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Prepare court documents to be e-filed

. 4

To e-file your court documents, they must be saved as a text-searchable PDF file, whether you
start from a fillable PDF, handwritten form, or Word document.

1. AfFillable PDF form is an electronic document that allows you to type in your information in the shaded
boxes. To e-file this document, you want to make sure the document is no longer fillable (so no one

can type anything else).

2. You can save your document while you are working on it
by clicking File then Save As. This keeps the fields fillable
meaning you can keep typing in the document.

3. Once you have finished working on your document, click
File then Print. This does not mean you are going to print
the document. This is just the way to save the document in
the right format and so that no one can type anything else
in the document.
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If your form is a Court Form found at http://www.illinoiscourts.gov/Forms/approved/default.asp

are ready to save it to file it.

PRINT FORM

| SAVE FORM

the fillable PDF form has the Print and Save boxes at the bottom of your document and you can
click Save Form to save your work while you are finishing your document or Print Form when you

RESET FORM

4. When the Print box pops up click on the printer/destination labeled Adobe PDF or Save as PDF.

Click on Print or Save or OK.

5. A Save As box will pop up. When it does, name your file. You can
choose to name it anything but it should be something that helps

you and the court identify the document.

6. Make sure the Save as type box (under your file name) says PDF

or Adobe PDF. Click Save.
7. Your document is now saved as a PDF on your computer.
‘ You may now e-file your court documents.
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If you filled in your forms by hand, you will need to scan and save them as a PDF
to a computer.

1. Take your handwritten document to a scanner. Click Scan.

If you do not have a scanner at home, you may be able to scan your documents at the court,
your public library, or other office supply store.

2. When it is scanned, the document will either:
a. Appear on the computer screen and you have to save it, or
b. It will be sent to a folder on the computer and you will want to open it and save it with a file
name that you choose.

3. With the document up on the computer, click File and Save As. A
Save As box will pop up. When it does, name your file. You can
choose to name it anything but it should be something that helps
you and the court identify the document. Make sure the Save as
type box (under your file name) says PDF. Click Save.

fie < Prnt v E Open ~ @

= - ) _
.

il Bum v

5. To do that, select Print. This does not mean you are going to
print the document. This is just the way that you can save the |
document in the right format.

6. When the Print box pops up click on the printer/destination
labeled Adobe PDF or Save as PDF. Click on Print or Save or
OK.

7. A Save As box will pop up. When it does, name your file. You
can choose to name it anything but it should be something
that helps you and the court identify the document. Make sure
the Save as type box (under your file name) says PDF. Click
Save.

‘ You may now e-file your court documents.
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If you created your own document in Word, you will need to save it as a
PDF document. There are two ways to do this.

Optlon 1 Organize v Newfolder = @
B Desktop S Name ’ Date modified Type Size
. D load:
H W Downloars B New Bricfcase 8/3L/2017451PM  Filefolder
. ICK Flle then Save AS. 2 Recent Places .
| @) Desktop-Reminder2 - Shorteut 82/20730PM  Shorteut 2KB
& Lib
[ Document:
& M
= Pictures
B videos

2. A Save As box will pop up. When it does,
name your file. You can choose to name it
anything but it should be something that
helps you and the court identify the
document.

1% Computer

3. Select the dropdown arrow for Save as type.
Click on PDF or Adobe PDF. Click Save.

‘ Option 2

1. Click File then Print. This does not mean you are going to print the
document. This is just the way that you can save the document

Print

in the right format.
Name: 5 Lexmark T644 (PCL) - Primary - m

Status: / A
5 iﬂ Adobe POF ‘— Fing Printer...

| Print to file

Manual duplex.

2. When the Print box pops up click on the printer/destination | = ™| . «ouwmrcos aome
labeled Adobe PDF or Save as PDF. Click on Print or Save or OK.

§ qj HP Coler LaserJet M355 - Mairoom

section. For example, type 1, 3,
or plsl, pls2, pls3-pds3

Print what: |Document El Zoom

3. ASave As box will pop up. When it does, enter your file name. o (Mo [o] et toe %
You can choose to name it an.ythln.g but it should be something
that helps you and the court identify the document.

4. Make sure the Save as type box (under your file name) says PDF. Click Save.

‘ You may now e-file your court documents.
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—  Register to e-file

Before you can electronically file (e-file) your court documents, you need to create an account.

1. To create a new account and register as a user click: https://illinois.tylerhost.net/ofsweb

2. The Actions panel is where you sign into Odyssey File & Serve or register as a user.

3. Click Register.

&

A

Sign In Register

The Register button takes you to the page where you can register in the system by using your name and
contact information. If you have already registered as a user, click Sign In. For detailed instructions on how to
Sign In to your account see How to E-File in Odyssey File & Serve Step 3: Sign In.

o You will need:

v Email address. If you do not have an email address, you will need to create one. Commonly
used email accounts include: Gmail, www.google.com/gmail and Yahoo Mail,
https://mail.yahoo.com

v" Mailing address that is not a P.O. Box.

v Telephone number

EF-R 3701.2 Page 2 of 5 (02/18)
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1. Enter your name, email address, and create a password.

2. Enter a security question and answer that you can easily remember.

3. Then click Next.

First Name

Middle Last Name

Firm Information - Terms and Conditions - Complete

Email Address Password
Security Question
Security Answer

=

If you forget your password, you may have to correctly answer your security question to be able
to access your account again. It is a good idea to write down and save your password and security

question and answer.

1. If you do not have an attorney, you need to register for a self-represented litigant account and not a

firm account.

2. Click on the Circle to register as a self-represented litigant.

User Information - Firm Information

Registration Options

Register for a Firm Account

Perfect for:
- Attorneys
- Firms with multiple filers
- Solo Attorney Practitioners

Terms and Conditions » Complete

Register for a Self-Represented Account

Perfect for:
- Pro Se Filers
- Process Servers
- Landlords / Tenants

Previous

EF-R 3701.2
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When you click on the button above, this alert will pop up.

3. Click on Continue as Pro Se.

Before you register for
a Self-Represented
Account...

1t you are an attorney, you will want to make sure
you are registering for a firm account

1. Select the country where you live. The United States

of America is the default country.

2. Enter your address and telephone number.

3. Click Next.

Enter an address where you can receive mail during your legal case. This cannot be a P.O. Box.

1. Read the Terms and Conditions.

2. If you agree, click | Agree — Create My Account

EF-R 3701.2
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Register
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- Firms with muliple filecs Process Servers
Solo Attornay Pracstoners Landlords / Tenants

Country

Address Line 1

[ ] [mm ]

Prevous

et Informaton  Firm Informaton

Odyssey File & Serve Usage Agreement

Welcome tothe online services of Tyler Technologies for the State ofIinoss. Please read this Agreement carefully. It overns Your access to
and use of the Odyssey File & Serve apphcation through the Tyler Technologies Internet Ste. Your use of the Tyler Technalogles Site and/or
ather Tyl products i conditioned upon Your acceptance of this Agreement. By cicking on the “1 Accegt” button, You are agreeing to be
Jegally bound by allof the terms and conditions of this Agreemant. If You are acting as an employee, You 3gree that this Agreement wdll bind
Your employer and that You are authoized to do so. As used inthis Agreement, “You* or "Your” cludes You and Your emgloyer

Section 1. Definitions
Section 2. License; Restrictions on Use

Section 3. Access to the Tyler internet Site
Section 4. Uimitations on Use

Section 5. Fee Schedule

Secticn 6. Propeietary Rights

Section 7. Disclaimers and Umitations
Section 8. Your Warranties and Ingemniication
Section 5. Umitations of Labllity

Section 10, Arbitration

Section 11. Miscellaneous

Section 1. Definitions

The his Agr * means any of Your employees, agents, independent
contractors 2 by the t of t and who d or otherwise
designated or permitted by You to access and use the Tyler Services pursuant to the License. “E-Document” refers to any document oe

text and/or graphical in sustable for

“Enhancement” mesns any correction, Modification, Customization, revision, enhancement, improvement, update, upgrade, new release or

this Agreement. “Proprietary RIGhts" means any patent, copyTight, trademark, service mark, trads secret or other intellectusl property right.
*Third Party Content” means any content, records, data, documents, materials, or other information supplied o Tyler pursuant to an

Provious

v
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After you agree to the Terms and

User Information - Firm Information

Conditions, you will see this screen:

Terms and Conditions  Complete

Email Address:

Congratulations, you have successfully registered!

A verification email has been sent to you. Click on the link inside your email to complete the verification process.

o You must verify your email address to complete the registration process.

1. Login the email account you listed during step 2 to see the verification email.

2. Open the email and click the link to confirm your email address. The email will look like this:

A oFielL

ICIick to Activate Account I

https:/illinois tylerhost. net/ActivateAccount.aspx?id=e6b4fbdc-23c8-4b9e-a043-
3165bc2b0838&0id=0FS3PROD&cid=ILPROD

Please update your password after you log into your account.

QOdyssey File & Serve
(800) 297-5377

Please do not reply to this email. It was automatically generated.

You have been registered with the E-Filing System. Please, click on the link below to activate your account.

If the link above is not accessible, copy this URL into your browser's address bar to view the document:

For technical assistance, contact your service provider

New User Activation

o If you do not see the email in your inbox, check your junk mail or spam folder in your email.

3. Click on Click to Activate Account.

A page will open

account has been @

Your Odyssey File &

. Serve account has been activ

with confirmation that your
created. It will look like this:

rated.

‘ You have successfully created your account with Odyssey File & Serve.
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—Sign in to e-file

After you have created an account with Odyssey File & Serve, you need to sign in to e-file your
documents. If you have not registered as a user, click Register. For detailed instructions on
how to register for an account see How to E-File in Odyssey File & Serve Step 2: Register to E-
File.

1. Tosign in to your account visit: https://illinois.tylerhost.net/ofsweb

2. The Actions panel is where you sign into Odyssey File & Serve or register as a user.

3. Click Sign In.

Sign In Register

O Please signin to continue

Email
1. Enter the email address and password you used when
you registered for your Odyssey File & Serve account.
Password
2. Click Sign In. =

o If you forgot your password, see How to E-file in

Odyssey File & Serve Step 4: Create a New Password

for instructions on creating a new password. ERIgot R aaswont}

‘ You have successfully signed in to your Odyssey File & Serve account.
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— Add a payment account

Before you can e-file your court documents, you must add a payment account. If there is a
filing fee due, it must be paid at the time of e-filing. If you cannot afford the filing fee, you still
have to follow the steps to create a payment account, but can select "Waiver." This does not
mean your waiver will be approved, and you may have to create another payment account
and pay filing fees if the waiver is denied.

If you can afford to pay your filing fee, you must have a credit card or a checking account to pay online.
If you do not have a credit card or checking account, one option is to buy a pre-paid debit card from

o most major stores such as Walgreens, Walmart, or Target. If you want to pay in cash, you would need
to inquire with your local court to find out if they accept cash payments and what their process is for
paying the filing fee in person.

A okl &
1. Click Actions. ] rcions- |

You will be able to submit filings after you complete the following

My Filing Activity New Filing
Accepted
Returned
Nead heip getting started?
Drafts
Served
%__; <o “IL s

A Actons~

Dashboard
Filer Dashboard Start a New Case

File Into Existing Case

2. Under Actions click Payment Account. § Sty

Templates

Service Contacts

Bookmarks

Reports

My Filing Activity New Filing aym
Pending (ke T Help
Accepted

Returned
Need help getting started?
Drafts

EF-PA 3704.2 Page 2 of 7 (02/18)



3. Click Add Payment Account.

,% oFlelL

Payment Accounts

@ Add Payment Account

Payment Account Name

Payment Account t Type Active

No tems to display &

4. Enter a name for the account payment. You may name it
anything. This name is just so you can identify the payment

account.

5. Select how you want to pay. The options are: Credit Card,
eCheck, Gov. Agency Filing, Pay at Counter, or Waiver.

a. Credit Card also includes prepay debit cards.

b. eCheck means direct payment from a checking or

savings bank account.

c. Gov. Agency Filing option will not apply to a self-

represented litigant.

d. Pay at Counter means that you want to pay in cash.
e. Waiver means that you are requesting the court to

waive your filing fees because you cannot afford the

fees.

See the following pages for detailed information about each

payment account type.

EF-PA 3704.2

Page 3 of 7

Payment Accounts

Paymant Account Name Payment Account Type Actve
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Payment Accounts

Credt Card No Actions ~
echeck test eCheck. No Actions ~

Warver Yes Actions +

1-3ofimems &

Payment Account Name
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N Credit card or prepay debit card

Payment Accounts

1. To use a credit card or prepay debit card, choose Credit Card in
the drop down menu and create a Payment Account Name. This
name is just for you to know which card you entered.

Nogems focagiey  ©

2. Click Enter Account Information.

Enter Account Information
Method of Payment

# Credit Card

3. Click the Credit Card bubble at the top. Enter your credit card or
prepay debit card information and click Continue.

Exp Monih E Exp Year E
oW Code D oW elp

Name on Card [ I

Addvess Type ® US O Foreign

o The card must be Discover, Master Card, or Visa. S

Apsrimart. st unt buldrg oo, ok

. . . oy . Billing Detail
4. Review your card information, read the Terms and Conditions, per i
and click Save Information.

CWV Code
Name on Card
Address Type
Address Line 1
Address Line 2
city

State

2P Code

5. If approved, the payment account will be listed in the
box and the word "Yes" will be listed under active.

@ Add Payment Account

Payment Account Name Payment Account Type Active

| Credit Card Credit Card Yes || Actions ¥

‘ You may now e-file your court documents and pay with a credit card.

EF-PA 3704.2 Page 4 of 7 (02/18)



u eCheck (bank account)

6.

To pay using your bank routing and account number,
choose eCheck in the drop down menu and create a
Payment Account Name. This name is just for you to know

which account you entered.

Click Enter Account Information.

Click the eCheck bubble at the top. Under Account Type,

select whether you want to pay from your checking or

savings account.

Enter that account information including account number

and routing number. Click Continue.

numbers on your check, click Routing Number

o If you need help finding your account or routing

Help under the Routing Number box.

Review your checking or savings information, read the
Terms and Conditions, and click Save Information.

If approved, the type of payment will be listed in the
box and the word "Yes" will be listed under active.

o | o

Payment Accounts

.............. Payment Account Type

I Erter Accoumt ndormaton.

Enter Account Information
Method of Payment

Credit Card

Holder Information

appears on the Account The fields marked with a red asterisk (*) are required fieids

Terms and Conditions

@® Add Payment Account

Payment Account Name

Payment Account Type Active

eCheck

eCheck Yes |

‘ You may now e-file your court documents and pay with an eCheck.

EF-PA 3704.2
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| Pay at Counter (cash)

Bl Bl

Payment Accounts

1. If you want to pay in cash (and you've confirmed your local
court accepts cash payments) choose Pay at Counter in the
drop down menu and create a Payment Account Name. This ey e
name is just so you can identify the payment account.

2. Click Save Changes.

Payment Accounts

n
3. If you successfully chose Pay at Counter, "Pay at Ry
Counter" will be listed in the box and the word
"Yes" will be listed under active.

Actions »

Credit Card Credit Card Actions ~

echeck test eCheck Actions v

= 2z 2z X
i 8 F|f

Waiver Waiver Actions v

Important note about the Pay at Counter payment account

A\

Selecting the Pay at Counter Payment Account does NOT mean you are allowed to pay in cash. You
must contact your local court BEFORE e-filing to find out if they accept cash payments. If they do not,
you CANNOT use the Pay at Counter Payment Account for the purpose of cash payments and your
filing may be rejected. Some courts may also require that you e-file in person at the courthouse to be
able to use the Pay at Counter payment account.

‘ You may now e-file your court documents and Pay at Counter in cash.

EF-PA 3704.2 Page 6 of 7 (02/18)



N Fee waiver

Payment Accounts

1. If you are going to file a fee waiver choose Waiver in the drop
down menu and create a Payment Account Name. This name
is just so you can identify the payment account. o

2. Click Save Changes. e

3. |If you successfully chose Waiver, "Waiver" ® AdaPayment Acsoun
W||| be ||Sted in the bOX and the Word "Yes" Payment Account Name Payment Account Type Active ,
will be listed under active. = == =]

Important note about the Waiver payment account

» Selecting the Waiver Payment Account does NOT mean you will get your fees waived.

» If you are asking the court to waive your fees for the first time in this

Winois Supreme Court and is required to be accapted in al linois Circuit Courts.

case, you must upload an Application for Wavier of Court Fees as a
Lead Document. A judge will review your application or may require
you to appear in court. You will receive an order either granting or

APPLICATION FOR WAIVER OF
COURT FEES

i | Petitionar (Fir,, made, ast name)]

denying your application. If your application is denied, you will need

to create another payment account and pay your filing fees. If you do

omdent [Fre, radie, B rare] | CaseWumber

not upload the Application, your filing may be rejected.

An Application for Wavier of Court Fees can be found under Fee Waiver for trial/circuit courts or

o under Appellate for appellate courts: http://illinoiscourts.gov/Forms/approved/default.asp. For
more information about how to upload the Application as a Lead Document, see How to E-File in
Odyssey File & Serve Step 8 Upload Your Documents in the Filings Section.

» If the court already approved your Application in this case, you do NOT need to submit another
application, but you MUST upload a copy of the signed Fee Waiver Order when you submit your court
filing. You still select "Waiver" as your payment account.

‘ You may now e-file your court documents with an application for fee waiver.

EF-PA 3704.2 Page 7 of 7 (02/18)
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— Create a new password

If you forget your password, you need to create a new one. After several failed attempts to
sign in to the system, your account is locked. You will need to create a new password.

1. At the login screen, click Forgot Password?

2. Enter the email address you used when you
registered for your Odyssey File & Serve account.

3. Click Next.

4. Check the box next to I'm not a robot.

5. Click Reset Password.

EF-P 3703.2 Page 2 of 3

© Please sign in to continue

Emall

Password

Forgot Password?

Please enter the email address associated with your account.

Email Address

Next

Email Address

Reset Password

™
I I'm not a robot
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6. The following message will pop up. Check your email to find the link to reset your password.

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.

/'\’/,'_ ;i::i;ii_ Password Reset Request

7 . Th iS iS w h at th e ema | I W| I I I (e]6] k I | ke « | Arequest to reset your password has been processed. If you did not request a password reset, take no action. Your
. . account will be left unaltered.
Click click here.

o complete your password reset, click herel

If the link above is not accessible, copy and paste the URL below into your web browser:
https/iillinois tylerhost net/ResetPassword.aspx?rid=4bd5d3cd-85a0-417-90c9-f2574262584 58 skey=798 E4AAEB-A7D5-

457F-9631-3EC607485505

For technical assistance, contact your service provider
Odyssey File & Serve
(800) 297-5377

Please do not reply to this email. It was automatically generated.

?
)
8. Enter your new password in the first box and %3 %
then enter the same new password again. o

To complete the process of resetting your password for your account, you will need to select a new password.

Email Address

New Password

9. Click Change Password. Repeat New Password

Change Password

10. This message will pop up and confirm you ® .o:
successfully changed your password. ....°.
®

Your password has been changed successfully.

I Return to Odyssey File & Serve I

You have successfully created a new password. You can now login to
your Odyssey File & Serve account.

EF-P 3703.2 Page 3 of 3 (02/18)
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— Enter Your Case Information

This manual will go over starting a new case and filing into an existing case.

» To start a new case, you will need to know three pieces of information: (1) Location; (2) Category;
and (3) Case Type.

» To file into an existing case, you will need to know two pieces of information: (1) Location; and
(2) Case Number OR Party Name.

| New Case — Click Start a New Case

Filer Dashboard

My Filing Activity New Filing
Pending Start a New Case Use a Template
Accepted
Returned
Need help getting started?
Drafts
Served

View All

1. The Location means the where the case will be heard.

a. Brand new cases will be filed in the trial court in the

Case Information

County where your case will be heard. =3
i. Family law cases can be filed in the county that | cioseect ocaton |
. . | Q

you or your spouse/the other parent live in. | - -l £=
.. . 5th District Appellate Court E
ii. Cases for money or property can be filed where po—

the defendant lives or where the events o

happened that you believe give you the right to TERGETy

Rrown Connhy
Falty nio

sue. For example, where the accident occurred,
contract was signed, or leased premises is located.
iii. Name change cases can be filed in the county where you live.
iv. If the County you are looking for does not show up, it means that County isn't using
Odyssey File & Serve yet. Contact your local court to find out how you should be
e-filing your documents.

EF-C 3706.1 Page 2 of 6 (02/18)



b. If you are filing to appeal a trial court's decision, select the Appellate
District that your County is in.

c. If you are filing to appeal an appellate court's decision, select Supreme
Court of lllinois.

2. Click in the Location box and a drop down menu will appear. Scroll through until you find the correct
location and click on it.

o You cannot select the Category or Case Type until you've selected a location.

Case Information Need Help?

Location

Bureau County

Category Case Type

Click to select Category Click to select Case Type

Undo

1. The Category for e-filing is the way the court has divided up and labeled groups of Case Types.

a. Categories are official legal terms used by the court and may not be easy to understand or
guess which types of cases would be in which Category.

b. The Case Type is the topic you want to address with the court.

2. The Categories are:
Arbitration Chancery Eminent Domain

Law Law Magistrate Miscellaneous Remedy

Municipal Corporation | Order of Protection | Small Claims

Tax Adoption Dissolution
Family Mental Health Probate
EF-C 3706.1 Page 3 of 6 (02/18)



3. To figure out what Category to select, you need to know what kind of Case Type you have. Here are
commonly used Case Types and which Category they are in:

Category Common Case Types
Chancery Foreclosure
Law Magistrate Eviction (rent under $50,000)

Order of Protection Order of Protection; Stalking No Contact Order; Civil No Contact Order

Small Claims Contract; Tort; Small Claims $10,000 or less
Dissolution
means 0 Dissolution Dissolution of Marriage/Civil Union or Legal Separation
Divorce
Family Parentage/Paternity; Custody/Visitation/Child Support
Probate Guardianship of a Minor
Miscellaneous Certiorari (to review administrative decisions), Change of Name
Remedy
Law Contract or Tort-Money Damages over $50,000

4. Once you have figured out your Case Type and Category, you must first click the Category. Then the
Case Types will show up, click on your Case Type.

Case Information Need Help?

Location

Douglas County

5. Click Save ©3atgery Case Type
Changes_ Dissolution Dissolution of Marriage or Legal Separation - $207.00

Undo Save Changes

All Categories and Case Types can be found in the appellate or trial court Configuration Standards
on www.efile.illinoiscourts.gov.

‘ You have successfully entered the Case Information for a New Case.
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b Existing Case — Click File Into Existing Case

O ==

Filer Dashboard

My Filing Activity
Pending
Accepted
Returned
Drafts
Served

View All

New Filing

Start a New Case

File into Existing Case |

Need help getting started?

Use a Template

1. The Location means where the case was filed.

a.
b.

where the case was filed.

If you are filing as part of a case at the trial court, select the County where the case was filed.
If you are filing as part of a case on appeal, select the Appellate District or Supreme Court

2. Clickin the Location box and a drop down menu will appear. Scroll through until you find the correct
location and click on it.

’%‘ eFilell

File Into Existing Case

Select a Location

Location

‘ Click to select Location

g— a Case by
< Case Number Party Name
s Nu

Clear Search

File Into Existing Case

0 Decide if you want to search by Case Number or by Party Name and click that button.

EF-C 3706.1
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1. Case Number
The Case Number can be found on the upper right corner of any court documents you've

a.

received about the case.

b. The Case Number should be entered in exactly as it is on the document, with no extra spaces.

C.

Type in the number and click Search.

2. Party Name
If you cannot find the Case Number, you can search by Party Name instead.
b. You must enter a first and last name and then click Search.
You can search by your name if you are a party in the case.

File Into Existing Case

a.

C.

3. Select the existing case you
want to file documents in

a.

After you select Search, a
list of cases will appear.

b. Find your case and click

on it to highlight it.

4. Click on the Actions arrow.

a.

Click on File Into Case.

Case Number Location Description Case Type

01-L-00385 Peoria County SUMMY, ANGELAH. ET...  Arbitration and Award Actions >~ *
02-LM-00804 Peoria County WILLIAMS, DAVID T SR Arbitration & Award Actions ~
03-LM-00244 Peoria Ceunty MCGEE, CHARLES J vs...  Arbitration & Award Actions ~
03-LM-01840 Peoria County SMITH, JOHN ETAL vs ...  Arbitration & Award Actions ~
03-SC-00857 Peoria County MCGEE, CHAS J vs SMI Confession & Judgment Actions ¥
06-LM-00451 Peoria County WILLIAMS, MATTHEW .. Arbitration & Award Actions ~
07-SC-01010 Peoria County OSF HEALTHCARE SY Confession & Judgment Actions ~
07-SC-0197 Peoria County T-H PROFESSIONAL A.. Confessicn & Judgment Actions ¥
12-5C-00010 Peoria County FULLER, CHESTERCv...  Confession & Judgment Actions ~
71-N-03298 Pearia Connty SMITH CAROI F us SMI Custody Hearino Actions ~
07-sC-01010 Pecria County OSF HEALTHCARE SY.. Cenfession & Judgment Actions v

07-SC-01917 Pecria County T-H PROFESSIONAL A.. Cenfession & Judgment Acty

12-SC-00010 Peoria County FULLER, CHESTERCv...  Cenfession & Judgment

File Into Case

71-D-03298 Peoria County SMITH CAROLE vs SMI Custody Hearing Tith Template
84-LM-05564 Peoria County JOHN SMITH vs DEREK...  Arbitration & Award View Service Contacts.
87LM-00015 Peoria County CECUvs SMITHJOHN . Arbitration & Award Bookmark Th‘sl Case

‘ You have successfully selected the Case Information for an Existing Case.
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How to E-File in Odyssey File & Serve
Step 7: Enter the Party Information

10

E-filing Steps

* Prepare Documents

* Register

¢ Sign In

* Create New Password

e Add Payment Account

¢ Case Information

¢ Party Information

¢ Upload Filings

¢ Pay Fees

¢ Review Summary / Submit
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— Enter Party Information

You need to enter information about yourself and the other party before e-filing.

1. The Party Information tab will activate once you Click on Save Changes in Case Information.

2. The Party Type that you are entering information for will be highlighted. It will always start with the

Plaintiff or Petitioner.

If you are filing or
starting the case, you
are the Plaintiff or
Petitioner. If someone
0 else filed or started the
case and you are
responding to it, you are

the Defendant or
Respondent.

3. Ifyou are the
highlighted party,
click the box that
says "l am this party."

Party Type

Party Information

Enter details for this Party
I am this party

Party is a Business/Agency

Party Name

Need Help?

Lead Attorney

Required Party

@ Add Another Party

4. The name, address, and phone number you used when you registered for e-filing will pop up in the

boxes.

5. Click Save Changes.

EF-PI1 3707.1

city

Chicago

State

Illinois

Zip Code

60601

Phone Number

312-793-2305

Lead Attorney

Pro Se

Page 2 of 4

Undo
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Once you have saved your information, the other Party Type will be Party Information

highlighted.
Partg,r T_l.rpe
% Plaintiff
Other Party is a Person
1. You must fill in their First Name and Last S R S
Name. |
Country
United States of America
2. You may also fill in the other Party's street Address Lin 1 Address Line 2
address, city, state, postal code, and phone
number. None of those are required fields. City State
Click to select State
Postal Code Phone Number
3. If the other Party has an attorney that has
. . . . Lead Attorney
already filed something in the case, they will = "
appear on the drop down menu under Lead | 2
Attorney. You can select them. If you know
the other Party is representing themselves, i
you can select Pro Se. This is not a required field.
™ Other Party is a Business or Agency
Enter details for this Party
1. Click the box that says "Party is a i
BUSiness/AgenCY'" Party is a Business/Agency
2. You must fill in the Business Name. Party is a Business/Agency
Business Name
3. You may also fill in the Business's street address, city, |
state, postal code, and phone number. None of those ™™
are required fields.
Address Line 1 Address Line 2
City State
4. If the Business's attorney has already filed something Clck to select State
in the case, they will appear on the drop down menu N .

under Lead Attorney. You can select them. This is not
a required field.

Lead Attorney

Click to select Lead Attorney
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Lead Attorney

5. Once you have entered the Other Prose
Party's information, click Save

Changes. Undo |

If there are more than two parties in your case, you can add another party to your e-filing by clicking on Add
Another Party.

Party Information —

Party Type Party Name Lead Attorney
Plaintiff Plaintiff Petitioner Pro Se Required Party
Defendant ABC Business Required Party

(@) Add Another Party

1. Select the Party Type from a

Enter details for this Party
drop down menu.

Party Type Party is a Business/Agency

Click to select Party Type

The Party Type drop down menu

First Name Middle Name Last Name

will have every type of Party there

is from Adoptive Child to Ward or
additional Plaintiffs or Defendants.  Country
If you don't know the party type, United States of America

ask court staff.
Address Line 1 Address Line 2

2. Ifitis a person, you must fill in their First Name and Last Name. If it is a Business, you need to select
that box and enter the Business Name.

3. You may fill in the remaining information, but it is not required.
4. Click Save Changes.

5. Repeat as needed until you have entered the Party Information for all Parties in the case.

‘ You have successfully entered the Party Information.
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Self-Represented Litigants

How to E-File in Odyssey File & Serve % eFilelL
Step 8: Upload Your Documents in the Filings Section

E-filing Steps

il Prepare Documents

y | ° Register

¢ Sign In

A ¢ Create New Password

g Add Payment Account

£l Case Information

3| Party Information

e Upload Filings

g | ° Pay Fees

10! ° Review Summary / Submit
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— Upload documents and complete the Filings section

The documents you want to file with the court have to be uploaded into the system. This all
happens in the Filings section after you have completed the Case Information and Party

Information. The whole packet of what you upload to file is called an "envelope" in the e-filing
system.

Filings

Need Help?

Enter the details for this filing

EFile | Click o select Filing Code
| 3
. .
1. Click on Efile.
/cnem Reference Number Comments to Court
Courtesy Copies
i}

0 This box should be defaulted to Efile, but some Locations may also have Serve or EfileAndServe as the
Filing Type. Make sure you select Efile or talk to your court staff about the other options.

1. Click on the Filing Code box for A ool &
the drop down menu. Filing
Filings Need Help?
Code means the type of * —
document that yOU are flllng Enter the details for this filing If you don't know the filing code, look for the code that fits closest
W|th the Court (for example: Filing Type with the document you are filing; otherwise, contact the court
Complaint, Motion, Waiver), EFile | Click to select Filing Code |
Filing Description |‘ 0‘|
2. Click on the type of document Affidavi
you are f|||ng. Client Reference Number :sjz:zncumplam
Complaint

. Motion
Courtesy Copies

o If you don’t know your Filing Code ask the court staff so there is no problem with your filing.
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3. Once you select the Filing Code, you have the e
option of filling out four boxes, but they are not
required.
a. Filing Description (optional) Client Reference Number

i. This is just for you to remember

what you are filing.
b. Client Reference Number (optional)

i. Thisis atracking number for
lawyers to use to know which
client's case they are filing in.
Since you are representing
yourself, you won't use this box.

c¢. Comments to Court (optional)

i. These comments are for the court reviewer to read when assessing your document.

d. Courtesy Copies (optional)

i. You may enter a list of email addresses (separated by a comma) for where you want the
document sent.

Note: this is a courtesy and does NOT qualify for service of process or proper notice.

Comments to Court

Courtesy Copies

R Explanation of Lead Documents, Attachments, and Document Size

What is a Lead Document?

» Any document that you need the court to look at to be able to give you what you want.

o For example, if you want the court to grant your request to move your court date, upload your
Motion for a Continuance as a Lead Document.

> All notice documents (such as a Notice for Court Date or Notice of Motion) are Lead Documents.

» You can file more than one Lead Document at a time.

o For example, you could have Lead Document 1: Notice of Motion; Lead Document 2: Motion for
a Continuance; and Lead Document 3: Application for Waiver of Court Fees.

o An Application for Waiver of Court Fees is always a Lead Document and should be filed at the
same time as your other documents. If the court already approved your Application for Waiver
of Court Fees, you should file a copy of the approved Order with anything you file after that.

What are Attachments?

» A category of filing that is only an option in some counties and for some types of Filing Codes. If you
don't see Attachments as an option, file everything in the Lead Document section. You can do that by
making the Lead Document and any attachments/exhibits one PDF, and upload as a Lead Document.

» Any document that you reference in your Lead Document, but is not technically part of the Lead
Document. They are usually called exhibits or attachments.

o For example, if you write an Answer in an eviction case saying why you shouldn't be evicted,
that written explanation is the Lead Document. In the Answer, you reference a receipt for
paying rent. The copy of the receipt could be labeled Exhibit or Attachment 1 and would be an
Attachment, not a Lead Document.

What are the Document Size Limits?
» For Trial Courts, each document cannot be larger than 25MB and a combined total of 50MB per filing.
» For the Supreme Court and the Appellate Courts the file size limit is to 150MB.
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1. Click on the Upload Icon Lead Document (Required)
under the Lead Document
. Computer
heading.
4 Li]

2. A Window will pop up where you will select your document.

3. Find where the document is saved on the computer (desktop, documents folder, flash drive).

4. Select the document you would like to file and click Open. The document will appear in the Description

Box.

5. If you selected the wrong document, you can delete it by clicking on the X in the right corner.
Lead Document

Appearance_Approved. pdf

Description \

Appearance_Approved. pdf

Lead Document

Appearance_Approved. pdf

Di t
6. Once you have the correct document, select sseription

the drop down menu for the Security box.
Click whether the document is public (non- security

Appearance_Approved.pdf

confidential) or confidential. For some case Ciick to select Security

filings, the Security options are different. If |

there is only one option like Case Manager,
select that. If you see multiple Security Al confidential
Options, speak to court staff. Non-Confidential

L

Most court documents are public (non-confidential) even though they contain personal information
0 that you may like to keep confidential. Please speak to court staff before selecting confidential on your

document.
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Lead Document (Required

Appearance_Approved.pdf 209 35 k&8 =
Description Security
Appearance_Approved.pdf Non-Cenfidential i)

7. Click Save Changes.

Attachments

‘Computer

I+
@

Optional Services and Fees
Optional Services and Fees Fee Amount Quantity Fee Total

(#) Add Optional Services and Fees

Undo Save Changes

1. Add additional Lead Documents by clicking the Add Another Filing.

Filings P —

Filing Code Client Ref # Filing Description

(#) Add Anather Filing

2. Follow the instructions above for Uploading another Lead Document.

Lead Document (Required

i Appearance_Approved.pdf 209 35 k5
1. Click on the Upload Icon under

the Attachments heading.

Description Security

Appearance_Approved. pdf Non-Confidential

Attachments
2. A Window will pop up where
you will select your document.

Computer

I+
@
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3. Find where the document is saved on the computer (desktop, documents folder, flash drive).

4. Select the document you would like to file and click Open. The document will appear in the Description
Box.

5. If you selected the wrong document, you can delete it by clicking on the X in the right corner.

6. Once you have the correct .
document, select the drop

LS-N_2601.1_Approved.pdr 241.63 k8 &
down menu for the Description Security
Security box. Select LS-N_2601.1_Approved.pdf Non-Confidential o
whether the document is
public (non-confidential) Computer
or confidential. For some < ¢
case filings, the Security
options are different. If Optional Services and Fees
there is only one option Optional Services and Fees Fee Amount Quantity Fee Total
like Case Manager, select @ Add Optionsl Services and Fees

that. If you see multiple
Security Options, speak to e

court staff.

7. Click Save Changes.

Optional Services and Fees. Unless you need Optional Services and Fees

Optional Services and Fees Fee Amount Quantity Fee Total

something like certified copies of judgments, a

jury demand, or an alias summons, you do not

. . . . Optional Services and Fees
o have to do anything in this section. If you need ot e oo oo e
something like that, you can click Add Optional [i o
Services and Fees and look through the drop (Mis) - Gerfed Copy of Juigment - $5.00 cch e

(Misc.) - Centified Copy of Judgment page 1 -

down menu to see what is offered. Be sure not Iweacn _
(Misc.) - Certified Copy of Judgment pages 2-19 -

to click anything you already selected in the Filing s050 ez .

Code, or you will be charged twice.

You have successfully uploaded your documents/completed the Filings
section.
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10| ° Review Summary / Submit
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— Finalize Fees

Select a Payment Account .
: v . If you did not create a Payment Account when
you need to leave this page to create your payment account,

you can find and resume work on this draft envelope by clicking you registered for e-filing' please see HOW to

"Drafts” Filer Dashboard. . . .
on e pnystrEr Resnheet E-file in Odyssey File & Serve Step 5: Add a
Click here to create a payment account if it is not listed in the Payment Account for instructions on hOW to
dropdown.
do so.
Fees Need Help? —

1. Make sure that

. « Moti

the Fees section otien
I_ ” h Description Amount
Filing F $0.00
(;Sts all'the ares Filing Total: $0.00

ocuments you

want to file. v Walver
Description Amount
Filing Fee $0.00
Filing Total: $0.00

2. If not, return to ~ Notice
the Filings section Pimcthtion T
to add or delete Filing Total: 50.00

documents.

Total Filing Fee $0.00

Envelope Total: $0.00

Payment Account

Click to select Payment Account

Party Responsible for Fees

Click to select Party Responsible for Fees

If the Party Responsible for Fees drop down menu appears (it won't in every Location or Case Type),
always select yourself.
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1. Click on the drop down menu.

2. Select which Payment Account (that you created during registration) you want to use for this filing
(Credit, eCheck, Pay at Counter, or Waiver).
a. Select Pay at Counter if:
i. You want to pay in cash and you have confirmed that your court accepts cash.
b. Select Waiver if:

i. You are filing an Application Payment Account

for Waiver of Court Fees and Waiver

one of your Lead Documents

is the Application; or | 2
ii. You have been approved for Click 1o gelect Payment Account

a Fee Waiver and one of your
attachments is the signed
order from the judge.

Payment Account

Waiver

3. Click Save Changes.

Undo Save Changes

4. If you used Credit or eCheck, you have paid
your court fees.

5. If you selected Pay at Counter you will need to pay in cash before your filing will be processed.

6. If you have submitted an Application for Waiver of Court Fees, you will need to check with the court
and if the application is denied, you will need to pay your filing fees.

If something has changed about your Credit or eCheck accounts since they were approved during
registration and when you e-file, this could cause your filing to be rejected. Make sure your payment
account information is up to date and accurate before e-filing.

‘ You have now successfully completed the Fees section for e-filing.

EF-PF 3709.1 Page 3 of 3 (02/18)



Self-Represented Litigants

How to E-File in Odyssey File & Serve /% eFilelL
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——  Review E-file Summary & Submit E-file

Once you have completed all the e-filing steps (Case Information, Party Information, Filings,
and Fees), you can review a Summary of your filing before submitting it. After you review your
Summary, you must Submit your filing to the court to complete e-filing. The whole packet of
what you submit to the court is called an "envelope" in the e-filing system.

1. Scroll to the bottom of the webpage
after you've completed the Case
Information, Party Information,
Filings, and Fees sections.

2. Click S ummary.

If you have not entered all the

o required information for your e-file,
you will not be able to review a

Summary of your e-filing envelope.

EF-SU 3710.1

Case Information

Location

Christian County

Category Case Type

Dissclution Dissclution of Marriage or Legal Separation - $136.00

Party Information

Party Type Party Name Lead Attormey
FlaintiffPetitioner Jans Doe Pro Se
Defendant/Respondent John Dos

Filings

Filing Code Client Ref # Filing Description
Wation Wotion

Waiver Fee Waiver

Motice Motice of Motion

Need Help?

~ Motion

Description
Filing Fee

« Waiver

Description
Filing Fee

« Notice

Description
Filing Fee

Total Filing Fee
Court Case Fee

Payment Account

Waiver

Save as Draft

Page 2 of 3

Required Party
Required Party

(%) Add Ancther Party

Actions *
Actions
Actions +

(%) Add Another Filing

Amount
5000
Filing Total: $0.00

Amount
5000
Filing Total: 50.00

Amount
5000
Filing Total: 30.00

50.00

$185.00

Envelope Total: $185.00
Waiver selected
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Review and submit your envelope

Case Information

Location Category Case Type
Christian County Dissolution Dissolution of Mamiage or Legal Separation

Party Information

Party Type Party Name Lead Attomey
Plaintifi/Petitioner Jane Doe Pro Se
1. After you click Summary, review the Case " e
information, Pty Information, iings,
and Fees Filing Code Client Ref # Filing Description
Mation Motion
Waiver Fee \Waiver
Motice Notice of Motion
2. If anything is incorrect, click Back. Once Fees
on the previous page, you can click into e
iotion
any section that is incorrect and make the
» Waiver
changes you want.
» Notice
Total Filing Fee 50.00
Envelope Total: 50.00
Waiver selecied
Payment Account Waiver

Back Submit

1. Once you review your e-file summary and make sure the information is Back
correct, click Submit.

‘ You have successfully reviewed and submitted your e-filing envelope to the court.

Submitting your e-filing envelope in the system is the first step in giving your documents to the
courts. Once you submit the e-filing envelope, the Circuit Clerk's office will review the filing. The

0 Clerk will either accept or reject your filing. Check your email for notification from the court about
whether your filing is accepted or rejected.
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