear button.

Delete Attorney Names

A reviewer can now delete an attorney from a party using the Parties screen.
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3 Before You Begin

Topics Covered in this Chapter

¢ System Requirements
¢ Page Navigation
¢ Error Messages

Before you begin, there are several items you should be aware of to assist you with the successful
operation of your software.

Note: Depending on your setup, all features may not be available. As a result, your screen may vary
from what is shown in the document.

System Requirements

This section describes the recommended system requirements to successfully use the system.

* Browser Requirements — The system supports current versions of the Windows operating system
using Internet Explorer 7 or above or Firefox. If your browser does not meet these minimum
requirements, please contact your network administrator.

» Connection Requirements — A high-speed Internet connection is recommended.

* Minimum Screen Resolution — For best results, a setting of 1024x768 or better is highly
recommended. If necessary, users can set their monitors to 800x600 pixels, but doing so may
compromise the graphic display.

*  Document Format — PDF is the only format allowed for attaching documents when using the
system.

Page Navigation

The following describes how to navigate eFileTexas.gov and populate data fields throughout the filing
process.

Navigate with Breadcrumbs

Breadcrumbs are a visual representation of the page you are currently on in the filing process. As you
complete a page and move to the next page, the next page title illuminates to show you where you are in
the process.

Note: Breadcrumb navigation requires information to be entered in a sequential order. You cannot
move to the next breadcrumb until all of the required information on the current or previous page is
completed.

EFS-TF-200-3194 v.4 February 2014



eFileTexas.gov™

@Case Information 9 Parties E)f lings Q Summanry

Figure 3.1 — Breadcrumb Navigation

Populate the Data Table

The data table is populated using information entered or selected when completing the forms throughout
the filing process.

Party Type |Name Attorney

Plaintiff Jamie Gillespie B .-
Defendant Bob Jones m
Trustee April Smith m
Petitioner Jjackson Williams -

Figure 3.2 — Data Table
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Error Messages

Enter User Information

The user information you enter or select populates the data table.

First Name™ Middle Last Name™
Address® City™
State* Zip*

Phone* Filer 10»

Figure 3.3 — Data Fields

Resume Filing
eFileTexas.gov automatically saves a draft of pages where you have completed all required fields. This
feature allows you stop work on a filing and resume the filing at a later time. To resume filing of a saved

draft, click : the link at the top of the page, find your case on the Filings screen, and click the >
icon to resume your filing.

ARy BOOKMARKS TEMPLATES SERVICE CONTACTS

My Fim - | [ A statuses - | [ A Locations | From Date To Date Gase or Envelope J Fier | Export |
Case # 27-CV-12-113 - DJE Plaintiff Biz Pro Se Civ Discrim vs DJE Sarah LastName ( Hedlund, Deborah ) BpEog
Envelope # 4645 filed March 21, 2012 at 3:48 PM by Devon Estes on behalf of Beth Lewandowski
Status Filing Code Filing Type Filing Description Reference Number
Accepted Judgment EFileAndServe Judg EFS
Case # 27-ET-CV-12-12- () BEod
Envelope # 4643 filed March 21, 2012 at 2:39 PM by Devon Estes on behalf of Mark Schwartz
Status Filing Code Filing Type Filing Description Reference Number
Accepted Affidavit and Order for Dismissal EFile Power of Atty DJE 11
Case # 27-CV-12-113 - DJE Plaintiff Biz Pro Se Civ Discrim vs DJE Sarah LastName ( Hedlund, Deborah ) agnog
Envelope # 4595 filed March 15, 2012 at 11:43 AM by Devon Estes on behalf of Mark Schwartz
Status Filing Code Filing Type Filing Description Reference Number
Rejected Amended Petition EFileAndServe amended pet 13EFS
Rejected Notice of Withdrawal of Counsel EFile notice of withdrawal of counsel 23EFO
10f5 P p|

Figure 3.4 — eFileTexas.gov Workspace

Error Messages

eFileTexas.gov displays several error messages to alert users when required information is not entered or
invalid information is provided.

Password Reset Error Scenarios

Invalid User — To reset the password for your account, you will need to provide the username for the
account and answer the security question for the account. Note: That user does not exist.

No Security question on File — No security question on file for (username). Your firm administrator may still
reset your password. Note: Reset your password.

Enter Data in Required Fields

Required fields are those that contain an asterisk (*) next to the field name. If you don't enter the information
required into a required field and try to advance, you will receive error messages.

EFS-TF-200-3194 v.4 February 2014 5
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Note: Required fields may vary in different sections.

Look for a field outlined in red in your form. Place the cursor on the outline of the field, and a required field
message displays.

@Caselnformation B rarties @Filings @) Summary

Enter the Details for the New Case n
Required fields are bold and have an asterisk (*).

Select Location*

[ *)

Select Category™

I '1 | Required Field
Select Case Type*

[ -
Short Title
Filing Attorney*
*)
Payment Account®
2
Ea ==

Figure 3.5 — Required Field Error Message

Receive Error Messages

When eFileTexas.gov displays an invalid error message, this means a required field must be populated to
continue.

If the screen does not change when a navigation button is selected, look for a field outlined in red in your
form. Place the cursor on the outline of the field, and an error message displays.

Zip*

b
654656 | Invalid Zip Code

Figure 3.6 — Invalid Entry Error Message
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4 Home Page

Topics Covered in this Chapter

¢ Login and Logout
¢ Case Search

The home page serves as the gateway to the system. From this screen, you can register, log in, read your
court's Message of the Day, access the user guides, view training sessions, and get contact information for
Technical Support.

WS FF|LE
2 TEXAS.gov

e ]} ESSAGE OF THE DAY
Email Address kbbb
... W Welcome to eFileTexas.gov, the free State provided filing option.

B Keep me logged in @ Click here to learn more about the eFileTexas.gov EFSP

For the latest news and information about Texas e-filing, please visit www.eFileTexas.gov

Forgot Password? | Register Now

LEARN TRAIN SUPPORT

Online Self-study Free Training Sessions Need Help? Click Here
¢  Web Conference Training Sessions for Filers
*  Firm Admin - Adding Attorney to Firm *  Web Conference Training Sessions for
*  Firm Admin - Adding New Users to Firm Reviewers
.
.

Firm Admin - Registering as @ Firm Administrator
FEirm Admin - Setting Up a Payment Account as

Figure 4.1 — Home Page

Message of the Day

The Message of the Day provides important messages from the court. Check this section daily for
important messages from the court.

Login

The Login area allows the user to log in and use the system. Users can log in to by entering their e-mail
address and password.

Register Now
The Register Now link allows is a user to register in the system using their name, contact, and payment

information. The system requires all users — whether Firm Administrators, attorneys, or individuals
representing themselves — to be registered in the system.

Forgot Password

The Forgot Password link allows a user to request their password information be re-sent to them in cases
where they have forgotten their password.

EFS-TF-200-3194 v.4 February 2014 7
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Keep Me Logged In

The Keep me logged in checkbox allows a user to remain logged into the system for future access.

Learn

The Learn section has links to the user documentation. The following types of documents available to help
you answer many of your day-to-day operation questions:

» The User Guide provides step-by-step instructions on using the system. The user guide covers
activities such as logging in to the system, searching for existing cases, selecting the e-file and
serve options, performing an e-file and serve, and changing user settings and password.

* The Firm Administrator Guide is specifically for the Firm Administrator. This guides covers
administrative functions such as registering the firm; managing user, payment, and attorney
accounts; and creating and editing the firm’s contact lists.

* The Quick Reference Guide (QRG) provides only the steps needed to complete common tasks
such as logging in to the system, searching for a case, initiating a new case, filing into an existing
case, and reviewing the filing status.

+ The Frequently Asked Questions (FAQ) guide lists the most frequently asked questions from the
users. The FAQ covers questions pertaining to functionality.

Train

Free regularly scheduled online training is available. You can register for training online and download user
manuals.

+ The Web Conference Training Sessions are scheduled according to the needs of the courts.
Locate your specific court by scrolling through the list of training sessions for your court.

+ Self-study Online Training is available by clicking on the link and choosing the topic of your
choice.

Support

The Technical Support Team is available to assist all users by calling 855.839.3453 Monday through Friday
between the hours of 7 a.m. to 9 p.m. Central Time. You can also contact a Technical Support
Representative with your questions by sending an e-mail to support@efiletexas.gov or by using the Chat
option.

Login and Logout

All users are required to log in to e-file and serve a document or to check the status of an existing filing. It is
also a best practice for users to log out after they have completed their transactions.

Resetting your Password

If you have forgotten your password, you can reset your password by entering the e-mail address provided
during registration and clicking the link.
Note: Your password is case-sensitive. Make sure your caps lock is not on.

Note: You can unlock your account by using the Forgot Password? option and reset your password
without having to contact the Firm Administrator if a security question is associated with the
account.

8 February 2014 EFS-TF-200-3194 v.4
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Resetting your Password

emai adcress [
rassvors I

B Keep me logged in @

Forgot Password? Register Now

Figure 4.2 — Login Window

1. Click the link on the Login window.

The Reset Password window opens.
Reset Password

Reset Password

Enter your email address and answer your security question to reset
your password.

i Adts | [

Figure 4.3 — Reset Password — E-mail Address

2. Type the e-mail address you provided during the registration process in the E-mail Address field.

Note: An error message stating No user is registered with that email address displays if the
system cannot is unable to find your email address.

3. Click the m button to continue.

EFS-TF-200-3194 v.4 February 2014
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Reset Password

Reset Password

Enter your email address and answer your security question to reset
your password,

Email Address planofecdbac kifitylertech com
Security Question  Who B Depl. Manager

Security Answer

Figure 4.4 — Reset Password — Security Answer

Type your answer in the Security Answer field.
Click the “ button, or click the m button to cancel the reset password process.

The system displays this message: A password reset link has been sent to the email address
associated with your account. If you do not see the password reset email in your Inbox, please
check to see if it was delivered to your spam folder.

Go to your email inbox.
Locate the email from no-reply@eFileTexas.gov.
Click the link labeled Click here to reset your password.

You will be prompted to choose a new password.
Enter a new password in the New Password field.

10.Re-enter your new password in the Repeat New Password field.
11. Click the Change Password button.

A confirmation screen displays: Your password has been changed successfully.

Loggingin

You can log in by using your e-mail address and password provided during the registration process. You
must log in to be able to e-file or e-serve.

Note: Click Register Now to register if you have not registered before.
Perform the following steps to log in:

1.
2.

Go to your home page.
Enter your e-mail address and password (case-sensitive) in the fields provided.

10 February 2014 EFS-TF-200-3194 v.4



Logging Out

emai adcress [
rassvors I

B Keep me logged in @

Forgot Password? Register Now

Figure 4.5 — Login Area

3. Selectthe check box to stay logged in. This keeps you logged in until you click the
logout link to logout.

4. Click the [IE=ll button.

Note: After several failed attempts to log in to the system, your account is locked. You can
unlock your account by using the Forgot Password? option and reset your password without
having to contact the Firm Administrator if a security question is associated with the account.

Once you have successfully logged in, you can begin to e-file and e-serve.
Logging Out
This section describes how to properly log out.

Perform the following steps to log out:

1. Click the link at the top right corner of the page to automatically log out.

\ WORKSPACE MY ACCOUNT ADMIN INFO ABOUT LOGOUT f

Figure 4.6 — Logout Link

2. Return to the home page to log in to the system.

Case Search

Search for a case by selecting a location, entering a case number or a party name.

Advanced Search

The Advanced Search feature provides the ability to search by party name using a person or a business
name. The Advanced Search feature includes the ability to filter a search by party name based on the
location or the case type.

EFS-TF-200-3194 v.4 February 2014 11
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Performing an Advanced Search by Person

An asterisk (*) indicates a required field. Note: Color themes may vary by site.
Complete the following steps to perform an Advanced Search using the Person option:

1.

3.
4.

Click the Advanced Search link in the New Case section at the top of the screen to open the Advanced

Search dialog box.

The Advanced Search dialog box opens.

Advanced Search
Search by Party Name

Location® All Locations

[+ Person |_| Business

First Mame*

Middle Mame

Last Name*

Case Type* All Case Types

Show Results Sorted by* | Case Mumber
=3

Concol [ soarcn

Figure 4.7 — Advanced Search Dialog Box

Select the Person check box.

Note: Check boxes are configurable. This option may vary by site. For example, some clients
may only have businesses in CMS, so a check box is not required.

Complete the fields in the Advanced Search dialog box.
Click the Search button to continue or the Cancel button to cancel. Click the Reset button to reset the

form.

The search results are displayed.

Performing an Advanced Search by Business

An asterisk (*) indicates a required field. Note: Color themes may vary by site.
Complete the following steps to perform an Advanced Search using the Business option:

1.

Click the Advanced Search link in the New Case section at the top of the screen to open the Advanced

Search dialog box.

The Advanced Search dialog box opens.

12
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Performing an Advanced Search by Business

Advanced Search

Search by Party Name

Location* All Locations =
[ | Person [+ Business

Business Name®*

Case Type* All Case Types -

Show Results Sorted by* | Case Number - |

= Concol [ search

Figure 4.8 — Advanced Search Dialog Box

2. Select the Business check box.
Note: Check boxes are configurable. This option may vary by site. For example, some clients
may only have businesses in CMS, so a check box is not required.

3. Complete the fields in the Advanced Search dialog box.

4. Click the Search button to continue, or the Cancel button to cancel. Click the Reset button to reset the
form.

The search results are displayed.

EFS-TF-200-3194 v.4 February 2014
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5 Accessing the Review Queue

Topics Covered in this Chapter
¢ Filtering the Review Queue
¢ Saving Default Filters

The Review Queue allows clerk reviewers to review cases.
You must have clerk privileges to access the Review Queue.
Perform the following steps to access the Review Queue:

1. Click the worKsPACE [ink at the top of the page.

\ WORKSPACE MY ACCOUNT COURT ADMIN FIRM ADMIN ADMIN INFO ABOUT LOGOUT X

Figure 5.1 — Workspace Toolbar

. I REWEWQUEUEI .
2. Click the link on the toolbar.

FILINGS BOOKMARKS TEMPLATES QuSUISNEeNNS REVIEW HISTORY SERVICE CONTACTS

| Al Qumues = | | AlFiling Codes ~ || AlCase Types * | FromDate |3 Topst= | 5 |

Figure 5.2 — Review Queue Selected

1]

The Review Queue window opens.

Note: Hover over the case status for tool tips regarding the status of the case.

14 February 2014 EFS-TF-200-3194 v.4



Accessing the Review Queue

FILINGS BOOKMARKS TEMPLATES Qo3yjiaygeit3ny REVIEW HISTORY SERVIC

|| [||] FromDate To Date [] Auto-Refresh [ISIEH

Envelope # 282 filed October 02, 2012 at 2:50 PM by System System on behalf of The Hammer
Status  Filing Code Case Type Filing Descript Queue Reviewer
Under F ACCEFTAMCE  Administrative:. a Default

Envelope # 304 - a BIE|
Envelope # 304 filed October 17, 2012 at 2:28 PM by System System on behalf of The Hammer
Status  Filing Code Case Type Filing Descript Queue Reviewer
Under F  ADDENDUM Mame Change aa Default System System

Case # D-1329-CV-2012-00032 - In The Matter Of Thi [J[d
Envelope # 306 filed October 17, 2012 at 2:51 PM by System System on behalf of The Hammer
Status  Filing Code Case Type Filing Descript Queue Reviewer
Under F  ADJUDICATED Mame Change a Errored filings

Case # D-1329-CV-2012-00032 - In The Matter Of Thi [J[d
Envelope # 307 filed October 17, 2012 at 3:38 PM by System System on behalf of The Hammer
Status  Filing Code Case Type Filing Descript Queue Reviewer
Submiti ACCEPTAMCE Mame Change asdf Default

Envelope #310 -a BIE|
Envelope # 310 filed October 18, 2012 at 10:55 AM by System System on behalf of The Hammer
Status  Filing Code Case Type Filing Descript Queue Reviewer
Under F ACCEPFTAMCE Mame Change a Default System System

|4 41or12p B

Figure 5.3 — Review Queue Window

3. Click the I icon for the case you want to retrieve for review.

Note: You can filter the case in the queue by using specific parameters. Refer to Filtering the
Review Queue, page 16 for more information.

=
The (Locked by User) icon displays on an envelope when another reviewer is reviewing the
envelope or currently has the envelope open. Note: The Court Administrator can remove the lock if
needed. A message will display when you refresh your screen that a lock has been removed.

EFS-TF-200-3194 v.4 February 2014 15
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Filtering the Review Queue

Use the Review Queue filter to view only those filings that you require.
Note: Only you and your court may see this information.

1. Select the filter parameters using the drop-down lists or enter specific information in the search fields.

FILINGS BOOKMARKS TEMPLATES QuSHISUERIISIS REVIEW HISTORY SERVICE CONTACTS

(A1 Queues ~ | [ AnFiling Coges < || AlICase Types | Fromoete |52 Topate | [ Case or Emvaioge |1 Bute-Betrean ﬂ

Figure 5.4 — Review Queue Filter

Note: For the From Date or the To Date, click the icon to select dates from a calendar, or you
can type the dates manually (for example, 9/9/2010).

From Datal- M/d/yyyy = IE To Date | <M/d/yyyy> @
4 October, 2011 »

ckson 25 26 27 28 29 30

s 2 3 4 5 6 7 R
9 10 11 12 13 14 15
16 17 18 B 20 11 22
23 24 25 26 27 28 29 1
30 31 1 2 3 4 5

Su Mo Tu We Th Fr Sa
1
8

Figure 5.5 — Select the Dates Using the Calendar

2. Click m to filter the search.
Note: To clear the filter, select Review Queue on the toolbar.

A list of cases meeting your search criteria displays.

FILINGS BOOKMARKS TEMPLATES ESUISTeNSV] REVIEW HISTORY SERVICE CONTACTS

‘ All Queues ~ | | AllFiling Codes ~ | | A Case Types ~ | FromDate | ‘ To Date |63 | Case or Envelope | L Auto-Refresh m

Case # [ ]
Envelope # 149 filed May 25, 2012 at 10:41 AM by System System on behalf of Att Ney
Status Filing Code Case Type Filing Description Queue Reviewer
Under Review Application Appeal/Original Action asdfasd Default

Case # 308405 - FRASCO CAPONIGRO WINEMAN & SCHEIBLE PLLC V IGC MANAGEMENT INC [>|E]
Envelope # 148 filed May 25, 2012 at 10:46 AM by System System on behalf of Att Ney
Status Filing Code Case Type Filing Description Queue Reviewer
Under Review Motion for Immediate Consideration  Appeal/Original Action asdfasdf Default

Case # (> |
Envelope # 152 filed May 25, 2012 at 12:23 PM by System System on behalf of Att Ney
Status Filing Code Case Type Filing Description Queue Reviewer
Under Review Application Appeal/Original Action Lower Court Number Test Default

Envelope # 00000169 oA -

|4 €10i7) Pl

Figure 5.6 — Review Queue Screen

3. Click the I icon for the case you want to retrieve for review.

16 February 2014 EFS-TF-200-3194 v.4



Saving Default Filters

Saving Default Filters

The default filter allows the reviewer to save a filter commonly used when searching for cases. The default
filter can be cleared by clicking the Clear button.

Perform the following steps to save a default filter:

1. Select the Review Queue tab at the top of the page.
2. Select the filters on the toolbar using the drop-down lists.
3. Click the Save button to save the filters.

Note: The filters will be saved until you log in using a different ID. To reset a filter, clear the filter,
then click the Save button. The default filter can be cleared by clicking the Clear button.

EFS-TF-200-3194 v.4 February 2014 17



6 Edit Envelope Information

For new cases, envelope information can be edited by clicking the | Eit | button, located above the Case
Information section.

e I vers pores- woree]

Figure 6.1 — Edit and Verify Parties Toolbar

On subsequent filings, you can edit the party information by clicking the | Eait | button. This opens the Edit
Envelope window and allows you to edit the information as needed. You can also remove an attorney from

the case by clicking the m icon. If you are reviewing a new case filing, review the submitted party
information to confirm it is accurate before accepting the new case filing.

You can correct or extend the filing information based on the court procedures associated with e-filing or
from information obtained within the documents submitted by the filer. For example, you can add an
additional party referenced in the document to the filing, or you can correct the spelling of a party name to
match the spelling in the submitted document.

You can also correct any of the filing domain items, such as case type or filing code.
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7 Working in the Review Queue

Topics Covered in this Chapter

¢ Adding Annotations

¢ Review Envelope and Filing Information

When you select a filing to review, the User Interface window opens.

Review Queue Overview

This section describes the envelope and filing information sections, the document display window, the
annotation tools, the review actions buttons, the paging arrows, and the fit-to-window arrows.
Figure 7.1 — Review Queue User Interface

Attachments

- Annotation Tools Toolbar

- Review Actions Toolbar

i InstPOpol [Origial] (706 . Descriplion
- .MKIIKIDU Guilty Plea )
. Lead Document (Lead) 5/22/2012 5:14:47 PM
[Ean [ vers pories IR Walve .
Form 11 'c Occupational Tax and Registration Return for Wagering
@ Case Information (R, il 2008 . . OME Mo, 1542-0236
. wraTonny | Fetum for period from .. .. toJunedd, ... . a
Case Number il Fevans Carvis arth and day) ear) Coar} 5
Location Aicona Circuit Court Narre . Emghorer adentifcaton mmber . g
Descripbon
Lower Coun Number =
Category Civil Cases . Type Fiurrber, street, dnd room af te re. H
Type AppealrOnginal Achon or B
Status Mot Created Print - @
Judge City, state, ard ZIP code [
& Envelope # 00000129 TR T s —= — TS s —
bt Dot My 22, 302 5447 B0 Check onet * [ First rétum O Reneinal ratim Do gl nubnbee
Dosket Date May 22, 2012 5:14:47 PM [0 sSupplemental registration (Do not complate lines 1,2, 4, 5, and & ( ) .
Fling Atiomey Al Ney Busiwess acdress (f dfferert from your orre adkimss or addross enteved aber
Payrient Account  Wakver your | have) For IRS Use Only
@ Filer Information T8 Kl
rS New Parties - - FF 2
Aopelant st st oz, sy, or wads v, 1 4y P
. . i
@ Fees I Sccupational Tax 13
Respansible Party test test .
Convenience Fee $0.00
Tota] Court Case Fees $0.00 1 Enter the date (month angd day) you will start accepting wagers during the tax pedod, . .
Total Court Filing Fees 50,00 _ .
Total Filing & Service Fee $0.00
Graridl Total s0.00 2 Tax(geeinstuclionsl . . . . . . . . . 4 2hsh e e s a s s e &
. 5 . snt Woucher, for how 1o ] yment
+ Eiler Comments See Form 11-C{V), Paymént Voucher, for how 1o make your payments.
. 3 Check one: |7 Prinepal 00 Agen't sccepting wagers for ancthér (ses instructiong)
[T Acditonpl ffer prncipal only)
4 If the taxpayer § a firm, parinership, or corparation, give the true name of each metmber cr officer
Trus fare . it . Home addmal Sl s
............ WA e VR ...l -+
. Paging Buttons Fit-to-Window Buttons
Envelope
and Filing Document Display
N R WA S .
Ihformation Window
Section

The Attachments section displays any documents attached to the envelope.

Envelope and Filing Information Section

The Envelope and Filing Information section displays the case information, the envelope information, the

parties involved in the case, the fees association with the filing, and any filer comments.

EFS-TF-

200-3194 v.4

February 2014

19



eFileTexas.gov™

Document Display Window

The Document Display window displays the currently selected filing document. This window contains the
Annotation Tools toolbar, the Review Actions toolbar, paging arrows, and fit-to-window arrows.

Annotation Tools Toolbar

The Annotation Tools toolbar default location is on the upper left edge of the Document Display window.
It provides tools to zoom in or out of the document or add text annotations, lines, highlights, and image
stamps. Pause your mouse over a button to display a tooltip describing the button’s function. Both the
Annotation Tools toolbar and the Review Actions toolbar may be selected and moved anywhere within
the Document Display window.

Review Actions Toolbar

The Review Actions toolbar default location is on the upper right edge of the Document Display window.
It provides tools to accept the filing, reject the filing, forward the filing, end the review, change the document
security, manually accept the filing, or send the filing back to filer. Pause your mouse over a button to
display a tooltip describing the button’s function. Note: Toolbar options vary by site.

Paging Arrows
The paging arrows allow you to access different pages in the document.

Note: You must use the paging arrows to navigate to a specific page. Review actions will vary
depending on client site.

Fit-to-Window Arrows

The fit-to-window arrows allow you to modify the document display.
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Adding Annotations

Adding Annotations

Use the Annotation Tools toolbar to add text annotations and lines to documents. You can also highlight
text or upload and apply images on documents using the image stamps.

Employment Agreement doc [Original] [POF] Description | |

12/272011 4:33:14 PM

"49 Agreement accepted by John J.
E Hobble Creek Publ Ny 1265 W Canyon Pkwy « Mapleton UT 84210 - (801) 5554588
g EMPLOYMENT AGREEMENT
L

This Agreement, by and batwesn Hobble Creek Publishing and Tyson Jones, is made and entered into
this sixth day of January, 2008. The parties recite that

A. Hobble Creek Publishing is engaged in the business of publishing books and magazines, and
maintains business premises al 1285 W. Camyon Phwy, Mapleton, UT 84210

B. Tyson Jones |5 willing 1o be employed by Hooble Creek Publishing, and Hobole Creek Puslishing is
willing to employ Tyson Jones, on the terms and conditions hereinafier set forth. For the reasons set fortn
above, and in consideration of the mutual covenants and promises of the pariies hereto. Hobble Creek
Publishing and Tyson Jones covenant and agres as folows

Agreement to Employ and Be Employed

m ertioned
s schieduled

Description of Employee’s Duties

Subject fo the supervision and pursuant to the orders, advice, and direction of Hobble Creek Publishing,
Tysen Jones shall perform such duies as are customarily performed by one holding such position in
other businesses or enterprises of e same or similar nature. Spedific job duties shall incude oversesing
all marketing initiatives for the company and managing a team of writers and designers. Tvson Jones
shall additionally render such other and unrelated services and duties as may be assigned Lo him from
tirne b time by Hooble Craek Publishing

The length o ploym ent will be an initigl term of six months, @nding on the first day of
the Bth month, Whag just 1. 2009 A mattime, Tyson Jones's performance will be reviswed sna t
will be determined wigher he will continue on with the company. Such determinations will be made
e blishing's needs and upon his parformance.

44 102 ppl

=
[a]

Figure 7.2 — Document Display Window with Annotations

Complete the following steps to add annotations:

1. Click * to add a text annotation. The text annotation dialog box opens. Use the text annotation
dialog box to modify the font face, size, characteristics, and color.

s Jlz -]

B I __Id

Figure 7.3 — Modifying Text Annotations

2. Clickﬁ\" to add a line annotation to your document. The line annotation dialog box displays. Use the line
annotation dialog box to modify the size and thickness of the line.

(Il - | [1point -

Figure 7.4 — Modifying Line Annotations

3. Click I:I to add a yellow highlight box to the document. Click and drag your mouse over the area you
wish to highlight to draw the box.
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4. Click ;

The image stamp gives the reviewer the ability to upload and apply images on documents during the
clerk review process.

to add the available image stamps options to the document.

L

Select Stamp
62-CV-12-62
8/30/2012
System System

s/ System System  8/30/2012
[/ System System

Figure 7.5 — Image Stamp Select Stamp Window

Zooming In and Out

Use the zoom buttons on the Annotation Tools toolbar to zoom in or out.
; -+'Z
« Click H\ to zoom in on the document.

« Click ﬂ to zoom out from the document.

Paging Arrows
The paging arrows allow you to access different pages in the document.

Note: You must use the paging arrows to navigate to a specific page. Review actions will vary
depending on client site.

. |‘ goes to the first page of the document.
. ‘ goes to the previous page.
. ’ goes to the next page.

. ’l goes to the last page.

Fit-to-Window Arrow Buttons

The fit-to-window arrow buttons allow you to modify the document display.

« The |I| (fit-to-window arrow button) scales the image so that it fits the entire height of the
Document Display window. The width automatically scales to the new height, ensuring the
document’s visual presentation is not distorted.
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Review Envelope and Filing Information

* The B (fit-to-window arrow button) scales the image so that it fits the entire width of the
Document Display window. The height automatically scales to the new width, ensuring the
document’s visual presentation is not distorted.

Review Envelope and Filing Information

The Envelope and Filing Information section displays case and envelope information, filer information,
parties involved in the case, fees associated with the case, and filer's comments.

Click ™ to collapse the information, or click ®  to expand the information.

4 Application —
Lead Document (Lead)
Attachments

E3

# Case Information -
Case Number Enter New Case Number
Location Michigan Court of Appeals
Description Kimberly Hauser v ABC Hospital
Lower Court Number11-123456-NH

Category Civil

Type Appeal/Original Action

Status Not Created

Judge

o Envelope # 00163305

Submit Date Jul 24, 2012 2:15:49 PM

Docket Date Jul 24, 2012 2:15:49 PM
Filing Attorney Kimberly Hauser
Payment Account  Kimbery S.. Hauser efile payment account

& Filer Information

Filed by Kimberly Hauser
Filer Address 2539 Country Village Court

Ann Arbor Michigan 48103
Filer Phone 7349944750
Filer Email: khauser3137@yahoo.com
Firm Name Individual
o' New Parties
Appellee ABC Hospital
Appellant Kimberly Hauser

3137 Waters Meadow Trail

Ann Arbor, Michigan 45103
o Fees
Responsible Party Kimberly Hauser
Convenience Fee $16.00
Total Court Case Fees $0.00
Total Court Filing Fees $375.00
Total Filing & Service Fee $5.00
Grand Total $396.00

¢ Filer Comments
Filed on behalf of AT Hauser i
L

Figure 7.6 — Envelope and Filing Information Section

Edit Envelope Information

For new cases, envelope information can be edited by clicking the | Edit | button, located above the Case
Information section.

EFS-TF-200-3194 v.4 February 2014 23



eFileTexas.gov™

[ I vers v woreer

Figure 7.7 — Edit and Verify Parties Toolbar

On subsequent filings, you can edit the party information by clicking the | Edit | button. This opens the Edit
Envelope window and allows you to edit the information as needed. You can also remove an attorney from

the case by clicking the m icon. If you are reviewing a new case filing, review the submitted party
information to confirm it is accurate before accepting the new case filing.

You can correct or extend the filing information based on the court procedures associated with e-filing or
from information obtained within the documents submitted by the filer. For example, you can add an
additional party referenced in the document to the filing, or you can correct the spelling of a party name to
match the spelling in the submitted document.

You can also correct any of the filing domain items, such as case type or filing code.

Sending Emails to Filer

A clerk reviewer can send an email to the filer's email address listed under Filer Information in the Envelope
section.

Perform the following steps to send an email to the filer:

1. Click the email address link next to the Filer Email field in the Filer Information section.

@ Filer Information

Filed by Kimberly Hauser

Filer Address 2539 Country Village Court
Ann Arbor Michigan 48103

Filer Phone 7349944750

Filer Email: khauser3137@yahoo.com

Firm Name Individual

Figure 7.8 — Filer Information Section

2. Click the link for the email address. This opens your email default email tool.

This opens your default email tool as a mailto: link.

Note: Some browser or system combinations will open a new and empty browser window or tab.
This is a expected behavior and a result of how the Silverlight plug-in interacts with the browser
and OS for opening mailto: links.

3. Type the email and send to the filer.
Verify Party Information

The Parties section displays information regarding the parties connected to the case.

Click the button to view the party information.

The Verify Parties window opens.
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Verify Party Information

Verify Parties

Party Type Name Filer ID Verified Disposition

Appellant Sue Young Mo

Defendent Mark Jones No
Filer-Entered Party Information Case Management System Party Information

Party Lookup by Filer ID
No filer id

First Name Sue First Name
Middle Name Middle Name
Last Name Young Last Name
Address Address
City, State, Zip City, State, Zip
Phone Phone
*If you choose to use the information above, the Filer ID
entered by the filer will NOT be used. The party *If you choose to use the information above, the party
information fields will be editable when the User Filer Info data that exists in the Case Management System will be
button is selected. Use Filer Info | e’y | Use CMS Info |
[save

Figure 7.9 — Verify Parties Window

For new cases, the party information can be edited by clicking the — button in the Filer-
Entered Party Information window. If you are reviewing a new case filing, ensure the party information is

accurate before accepting the new case filing. For subsequent filings, the party information cannot be
edited.

Filer-Entered Party Information

The Filer-Entered Party Information section displays the name and address of the party entered by the
filer.
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Filer-Entered Party Information

First Name Sue

Middle Name
Last Name Young
Address

City, State, Zip

Phone

*If you choose to use the information above, the Filer ID
entered by the filer will NOT be used. The party
information fields will be editable when the User Filer Info
button is selected.

Use Filer Info

Figure 7.10 — Filer-Entered Party Information Section

Case Management System Party Information

The Case Management System Party Information section pulls filer information from the party

information entered into Case Manager.

Enter the filer ID in the field provided, and then click the m button to populate the fields.

Case Management System Party Information

Party Lookup by Filer ID m

No filer id

First Name
Middie Name
Last Name
Address

City, State, Zip

Phone

*If you choose to use the information above, the party
data that exists in the Case Management System will be
used.

Figure 7.11 — Case Management System Party Information Section

Attachment Section

The Attachment section displays the lead documents and all other attachments for the case.

There may be one or more documents listed in the attachment section.
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Review Case Information

4 Application
Lead Document {Lead)

4 Application - Guilty Plea
Lead Document {Lead)
4 Assessed Cost

Lead Document {Lead)

Figure 7.12 — Attachment Section

Determine which document you want to work, and click the link on the document to display the document in
the Document Display window.

Annotation
Toolbar

5222012 5:14:4T7 PM

e 11=G | Gccupational Tax and Registration Return for Wagering I

an. Mhors ard cha i [
Cinghoa kAl 3 bor et

Review Action
Toolbar

= TS Usa
Oucupational Tax Document Display
1 Gt i i [roith s i} you Wil BT Sooholing RN Saing ol bix pRod . . . Window
2 Toxiesimgroctionsh . . - . .02 os o0 s TR
3 Chack one: [ Prnopal
Adciltional bformation (for poncg
144 s Jois b bl ' < p— Fit-to-Page Buttons

Paging Buttons

Figure 7.13 — Document Display Window

Review Case Information

The Case Information section displays the case filing information.
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[Ear ] Ve poe: | walver
o Case # D-430-MS-2013-00051
Location

Description

Category Civil

Type Administrative: Miscellaneous Or
Status Unknown

Filed Date 9/6/2013 4:07:47 PM

Judge

@ Envelope # 00000552

Submit Date

Docket Date

Payment Account  Waiver

o' Filer Information
Filed by

o Original Parties

Advocate Adele Advocate

o Fees

Responsible Party Adele Advocate
Convenience Fee $0.00
Total Court Case Fees $0.00
Total Court Filing Fees $0.00
Total Filing & Service Fee $0.00
Grand Total $0.00

¢ Filing Information

l» Process Notes

Figure 7.14 —

¢ Check the case information to make sure the information is correct.

« Check to see whether a judge is assigned to the case. If not, go to Manually Assigning a Judge to a
Case, page 28 for the required steps.

Manually Assigning a Judge to a Case

You can manually assign a judge to a case using the manual judge assignment feature.
Perform the following steps to manually assign a judge to a case:

I REVIEW QUEUE I
1. Select the tab on the toolbar.

FILINGS BOCKMARKS TEMPLATES QEHSUISUERIISIS REVIEWHISTORY SERVICE CONTACTS

[A1 queues + | [ AuFiling Goges | [l Case Types - | Frombee |52 Topa | B | Gase or Enveiope suaereen ISR D

Figure 7.15 — Review Queue Selected

2. Select a judge from the drop-down list of judges in the Case Information section.
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Review Envelope Information

o Case Information

Location Allen County Circuit Courts
Description
Category Ciwil
Type OF S Ciwil
Status Mot Created
Judge System Assigned -
System Assigned
Mo Judge
Aragon, Robert A.
TEST JUDGE

Figure 7.16 — Judge Selection Drop-down List

This action assigns the selected judge to the case.

Review Envelope Information

The Envelope section displays the envelope number for a new filing or the case number for a subsequent
filing, the submitted and docket date, the filing attorney for the case and the type of payment account
associated with the case.

Click the "™ arrow to collapse the information, or click the “* arrow to expand the information.

o Envelope # 00163305

Submit Date Jul 24, 2012 2:15:49 PM
Docket Date Jul 24, 2012 2:15:49 PM
Filing Attorney Kimberly Hauser

Payment Account Kimbery 5.. Hauser efile payment account
Figure 7.17 — Envelope Information Section

Review the envelope information to ensure the information is correct.

Edit Docket Date and Time

Select the underlined link under the date and time to edit the current docket date. This opens the calendar
and clock.

Select a different docket date and time using the calendar and clock option.
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@ Envelope # 00004537

Submit Date May 30, 2012 10:22:33 AM
Docket Date May 30, 2012 10:22:33 AM
5/3012012 |[i5]|10:22:33 AM ;| (D)

Filing Attorney
Payment Account | 4 L 4

- Su Mo Tu We Th Fr Sa
iy
._.Fller Infori = ., . . &
Filed by E 7 8 9 10 1 12
Filer Address 13 14 15 16 17 13 19

20 21 22 23 24 25 26

Filer Phone 27 23 29 (30|31 1 2
Filer Email: 2 4 5 €& T & &5 |om
Firm Name

Figure 7.18 — Docket Date Calendar

Filing Fees

The Fees section displays the filing fees set by the courts.
Note: If you are reviewing a new case filing, review the filing fees to confirm they are accurate
before accepting the new case filing as this will charge the payment account when accepted.

& Fees

Responsible Party Kimberly Hauser
Convenience Fee $16.00
Total Court Case Fees $0.00
Total Court Filing Fees $375.00
Total Filing & Service Fee $5.00
Grand Total $396.00

Figure 7.19 — Filing Fees

Filer Comments

The Filer Comments section includes any comments the filer may have added for the clerk reviewer to
read.

Review the Filer Comments section for any comments the filer may have entered.
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Performing Review Actions

I le Filer Comments | I

Figure 7.20 — Filer Comments Section

Performing Review Actions

The clerk reviewer can use the Review Actions toolbar to perform review actions on a filing.

—— Accept Filing

—— Reject Filing

——— Forward Filing to Another Queue

[0}
c
9
g
<
=
2
>
[}
(4

—— End Review

——— Document Security

—— Manually Accept

—— Return Filing

Figure 7.21 — Review Actions Toolbar

Note: The options available on the toolbar vary based on site requirements.
Accept Filing

Click the [*/ icon to accept the filing.
Note: If prompted, enter the case number in the Case Information field in the format assigned by

your court.

Comment

Enter comments

regarding filing, if
necessary,

Figure 7.22 — Accept the Filing lcon and Comment Window

When you select the arrow on the bottom of the icon, the Comment dialog box opens.

You can type notes in the Comment field.

EFS-TF-200-3194 v.4 February 2014
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Reject Filing

Click the |§J icon to reject the filing.

Select Reason

Rejected
Rejected

Comment

Enter comments
regarding the rejected
filing.

Figure 7.23 — Reject the Filing Icon, Select Reason and Comment Window

When you select the arrow on the bottom of the icon, the Select Reason dialog box opens.

You can select the reason from the drop-down list and enter additional notes regarding the rejection in the
Comment field.

Forward Filing to Another Queue

Click the B icon to forward the filing to another queue.

aw Actlons

Select Queue

Default

Detroit

Error

Errored filings
Grand Rapids
Lansing

Troy

Figure 7.24 — Forward Filing Ilcon and Queue Selection Window

When you select the arrow on the bottom of the icon, the Select Queue dialog box opens. Select a queue
from the list.

End Review

%

Click the EI icon to end the review and return the filing to the queue without changing the status.

Document Security

Click the W icon to change the security of the document.
Note: The color changes when the icon is selected.

The Select Document Type dialog box opens.
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Performing Review Actions

Select Document Type

Use default public/private security
Confidential Image
Public Image

Sealed Image

Figure 7.25 — Select Document Type Window

Note: This selection only affects security for the document displayed, not for the entire envelope.

Manually Accept

Note: Prior to the selecting the Manually Accept filing icon, create a case number in Odyssey to
assign to the case you plan to manually accept. When you manually accept a filing, the case number
is not automatically assigned to the initial case.

Click the @ icon to manually accept the filing.

Figure 7.26 — Manually Accept Case Number Window

* Manual accept requires a case number to be provided before the review is completed.
« The filing is marked as accepted.

+ Service notifications are sent.

* Financial information is captured in Chase.

Return Filing

Click the B icon to return filings that have missing or incorrect information.

Note: The reviewer or court should contact the filer to let them know what corrections need to be
made to the filing before the filing is returned to the filer.

Once the filing is returned to the filer, the following actions occur:

» Thefiling leaves the review queue.
* The filing status returns to the submitted status.

» Thefiling appears in the filer’s filing queue with the submitted status and no notes to indicate the
reason it was returned.
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The filer must cancel the filing and copy either the envelope or file into the case and make the necessary
changes to the filing and resubmit. This process generates a new envelope number and authorizes the
filer’s credit card a second time where necessary. The filer is not charged for the original envelope.
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8 Review History

Review History is a main menu link visible to users with the reviewer role. The history list includes
previously accepted and rejected filings processed by the current reviewer along with filings the reviewer
has previously worked.

BOOKMARKS

RS VEL el  SERVICE CONTACTS

[ tnciude Complete  From Date | <M/d/yyyy Iﬁg ToDate |<M/d/yyyy ‘E; [ | ) Auto-netresh m

D Case # OFS-2012-0031-c dvs.ab( )
Envelope # 220 filed February 08, 2012 at 1:54 PM by System System on behaif of Tyler Attomey
Filing Code Case Type Filing Description Date Reviewed
ACKNOWLEDGEMENT OFS Cvil 600 DF1 DOCX 2812012 1:54:56 PM

AFFIDAIT OFS Civil 600 DP1 POF 21812012 1:54:56 PM

D Case # OFS-2012-0031 -cdvs.ab( )
Envelope # 219 fled February 08, 2012 at 1:04 PM by System System on behalf of Tyler Aftomey
Status Filing Code Case Type Filing Description Date Reviewed
Accepted ACCEPTANCE OF SERVICE OFS Civil 480 DP1 pic 218/2012 1:08:55 PM

D Case # OFS-2011-0017 - Jane Johnsonvs. Mark Smith ( )
Envelope # 114 filed November 21, 2011 at 11:10 AM by System System on behalf of Tyler Attomey
Status Filing Code Case Type Filing Description
Service Only OFS Civil Service - I[E9
BRIEF OFS Cwvil Brief - IE9 12112011 1:03:20 PM
WAIVER OFS Civil Waiver - IE9 12172011 1:03:20 PM

D Case # OFS-2011-0012 - Steve Vaivs. Joe Satriani( )
Envalopa # 112 fled November 21, 2011 at 10:56 AM by System System on behalf of Tyler Attorney
Status Filing Code Case Type Filing Description Date Reviewed
Served Service Only OFS Civil Service - IE9

Accepted WITNESS LIST OFS Cvil Witness List - IEQ T2172011 1M1:12:25 AM

Qor1p B

Figure 8.1 — Review History Window

Accessing the Review History

Click the | REVIEW HISTORY I tab on the toolbar.

Filtering Completed Reviews

Select the check box next to the envelope to mark it as complete and the envelope is immediately removed
from Review History window.

FILINGS BOOKMARKS TEMPLATES REVIEWQUEUE EHSUISULIENEINE SERVICE CONTACTS

] Include Complete  From Date | &) To0ate | |5 | Gase or Envelope | O nuto-retresn |

Envelope # 00163543 @
Envelope # 163543 filed August 15, 2012 at 3:16 PM by efiling dev on behalf of Tamasha whittington
Status Filing Code Case Type Filing Description Date Reviewed Reviewer
Accepted Motion - Reconsideration - 7.215(1) Appeal/Original Action Additional parties added 8152012 3:17:31 PM efiling dev.

Envelope # 00163515 [E]
Envelope # 163515 filed August 14, 2012 at 2:32 PM by August Twothousandtwelve on behalf of Aust 14th Lawyer
Status Filing Code Case Type Filing Description Date Reviewed Reviewer
Accepted Defect Cormection Appeal/Original Action August 14th 8/14/2012 3:30:48 PM efiling dev

Figure 8.2 — Completed Check Box Selected

Filtering Using Include Complete

You can remove completed filings from the Review History window by deselecting the

| Include Complete check box, then clicking the e button.
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To re-populate the completed filings back into your Review History window previously filtered out, select
the ¥ Include Complete check hox, then click the Ikl button.
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