
File into Existing Case – Credit Card or Check Payment 
 
Go to https://illinois.tylerhost.net/OfsWeb 
-click Sign in 

 
 
 
 
 

 
 

Enter your email address  
and password and  
click on “Sign in” to log into your 
account. 
 
 
 
 
 
 
 
 
From the Filer Dashboard, left-click on “File Into Existing Case”.   
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On the next 
screen, left-
click into the 
Location field 
and type “Lake 
County”. Select 
Lake County by 
left-clicking on 
it with your 
mouse.  

 
 

 

Left-click on the “Case 
Number” field and type 
in the case number into 
which you would like to 
e-File. After typing in 
the case number, left-
click on the blue 
“Search” button. 

 

 
 
Left-click on “File 
into an existing 
case”. 
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Left-click on the 
“Category” field 
and select the 
appropriate 
category by left-
clicking to select 
the category for 
the type of case 
into which you are 
e-Filing. 
 
 
 
 
Left-click on the 
case type case 
type field and 
select the 
appropriate case 
type by left-
clicking to select 
the type for the 
case into which 
you are e-Filing. 
      
 
 
Left-click on 
the blue 
“Save 
Changes” 
button.   
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Enter the first 
name and last 
name of the 
Plaintiff/Petitioner. 
If the 
Plaintiff/Petitioner 
is a business or 
agency, left-click 
on the checkbox 
labeled, “Party is a 
Business/Agency” 
and enter the 
business/agency 
name in the 
business name 
field.      
 
 
 
Enter the address, 
city, state and zip 
code of the 
Plaintiff/Petitioner. 
Phone number is 
not required. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

10   

11   

LAKE COUNTY CIRCUIT CLERK                         JANUARY 2018 v2 



 
Left-click 
on the blue 
“Save 
Changes” 
button.  
 
 
 
 
 
 
 
 
 
 
 
Enter the first and last name of the Defendant/Respondent. If the 
Defendant/Respondent is a business or agency, left-click on the checkbox labeled, 
“Party is a Business/Agency” and enter the business/agency name in the business name 
field. 
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 Enter the address, city, state and zip code of the Defendant/Respondent. Phone 
number is not 
required. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  Left-click on 
the blue “Save 
Changes” 
button. 
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Left-click on the 
filing code field 
and select the 
appropriate 
document you 
wish to e-File.           
 
 
 
 
 
                    
    Left-click on the 
upload button under the 
Lead Document. This is 
where you will find and 
upload the document 
you would like to e-File. 
 
 
 
 
 
                 
Browse the computer to locate 
the document you would like to 
e-File. If you are using a 
computer in the Circuit Clerk’s 
Office, your document is in the 
public documents folder on the 
desktop. 
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   Left-click on the 
security field and 
select 
“Confidential” or 
“Non-
Confidential”. This 
will depend on 
whether your 
document 
contains 
information such 
as social security 
numbers, driver’s 
license number, or 
secure financial/account information.  
 
 
 
 Left-click on the 
blue “Save 
Changes” button.  
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If you have 
another document 
to e-File, left-click 
on the “Add 
Another Filing” 
field and repeat 
steps 14-18 for 
each additional 
document you 
wish to e-File.  If 
you don’t have 
any other 
documents to e-
File, continue with 
step 22. 
 
 
 
 Left-click on the 
“Payment 
Account” field and 
select the 
payment account 
you would like to 
use for e-Filing this 
document(s).                
 
 
 
 
 
 
 

21          

22          

LAKE COUNTY CIRCUIT CLERK                         JANUARY 2018 v2 



Left-click on the 
“Party Responsible 
for Fees” field and 
select the name of 
the person paying 
any required fees. 
                
 
 
 
 
 
 
Left-click on the 
blue “Save 
Changes” 
button.  
 
                        
 
 
 
 
 
 
 
 
 
Left-click on the blue 
“Summary” button. 
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Review the 
summary screen to 
make sure 
everything looks 
correct.  
 
 
 
 
 
 
 
 
 
 
 
If everything looks 
correct, scroll to 
the bottom of the 
screen and left-
click on the blue 
“Submit” button.  
 
 
                  
 
 
 
 
 
 
An email will be sent to you indicating that your document(s) have been filed. Once the 
Circuit Clerk’s Office has reviewed your document(s) and either accepted or rejected 
them, a second email will be sent to you.  If your document(s) were accepted, there will 
be link(s) to those documents within that email.  Be sure to print those document for 
your records because those documents will contain the filed stamp. 
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