COURT FILE AMERICA
The State of Texas grante#iling for Courts a monopoly for interacting with the
various jurisdictions in the stat€ourt File Americas anelectronic filing service
provider, we areyour link to eFiling for Courts
Court Rle Americds j ob is two fold. First , we
for Courts and secondlwe serve as your customer support for actual utilization of the
link.

This tutorial will cover the ght electronic filing functions and reports:

I.  Account Information: edit account informatign
[I. Document Queue: uploadyourdocuments prior to attaching them to a filing,
[ll.  Submit Filing: file pleadings in any jurisdiction connected to eFiling for Courts,

IV. Standalone eSerice: electronically deliver documents to opposing counsel without
passinghrough the court (i.e. discovery documents)

V. Review Filings/eService30 day accumulation of your activjty
VI. Jurisdictions: a list of Jurisdictions connected to efgl for Courtsand

VII. Filing Reports: searchable history glour past activity by topics
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ACCOUNT INFORMATION

This is your default screen upon logging ifhe steps or options of any Court File
America function, ie. Account Inforation, Document Queue, Submit a Filing, are listed
on the left hand side of the screen. In Account Informationcgmuselect one dbur

options:
Change youPassword

Edit Billing Information

el

electronically)

My Account Document Queue

| Account Information

Change your Password Account I
Edit Account Information
Edit Billing Information
Edit eService Profile
First Name
Last Name
Address Line 1
City
State
Zip Code

Email Address
Phone

Fax Mumber

3. Edit Billing Information

Standalone eService

Edit Account Information

Edit eService Profile (whether youtt@ney wants to receive service

Submit Filing | Review Filings / eService | Jurisdictions | Filing Reports | Sign Out

nformation

Maryann

Smith

720W 6 th

Houston

TX

77007
tex@roadrunnercouriers.net
713-863-7600

713-426-0873

Enter your credit card informaticaand selecBubmit This will save your information so

that you do not have to enter

4. Edit eService Profile

it each time that you file.

When the attorney originally registered, the deféartaccepting eService from opposing

counselwasi wi | | no
retur n, t hen
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DOCUMENT QUEUE FUNCTION

When youare inSubmit Filing, you canonly attach documents thatealready residing
theDocumentQueue It is a best practice to upload all documents before starting your
filing. SelectUpload If yourblue coloredBrowsewindow does not activate, then your

Popup Blocker Settinig preventing activation. SBbpup Blocketo alwaysallow
popurs from this site.

My Account Document Queue | Std Upload Document

iling Reports | Sign Out
Document Queue Home

Select a file to upload by clicking the browse button. You may also attach a

View Documents Documen comment to the file to be uploaded. When you have selected the file to
upload click the upload button,
Upload C:\Documents and Settings|Tex\DeskkopiExample Doc.s\Matior Browse...

Comments:

Motion for Swmary Judcment

No Documents four
To add documents to
Ready State prior to

[ Upload [ Cancel ]

@J Done é & Trusted sites

SelectBrowseto open your computer desktop.
1. Find your document an@penit.

2. Name your doanemdrstdo isrecitCom .
3. SelectUpload.

NOTE: 1) Court File America can only accommodate documentsdhasaved in
Microsoft Word (doc), ASCII Text Files (txt) or Adobe Acrobat (pdf).
2) Whena Word or ASCTT document igploaced, Court File America
aubmaticallyconverts itinto pdf format in the Queue.
3) When you upload a pdf document makee that its PDI is betwee@@&
400.

4) The maximum size of a single document is 4 Megs and the maximum size of
an efiling is 40 Megs.
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Once the document iploaded it will appear in the Document Queue inventory.

Ity Account | Document Quewe | Standalone eService | Submit Filing | Review Filings [ eService | Jurisdictions | Filing Reports | Sign Qut
Docurnent Queus Home
View Documents | Document Queue
To add documents to the queue click the Upload button, You must
P upload documents and in Ready State prior ko Filing Submission.
To check the status of documents in the Processing State, click
the Refresh button,
Last refresh dateftime Comments -
Motionfor, pdf 03/15/2006 09:25 Ready Motion for Summary Edit Wiew Delete
Judgment

Click View to see the document.

T‘_ File Edit Yiew Document Tools Window Help -8 X
20 =@ N0 W& [0HO eiR-ie | ww |
0 ~
L) 252
g
a Cause No.200698765
Big State Pipe. Inc B In the District Court of
*
x Harris County, Texas
V. * -
*
* 11* Judicial District
! Alpha Utility Corp. and *
: Billie C. Roe, Individually .
‘2;
i
£
[5}
g
V PLAINTIFF'S MOTION FOR SUMMARY JUDGMENT
£ Plamntiff, BIG STATE PIPE. INC. files this Motion for Summary Judgment against
£ Defendants ALPHA UTILITY CORP. AND BILLIE C. ROE. INDIVIDUALLY.
8
= CASE LAW
= v

NOTE: The only two ways that documents are removed from your Queueitiy®Q)
Deletethem while you are in Queue ori2your filing is successfulyou wil be asked
during submittal).

Once you have uploaded all your documents you can aighectSign Out or Submit
Filing.
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My Account

| 1. Jurisdiction

1. Jurisdiction

Document Queue

SUBMIT FILING FUNCTION

eService Plus

Submit a Filing

Submit Filing

Review Filings / eService

Jurisdictions

Filing Reports

Identify the attorney in whose name the filing will be submitted, and the jurisdiction into which you are filing.
If this is not an original petition, you will need to identify the case and select a method of prepopulation for

data fields.

Filing Attorney:

Representation:
Jurisdiction:
Original Petition:

Case/Cause
Number:

Court/Calendar:

Import Case Data
from:

Payment Source:

courtfileameric
Eélalnrtxfrf Z
| Travis District - Civil

™ v 7
\Jres@rlo

(® My Case Data

(O EFiling for Courts

(® Service Provider Biling Info

Oenter Biling Info

Filing Attorney : If you area Delegateto multiple attorneys, this will be dropdown

window.

Original Petition: On c e

you

have

s el

ect ed

Afyeso

program loads the corresponding sequence. Instructions ¢orgamal petition are on

page 17

Import Case Data from: Retain the defaufi My

dasao;

this wi

prdoad your information the next time you file in the Case/Cause Number

Payment Source:

1) Service Provider Select ifyou have a prearrangexleditcard payment
(see page 2).

2) Enter Billing: Select if yowvill enter credit card information during the
efiling (Step # 5)..

NEXT
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My Account Document Queue | eServicePlus | SubmitFiling | Review Filings [ eService
1. Jurisdiction . -
2. Fiing Submit a Filing
Enter information about the filing.
Filing Type: 'Motion v
Style/Case Name: Big State Pipe v Alpha Utility &R.
Roe Individually
Sealed Document: O
Client Matter Number:  |o375.012
Special Instructions: Free hand space i.e, "Filing 2
Motion for Summary Judgement’
[[] Clerk Fee Adjustment
Adjustment Amount
[[] Counterclaim: Civil
2. Filing

Filingtype: Your options f or

Jurisdictions

AFi | ijurisgictioryTpagio

Filing Reports

District has 2 options while Harris District has over 100. RULE OF THUMB: if you

cannot finda Filing Type that is directmatch selecti No F e e
No Feebo

opt iAlowthet | er k

d e p e n d iRengemlzerthatjinlRegissation got seleated the
t orhiswgives thé gtedk the authority to change the

Filing Typeif it does not reflect the pleading filed\lso, later in the efiling you will have
the opportunity to provide a more detailbekcription of the pleading. See: # 6. Attach

Documents

Style Name:You currently have a 200 character limit.

Client Matter Number: This field is fory 0 u r _itlentifymg@nsimbers/letters.

Special Instructions: This is a free hand ared b e st

thetitle of the pleading that yoare efiling.

Other Services Provided: This sectiordoesnot applyto no fee filings

NEXT
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My Account Document Queue | eService Plus | Submit Filing Review Filings / eService Jurisdictions | Filing Reports
1. Jurisdiction : s
2. Fing Submit a Filing

[ 3. Service _

|\l) Currently there are no attorneys in your list.

List any registered users whom you would like to serve electronically. Also include registered and non-
registered users served by other means whom you wish to appear on the proof of service document.

Select the Edit link to edit Delivery Type or other information about an attorney. Select the Delete Link
to remove an attorney from the Service List.

Please Note: If you select service by mail, fax, or courier for a party, you are responsible for
delivering the documents to the selected party. If you select electronic service for a party, the system
will automatically serve the documents electronically.

Registered Add attorneys who are registered for e-filing.
Unregistered Add an attorney who is not registered for e-filing.

[ Back || Mext

3. Service

eFiling gives you the option of electronically serving opposing counsel. If you do not

wishto employ thisoptionhi i Next 6.9. Go to page

You can only electronicallgerve attorneywho are 1) registered with eFiliragd 2)
have electeélectronic serviceRegistered without electronic service election and Non
registered attorneys must be served by traditionahoakst

Il nitiate electronic service by select
(below).

1. Jurisdiction ‘ y o
2. Filng Submit a Filing
| 3. Service It
ST To search for a reqistered party, enter one or more of the parameters below and select the "Search” button,

First Name:

Last Mame:
Firm/Organization Name:
Bar Number

State ‘f AP i)

Back | | Search
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Once your search has identified the appropriate attorney,
1. select he attorney by ,icheckingd his/ her box
2. indicating his/heRepresentation
3. seletServing Typdé e | e oot rt chreinc
4. click Next

Document Queue | Standalone eService | Submit Filing | Review Filings / eService | Jurisdictions | Filing Reports | Sign Out

Submit a Filing

| Please select each attorney you want to add to the Service List. You must enter Representation andfor Delivery Type. Click invite to email attorney information on how
to be served electronically in the case.

Name Bar Number Law Firm/Organization Representation Service Delivery Type Invite
Wiliams, Donald L. 21528200 LAW OFFICES OF DONALD L. WILLIAMS | Defendant Lead Attomey v ‘ Electronic ;
[] Williams, Jeremy A, 24037714 Gardere Wynne & Sewell None 3 O
0O Williams, Marlene C, 024001872 Beirne Maynard & Parsons LLP-Houston None O
O Williams, Jeremy 24037714 Gardere Wynne Sewell LLP-Dallas None O
0O Williams, Michael D. 21564330 Brown Sims PC | None O
‘ O Williams, Scott 00791937 Akin Gump Strauss Hauer & Feld LLP-Dallas None o 1 [Mone | O
You will receive confirmatiorof your selection.
My Account | Document Queue | Standalone eService | Submit Filing | Review Filings f eService | Jurisdictions | Filing Reports | Sign Out

1. Jurisdiction . -
2.Fiing. I Submit a F||lng
3. Service

List any registered users whom you would like to serve electronically. Also include registered and non-
registered users served by other means whom you wish to appear on the proof of service document.

Registered Add attorneys who are registered for eFiling.
Unregistered Add an attorney who is not registered for eFiling.

e Service
Law Firm or Bar = > -
Name Organization Number Representation Delivery Invite
Type
Donald
LAW OFFICES OF Defendant Lead : .
I\-,S}illiams DONALD L. WILLIAMS 21528200 Attorney Electronic Edit Delete

Back ] | Next

Select ARegisteredo d another attorney

NEXT
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My Account Document Queue | Standalone eService | Submit Filing | Review Filings / eService | Jurisdictions | Filing Reports | Sign Out
1. Jurisdiction . =3

2. Filng Submit a Filing

3. Service

4, Party Information

I \i) There are no Parties attached to this filing. Click the Add Party button below to add a party.

Select the Add Case Party button ko add a party. Select the Edit
Add Case Party link to edit a party's information. Select the Delete link to remove a
party.
| Back ‘ [ Next

4. Party Information: This option is used primarily original petitions fothe
identification of the partyto be served with aitation.

NEXT

5. Payment Information: If you 1) do not have a credit account or 2) have not

edited your Account Information fareload your credit card, themter credit
card information here.

NEXT

August 15, 2009



