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LOGIN / REGISTER ORGANIZATION

1.
2.

3.

SigN IN

=% Create account

Password: Forgot Password?

Enter your email address and password. Press the “Sign-In” button.

If you forgot your password, press “Forgot Password” link and follow the instructions
on the screen.

# FOrGOT PASSWORD INSTRUCTIONS
" Required Field

1. Insert your e-mail.
2. Press the retrieve my secunty question button.

3. Password reset instructions will be e-mailed to you.

*E-mail: | |

Retrieve my Security Guestion

If you have not registered your organization, click the Create accountlink.
[
Select your account type:

Law Firm Firm or sole practitioner licensed to practice law in Colorado.

' Government Agency City, county, state, and federal agencies.
Private Agency 3rd Party Filer or collection agency partnered with a Colorado law firm.

' Pro Hac Vice Out-of-state attorney admitted to practice with a Colorado attorney sponsor.
Self-Represented Persons representing themselves in small claims cases only.

Cancel Continue

a. The user will be taken to a screen that gives you a description of the various
account types. Select the appropriate option and press “Continue” button.



r
Enter your business information
"Required Field
'Clrganlzlﬂun MName:
“Address:
“City:
“State/Province:  Colorado
*Zip Code:
“Country: | United States
‘Phone Number:
*Validating Attorney Registration Number: o
“Enter text from below: The validating attorney registration number is the attorney that is authorizing the actvation o
wIvvnmp Refresh |
Cancel Continue

1. Based on the selection made complete all required information (A red asterisk
means the information is required) and press the “Continue” button.

f .
Add users to your business
(At least one user must be designated as an administrator and one user must be designated as a billing contact)
“Required Field
Attorney Registration Number: | Swarch
“First Name:
Middle Name:
‘Last Name:
Buffix:  Selecta Suffhx.
‘Email:

This person is authorized to be an for your
This peraon is authorized to be a billing contact for your organization.

Add User

[l.ﬂlm : = i First Name e [ Email & I Bar Number L I Administrator Hilling Contact Remove User
No results were found.

—

Back Cancel Register

Adding User Accounts

One or more users can be added on this screen, fill out all required fields. (Additional
users can be added or removed by an administrator once the organization is
registered). At least one administrator and one billing contact need to be designated,
these designations can be one individual or separate individuals.

1. When entering an attorney registration number, select the search button to populate
the information.

2. An e-mail will be sent to each user added with account activation instructions.



Activating Attorney Accounts

It is extremely important that all attorneys in your organization activate their E-filing
accounts. Until these accounts are activated, the attorney cannot be e-served and
filings made on their behalf cannot be submitted.

Case security is also tied to attorney accounts. If attorneys in your organization do not
have activated accounts, your organization may not have access to the appropriate
cases, even though those attorneys may be listed as attorneys of record on the case.

I'\Q,l Colorado Courts E-Filing Main Filing Search Resources Administrator a Hello, Test Account

NAVIGATION BAR

Welcome to the Colorado Courts E-Filing system. The navigation bar on the top of the
screen provides the ability to move through the E-Filing system. Here is an overview of
available options on the navigation bar:

Main: View important information through Alerts. Monitor specific cases or an entire
organization’s cases through Cases. Your recent filing activity is available through
Recent Actions. Review your upcoming court dates through Schedule. From your Alerts,
Recent Actions, Case History or Advanced Search Results, you can download mass
documents and access them from My Downloads. Your organization’s cases can be
quickly accessed from the home page using the Quick Search feature. Easy access to
File a New Case or File into an Existing Case is available through the folder icons on
the home page.

Filing: File a New Case, File into an Existing Case, continue a Draft or Manage Baich
Filings on the Filing screen. Scheduled Filings can also be viewed or edited on the
Filing screen.

Search: Quickly search through cases with Quick Search, or perform an Advanced
Search on all e-filed cases.

Resources: Access important Resources for customer support, court fees, frequently
asked questions, and links to court-related websites.

My Account: Make changes to account information through My Profile, or reset a
password through Reset Password. Also set e-mail and alert preferences through
Preferences.

Administrator: Administrators can manage their organization on this screen through
the following links: “Add a User,” “Modify an Organization,” or “Modify a User.”



Sign Out: Logout of the e-filing system. For security purposes, the Colorado Courts E-
Filing system times the user out after two (2) hours of inactivity. It is also important to
always sigh out once work is complete.

HOME PAGE

The Home page is the location where each user lands after logging into Colorado
Courts E-Filing.

On the left, there is a menu to access hyperlinks for Alerts, Cases, My Downloads,
Notifications, Recent Actions, and Schedule.

(Q,' Colorado Courts E-Filing Main Filing Search Resources Administrator & Hello, Test Account

Balance Due: $78113.27

7 Main Quick SEARCH
Alerts (3341)
Cases

My Downloads

@ Announcements:

Search By
I=l There are no announcements at this time.

Case Number Search

Notifications

Recent
Actions
Schedule

&

h File a New Case

- File Into an Existing Case »
— [ sl <«

v3.5.0 | Website Requirements | Terms of Use | Accessibility | Privacy | Feedback | Contact Customer Support
© Copyright 2016 State of Colorada Judicial Department. All rights reserved.

Current program announcements and updates display in the center of the Home page.

Folder icons are available for “File a New Case” or “File into an Existing Case.” Select
the appropriate icon.

(Q,' Colorado Courts E-Filing Main Filing Search Resources Administrator & Hello, Test Account

Balance Due: $78113.27

7 Main Quick SEARCH
Alerts (3341)
Cases

My Downloads

@ Announcements:

Search By
I=l There are no announcements at this time.

Case Number Search

Notifications

Recent
Actions
Schedule

File a New Case

’_ o File Into an Existing Case ._

v3.5.0 | Website Requirements | Terms of Use | Accessibility | Privacy | Feedback | Contact Customer Support
© Copyright 2016 State of Colorada Judicial Department. All rights reserved.



The Quick Search feature on the Home page provides fast searches of cases by
Attorney Name, Attorney Registration Number, Business Name, Case Number,
Document ID, Filing ID or Person’s Name.

Note: A quick search for Suppressed or Limited Access cases can only be done if the
user is a party to said case.



ALERTS

“Alerts” is an inbox displaying e-filed document items e-served by the court, or by
another case party.

e When the court reviews and accepts a new e-filed case, it displays as “New Case
Accepted.”

e If any e-filed item is reviewed and subsequently rejected by the court, itdisplays
in the alerts inbox as “Rejected.”

e Serve-only documents also display in alerts, and are displayed as “Service.”

e Courtesy copies of documents e-served from a new case filing display in alerts
as “Courtesy Copy.”

To forward or copy your alerts to another member of your organization, go to
Preferences under the My Account Tab.

ALERTS - HOW TO FIND

Main Filing Search

Home
> Alerts

Cases
My Downloads
Notifications

i Recent Actions
Schedule

From the Home screen, click Main and select “Alerts” from the menu.

ALERTS - FILTERS

Filters at the top of the alerts table are used for setting viewing preferences.
2 3 4 5

ALERTS
{Bold itens are unread. ) ‘ ‘ ; ;
1 From: Ta: Status: Al v Type: Al \ For: All - Location: Al v
show IRl 1-200f276 << <A1 234533

1. From: and To: These date boxes provide viewing for a date range. Click inside
each date box to select a specific date from the pop-up calendar.

2. Status: Provides choices for viewing as status of All, Read or Unread alerts. Click
the arrow to select.

3. Alert Type: There are choices for viewing alert types including - All, Courtesy Copy,
New Case Accepted, Rejected or Service. Click the arrow and select.
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4. For: Filter by users within your organization.

5. Location: Choose an alert view for one or all court locations. Click the down arrow
to select the desired court location from the list.

ALERTS - TABLE COLUMNS

7 ALERTS 2

(Baold tems are unread )

From: To: Status: Al v Type: Al 4 For: Al " Location:  All

& MarkUnread  + MarkRead mp Forward [J] Download {j Delete show Il 1-200f276 << <4 2345> 3
{ t 1 { { e
1 2 3(a) 4 5 6 7 boon €7 8

1. Filing ID: Is a unique number that identifies a single e-filing transaction consisting of
one or more e-filed documents.

2. Received Date: This column displays the date an Alert was received.

3. Type: An alert type “New Case Accepted” displays whenever a new case is
accepted by the court. Served items display as a “Service” alert type and courtesy
copies display as “Courtesy Copy.” An alert type of “Rejected” displays whenever
the court rejects an e-filed item.

a. If an e-filed item is rejected, the reason displays as hover help.
View hover help by passing your mouse over the orange caution triangle next

to a rejected item in the “Type” column. Click on the orange caution triangle
for a larger view of the rejected reason.

Note: The court may only reject a filing based on CJD 11-01.

4. Case Number: Each case is assigned a case number as it relates to a selected
court location. Case numbers for accepted cases display as hyperlinks. View case
history by clicking on the case number hyperlink.

5. Location: The location column identifies where a case or document was e-filed.

6. Case Caption: This column displays the caption as accepted or created by the
court. If it is an existing case or a new case that has been accepted, it displays as a
hyperlink. View case information by clicking on the case caption hyperlink.

7. Document Title: The title of a filed document.

a. View Document: Click the hyperlink to display the PDF document.




8. Redacted Document Icon: This will display only if the original document that was
filed has been redacted and uploaded by the court. Click on the icon to view the
redacted version of the original document.

9. Action: A user can take action on a filing by clicking the icon folder image.

o When you select the icon for “File into this case” for a New Case, Courtesy
Copy, or Service item, this launches you into the File Into Existing Case file
builder so you can file a new document in that case.

o0 When you select the icon for “Re-file this filing” for an item Rejected in an
existing case, the e-filing system rebuilds the filing starting from the “Select
Filing Party(ies)” screen. Edit the filing information or document and re-
submit to the court.

0 When you select the icon for “File into this case” for a new case the court
rejected, the e-filing system will ask you to verify the county, return date, and
time. The e-filing system will ask for a return date and time only if they apply
to the case type.

ALERTS - TOOLBAR - MANAGING ALERTS

The alerts screen is similar to an e-mail inbox. Table items can be marked as read or
unread. Alert items can also be removed or downloaded.

£ ALERTS 2 3
{Bold terns are unread. Maxmurm display 15 J
From: 08212014 To: 077212014 ‘ Status: |Al . Type: |Al . For: Al . Location: Al
B MarkUnread + MarkRead mp Forward [;) Download | Delete Show OBl 1-10f1 <<<{> >
Flling IO * .Ihulwd Date - Typa # | Case Humber # | Locaton ® (Case L] Document Tide Actlon
> TENSI52AMA 074 T AN | Rejected 2014DRII0EE Adams County Testing 2 a | —- Alfidavit

1-10f1 ﬂﬂﬂuﬂ

1. Select the Alert item(s) by clicking in the check box next to the item(s). Clicking the
checkbox at the top selects all items in the table.

2. Select one of the menu bar options: Mark Unread, Mark Read, Forward, Download
or Delete.

a. The download feature can also be used in conjunction with the checkboxes
next to the document(s) user wishes to download.

3. Show: View 20, 50 or 100 cases per page. Click the arrow and select a viewing
preference.



CASES

The Cases page displays a listing of an organization’s court cases. Cases display in
this list only if:

1. An attorney from your organization is associated to the case(s), or

2. Your organization has successfully filed a document into the case through the
Colorado Courts E-Filing system.

CASES — HOW TO FIND

Main Filing Search

Home
Alerts
Cases

My Downloads
Notifications

y  Recent Actions
Schedule

From the Home screen, click Main and select “Cases” from the menu.

This screen features a view for an organization’s cases and another for listing monitored
cases and purchased cases. Click on specific tab to view.

CASES - ORGANIZATION CASES - FILTERS

This screen populates an organization’s cases that are connected to e-filing.
| 1 | 2 3 4

Location: | Adams County

Organization Cases

[Location

Adams County

4 Cases * '

Case Year:

Prated with cases that are connected 10 &-filings )

-[Culﬂm -iCnslew

Al v

Case Class: All

Attorney: All

showEIIEN 1-4014 =< <> >

& | Cose Type Suitus
Assali Open

2015000100 I Q In the Imterest o Test Pen

Adarns County

Adams Courty

Adams County

[ Bresch of Contract [ Open

140 EBODBOE

1. Location: A user can opt to view a specific court location or all court locations. Click
the arrow for a list of available court locations, and select.

2. Case Year: This will enable a user to search for all cases for a specific year.
3. Case Class: A user can filter from the box for a specific case class. Click the arrow

for a list of cases classes and select.
10



. Attorney: This box displays all attorneys within an organization. Click the arrow for

a list of attorneys. Highlight and click to select.

Show: View 20, 50 or 100 cases per page. Click the arrow and select a viewing
preference.

CASES — ORGANIZATION TABLE COLUMNS

4 Cases

Location: | Adams County v Case Year: All Case Class: All v Attorney: All

ted with ¢ ases that are connected 1o e-filings)

5I.m -Cuﬂhﬂh{ -}Cnslem & | Cose Type Sttus
204 EID001300 of Tesil

[Breach of Cof [ Gpen

140 EBODBOE

Click the down arrow on any column header to sort for a viewing preference.

1.

2.

Location: The location column identifies where a case was filed.
Case Number - Organization Cases: Each case is assigned a case number as it

relates to a selected court location. Case numbers in this table display as hyperlinks.
View case history by clicking on the case number hyperlink.

Case Caption: This column displays the caption as accepted or created by the
court. Case caption in this table display as hyperlinks. View case information by
clicking on the case caption hyperlink.

Case Type: The case type column displays a case type as it relates to a case
class. Ex., a breach of contract is a type of case in the civil case class.

Status: View a case status, open or closed.

11



CASES - ORGANIZATION ICON SYMBOLS

7 Cases
Location: Adams County d Case Year: Al - Case Class: All v Attorney: Al
Organization Cases Show IR 1-40f4 << <13 >
(This list will enly be poputated with cases that are connected to e-filngs)
|l.m a | Caso Number - |l’.m aniion, # | Case Type Status.
| | Adams County S0 S D001 300 I o L b Porson Assault -l':pvn
M) | Adams Gounty 2014PROMIE O |l aury, Test Special Admin Informal Open
. 4 - — v 4 i
=777 | Adams County z [ @ c Jos et 3l Conseevatanship - Minar Opan
Adams County d. |=p | © | Psue — Breach of Contract Open

1400 000 E

1. Place multiple cases in monitored status by selecting the desired checkboxes.

a. Press the plus button “Monitored Cases” in the toolbar.

b. Click the plus icon to place a case into monitored status. The case is added to
the monitored cases table, but now displays with a minus icon.

c. Click the minus icon, and the case is removed from monitored status and
redisplays with a plus icon.

d. Click the file folder icon and the system will take you to the file into this existing
case. The system will pre-populate the county and case number fields.

CASES — MONITORED CASES - FILTERS

Monitored Cases displays a table of cases that were added when a user previously
opted to monitor a case. Any case can be placed in monitored status.

¢ Cases + * * * . 1

Location: All - Case Year: All . Case Class: All . Attorney: All

[ ° I the Matter of. Dead Guy_Tesd Spacial Admin

Adams County

) © | !nins Matter of: Daga Guy. Tes Special Admin informal Open

Adams County [ ° In the Matier gf- Dead ¢ Tes! Special Admin nformal Open

1505 EIEODBOE
\ F |

If you want to monitor a case outside your organization, search the desired case using
the Quick Search. Click the Search tab and then select Quick Search.

a. Locate the case from “Search Results.”

i.  Click the plus icon to the right of the case number. The case will be added to
your monitored cases list. There is a fee associated with viewing a monitored
case outside your organization but there is no fee to place any case in
monitored status.

12



b. If the case is within your organization, locate the correct case from “Quick Search
Results.”

ii. Click the case number hyperlink, and then click the plus icon on the “Case

History” page. The case will be added to the monitored cases list in your
account.

1. Location: A user can opt to view a specific court location or all court locations. Click
the arrow for a list of available court locations and select.

2. Case Year: This will enable a user to search for all cases for a specific year.

3. Case Class: A user can filter from the box for a specific case class. Click the arrow
for a list of cases classes and select.

4. Attorney: This box displays all attorneys within an organization. Click the arrow fora
list of attorneys. Highlight and click to select.

5. Show: View 20, 50 or 100 cases per page. Click the arrow and select a viewing
preference

CASES - MONITORED CASES TABLE

s Cases

Location: All - Case Year: All . Case Class: All . Attorney: All

show BRI 1-50f5 <<<{d> >

Click the down arrow on any column header to sort for a viewing preference.

1. Location: The location column identifies where a case was filed.

2. Case Number — Monitored Cases: Each case is assigned a case number as it
relates to a selected court location. Case numbers in this table display as hyperlinks.
View the case history by clicking on the case number hyperlink.

o If a case is highlighted in red it is either suppressed or limited access.

13



3. Case Caption: This column displays the caption as accepted or created by the
court. Case caption in this table displays as a hyperlink. View the case information
by clicking on the case caption hyperlink.

4. Case Type: The case type column displays a case type as it relates to a case
class. Ex., a breach of contract is a type of case in the civil case class.

5. Status: View a case status, closed or open.

CASES - MONITORED CASES ICON SYMBOLS

s Cases

Location: All - Case Year: All . Case Class: All . Attorney: All

show BRI 1-50f5 <<<{d> >

nal
1505 EIEODBOE

1. Click the file folder icon and the system will take you to the file into this existing
case. The system will pre-populate the county and case number fields.

2. Click the minus icon to remove a case from monitored status.

3. Remove multiple cases from monitored status by selecting the appropriate
checkboxes.

a. Press the “Stop Monitoring Cases” button.

CASES - PURCHASED CASES COLUMNS AND ICONS

7 CAsES

show I 1-130f13 << <1 > >

Click the down arrow on any column header to sort for a viewing preference.

1. Date Purchased: This column displays the date a case was purchased by the
organization.

14




2. Expiration Date: This is the date and time in which the purchase expires and
access is no longer available.

3. Location: The location column identifies where a case was filed.

4. Case Number: Each case is assigned a case number as it relates to a selected
court location. Case numbers in this table display as hyperlinks. View case
history by clicking on the case number hyperlink.

a. Click the file folder icon and the system will take you to the file into this
existing case. The system will pre-populate the county and case number
fields.

b. Click the plus icon to place a case into monitored status. The case is
added to the monitored cases table, but now displays with a minus icon.

i. Click the minus icon, and the case is removed from monitored
status and redisplays with a plus icon.

i. If the purchase expires and is still being monitored, the case will
display on the monitored case tab, but if the user tries to access
the case, they will need to repurchase in order to view again.

5. Case Caption: This column displays the caption as accepted or created by the
court. Case caption in this table display as hyperlinks. View case information by
clicking on the case caption hyperlink.

FILING ID

The Filing ID screen displays detailed information about all e-filing transactions within a
case. The screen includes the following information sections:

e Filing ID Basic Information
e Document Information
e Service Information

1 FiunG ID Basic INFORMATION =] 2
> Case Number: 2014DR0OA0DGTT L 0 * Filing 1D: B3B080TITGC30 Filing Party{ies): Petitioner Testing '
2 —lp Case Caption: Testing. Petitioner and Testing. Responde 5 -l Filing Date: 102002014 Filing Organization: Tracy Bleas Law Firm A
— Court Location: Adams Countyf 1 - Fees Assessed: $0.00 Filing Authorized By: TracyLaw A Blea A
| 3 | 6 “
A B

15




FILING ID - HOW TO FIND
Click on a Filing ID link in Alerts, Recent Actions, Search Results or Case History.
FILING ID BASIC INFORMATION:

1. Case Number: Each submitted case is assigned a case number as it relates to a
selected court location. Click the case number hyperlink to access the Case
History/Register of Actions screen.

2. Case Caption: Prior to Clerk Review, N/A displays in Case Caption field. After the
case is accepted in Clerk Review case caption displays as a link. View case
information by clicking on the case caption link.

3. Location: Identifies the court location where a case was filed.

4. Filing ID: Is a unique number that identifies a single e-filing transaction consisting of
one or more e-filed documents.

Filing Date: Identifies the calendar date when the e-filing was submitted.
Fees Assessed: Total fees assessed for the filing.
Filing Party(ies): The party(ies) filing the document(s).

Filing Organization: The name of the organization submitting the filing.

© ® N o O

Filing Authorized By: The attorney of record or filing attorney.

A. Click the file folder icon and the system will take you to the file into this
existing case. The system will pre-populate the county and case number
fields.

B. Click the plus icon to add this case to the “Monitored Cases” tab.

For more information, see Monitored Cases.

DOCUMENT INFORMATION

# Summons AND COMPLAINT 3
1 mmmfpe  Document ID: DI83122EBCD45 Clerk Review Status: Accepted
D Title: Summens and Complaint Clerk Review Date: 08/04/2014 <= 4
I / View Document [Oﬂgma\] | [%] ?] h a Document Security: Protected
2 View Document History Document Filing Fee: $0.00 \ 5
Related Event
. slal e1 enl \ b

(o

1. Document ID: Is a unique number assigned to a single e-filed document.
2. Document Title: The title of a filed document.

a. View Document: Click the hyperlink to display the original or PDF document.
Click on the icon to view the redacted version of the document.

16



b. View Document History: Click the hyperlink to open a new window displaying
further document details. (See View Document History )

c. Related: If the document has a document related, click on the hyperlink to view
the related document.

3. Clerk Review Status: Serve only documents display as “Served.” All other
submitted documents prior to the clerk review display the status as “submitted.”
After clerk review, the “submitted” status documents reflect either “Accepted,” or
“‘Rejected.

4. Clerk Review Date: In this field, the date displays as N/A until it is reviewed by the
e-filing review clerk. After the document goes through the clerk review process, a
valid date displays reflecting the clerk review date.

5. Document Security: Prior to clerk review, the document security displays the
selected security setting entered in the e-filing system by the filing party. After clerk
review, the setting may change depending on the document, and will then display
the new setting (if any) entered by the review clerk.

6. Document Filing Fee: Identifies the statutory filing fee for the document.

View Document History

Click this link to view document details.

Document History

! - 4
Case Number: 2013DR030055 === Document ID: DD953FE1BFE2D
2 —> Case Caption: N/A _’ Submitted By: Tracylawfirm1 Testing
o Court Location: Adams County 5
>

Date Filed ~ | Document Filing Fee & | Status 4 |ReviewClerk & ﬁ:fr'n"b'::“’"e 4 | Document & | Document Title 4 | Documen t Security & | Court Comments s

06/16/2014 $0.00 Rejected 1\ | Kayla Lipscomb 303-123-4567

08/07/2013 $0.00 Submitted N/A N/A Public N/A

Close

I UITOED

1. Case Number: Each submitted case is assigned a case number as it relates to a
selected court location.

2. Case Caption: Displays the names of the parties for cases accepted through the
court clerk review process. Displays as N/A if the case is in submitted status.

3. Court Location: Identifies the court location where a case was filed.
4. Document ID: Is a unique number assigned to a single e-filed document.

5. Submitted by: The user submitting the filing.

17



DOCUMENT HISTORY TABLE

Document History
Case Number: 2013DR030055 5 6 Document ID: DD853FE1BFE2D
Case Caption: N/A Submitted By: Tracylawfirm1 Testing

Court Location: Adams County

Date Filed = | Document Filing Fee 4 | Status 4 |Review Clerk 4 | Glerk Phone o fipocyment ¢ | Document Title 4 | Documen t Security 4 | Court Comments s
06/16/2014 $0.00 Rejected 1\ | Kayla Lipscomb 303-123-4567 Petition - Dissolution | Petition - Dissolution Public
A A A A w/Children wiChildren 4 A A
osro72f3 soo | Pomitted ] [ra 1 NiA Petition - Dissolution | Petition - Dissction Puic | NIA |
w/Children wiC
1 2 3 3a " 4 7 8 9
Close
T TITUED *

1. Date Filed: The calendar date the filing was submitted.
2. Document Filing Fee: Identifies the statutory filing fee for the document.

3. Status: Serve only documents display as “Served.” All other submitted documents
prior to the clerk review display the status as “Submitted.” After clerk review, the
“submitted” status documents reflect either “Accepted,” or “Rejected.

a. The information triangle icon identifies a document as rejected. Hover over
the information icon, or click it for an enlarged view.

4. Review Clerk: The name of the review clerk at the court.

5. Clerk Phone Number: If a document is rejected during the clerk review process, the
clerk must provide a contact phone number.

6. Document: The document identifies the document name as listed in the court’s
case management system.

7. Document Title: The title of a filed document.

8. Document Security: Prior to clerk review, the document security displays the
selected security setting entered in the e-filing system by the filing party. After clerk
review, the setting may change depending on the document, and will then display
the new setting (if any) entered by the review clerk.

9. Court Comments: Comments if any are entered by the court review clerk.

10. Close: Clicking the button closes the window and returns the user to the Filing ID
screen.

Service Information

If a Service Information section displays on the Filing ID page, it means the user filed
a document in an existing case and requested service.
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A

( Service INForRMATION
1 View E-Service Transaction History Total Service Fees: 57 5 < 6 I

»
¥ Party Served: Josh Buell Attorney: 4 Service Method: E-Senvice 4— 7
2 q Party Type: N/A Organization: Buel and Associatas PA Date Sent: 08292014

Address: N/A < 5 =
| 3 |

8
SERVICE INFORMATION: (Note: File into Existing Case Display only)

A. View E-Service Transaction History: Click the hyperlink in the Service Information
section to view e-service transaction information.
See E-Service Transaction History.

1. Party Served: The named served recipient.
Party Type: The party type is plaintiff, petitioner, defendant, respondent etc.

Address: The address of the served party entered for service.

> @D

Attorney: The name of the attorney served on behalf of a party they represent. N/A
displays if person is not an attorney.

5. Organization: The name of the organization for the attorney being served. N/A
displays if served person is not part of an organization.

6. Service Fee: There are service fees from the e-filing system and the mail vendor for
US Mail, Certified Mail and E-Service.

o US Mail and Certified Mail fees are assessed per standard fees from the US
Postal Service, and include service fees from the e-filing system and the mail
vendor.

0 E-Service Fees are assessed by the e-filing system per Filing ID.

o There is one e-service fee per Filing ID no matter how many recipients are
being e-served.

7. Service Method: Indicates US Mail, Certified Mail or E-Service.

o E-Service Transaction History link displays for any e-served recipient.

8. Date Sent: This information is sent to the e-filing system from the mail vendor and
identifies the date the documents were mailed via the US Postal Service.

0 Submitted documents are scheduled for mailing the next business day based on
US Postal Service business days.

0 E-service takes place immediately.

E-SERVICE TRANSACTION HISTORY WINDOW

If a recipient was e-served, view details by clicking the View E-Service Transaction
History link in the Filing ID Service Information section

19



E-Service Transaction History
"

h
Case Number: 2014CV031192

Filing ID: 23A50FDD707ED Show 20 | PerPage
ICCES User a | Organization 4 | DatelTime Read +
Other Organization User(s) Tracy Bleas Law Firm 10/02/2014 9:21 AM
A& A
| | Testing, Tracylawfim Tracy Bleas Law eri‘ 02/05/2015 T‘M AM I
| | -
0

Print Close

1. Case Number: Each submitted case is assigned a case number as it relates to a
selected court location.

2. Filing ID: Is a unique number that identifies a single e-filing transaction consisting of
one or more e-filed documents.

3. User: The user that has viewed the Alert.

4. Organization: The name of the organization for the served recipient. N/A displays if
served person is not part of an organization.

5. Date/Time Read: Pinpoints the date/time the filing was opened by recipient.

COURTESY COPIES

If a Courtesy Copies section displays on the Filing ID page, it means the filing was a
new case, and the user asked the system to provide courtesy copies to select
recipients.

CourTesy CoPIES 6
<
Total Service Fees: 56.94 "W
Party: business Attorney: N/A h‘ 4 Service Method: Regular Mail
Party Type: Respondent Organization: N/A <—w Date Service Requested: 03/07/2013
Address: 1234 main st 5 Date Mailed: Pending

anywhere, CO, US 80808

1. Party: The named recipient for the courtesy copy.
Party Type: The party type is plaintiff, petitioner, defendant, respondent etc.

Address: The address of the recipient entered into the system by the user.

> D

Attorney: The name of the attorney served on behalf of a party they represent. N/A
displays if served person is not an attorney.

5. Organization: The name of the organization for the served recipient. N/A displays if
served person is not part of an organization.

6. Service Fees: Fees incurred for service of courtesy copy.

7. Service Method: Indicates US Mail, Certified Mail or E-Service.
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8. Date Service Requested: Date filing party requested pleading be served for

courtesy copy.

9. Date Mailed: Date pleading was mailed by mail vendor.

CASE HISTORY / REGISTER OF ACTIONS / SERVE ONLY DOCUMENTS

Basic case information displays on the Case History / Register of Actions / Serve Only
Documents screen.

The Case History section view displays a color coding chart for filing party. Case
number, case type and case caption for a case display in the center, and the assigned
division, judicial officer and court location are on the right.

Top Section View:

Case History
( L/
(+]

a"b

Filed by Plaintiff Case Number: 2014C030199

7 10
- 4 Division: 24 ~ -
‘ﬁ Judicial Officer: Bath r—uunﬁm 8

5 Court Location: Roull Co Judgments

Filed by Defendant Case Type: Money
Filed by Court Case Caption: Doe_John W Testing Inc

9
CASE HISTORY - HOW TO FIND: t

Click on a Case Number link in any table (Alerts, Recent Actions, Cases, Search
Results or the Filing ID screen).

1.

Color Code - Coral - Filed by Plaintiff, Petitioner, Applicant, Appellant, etc.

2. Color Code - Green - Filed by Defendant, Respondent, Opposer, Appellee etc.
3.
4

Color Code - Yellow — Filed by Court.

. Case Number: Each submitted case is assigned a case number as it relates to a

selected court location.

a. Click the file folder icon. The File Builder opens so you can file into this existing
case.

b. Click the plus icon to add this case to the “Monitored Cases” tab.

For more information, see Monitored Cases.

Case Type: The case type displays a case type as it relates to a case class. Ex., a
breach of contract is a type of case in the civil case class.

Case Caption: This displays the caption as accepted or created by the court. Click
the hyperlinked case caption to view case information.
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Case Number: 2014DR030316 Division: 1
]
! Case Type: Dissolution of Marriage Judicial Officer: Emily Elizabeth Anderson |
Case Caption: Test, Petitioner and Respondent, Testing Court Location: Adams County '
Party Status: Al v
Party Name « | Party Type % | Party Status 4 | Attorney Name s
Petitioner Test Petiticner Tracy A Blea (Tracy Testing Law
Firm) il
Testing Respondent Respondent Leo Louis Finkelstein (JBITS Firm)
1 Renald Jay Ceohen (Tracys Third I
i Private Firm) !

] ®

Print | Close |

a. Click “Close” to exit or to print case information click “Print”.

7. Division: The division within a court location where the case is assigned.
8. Judicial Officer: The judicial officer assigned to the case.
9. Court Location: The location identifies where a case was filed.

If the case is an appeal case with a referring trial court or other type of referring
location, will display in the case history information in the right corner

Case History

Filed by Appellant Case Number: 2013CA101010 [ 0 Court Location: Court of Appeals
Filed by Appellee Case Type: Civil - Agency Referring Case Number: 2012PR12 - Adams County  <m—
Filed by Court Case Caption: TEST PROBATE APPEALS CASE

10. Judgments: Click the judgment hyperlink to display judgment details.

PROPOSED JUDGMENTS

Creditor(s) Debtor(s) Fee Type Amount
City And County of Denver A Municipal Co Bamey Rubble PRINCIPAL $716.79
COURT COSTS $0.00
ATTORNEY FEES $400.00
INTEREST $0.00
Total $1116.79

‘ Close ‘

a. Click “Close” button to exit and return to case history.
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REGISTER OF ACTIONS / SERVE ONLY DOCUMENTS

The bottom section of the screen has three tabs, i.e. Register of Actions, Serve Only
Documents and Case Schedule. The Register of Actions view displays general case
activity.

Bottom Section View:

# Case HisTory ~
Filed by Plaintiff Case Number: 2015C030100 [0 @ Division: 1
Filed by Dafendant Cases Type: Mone Judiclal Officar: Emily Elizabath Anderson
Filed by Court Case Caption: City A 10 Denver v. Foco, Jog Court Location: Adams County Judgments
ﬁ_‘» Printable Viersion * Pending Acceptance by the Court l

Filing 1D 2 [Dato Fited = | Authorizes &  Organization & | Filing Party s Document # | Documant Title & | Documant Security &

TDUDECESTAIF | 05112015511 AM | Shenry A 'c:mb AND COUNTY [T | Extitats Filed Exhib [Protected
— of DENVER (Related Docyment]
] a N 10a&10b —f—> 2 3 4
I | | | A | Rotun of Sellvee Service Dake. Ts =
12 e Beresomt
2 3 4 5 8 : 1
7 " aird
1-10f1 208
‘ 4
mireu oy voune L ade Lap
L
— g 1D | Printable Version * Pending Acceptance by the Court

| 20A3844Y264)52" | —— S —__
REGISTER OF ACTIONS — HOW TO FIND:

Click on a Case Number link in any table (Alerts, Recent Actions, Cases, Search
Results, Scheduled Filings or Filing ID screen).

A. Printer Friendly Version: Click this and a printable version of the Register of
Actions displays. Select Print from the print window.

1. Filing ID: Is a unique number that identifies a single e-filing transaction consisting of
one or more e-filed documents. If there is an asterisk next to the filing ID, this
indicates that the filing is pending acceptance by the court.

Date Filed: Identifies the calendar date when the filing was submitted.
Authorizer: The attorney of record or filing attorney authorizing the filing.
Organization: The name of the organization submitting the filing.

Filing Party(ies): The party(ies) filing the document(s).

o o & w Db

Document: The document identifies the document name as listed in the court’s
case management system.
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7. Redacted Document Icon: This icon will display only if the original document that
was filed has been redacted and uploaded by the court. Click on the icon to view the
redacted version of the original document.

8. Document Title: The title of a filed document.

9. Document Security: Displays suppressed, public, sealed or protected per clerk
review of the document.

10. Download Button: This works in conjunction with the checkboxes located to the left
of both the filing ID and each individual document. Any downloaded documents will
be sent to the “My Downloads” queue.

a. To download a single e-filing transaction which may consist of one or more e-
filed documents, select the checkbox to the left of the filing ID. This will
automatically check all the documents within that filing. Press the “Download
Document(s)” button.

b. To download a specific document(s) select the checkbox to the left of the
“‘Event” itself and press the “Download Document(s)” button.

SERVE ONLY DOCUMENTS
The Serve Only Documents view displays case activity for serve only documents.
SERVE ONLY DOCUMENTS — HOW TO FIND:

Click on a Case Number link in any table (Alerts, Recent Actions, Cases, Search
Results, Scheduled Filings or Filing ID screen) and then select the Serve Only
Documents tab.

(Columns and Function are identical to the Register of Actions tab)

Printable Version  * Pending Acceptance by the Court

1-1of1 <c<q> 5

show ESNIEA

Filing ID & | Date Filed =] Authorizer & | Organization & | Filing Party ¢ Event ¢ | Document Tithe ¢ | Document Security &
| | CAIAEQECRSSGA | 10/09/2014 11:34 AM | Tracya Pickie | J8ITS Firm | Bank of America || afdavis Affdavit | Public
11011 B0

CASE SCHEDULE

The Case Schedule view displays hearing(s) that are scheduled for this specific case.

rsion  * Pendieg Acceplance by the Court

show BN 1-10f1 << <[> >

Date * | Time # | Location & | Courtroom & | Type of Hearing & | Status # | Judicial Officer # | Length/Unit
0E20/2014 900 AM Routt County B Return Date on Summaons Beth Elliotl-Dumiler 1H

t t 1 t t 1 { .. mshes

1 2 3 4 5 6 7 8
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1. Date of Hearing: Date hearing is scheduled to take place.

Time of Hearing: Time hearing is scheduled to take place.

Location: Court location hearing is scheduled to take place.

Courtroom: Courtroom in the location hearing is scheduled to take place.
Type: I|dentifies the type of hearing scheduled with the Court. Ex: Jury Trial
Status: Status of hearing, blank indicates hearing is pending.

Judicial Officer: Judicial Officer currently scheduled to hear case.

© N o o M e DN

Length/Unit: Length of time case is scheduled to last, i.e. 1 H (hour), 1 D (day)

MINUTE ORDERS

E-File users have requested the ability to view minute orders in cases. Minute Orders
will now be available in the Case History screen for attorneys who represent a party on
the case. Minutes orders can be found in the Minute Order tab of the Case History
screen. Attorneys and their staff will have the ability to print individual minute orders.

, Case History

Filed by Plaintiff Case Number: 2010C000185 Division: A

Filed by Defendant %ase Type: Money Judicial Officer: Larry Eugene Stutler

Filed by Court Case Caption: Capital One Bank Usa Na v_Nunnery Bemie et al Court Location: Prowers County Judgments
—

* Pending Acceptance by the Court

Register of Actions | Serve Only Documents = Case Schedule [UUIWSRESNE Print Show EREN 1-3013 << <[i> >
Date ¥ | Comments ¥
W | 10/202010 ATTY ARIANME GRENOWSKI APPEARS 1A TELEPHONE. NO APPEARANCES BY THE DEFT. DEFAULT ENTERED BASED ON PROOF OFFERED. COURT GRANTS PRINCIPAL,INTEREST, ATTORNEY

FEES AND COSTS. PLAINTIF TO SUBMIT PROPOSED ORDER V1A E-FILING. /LRL /LRL

09/30/2010 MATTER IS SET FOR TRIAL 10/20/10 AT 1:30 PM. RECORD REFLECTS THAT DEFT. HAS NOT FILED A DISCLOSURE STATEMENT AND HAS VIOLATED THE PRETRIAL ORDER. FOR THAT REASON
THE CT. ORDERS: 1) COUNSEL FOR PLAINTIFF AUTHORIZED TO APPEAR BY PHONE FOR THE TRIAL; 2) DEFT. WILL NOT BE ALLOWED TO INTRODUCE EVIDENCE UNLESS GOOD CAUSE IS
SHOWN AS TO VIOLATION OF THE PRETRIAL ORDER. XC: AMANDA BERTRAND, ESQ. MACHOL & JOHANNES, LLC BERNIE NUNNERY 9208 US HIGHWAY 50, LAMAR, COLO. 81052 JLES

06/04/2010 MATTER COMES ON THIS DATE ON RETURN DATE ON SUMMONS, NO APPEARANCES, HOWEVER, FILE REFLECTS AMNSWER WAS FILED BY DEFT ON 051910, ANSWER HAVING BEEN FILED,
PLTFF NOW RESPONSIBLE TO SET THE MATTER FOR TRIAL. XC: MACHOL & JOHANNES, LLC DEFEMDANT /CJH

1-30: DB E

* To print individual minute orders click in the box or to select all check mark the box at the top.
Once you've made your selections click the print icon next to the minute orders tab.

RECENT ACTIONS
Recent Actions shows e-filing activity from the past twenty-one (21) days.

Recent Actions — How to Find

From the Home screen, click Main tab and select “Recent Actions.”
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Main Filing Search

Home

Alerts

Cases

My Downloads
Notifications

= Recent Actions

Schedule

RECENT ACTIONS - FILTERS

# Recent AcTions 2 3 4
(Recent acbons desplays your filngs. Maumum dsplay s past 385 days.) ‘ ‘ ‘
#.From: 02052015  Te: 02052015 ® My Recent Actions My Organization's Recent Actions Status: All

show il 1-1of1 << <1 > >

Filing 1D % | Action Date = | Case Number & | Location & | Case Caption s Document Tite Status
S ERSEAFATE r X S ACVTAELS Adams County Two Testv One Test Attt Submilt

todd |
e EE00E

1. From: and To: The date boxes provide a default of 21 days for the date range. This
can be changed to display up to 365 days of filings. Click inside either date box to
select a specific date from the pop-up calendar.

2. My Recent Actions: Click to select. Screen displays recent actions for the logged
in user.

3. My Organization’s Recent Actions: Click to select. Screen displays recent actions
for all users within an organization.

4. Status: Indicates the status before and after submitted to the court. Status can
include Accepted, Rejected, Served, and Submitted.

RECENT ACTIONS - TABLE COLUMN

# Recent AcTions
(Recent acbons desplays your filngs. Maumum dsplay s past 385 days.)

From: 02052015 To: 02052015 ® My Recent Actions My Organization's Recent Actions Status: All

show Il 1-10f1 << <d >3

Filing 1D % |AclnnD- = | Case Number & | Location & | Case Caption s Document Tite Status
SRCFEQotaFs OS5 1126 AM | 20140030649 Adams County Two Testv One Tesi Aulfadreit Submiltied
% 1 ' 4 % t o coop@

5 6 7

el 1 |l 2 | 3 | 4

1. Filing ID: Is a unique number that identifies a single e-filing transaction consisting of
one or more e-filed documents. Click the hyperlink to view Filing ID details.

26



Action Date: This column identifies the date and time the transaction took place.

Case Number: Each case is assigned a case number as it relates to a selected
court location. Case numbers that have been accepted by the court’s review clerk
display as hyperlinks. Rejected or submitted case numbers are not hyperlinked.
View case history by clicking on a case number hyperlink. Case history is not

available for cases without a hyperlink (rejected or submitted).

Location: This column identifies the court location where a case or document was

e-filed.

Case Caption: This displays the caption as accepted or created by the court. Click
the hyperlinked case caption to view case information.

Document Title: The document event identifies the document name as listed in the
court’'s case management system.

. Status: This is a current status for all filings submitted through the e-filing system.

e Status choices display as “Accepted” or “Rejected” after the court has reviewed

the filing.

e “Submitted” displays for filings that have not gone through the court’s clerk

review process.

e If the filing is a serve-only, the status shows “Served.”

RECENT ACTIONS - Toolbar - Download

1.

g RecenT AcTions

(Recent actions displays your filings, Maximum display is past 385 days.)

From: 02052015  Teo: 02052015

* My

Recent Actions

My Organization’s Recent Acticns

Status: All

1-202 DD E

<4

The “Download” option allows the user to download one or more documents from

the Recent Actions Screen.

To download documents in an entire filing, select the checkbox next to the Filing ID.

All the documents within that filing ID below the Event column will auto check.
Press the “Download” button (1). Your request will be sent to the “Pending” queue

of the “My Downloads” screen.
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3. To download specific documents from one or more filing, select the checkbox nextto
document listed below the “Document Title” column and then select the “Download
Document(s)” option.

4. Show: View 20, 50 or 100 cases per page. Click the arrow and select a viewing
preference.

SCHEDULE

Upcoming court dates for e-filed cases display through the “Schedule” hyperlink. The
default display is 7 business days however the maximum schedule display is 30 days.

Schedule — How to Find

Main Filing Search

Home
Alerts
Cases
My Downloads
Notifications

1 Recent Actions
Schedule

From the Home screen, click Main tab and select “Schedule.”

28



SCHEDULE - FILTERS

TG00 AN SU Mo Tu We Th Fr Sa
1 2 3 4

Prioteble Versipg 5 ¢ 7 & 98 10 m
2 13 W 18 16 17 1@

12
_ 19 20 21 22 23 24 135

% 2T 8 % 3 N

# SCHEDULE 2 3 4 ~
(Maximum display s 30 days) l 1
v b 4
“Location: Al Class: All Civil Casea Classes v Attorney: All
From:| p7/232015 |Te: 077232015 Show 20 + Per Page
Date. ’ | O I Cowtionm 3 | Type St Attomey

[<<J<]1]>]>>]

1. From: and To: These date boxes display a maximum 30-day date range schedule
view. Click inside the “To” date box to select a date range 30 days or less from the

pop-up calendar.

2. Location: Find a location to view a schedule for any or all court locations. Click the

arrow, highlight and select.

3. Case Class: Filter from the box for a specific case class or classes. Click the arrow
for a list of cases classes and select.

4. Attorney: This box displays all attorneys within an organization. Click the arrow fora
list of attorneys. Highlight and click to select.

5. Show: View 20, 50 or 100 cases per page. Click the arrow and select a viewing

preference.

6. Informational Icon: This will display if the court has added any additional
information regarding the scheduled event.
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SCHEDULE - TABLE COLUMNS

ScHEDULE

(Maximum display is 30 days)
“Location: All v “Case Class: All Civil Case Classas v Attorney: All
From: 07232015 Te: 077232015 Show 20 +« Per Page

Dare = C & Humber # | Locatlon
0T232015 9 00 AM 2ECYID0E Adams County

¢ | Courtroom + Type * Ammey‘

Printable Version T S0088
: 9|—[1o|—(11 |—[12 'Iil—‘

7. Date & Time: This column displays a court date and time.

8. Printable Version: This will allow a user to print a schedule of court dates for the
specific date range selected.

9. Case Number: The assigned case number for the court date displays in the case
number column. Case numbers display as hyperlinks. View case history by clicking
on the case number hyperlink.

10. Location: Shows the court location.

11. Case Caption: Displays the case caption of the case for the scheduled event.

12. Courtroom: Shows the courtroom for the scheduled event.

13. Type: Displays the type of scheduled event.

14. Status: The status column displays an outcome for a court date (hearing).

o Ex. When a hearing is held, the court updates the status and “Held” is displayed
in the status column. When a hearing is continued, the court updates the status

and “Continued” is displayed in the status column.

15. Attorney: Displays the name(s) of the attorney(s) assigned to the case.
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MY DOWNLOADS

My Downloads page displays requested downloads from Alerts, Recent Actions, Case
History and Advanced Search results. A user can view Pending, Ready for Download
and Expired requested downloads.

From the Home screen, click Main tab and select “My Downloads.”

Main Filing Search

Home
Alerts
Cases

—_> My Downloads

Notifications
1 Recent Actions
Schedule

MY DOWNLOADS - FILTERS

# My DowNLOADS

Download items below by clicking ¥ Renew expired downloads by clicking 2 Otherwise, the system will delete them 30 days from the expiration date.

Status | All

Status # | Creation Date ~ | Expiration Date # | File Name 4+ | Details.

Ready 091142016 0%21/2016 batch3789

Actions.
Ready 09/15/2016 09222016 batch3824 iew ‘
-

Raady G AN NG N hatrhaann

1. Status Options: Defaults to “All”.

o0 Expired: Request for documents download has expired, but can be re-
requested within 30 days by selecting the refresh button. This is so the user
does not have to make a second request for the same information.

o0 Pending: Requested documents, not yet ready to download.

0 Ready: Requested documents ready to be downloaded.

2. Show: View 20, 50 or 100 scheduled dates per page. Click the arrow and choose a
viewing preference.
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MY DOWNLOADS - TABLE COLUMNS, CANCEL BUTTON

# My DowNLOoADS o

Download items below by clicking ‘ Renew expired downloads by clicking 2 Otherwise, the system will delete them 30 days from the expiration date.

Status | All v

show EGIEE 1-10f1 << <[1> >>

Actions

(Creation Date Expiration Date File Name

Ready 0911572018 batch3825 View ‘

4 4 4 4 s na

1 2 3 4 5

09/22/2016

Select checkboxes: Used in conjunction with “Delete” button on toolbar. Select a
checkbox of download batch you wish to remove and then select the “Delete” button to

remove.

Status: Indicates status of download; pending, ready or expired.
Creation Date: Date download requested.

Expiration Date: Date requested download Expires:

File Name: Automated batch number.

Details: Link to view what was requested in specific download.

. Filing Date of document requested.

b. Case Number.
c. Location.
d
e

ok N~

Q

. Document Title.
. Select close button to return to pending queue.

# BatcH DownLoAD

Document(s) Being Downloaded

Show 20 E Per Page

Filing Date

Case Number

Location

Document Title

SM02013 1017 AW

2013DR030017

Adams County

Brief

SMT/2013 10:56 AW

2013CV030331

Adams County

Filing Other

BI5/2013 06:47 AM

2008CA000783

Court of Appeals

Answer Brief

6. Actions: Icon to download/save requested batch.
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NOTIFICATIONS

Notifications allows you to define a specific set of conditions—court location, case class,
case type, or document type, among others— for the system to watch for and collect
matching documents, and even trigger an e-mail to you if a document matching those
conditions is filed. Court Location and Case Class are required in your rule definitions,
but you must also designate at least one other definition for the system to observe from
the remaining options (Case Type, Event Type, Document Title, Party, Attorney/Judicial
Officer).

Each organization may set up to 30 rule sets without charge. To view the pricing model,
go to:
https://www.courts.state.co.us/userfiles/file/Administration/ITS/EFiling/Pricing_Model Sheet.pdf

Main Filing Search

Home
Alerts
Cases

My Downloads

-3  Notifications

y  Recent Actions
Schedule

From the Home screen, click Main tab and select “Notifications”
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NOTIFICATIONS - NOTIFICATION RULES

¢ NoTiFicaTioN RuLES 2

Total Organization Rules: 108

= Where is my nolification rule?
n % * My Notifications My Organization Notifications

o Create New Notification

Rule Name Creator Action
Edit

Edit

EEEN 1111

New Rule

Testing Tracy

Testing Account

. My Notifications/My Organization’s Notifications: Defaults to My Notifications.

Show: View 5, 20, 50 or 100 notification rules per page. Click the arrow and choose
a viewing preference.

Create New Notification: Opens a screen where you can define your notification
rules.

NOTIFICATION RULES - TABLE COLUMNS

# NOTIFICATION RULES

Total Organization Rules: 108 (1] Where is my notification rule?

@ My Notifications ) My Organization Notifications

© create New Notification

Show FEERE 1-10f1 << <[> >

Rule Name

»

@

Creator

@

@

Action

Testing Tracy

New Items
No

Testing Account

i€

5a&b

¢

2

0\

1-101 CIOO0BE

3

e

. Name: Unique name assigned by the natification rule creator. Click on a row to

open a list of documents filed that match the rule.
a. Rules that are not being shared with you will be inaccessible from this screen.
An administrator or the creator of the rule can grant you access.
New Items: Indicates whether or not new items meeting your criteria have been
filed.
Creator: The user who created the set of rules for that particular notification.
Active: Whether or not the rule is actively searching for incoming items.
Action:
a. Edit: Allows the creator of the rule or an administrator to make changesto
that rule.
b. Trash Can: Allows the creator of the rule or an administrator to delete arule.
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NOTIFICATIONS - LIST

Clicking on a row in the Notification Rules will open a list of documents filed that match
the rule.

NoTiFicaTions - CriMINAL ALL BURGLARY
(Bold items are unread. Maximum display is 180 days.)

From: 07/23/2016  To: 08/23/2016 2 a Status: | All

EX MarkUnread + MarkRead | Delete Show EREl 1-20f2 << <1 > >>

Filing ID % | Filing Date w | Case Number # | Court Location® | Case Caption. % | Document Title # | Authorizer(s) *

BBEB8B4E5560E 08/01/2016 2:19 PM 201BCR113515 Adams County The People of the State of Colorado v. | Information Filed Brett David Barkey
efendant. Tes!

BGEBBE4ESSBDB DEJ'EM¢M 6 2:19 PM 2016CI#113515 Adams* nty The People of! State of Colorado v. | Su mmu¢ Brett Dav*ﬂrkey
Defendant, T

nt, Test

6 7 8 9 10 }i-20r2 1

. Date Range: Shows the most recent notification items within a 30-day range.

Will display a maximum of 180 days.

Status: Filters the list to show All, Read, or Unread items only.

Action Toolbar: Allows the user to select a notification and select an action of
Mark Unread, Mark Read or Delete. Also has the option to view of 5, 20, 50 or
100 items per page.

Filing ID: Is a unique number that identifies a single e-filing transaction
consisting of one or more e-filed documents. Click to view detailed filing
information.

Checkboxes: Select all items, or individually select items.

Date: Displays the date a document was filed.

Case Number -- Notifications: Each case is assigned a case number as it
relates to a selected court location. Case numbers in this table display as
hyperlinks. View the case history by clicking on the case number hyperlink.
Location: Displays where a case was filed.

Case Caption: Displays the caption as accepted or created by the court. Case
caption in this table will display as a hyperlink. View party information by clicking
on the case caption hyperlink.

10. Document Title: The title of a filed document.
11. Authorizer: The attorney of record, filing attorney or judicial officer authorizing

the filing.
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NOTIFICATIONS - CREATE

7 NoTFicaTion RuLEs

Total Organization Rules: 108 @ Where is my notification rule?

* My Notifications My Organization Notifications

+ o Create New Notification

Show RN 1-20f2 << <[> 3>

Rule Name

L4

New Items
Yes Testing Account
Testing Tracy Yes

4@

Creator
New Rule

@
S
2
S
E

Action
Yes Edit F 2
Yes Edit

1202 EOOOE

Testing Account

\

To establish the rules or conditions for which you would like the system to collect
documents:

1. Click on the “Create Notification” button on the Notification Rules screen.

2. You can edit existing rules by clicking on the “Edit” link in the Action column.
NOTIFICATIONS - SETUP

NorTiFicaTion SETUP 4 4a
* Required Field “’ 'b

*Notification Name: Share Notification: | - Select User - |Z| Add 6 4b
HNotification Status: @ Active © Inactive Name 4 | Remove
Jon Attorney 4C » Bemove

< | <] [1] =] |==

1. Notification Name: Enter a descriptive label for your set of rules.
2. Notification Status: Enable or Disable a rule set.
3.

Share Notification: You may choose to share a rule set with users in your
organization. You can repeat this process for multiple users.

a. Select a user by pressing on the arrow.
b. Press the “Add” button.

c. Clicking on the “Remove” link will un-share the rule set from that user
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Case Information

You can tell the system to look for future documents based on information you have
about a case or cases you are interested in using the Case Information section. The
system will only look for documents in cases that specifically match your rules.

w

CASE INFORMATION

1 |=% @ Case Details © Case Mumber

Ty

*Court Location: | - Select a court location - |Z| Add
Location % | Remove

Adams County Remove €=t 2b
Denver County - District Remove

SR N

“*Case Class: | District Civil |E| <€ 3
4a
Case Type: |- Select a case type - |E| Add
Type * | Remove
Breach of Contract Remove €=t 4b

2z 2 |1 > =»

Case Details: This option allows you to set broad case-related rules regarding
the type of documents you would like to be notified about.
Court Location: Select the court location(s) for your rule.

a. Select a location by pressing on the arrow then pressing “Add.”

b. You may remove unwanted locations by clicking on the “Remove” link.
Case Class: Select a case class for your rule.
Case Type: Select the case type(s) for yourrule.

a. Select a location by pressing on the arrow then pressing “Add.”

b. You may remove unwanted locations by clicking on the “Remove” link.
Case Number: This option allows you to set a rule revolving around a specific
existing case.
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CasE |HFDRN]$J

) Case Details @ Case Number 5a
“Court Location: | Adams County |E|
“Case Number: 2013CV30003 <= Sb Search and Add

i

2013CWV30003 - Test]. Test1v Test? TestZetal & 5

a. Set the court location by pressing the arrow.

Enter a valid case number and press the “Add” button.

c. If you have entered a valid case which you have access to, it will populate
below the case number field as a link where you can view the case history
by clicking on the case number or the case parties by clicking on the case
caption.

=4

Document Information

Additionally, you can further focus your rule set by adding document-specific conditions
for the system to look out for. For example, selecting “Affidavit” will only notify you when
an affidavit is filed. If you enter information for Document Title as well, such as “Doc 2,”
then the system will only notify you if an affidavit with the exact title “Doc 2” is filed.

DocumENT INFORMATION

Document: | Affidavit

Document Title: | Doc 2|

Document Document Tite Remove

Affidavit Doc 1 Eemove 6

Ro0eE

1. Event Type: Select an event type by pressing on the arrow.

2. Document Title: Enter the exact title of the incoming document.

3. Add: Press the “Add” button to set your rule, which may consist of only an event
type or document title or a combination. The rule will be displayed in the table
below.

4. Remove: Remove a document rule by clicking on the “Remove” link.
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Party Information

You can also continue to refine your rule set by adding case party-specific conditions
in the Party Information section. The system will only notify you if the document is
filed by the party(ies) you have defined in your rule.

| —
P —— ='¥|

Party Type: | Petitioner (=]
First Name: i
Testing b "
Last Name: Peatitioner < Add €— 3
Party Type % | First Name % | Last Name * | Remove
Defendant Test Defendant Remove @ 4
Plaintiff Remove

2| || (1] |®] ==

1. Party: Select the Party Type associated with a future filing by pressing the arrow.

2. Last Name, First Name: You may supplement the Party Type by adding the
party’s first and last name. If you choose to do so, you must enter at least alast
name.

3. Add: Press the “Add” button to set your rule, which may consist of only a party
type, or a last name, or last name and first name, or a combination of type and
name. The rule will be displayed in the table below.

4. Remove: Remove a party rule by clicking on the “Remove” link.

Attorney/Judicial Officer

You can set your rule to search by a specific attorney or judicial officer by
registration number or name.

ATtToRNEY [ JupiciaL OFFICER

Bar Number: < 1
First Hame: Raoger P
o’
Last Hame: Pimentel Search €= 3
Bar Number % | First Name # | Last Name % | Remove
40405 Watthew Aguere R&mcvc—@ 4

2| || [1]|=]| >
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1. Bar Number: Enter the bar number of the authorizing attorney or judicial officer
of a future document.

2. Last Name, First Name: If you do not know the bar number of the authorizing
attorney or judicial officer, you may enter a name instead. If you choose to do so,
you must enter at least a last name.

3. Search: Once you have entered either a bar number or name, press the
“Search” button to launch a results screen.

7 ATTORNEY / JuDiciaL OFFICER SEARCH -

Bar Number: e —— '

" n

First Name: Roger < 3a =|

Last Name: Pimentel <€ Search i

|___| Bar Number % | First Name % | Last Name -

3b [¥] | 40405 Matthew Aguero
[ 38081 Roger | Pimentel

Close Add €= 3¢

L

You can alter your attorney/judicial officer search terms on the search screen.
You can select multiple authorizers from the list using the checkboxes.
c. Press “Add” to set your rule, which will be displayed in the table on the
previous screen.
4. Remove: Remove an attorney/judicial officer rule by clicking on the “Remove”
link.

=4

Delele Cancel Sive

Once you have completed setting or editing your rules, press the “Save” button at
the bottom of the screen to establish your rule set, or any changes you have made.
You may also delete an existing rule from this screen.
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FILING

The “Filing” page displays hyperlinks for Drafts, File into an Existing Case, File New
Case and Scheduled Filings from the page menu.

Registered batch file organizations have a Manage Batch Filing hyperlink on the Filing
page menu.

!__e-,é Colorado Courts E-Filing Home Filing Search Resources  Administrator & Hello, Test Attorney | Sign Out

FiLing
d Fiune Pace
Reafts Salect Draft{s) to review or edil your unfinished documsant
Eile into an Existing Case .
Chick on File into an Existing Case, 1o ¢-fila a documant iMo an axisting appellate, county civil, distnct civil, probate, small claims or water case
File New Cage

Choose File New Case, 1o a-fila a new case with the court
Scheduled Filings

Manage Batch Fllings
Batch Testing Tool

Manage your scheduled filings by clicking on Scheduled Filings.

Review your batch hilings by clickmg on Manage Batch Filings

3 50| Websie Requrements | Terms of Use | Accessibity | Privacy | Feedbiack | Contact Customer Support

& Copynight 2016 State of Colorado Judicial Department. All ights reserved

DRAFTS

The Drafts screen displays a table of unfinished e-filing activity. Any unfinished filing is
automatically saved by the system and displays in the Drafts screen.

DRAFTS — HOW TO FIND

Filing Search

—

File into an Existing Case
File New Case
Scheduled Filings

Hover over the Filing tab to choose the Drafts menu option.

DRAFTS - TOOLBAR

7 DrAFTS \
Show Il 1-30f3 << <q>>>
Continue | £yjjny 1 Date Started Date Updated Filing T Case Number Locati Case Capti
Filing iling &  Dawe - i L ek @ Filing Type @& | Case Numl & | Location # | Case Caption #
Cortinge | SO0GFIZIESEST | 10202014 7.12 AM 107202014 712 AM Gounty Crvil - Forcible Ertry | 20126000022 Adarns County Presicho Apts V. Mendoza, Santiage ELAI
and Detainer
Corlinue | 607D7SCFATDAD | 101772014 751 AM 772014 812 AM County Grvil - Namne Change | Now y NIA
| Continue | DT IDCDIBOD | 10162014 S E8 AM 1062014 G E8 AM | Count of Appaals - Crvil 2013CA 8 18 Count of Appoals | Gagsdagada
Agency
gency
30 EEO0BE
-~ A
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. Delete Button: Allows user to delete existing drafts. Works in conjunction with the

check boxes.

. View 20, 50 or 100 scheduled dates per page. Click the arrow and select aviewing

preference.

DRAFTS — TABLE COLUMN

7 DRAFTS ~

Show Il 1-30f3 << <q>>>

4 5 6 7 8 10 1 [sopoa
_A

© ©®© N 2

10.

11.

Check Boxes: Allows user to remove one or more drafts in conjunction with the
Delete Button.

. Continue Filing: A hyperlink displaying a previously saved filing. Click the hyperlink

to continue a saved draft.

Filing ID: Is a unique number that identifies a single e-filing transaction consisting of
one or more e-filed documents.

Date Started: The date the saved e-filing was started.
Date Updated: Displays a date the saved filing was edited and re-saved.
Filing Type: This column displays the county and case type details of adraft.

Case Number: Each submitted case is assigned a case number as it relates to a
selected court location.

o0 The Drafts table displays case number as a hyperlink if the case is an existing
case. Selecting the hyperlink will take the user to the Case History Screen.

o If anew case is saved in Drafts, a case number will not display because the case
has not been formally submitted through the system.

Location: Cases and documents filed through the system are submitted to a court
location. This column identifies the location.

Case Caption: If the case exists, this column displays the caption as accepted or
created by the court. Case caption in this table display as hyperlinks. View case
information by clicking on the case caption hyperlink. A draft of a new case will not
display a case caption.
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FILE INTO AN EXISTING TRIAL COURT CASE

Choose the “File into an Existing Case” option to e-file a new document into an existing
court case.

File into an Existing Case — How to Find

, m |

File Into an Existing Case

From the Home page, click the file folder.

e

or click the folder on Filing ID, Case History or Search results screens.

Filing Search

Drafts

—> e Existing Case

File New Case
Scheduled Filings

Hover over the Filing tab to choose the File into an Existing Case menu optio
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FILE INTO EXISTING TRIAL COURT CASE - BUILD FILING
FILE BUILDER

7 Buio Fiune Conrirm FiLiNG
" Required Freld
2015CV030001 - Test1 v. Test2
“1. Select a court location =
1 =t oo County | ! Afficdavit
= [ ] Bral
‘2. Case Numbar:
2 = 2015CV30001 Search o 3 Continue
4 = 3. This is a serve-only filing

‘4. Choose document(s) to file

Answer widury Demand
5 & 5a % Answer, Cross/Counter and 3rd Party Complaimt

Answer, Cross/Counter. 3rd Party Comp, Jury Demand

Bankrupicy Notice

Bill of Cosls
Briaf 6

(Hold down Control key and click each line to select more than one)

l

€

1. Select a court location.

a. Note: If you clicked a file folder within the application, the court

location pre-populates the box.
2. Enter a case number (Year “20XX,” Class “CA or SC,” Sequence “123456").

a. If you clicked a file folder within the application, the case
number pre-populates the box.

3. Click the “Search” button to find the existing case.

o If the case does not exist, an information message displays.

# BuiLp FiLinG
"Required Field

Mo results were found for your criteria.

*1. Select a court location

Routt County |Z|

*2. Case Number:

2013CW1 Search

4. If the case exists, you have the option to select if this is a serve-only filing. Select
the serve-only filing checkbox. This will allow you to select serve-only documents in
addition to the documents already available.

5. The option to choose document(s) to file will display.

a. Choose documents to file from the list. Hold down the control key (Ctrl) to
select more than one document.

6. Press the blue arrow button. The document(s) will display on the right side in
“Confirm Filing” section.
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7. Click the trash can icon to remove a document from the “Confirm Filing” section.
8. Press Continue.

9. Press Clear to re-set all selections on this screen.

PROGRESS BAR

Moving past the Build Filing screen, note the Progress Bar at the top of the page. Click
on any section to navigate to that screen.

MANAGE FILING SERVICE REVIEW AND SUBMIT

FILE INTO EXISTING TRIAL COURT CASE - REVIEW FILING PARTIES

¢ SeLECT FiLing ParTY(IES)

(Select all that apply)
Adams County, 2013CW030351 - Jon Jones Fight School et al v. Chael Sonnen Fight School

Party Status: | Active [+] Show |20 [~] Per Page
Party « | Type 2 | status + | Attorney N
Chael Sonnen Fight School Defendant Self-Represented Add J‘— 2
| Jon Bones Jones Plaintiff Jon Libid (JBITS Firm) Add
Jon Jones Fight School Plaintiff Jon Libid (JBITS Firm) Add

1. The party that the user is associated with will auto select. If filing a new pleading
and not yet associated to a party, you must complete step “2” and add counsel to
that party. Once added, the box will auto check as filing party.

2. To add an attorney to a party, click the “Add” link in the “Attorney” column.

Add Attorney(s) To A Party

For Joffrey Baratheon Respondent

New Attorney: |-Select Attorney—- == 3 M

/
Attorney Name /

I /'i Tracylawfirm1TE%g I

Save Cancel

T L e e T T o L e e = N o T L f T T e

3. Select an attorney from the dropdown list, and click “Save.”

a. If the incorrect attorney is selected, the option to remove is available.
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7 SeLecT Fing ParTy(iES) =,

(Select all that apply )
Douglas County, 2014DR030061 - Tyrell, Margaery and Baratheon, Joffrey

Party Status: Acfive -« Show 20+ PearPage
[Pany 2 Type & Swws + | Amomey s
|@ | Jofirey Baratheon Respondent | | Tracylawhirm? Testing (Tracy Testing Law Firm) Add
Margaery Tyrell Peitioner John M Case (Moar Cases) Add

5 (<<J<]1]-]>]
—

Save and Close Cancel Filing 4 —" Continue

4. Click Continue.
5. Every screen on the File Builder features “Save and Close” and “Cancel Filing”

buttons. “Save and Close” moves the item to “Drafts.” The “Cancel Filing” option
closes the File Builder and does not save the filing.

FILE INTO EXISTING TRIAL COURT CASE — MANAGE FILING — SECURITY,
UPLOADING, AND ADDING EVENT

This section displays how to add, edit, upload and relate documents.

# ManaGe FiLinG

3a h
* Required Field
Douglas County, 2014DR030061 - Tyrell, Margaery and Baratheon, Joffrey ‘ 2 3
| Upload il |
* Document * Document Title ) CuD 11-010) requires descriptive titie. Sgeurity @ Statutory Fee
Affidavit [PDF] <= 3b Affidavit Public pload $0.00
1 # y
Motion [Complete a descriptive title here] J Public # Upload $0.00
1a |=—>
Add Document b Add
Total Upload: 0.25 MB of 50 MB limit. f
Max Document Size: 3.0 MB
(CCES supports the following file types: doc, docx, gif, html, jpeg, msed, odp, odt, pdf, pjpeg, png, ppt, pptx, rif, text, tiff, wp, wpd, xIs, xIsx, xpng. 4

Save and Close Cancel Filing Continue

1. The Document Title can be edited if needed or required.
a. Chief Justice Directive 11-01(1X) requires descriptive document titles. The system
will highlight titles that need further description in red.

This Affidavit should be available to

o Everyone - Public
2a ® Case parties and served parties - Suppressed
The court only - Sealed

You have changed the default security for this document and must provide a reason below for the court.

2b—>

1 Close ]
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2. To change the security default of “Public” click on the security link under Security.
(Certain documents have a default level of security higher than “Public” and will
prevent you from lowering that status)

a. The available security levels, from least to most restrictive are:
o0 Public: Any user can view the document.

o Protected: Any user can view the document following redaction. Before
redaction, only judges, court and Judicial Department staff, and parties to the
case (including parties’ attorneys) can view a protected document.

0 Suppressed: Judges, court and Judicial Department staff, and parties to the
case (including parties’ attorneys) can view a suppressed document.

o Restricted: Judges, court and Judicial Department staff, parties to the case
(including parties’ attorneys), and criminal justice agencies can view a
restricted document.

o Private: Only the filing party and served parties can view arestricted/private
document.

0 Sealed: Only judges and court/Judicial Department staff can view a
sealed document. No other party, including parties to the case, have
access to a sealed document.

b. If the security is changed from the default selection a reason for the security
change will be required for the court. Selected security is not official until
accepted by the court.

3. Click the upload button to upload a document. Double click the document from your
folder, or highlight it and press “Open.”

a. A green status bar flashes confirming your upload.

b. The document under “*Document” label becomes a link. Click the name of the
link to bring up the original filing format, ex: if word document was filed, OR click
the “PDF” link to review the document in PDF format.

4. Include any missed filings by clicking the arrow in the “Add Document” box. Highlight
and select the additional document, and click the “Add” button to add it.
a. Repeat step 3 to upload.

5. Every screen on the File Builder features “Save and Close” and “Cancel Filing”
options. “Save and Close” moves the item to Drafts. The “Cancel Filing” option
closes the File Builder and does not save the filing.

6. Press “Continue.”
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MANAGE FILING - CHANGE, RELATE AND REMOVE DOCUMENTS

7 Manace FiLinG 1

" Requred Frekd 1

Douglas County, 2014DR030061 - Tyrell, Margaery and Baratheon, Joffrey

* Document "D Title § cion ecquin s descriptive titks. Security ) ! Statutory Fee
Affidavit [PDF] Adfidavit Public [ & Upioad [ ErTree| 50,90

I e a
Mation [icamniate o desrrintme tils hara) | FETETR (o Relate <000
g b Bl iyl
Remove
Add Document b Add
Total Upload: U025 MB of 20 ME lemil.
Max Document Size: 3.0 MB
ICCES supports the following file types: doc, docx, gif, html, jpeg, mscd, odp, odl, pdf, pipeg, png, ppt, ppbx, i, text, U, wp, wpd, xis, xlsx, xpng.

Save and Closs Cancel Filing Continue

1. To change a document type entered incorrectly, click the options menu next to
the upload button.

a. Choose Change.

Change Document

(Select an Document in the dropdown and click "Save".)

Document: |Brief <= b v

Save Close

b. From the pop up, select a new document from the dropdown and
click “Save” to make the change or “Close” to cancel.

WARNING: If a document was uploaded to match the original document
selected, make sure the correct document matches the change that is

made. If you need to re-upload a corrected document, select upload to
overwrite the existing uploaded document.

7~ Manace FiLing

Y
* Required Fiekd
Douglas County, 2014DR030061 - Tyrell, Margaery and Baratheon, Joffrey 2
* Decument * Documant Title () CIb 1100 oo deses it e Security () su*q Fea
Affidavit [PDF] Affidavit Publ # Upload Oplinns w £0.00
D e

Mation S I T oy Relate

[Compele o descriptve e here/ Pubiic - Upioad @_ 50.00

l Remaove 4=t 2a
Add Document Add
Total Upload: 0.25 MB of 50 MB limit.
Max Document Size: 3.0 MB
ICCES supports the following file types: doc, docx, gif, himl, jpeqg, msed, odp, odt, pdf, pipeq. png, ppt, ppix, rif, text, tff, wp, wpd, xis, xisx, xpng

Save and Close Gancel Filing Continue

2. Relate a document to an existing case filing, by clicking options menu next to the
upload button.



a. Choose Relate from the options.

3 s Relate Document

Document Being Ref m it 3b
(Select all that apply) ‘
Date Range: to Document: | All v

Show 5 v |PerPage

Filing Date + | Filing ID 4 | Filing Party(ies) 4 | Organization 4 |Document 4 | Document Title =
02/05/2015 111BDBOBE21DFE (Pending Filing) N/A NiA Affidavit Affidavit
02/05/2015 111BD60B21DFE (Pending Filing) N/A NiA Motion Motion
04/25/2014 1740EBELFCFTA Margaery Tyrell I Petition - Dissclution w/out Children Petition - Dissolutien w/out Children
3c
~ 20006
¥ E—
Save | Close |

3. A Relate Document table displays listing all case filing events. Click the checkbox to

relate an item.

a. Filter the table from the filing date. Click in the date range boxes to select.

b. Filter the table for case documents. Click the arrow, highlight and select a

document(s).

c. Click the “Save” button to save. The “Close” button cancels the screen without

saving changes.

7 Manace FiLinG

* Required Field
Douglas County, 2014DR030061 - Tyrell, Margaery and Baratheon, Joffrey

* Document * Document Title 0 CJD 11-04(IX) requires descriptive title. Security ﬂ ry Fee
Affidavit [PDF] Affidavit Public Upload stlans 4 $0.00
| [fages
Motion [Complete a descriptive title here] Public # Upload et y $0.00
£ Upcaq [
Add Document Add
Total Upload: 0.25 MB of 50 MB limit.
Max Document Size: 3.0 MB
ICCES supports the following file types: doc, docx, gif, html, jpeg, mscd, odp, odt, pdf, pjpeg, png, ppt, pptx, rif, text, tiff, wp, wpd, xlIs, xIsx, xpng.
Save and Close Cancel Filing Continue

4. Remove any document from the Manage Filing screen (Does not include

initiating documents for File New Case) by clicking the options menu next to the

upload button and selecting Remove. If a document is related to a main

document, it will also be removed.

5. Once all documents have been uploaded, press Continue.
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FILE INTO EXISTING TRIAL COURT CASE - SERVICE
Service has two sections.

E-Service: Parties who are represented by counsel and have a Colorado Courts E-
Filing account.

U.S. Mail: Party(ies) to the case that do not have a Colorado Courts E-Filing account.

¢ SERVICE
Adams County, 2015CV030011 - Tasting, Plaintiff v. Defandant, Testing et al

1

P | will serve the documents on my own and do not need ICCES lo P service. | that C.R.C.P. Rule 121, Section 1-26(8) requires E-Service on parlies who have
subscribed to ICCES.

Party Status: All
E-Service
v [Name 2] Type : isum & | Atorey & | Organization s
¥ | Testing Defandant IDefendanr | lan Vin ent O'neill JBITS Firm customer 1354 name change test
U.S. Mail Service
TNome 2 Type % [Swms & | Anomey + | Mailing Address 2
| Additional Testing | Diafendant | Self-Represened MIA

Add Other Recipient

Save and Close Cancel Filing Continus

1. If you do not want the system to e-serve or mail documents, check the “I will serve
the documents on my own and do not need the Colorado Courts E-Filing system to
complete service” checkbox at the top of the Service list.

¢ SERVICE
Adams County, 2015CV030011 - Tasting, Plaintiff v. Defandant, Testing et al

| will serve the documenls on my own and do nol need ICCES o P service. | that C.R.C.P. Rule 121, Section 1-26(8) requires E-Service on parlies who have
subscribed to ICCES.

Party Status: All
E-Service
2 8 2(a) > v [Name 2] Type : isum & | Atorey & | Organization s
¥ | Testing Defandant IDefendanr | lan Vin ent O'neill JBITS Firm customer 1354 name change test
U.S. Mail Service
TNome 2 Type % [Swms & | Anomey + | Mailing Address 2
| Additional Testing | Diafendant | Self-Represened MIA

Add Other Recipient

Save and Close Cancel Filing Continus
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2. If the box remains unchecked, e-service will auto-select for you if there are any
parties that are represented by counsel and if counsel has a Colorado Courts E-
Filing system account.

a. To deselect all parties, select the checkbox at the top of the checkbox
column, or deselect one party at a time by unchecking the box next tothe
user’'s name.

# SERVICE
Adams County, 2015CV030011 - Testing, Plaintiff v. Defendant, Testing et al

| will serve the documents on my own and do not need ICCES to complete service, | acknowledge that C.R.C.P. Rule 121, Section 1-26(8) requires E-Service on parties who have
subscribad to ICCES

Party Status: All

E-Service
+  HName - |Type % [ Staws +  Amomey % .Olgnnlzmion ]
# | Testing Defendant Diefendant lan Vincent Oneill JBITS Firm customer 1354 name change test

U.S. Mail Service

7 e 2 Type ¢ | Stms & | Amomey + [ Malling Address +

3 * # | Additional Testing Diefendant Self-Represented o 777 Stroet Address, Anywhere, CO S0808, United States

Add Other Recipient

Save and Close Cancel Filing Continue

3. To select a party to mail, check the box next to the party name.
a. If the party has an address on file with the court, the address will display and
auto-check if you are a party to the case. An official court address cannot be
edited, but the mailing method can be changed to Certified mail.

4. To change regular mailing to certified mailing, select the “Add/Edit Address(es)” link
to the right of the party name.

* Required Field

Testing

5 =P -pMailing Method:  ® Regular Mail Certified Mail

| T77 Street Address Official Address on Record at the Court
Anywhere, CO B0808, United States

6 g /\dd Additional Address

Save and Close Canesl

5. A pop up will appear “Regular Mail” is auto-selected. Change by selecting radio
button for Certified Mailing and press “Save and Close”.
6. If adding an additional address, select the “Add Additional Address” link.
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* Required Field
Additional Testing

Additional Address:

*Mailing Method: Regular Mail

777 Street Address
Anywhere, CO 80808, United States

* Address Line 1:

Address Line 2:

* City:
* State/Province:
* Zip Code:

7 |=

* Country:

¢ Certified Mail

Official Address on Record at the Court

222 Main St

Anywhere
Colorado
80808

United States

7a |==  AddAddress

b >

Save and Close

Cancel

7. Fill out all required fields:
a. To add more than one, select “Add Address” button. This will also allow you

to edit addresses just added.
e

§ * Requred Fiekd
Agditional Testing
“Mailing Method Regular Mail % Certified Mall

777 Streat Address
Anywhers, CO 80808, United States

222 Main St Edit Address
Anywhers, CO 80808, United St

A Addnonal Address

Official Address on Record at the Court

b. OR Press “Save and Close” to add address and go back to the service
screen.

Adams County, 2015CV030011 - Testing, Plaintiff v. Defendant, Testing et al

# SERVICE

| will serve on my own. | that C R C P Rule 121, Section 1-26(6) requires e-service on parties who have subscribed to the Colorado Courts E-Filing
application
Party Status: Al
E-Service

[Name 2 ype & | Statue & | Auomey & | Organization .|

@ | Puantif Testing Practif Actee Tracy A Blea Tracy Testing Law Firm

[ Testing Dfencant Defondant Withdrann an Vincent Gneil TS Tost Fim
U.S. Mail Service
« [ame 2 Type & | St & [ Auomey & [ Maiting Address s
@ | Additcnal Testing Defencart Actice Self. s

(Reguiar bai)
8 ) 222 Wain S1. Anywhere, CO 5008, Urited States. (Reguiar
+ i)
Al Adkessiss)

Add Other Recipisnt

Saveand Close  Caneal Filing Continus

8. The last address added will auto-check. If multiple addresses are needed for
mailing, check any additional addresses listed.
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To include a Custom Recipient, click the “Add Other Recipient” button in the service
screen. Add Other Recipient means an e-filer can ask the Colorado Courts E-Filing
system to either mail or e-serve filings to another person whose name does not display
on the Service screen.

Add Other Recipient

* Required Field
p
=2 ® Custom Recipient E-File User

b |=== Recipient Name: ||

c > * Mailing Method: ® Regular Mail ' Certified Mail

i * Address Line 1:

Address Line 2: '

" City:
§ * State/Province: |Colorado v
b * Zip Code:
* Country: |United States v
e
Save and Add Another Save Cancel

For a custom recipient:
a. Click the “Custom Recipient” radio button.
b. Enter the recipient name.
c. Select “Mailing Method” of either “Certified Mail” or “US Mail.”
d. Enter the mailing address.

e. To save the information press “Save”, to exit and cancel click “Cancel’. To
continue adding additional recipients, click “Save and Add Another”.
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Add Other Recipient -
* Required Field

4/ g
Custom Recipient '® E-File User 1
] v
Search
First Name * Last Name
.| User Name 4 | E-mail % | Organization &
h |=&
Noresult] | |pund.
£]
Save and Add Another Save Cancel

For an e-file user:
f. Click the “E-file User” radio button.
g. Enter, at minimum, the user’s last name and press “Search.”
h. Select the user name from the search result list.

i. To save the information press “Save”, to exit and cancel click “Cancel”’. To
continue adding additional recipients, click “Save and Add Another”.
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REVIEW AND SUBMIT

Review and submit is a summary of the current filing.

# REVIEW AND SuBmIT

Adams County, 2012CV500713 - Test, Test V. Testthisbusiness G A

Review all information on this page before clicking the Submit button. Please verify your uploaded documents are correct for this filing. If you need to make changes, click the
appropriate Edit button. Once you are satisfied with the information, click Submit.

7 FILING PARTY(IES)

‘P-l, - ‘Type * ‘mlll! * |Attomey * ‘
‘ Test Test ‘ Plaintiff ‘ | Julie Christing Hoskins (JEITS Firm) ‘

¢ DOCUMENTS 1b [

Document 1D 4 | Event & | Title 4 | Security Related Document(s) Ed ‘ Edit
SEB1DSEE440FD Affidavit [PDF] Affidavit Suppressed D Mo I
SO0A1BTE28A51 Letter [PDF] Letter Public Yes <pmm— 1a
SAECF41FCFEFD Certificate [PDF] Certificate Public Yes T

# SERVICE
‘n-q- . |1'ype N |5|atus & ‘Anomey & ‘Cllganimlion s |Metl|od & ‘ Edit
| Tracysa Blea [ s [ s | s | JBITS Firm | E-senvice |

A. The county, case number and case caption display on the first line.

1. Edit Buttons: Review the Filing Party(ies), Documents, and Service sections. Click
the “Edit” button on the right in any of these sections to change or update
information.

Ciosa

a. If the “Relate” option was selected in the “Manage Filing” screen, the column
“‘Related Document(s)” will have a “Yes” link to allow the user to confirm the
related document(s).

Affidavit

Sensitive information enclosed

Close
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b. If the Security was changed from the default in the manage filing screen, the
column “Security” will have the new security setting and a “Note” icon to allow the
user to confirm the reason for the security change.

SuBmissION OPTIONS

*Submit Options: | Do not submit to the court; serve selected parliés.

* Submit now Submit on

“Authorizer: [Angie Pickle Guenther = “Attorney Role: | Private Attorney v |
|Brian Medina

Cathy Law Firm Pickle Account (inactive)

Chad Pickle Comelius (inactive)

Chris Pickle Meints -

(Held down Centrol key and click each line to select more than one)

2. There are two Submit Options choices for submitting a filing(s) into an existing case.
a. Submit to the court and serve selected parties: This will submit your filing to
the court for clerk review.
b. Do not submit to the court, serve selected parties: This will submit your filing
as a serve only filing. This filing will not go to the court.

# SuBMISSION OPTIONS

“Subl 3 jord ® Submit now Submit on

Note To Clerk:

“Authorizer: |Angie Pickle Guenther N “Attorney Role: | Private Attomey v
Brian Medina
Cathy Law Firm Pickle Account
Chad Pickle Comnelius
Chris Pickle Meints -

(Held down Coentrol key and click each line to select more than cne)

3. Leave “Submit now” selected to send the filing immediately.

# SusmISsIoN OPTIONS

*Submit Options: | D o thgcourt; serve selected parties v
® Submit on v
. Sl May v|z2016 v
“Authorizer: Angie Pickle Guenther “Attorney Role: | Private Attomey B

Brian Medina Su Mo Tu We Th Fr Sa
Cathy Law Firm Pickle Account 2 3| 4| sl & =
Chad Pickle Comelius  (inactivel sl g/ 10/ 41/ 42| 13 14
Chris Pickle Meints asll_19][ 20l 21

(Held down Control key and c a 23 24 25 26 27 18

\ 2% 30 3

# Ruue Incnomating

4. To delay a filing to the court or to delay a “serve only” submission, postpone
submitting by clicking the “Submit On” button.

a. Select a future date from the pop up date box.

b. Enter the time of day. The filing will be saved in Scheduled Filings.
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¢ SuBMISSION OPTIONS

*Submit Options: | Submit to the court and serve selected parties. v

5 N Submit now ® Submit on v

N\

Note To Clerk:

6a

1’.

“Authorizer: |Angie Pickle Guenther “Attorney Role: | Private Attomey B
Brian Medina

N Cathy Law Firm Pickle Account (inactive)
6 = |Chad Pickle Comelius (inactive)
Chris Pickle Meints ~

(Hold down Centrol key and click each line to select more than one)

5. Enter any helpful notes the court may need to process the filing.
6. Select the “Authorizer(s)” from your organization.

a. Choose “Attorney Role.”

# BILLING INFORMATION

™ This fling is exesmpl foom Gig feess per G0 DA-01

—

™ Thi filing is exempt from filing fees per CJD 32.01. or | am filing 2= court appointed counsel.

Purshuss Details:
“Statutory Filing Fees: 50 00
FTiling Ness: £5 00
Service Fees: 5750
lotal Fees: 511510
*These fess may be modifed by the courd prior ip accspiance if the documenis filed do not match the estimated staivtory filing fees.

8 —b Dliling Reference:  AC1G1034

N

—b Save and Close Cancal Filing 9 — m

7. If the filing is exempt from fees per Chief Justice Directive 06-01 or 98-01, select the
appropriate box. Select link to view CJD.

8. Enter any “Billing Reference” i.e. a specific organization billing reference.
9. Click “Submit” to complete your filing.

10.“Save and Close” saves the filing in “Drafts” so it can be finished later. Click “Drafts”
on the “Filing” screen to resume the filing. Click “Cancel Filing” to exit and cancel the
filing completely.
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Upon submission, a message to either go “Back to Review” filing, or “Continue
Submission” will appear. Once submitted, the filing cannot be removed by the Colorado
Courts E-Filing system or the user. The court must be contacted for further action.

Confirm Submission

Before submitting vour filing, please ensure that you uploaded the
correct documents into this case. If you need to make any
changes to your filing, click the Back to Review button. Use the
Edit buttons an the right of each section to modify your filing.

[fall infarmation on the Review and Submit screen is correct, you
may submit your filing by clicking on the Continue Submission

| button. Your filing cannot be modified ance itis submitted to the

" court Ifyou chose to e-serve your documents, those copies will
be immediately delivered to vour selected recipients.

Continue Submission | Back to Review |

r

A confirmation page will then be available to print for the user’s record. (partial page)

Clase Print

Filing Information:
Filing ID: 62005658356FY
Court Location: Douglas County
Case Number:; 20140R030061
Case Caption: Tyrell Margaery And Baratheon, Joffrey
Scheduled Date: 02/08/2014 2.00 AM
Submitted By: Tracya Blea
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FILE INTO AN EXISTING APPEALS CASE

Choose the “File into an Existing Case” option to e-file a new document into an existing
court case.

File into an Existing Appeals Case — How to Find

, m |

File Into an Existing Case

From the Home page, click the file folder.

e

or click the folder on Filing ID, Case History or Search results screens.

Filing Search

Drafts

o File into an Existing Case | &

File New Case
Scheduled Filings

Hover over the Filing tab to choose the File into an Existing Case menu option.
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FILE INTO EXISTING APPEALS CASE - BUILD FILING
FILE BUILDER

# BuiLp FiLing
"Required Field

ConrFirm FiLInG

2013CA005000 - Chris V. Shannon
*1. Select a court location

Advisory Copy
Amicus Brief-Access Re: T/C Record

*2. Case Number:

N
[ » 2013CAS5000 Search . ogu 3

8 — Continue

S==lp- 3 [ | This is a serve-only filing

*4. Choose document(s) to file

| -Select Document to File— v

—-Select Document Type-—

=P  Clear

1. Select a court location.

a. Note: If a file folder is clicked within the application, the court location pre-
populates the field.

2. Enter a case number (Year “20XX,” Class “CA or SC,” Sequence “123456”).

a. If a file folder is clicked within the application, the case
number pre-populates the field.

3. Click the “Search” button to find the existing case.
o If the case does not exist, an information message displays.

4. If the case exists, you have the option to select if this is a serve-only filing. Select
the serve-only filing checkbox. This will allow you to select serve-only documents in
addition to the documents already available.

5. The option to choose document(s) to file will display.

a. Choose document to file from the list. “Document to File” is required,
“‘Document Type” is optional.

6. Press the blue arrow button. The document will display on the right side in “Confirm
Filing” section. Add as many documents as needed.

7. Click the trash can icon to remove a document from the “Confirm Filing” section.
8. Press Continue.

9. Press Clear to re-set all selections on this screen.
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PROGRESS BAR

Moving past the Build Filing screen, note the Progress Bar at the top of the page. Click
on any section to navigate to that screen.

" runorwnes ) wawiosrume m—pe——

FILE INTO EXISTING APPEALS CASE - REVIEW FILING PARTIES

¢ SELECT FILING PARTY(IES)

(Selectall that apply)

Court of Appeals, 2013CA001364 - test

Party Status: Active |+ Show |20 [+] Per Page

Party « | Type 4 | status & | Attorney +

Test Appellant Appellant Active Self-Represented Add “= 2
: Test Appellee Appellee Active Vincent Lawrence Linden (JBITS i "
|| < |1] > >

\

*1. The party that the user is associated with will auto select. If filing a new pleading
and not yet associated to a party, you must complete step “2” and add counsel to that
party. Once added, the box will auto check as filing party.

2. To add an attorney to a party, click the “Add” link in the “Attorney” column.
, :

¢ Apn ATTornEY(S) To A Party

For Joffrey Baratheon Respondent

New Attorney: | —Select Attorney— R 3
Attorney Name
Anomeﬂs}: i Jon Danger Snow PC
/’ v
a
Cancel Save

3. Select an attorney from the dropdown list, and click “Save.”

a. If the incorrect attorney is selected, the option to remove is available.

* For Supreme Court case types of SA or SC, on the “Select Filing Party” screen
the option to add a party type of: “Amicus Curiae” or “Amicus Curiae-Join” is
available.

SeLeCT Fium ParTy(iEs)

“Party Type:
“Entity Type:

~Select Party Type-

Amicus Curige | Select party type.

Amicus Curiae - Join

(Select all that apply) AddiEdit New Party

Supreme Court, 20135A888856 - short caption testing and scheduled event set

Party Status: Active m
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7 SELECT FILING PARTY(IES) n
(Select all that apply)
Court of Appeals, 2013CA001364 - test
Party Status: | Active E| Show |20 [=] Per Page
Party = | Type ¢ | Status 4 |Attorney S
Test Appellant Appellant Active Self-Represented Add
Test Appellee Appeliee Active Vincent Lawrence Linden (JBITS Firm) Add
<<|[<| (1] =] [>=
v
Save and Close Cancel Filing 4 — Continue
4. Click Continue.
5. Every screen on the File Builder features “Save and Close” and “Cancel Filing”
buttons. “Save and Close” moves the item to “Drafts.” The “Cancel Filing” option
closes the File Builder and does not save the filing.
FILE INTO EXISTING APPEALS CASE — MANAGE FILING — SECURITY,
UPLOADING, AND ADDING DOCUMENT(S)
This section displays how filings are added, edited, uploaded and related.
7 MaNAGE FILING 4 N\
* Required Field
Court of Appeals, 2013CA005000 - Chris V. Shannon b 2 3
| Upload successfull ]
* Event * Document Title Sedurity ) Statutory Fee
Advisory Copy [PDF] Advisory Copy Public # Upload e T $0.00
5 1 |=> .
Amicus Brief [PDF] Amicus Brief Public Options ~ $0.00
Add Event
Add Event Type Add | e

Total Upload: 0.51 MB of 50 MB limit.

Max Document Size: 5.0 MB

CES supports the following file types: doc, docx, gif, himl, jpeg, mscd, odp, odt, pdf, pjpeg, png, ppt, pptx, rif, text, fiff, wp, wpd, xIs, xIsx, xpng

Save and Close Cancel Filing

1. The Document Title can be edited if needed.
2. To change the security default of “Public” click on the security link under
*Security. (Certain documents have a default level of security higher than

n - | Continue

“Public” and will prevent you from lowering that status) Selected security is not
official until accepted by the court. A note to the clerk in “Review in Submit”
screen is advisable if security is changed.

The available security levels, from least to most restrictive are:

o Public: Any user can view the document.

0 Protected/Suppressed/Restricted: Parties to the case can view a suppressed
document.
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8.

Private: Only the filing party and served parties can view a private document.

Sealed: Only the court will be able to view the contents of a sealed document.
No other party including parties to the case have viewing access to a sealed
document.

To upload a document, click the upload button. Double click the document from
your folder list, or highlight it and press “Open.”
A green status bar flashes confirming your upload.

The document under *Document is now a link. Click the link to review the
document.

Include any missed filings by clicking the arrow in the “Add Event” box. Highlight
and select the new filing event, and click the “Add” button.
a. Repeat step 3 to upload.

Every screen on the File Builder features “Save and Close” and “Cancel Filing”
options. “Save and Close” moves the item to Drafts. The “Cancel Filing” option
closes the File Builder and does not save the filing.

Press “Continue.”

MANAGE FILING - CHANGE EVENT, RELATE AND REMOVE DOCUMENTS

7 MANAGE FILING ~
* Required Field
Court of Appeals, 2013CA005000 - Chris V. Shannon 1
. 1a
* Event * Document Title Security 3 Statutor]
Advisory Copy [PDF] Advisory Co Public + Upload iG] = e
R = PRONS Change Event
= Relate
Amicus Brief [PDF] Amicus Brief Public # Upload QeI 1 00
BHIONS e
Add Event
Add Event Type L Add
Total Upload: 0.51 MB of 50 MB limit.
Max Document Size: 5.0 MB
ICCES supports the following file types: doc, docx, gif, himl, jpeg, mscd, odp, odt, pdf, pjpeg, png, ppt, pptx, rif, text, tiff, wp, wpd, xIs, xlsx, xpng

—

Save and Close Cancel Filing Continue

1.

a.

To change an event type, click the option menu next to the upload button.

Choose Change.
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CHance EvenT 1b

(Select an Event in the dropdown and click "Save™)

Event: |Ad&iti0na| Designation of Record

Close Save

b. From the pop up, select a new event from the dropdown and click “Save”
to make the change or “Close” to cancel.

WARNING: If a document has previously been uploaded and
an event was changed, the document will remain and not be
removed. Ensure the document matches the event you wish

to file.
7 Manace FiLinG ~
* Required Field
Court of Appeals, 2013CA005000 - Chris V. Shannon 2
* Event * Document Title Security @ J S 23
Advisory Copy [PDF] Advisory Co Public # Upload ISR 00
ry Gopy EETRr—
i 4 Relate
Amicus Brief [PDF] Amicus Brief Public # Upload BN R 00
‘ plons e
|Add Event v
| Add Event Type v Add

Total Upload: 0.51 MB of 50 MB limit
Max Document Size: 5.0 MB
ICCES supports the following file types: doc, docx, gif, himl, jpeg, mscd, odp, odt, pdf, pjpeg, png, ppt, pptx, rif, text, tiff, wp, wpd, xIs, xIsx, xpng

Save and Close Cancel Filing

Continue

2. Relate a document to an existing case filing, by clicking the options menu next to
the upload button.

a. Choose Relate from the table of case filing event items.
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Date Range:

¢ ReLATE Documen

(Select all that apply)

Document Being Relg 3a it

g o=

Event: [Al

Show 5 ': Per Page

Filing Date = | Filing ID 4 | Filing Party(ies) ¢ | Organization ¢ | Event 4 | Document Title 4
10/23/2014 DC1EES1CT2BAB (Pending Filing) N/A N/A Affidavit Affidavit
— | 10/23/2014 DC1ES91CT2BAB (Pending Filing) MNIA N/A Brief Brief - test
05/02/2014 3B7BE05197F43 Harry Reid JBITS Firm Petition - Dissolution w/out Children Petition - Dissolution w/out Children
4 20

Close

Save

3. A Relate Document table displays listing all case filing events. Click the checkbox
to relate an item.

a. Filter the table from the filing date. Click in the date range boxes to select.

b. Filter the table for case events. Click the arrow, highlight and select anevent.

4. Click the “Save” button to save. The “Close” button cancels the screen without
saving changes.

7 ManaGe FiLING

* Required Field

* Event

Amicus Brief [EDF]

Save and Close

Advisory Copy [PDF]

Cancel Filing

|Amicus Brief

Max Document Size: 5.0 MB
ICCES supports the following file types: doc, docx, gif, html, jpeg, mscd, odp, odt, pdf, pjpeg, png, ppt, pptx, rtf, text, tiff, wp, wpd, xIs, xlsx, xpng

ﬁ

4

Public

4

Add Event

Add Event Type

Total Upload: 0.51 MB of 50 MB limit

‘
Court of Appeals, 2013CA005000 - Chris V. Shannon 5
* Document Title Security @ l Statutq 5
|Advisory Coj Public # Upload BT N a

Relate
# Upload eI
Remove

Evére
;/:m

Add

6

5. Remove any document from the Manage Filing screen (Does not include

initiating documents for File New Case) by clicking the options menu to the
upload button.

Continue

a. Choose Remove from the table of case filing event items. If a document is
related to a main document, it will also be removed.

6. Once all documents have been uploaded, press Continue.
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FILE INTO EXISTING APPEALS CASE - SERVICE

Service has three sections.

E-Service: Parties who are represented by counsel and have a Colorado Courts E-

Filing account.

U.S. Mail: Party(ies) to the case that do not have a Colorado Courts E-Filing account.

Email Service: For the service of Appeals Clerks.

SERVICE
Court of Appeals, 2015CA0D0S55 - tast
| will serve the documents on my awn,

Party Status: | Al

E-Service
| -!Im & | Type &  Status . | amoamt 5y
o | Test | Appeliee Active Jeffrey K Holmes

U.S. Mail Service

| Name a | Type & | Status & | Attorney
Test? Appollant Ackive TS p—
[ The People of the State of Colorado [ Petitioner-Appelles Active Self-Represanted

Email Service

Name = | Type & | Status # | Attormey

No results were found.

Save and Close Cancal Filing

-~

Crganization ®
ITS Test Firm
Mailing Address =
MNiA
NIA
Organizatio *

Add Other Reciplent

Continue

1. If you do not want the system to e-serve or mail documents, check the “I will
serve the documents on my own and do not need the Colorado Courts E-Filing
system to complete service” checkbox at the top of the Service list.
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f SERVICE
Court of Appeals, 2015CA0D0555 - test
1 T will serve the documents on my own.

Party Status: Al

E-Service
. '-Shllu L] ||ll|nm|r|| . ;Q’gml{niuﬂ ® I
Active | Jefirey K Holmes TS Test Fim
2 & 2(a)
U.S. Mail Service
] Type & | Status & | Atomney + | Mailing Address s
O | Testz Appollant Active Sl Represertod MiA
7] | The People of the State of Celorads | Petitioner-Appeliee Active Self-Represented NIA

Email Service

Type & | Status & | Attorney & | Organization *
No results were found.

Add Other Reciplent

Save and Close Cancal Filing Continue

2. If the box remains unchecked, e-service will auto-select for you if there are any
parties that are represented by counsel and if counsel has a Colorado Courts E-
Filing account.

a. To deselect all parties, select the checkbox at the top of the checkbox
column, or deselect one party at a time by unchecking the box next tothe
user’s name.

7 SERVICE
Court of Appeals, 2015CAD00555 - test

L0 Dwll serves the documenls on my own

Party Status: All
E-Service
& | Sws & | Anomey ¢ | Orgonizaton &
Activer Joffroy K Holmes ITS Test Firm
U.S. Mail Service
: % | Status % | Atomey & | Moiling Address =
Active elf-Rep (¥ 555 Test. Denver, CO 80203, United States (Regular Mail)
3 -l 3a |[=» Add/Edit )
o | The Pecple of the State of Colorade | Petitioner-Appelles Active Sei-Rep NIA

t

Email Service 4

R e s [rwon o onabrm— :

No rasults were found.

Add Other Recipient

Save and Close Cancel Flling Continue

3. To select a party to mail, check the box next to the party name.
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b. If the party has an address on file with the court, the address will display and
auto-check. An official court address cannot be edited, but the mailing
method can be changed to certified mailing.

4. To change regular mailing to certified mailing, select the “Add/Edit Address(es)” link
to the right of the party name.

* Required Field
Testing
5 |=9 -Mailing Method:  ® Regular Mail Certified Mail

| T77 Street Address Official Address on Record at the Court
Anywhere, CO B0808, United States

= A\dd Additional Address

Save and Close Canesl

5. A pop up will appear “Regular Mail” is auto-selected. Change by selecting radio
button for “Certified Mailing” and press “Save and Close”.
6. If adding an additional address, select the “Add Additional Address” link.

" " Required Field

*Mailing Method: @ Regular Mail © certified Mail

Additional Address: * Address Line 1: 555 main st 7a |=»  Add Address

Address Line 2:

7 |=>

* City: anywhere
* State/Province: Colorado v
*Zip Code: 80808

* Country: United States -

7b = Save and Close Cancel

7. Fill out all required fields:
1. To add more than one, select “Add Address” button. This will also allow you

to edit address just added.
jroor |

1 " Requred Fid
Additional Testing
“Mailing Method Regular Mail  ® Certifled Mall

777 Streat Address Official Address on Record at the Court
Anywhere, CO 80808, United States.

222 Main St Edit Address
Anywhers, CO 80606, United Stat

A Addiional Address

nnnnnnnnnnnnnnnnnn
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2. OR Press “Save and Close” to add address and go back to the service
screen.

# SERVICE

Court of Appeals, 2015CADDDSSS - test

I will sarve the documants on my own

Party Status: | All
E-Service
- ||IIIl .s! Type B ! Status &  Attomey el iOmuniulion =
¥ | Test Appelion | Aetive Julfrry K Helmas | 175 Test Firm
U.5. Mail Service
[Name. < Type + | stts & | Anomey & | Mulling Address s
o | Testd Appellant | Active Self-Represented E5E Test, Denver. CO 30203, United States (Regular Mail)
| ZEE Main St Anywhere, CO 30808, United States (Regular
Mail}
8 o AddEdit
The Pecple of the State of Colerado Petiticner-Appelles Artivel Ji-Represented NI
Email Service
|Nno o Typa 2 | Status & | Attarmay 2 | Organization -

Save and Close

No results were found.

Cancel Filing

Add Other Reciplent

Continue

8. The last address added will auto-check. If multiple addresses needed for
mailing, check any additional addresses listed.

a. To add an appeals clerk, Select “Add Other Recipient”.

Add Other Recipient

| " Required Field

© custom Recipient O 9

=P @ Appeals Clerk

Appeals Clerk:
- __Select Appeals Clerk— |LI
—-Select Appeals Clerk—

Adams County - Angie Guenther
Adams County - Mario Domenico
Adams County - Neena Kumpati

Adams County - Shannon Boone
Court of Appeals - SCAO TEST - Jeremy
Pueblo County - Marie Olson

Pueblo County - TRN JPODTRAING1

9a |=>

Save and Add Another Save

Cancel

9. Select the “Appeals Clerk” radio button and select from the dropdown.

a. To save the information press “Save”, to exit and cancel click “Cancel”. To
continue adding additional recipients, click “Save and Add Another”.
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—

To include an Additional Recipient, click the “Add Other Recipient” button in the service
screen. Add Other Recipient means an e-filer can ask the system to either mail or e-
serve filings to another person whose name does not display on the Service screen.

Add Other Recipient

* Required Field i

* @ custom Recipient () E-File User '-:.-'AppealsCIerk

b |= *Recipient Name: |

¢ [|==P *Mailing Method: @ Regular Mail _ Certified Mail

* Address Line 1:

m

d Address Line 2:
* City:
* State/Province: Colorado -
* Zip Code:
- e b
*Country: United States Jy -
Save and Add Another Save Cancel

e -~ -~ T Ty

For a custom recipient:
a. Click the “Custom Recipient” radio button.
b. Enter the recipient name.
c. Select “Mailing Method” of either “Regular Mail” or “Certified Mail”.
d. Enter the mailing address.

e. To save the information press “Save”, to exit and cancel click “Cancel”. To
continue adding additional recipients, click “Save and Add Another”.
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Add Other Recipient

i " Required Field

() custom Recipient @ E-File User (A| 9

4

| Search

Clerk

First Name * Last Name

User Name

- ‘ E-mail * ‘ Organization

“*

No results Tm-nn-i: und.

~ T

Save and Add Another Save Cancel

T ANDEITEE T T

For an e-file user:
f. Click the “E-file User” radio button.
g. Enter the user’s last name and press “Search.”

h. Select the user name from the search result list.

T TFatre AT immnalar KA

i. To save the information press “Save”, to exit and cancel click “Cancel”’. To
continue adding additional recipients, click “Save and Add Another”.

REVIEW AND SUBMIT

Review and submit is a summary of the current filing.

# REVIEW AND SuBMIT

—

A

Court of Appeals, 2014CA030000 - Thick Client V/ lcces

the appropriate Edit button. Once you are satisfied with the information, click Submit.

Review all information on this page before clicking the Submit button. Please verify your uploaded documents are correct for this filing. If you need to make changes, click

¢ FiLinG PARTY(IES)

Party -

*

Type Status % | Attorney

The Pecple Of The State Of Colerado Plaintiff-&ppellee Active Julie Kreutzer (JBTS Firm)

¢ DOCUMENTS

-
Edit ™%

Document ID Event Title

o«
A
4

Security

&
*

Related Docur

SEB3BSESCOSBY Affidavit [ PDF Affidavit Public

Yes <mm—

¢ SERVICE

Party -

*

Status *

A

Type Attorney 4 | Organization

Method

>
Edit ™%

Nis WA His JBITS Firm

Tracy Blea

E-Service
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A. The county, case number and case caption display on the firstline.

1. Edit Buttons: Review the Filing Party(ies), Documents, and Service sections. Click
the “Edit” button on the right in any of these sections to change or update
information.

; REeLATED EVENnT(S) I
Show |5 '7j Per Page

| ‘ﬁumﬁe - |ang D & ‘Frlmg Party(s) s |Event s |Documem'rme - | i

2 ‘ 0272472014 | 1SEAD4E4BTTAD ‘The People of the State of Colorado | Petition |£\fﬁﬂavll |

C Close

a. If the “Relate” option was selected in the manage filing screen, the column
“‘Related Document(s)” will have a “Yes” link to allow the user to confirm the related
document(s).

SusmissSION OPTIONS

*Submit Options: | Do not submit to the court; serve selected parties.

* Submit now Submit cn

*Authorizer: [Angie Pickle Guenther B *Attorney Role: | Private Attomey v
Brian Medina ) )
Cathy Law Firm Pickle Account (inactive)
Chad Pickle Comelius  (inactive)
Chris Pickle Meints -

(Hold down Control key and click each line to select more than one)

2. There are two Submit Options choices for submitting a filing(s) into an existing case.
a. Submit to the court and serve selected parties: This will submit your filing to
the court for clerk review.
b. Do not submit to the court, serve selected parties: This will submit your filing
as a serve only filing. This filing will not go to the court.

# SuBMISSION OPTIONS

* pubaitfptions: | Do not submit to the court, serve selected pamés v

3 = & Submit now Submit on

*Authorizer: [Angie Pickle Guenther J- *Attorney Role: | Private Attomey v
|Brian Medina ) )
Cathy Law Firm Pickle Account (inactive)
Chad Pickle Comelius (inactive)
Chris Pickle Meints -

(Hold down Control key and click each line to select more than one)

3. Leave “Submit now” selected to send the filing immediately.
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# SuemissioN OPTIONS

*Submit Options: Do not submit to the court; serve selected parties. A

4 — Submit now @ Submit on v | S b
. i:lmay ¥ | 2016 wl i

“Authorizer: /Angie Pick “Attorney Role: | Prvate Attomey

Brian Medi|l g oy Su Mo Tu We Th Fr Sa
Cathy Law Account 2 3 4 5 8 7
Chad Pickle Comelius  (inactive)

Chris Pickle Meints | = e e e ey
(Hold down Control key and click 1 5 23 24 25 28 27 28

k 29 30 M

= Buniue lucaomarinu

8, 9 10 N 12 13 14

4. To delay a filing to the court or to delay a “serve only” submission, postpone
submitting by clicking the “Submit On” button.

a. Select a future date from the pop up date box.

b. Enter the time of day. The filing will be saved in Scheduled Filings.

# SuemissioN OPTIONS

*Submit Options: [ Submit to the court and serve selected parties. v
N Submit now ' Submit en hd
\ Note To Clerk:
‘Authorizer: /Angie Pickle Guenther - ‘Attorney Role: | Private Attomey v
Brian Medina < 6a
Cathy Law Firm Pickle Account (inactive)
Chad Pickle Comelius (inactive)
6 _> Chris Pickle Meints -
(Hold down Control key and click each line to select more than one)

5. Enter any helpful notes the court may need to process the filing.
6. Select the “Authorizer(s)” from your organization.

a. Choose “Attorney Role.”

¢ BILLING INFORMATION

™ This filing is exempt from filing fees per CJD 06-01

I This filing is exempt from filing fees per CJD 98-01, or | am filing as court appointed counsel,

Purchase Details:

*Statutory Filing Fees: $0.00
E-Filing Fees: $6.00
Service Fees: §7.50

Total Fees: $13.50

*These fees may be modified by the court prior to accepltance if the documents filed do not match the estimated statutory filing fees.

Billing Reference: AC161834

Save and Close Cancel Filing

Le |

Submit
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7. If the filing is exempt from fees per Chief Justice Directive 06-01 or 98-01, select the
appropriate box.

8. Enter any “Billing Reference” i.e. a specific organization billing reference.
9. Click “Submit” to complete your filing.

10.“Save and Close” saves the filing in “Drafts” so it can be finished later. Click “Drafts”
on the “Filing” screen to resume the filing. Click “Cancel Filing” to exit the filing
completely.
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FILE NEW TRIAL COURT CASE

Choose the File New Case option to e-file a new case.

FILE NEW CASE- HOW TO FIND

File a New Case

From the Filing screen, click the File a New Case hyperlink from the page menu, or

Filing

Drafts

File into an Existing Case

e & File New Case

! Scheduled Filings

Hover over the Filing tab to choose a menu option.
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FILE A NEW CASE - BUILD FILING

7 FiLe New Case

What type of case would you like to file?

County Civil Probate
i District Civil Water
Domestic / Family Court of Appeals

Supreme Court

1. Click on the type of trial court case you wish to file.

DomesTic [ Famicy
“Required Field

¢ FiLE New Case

What type of case would you like to file?

- “Court Location: [-select—-

County Civil Probate

—p *Case Type: | -Select-- =]
4 * Continue

District Civil Water

Domestic / Family Court of Appeals

Supreme Court

FILE NEW TRIAL COURT CASE - CASE CLASS, COURT LOCATION AND CASE

TYPE

2. Click the arrow in the drop down list to display a list of choices. Highlight to select a
“Court Location.”

3. Click the arrow in the drop down list to display a list of choices. Highlight to select a
“Case Type.”

4. Press “Continue.”
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FILE NEW TRIAL COURT CASE - MANAGE CASE PARTIES

ParTY

* Required Field

2arty Information

“Party Type: |—Se|ect Party Type— Address Unknown: [

“Entity Type: |—Select Entity Type— v | Address Type: | -Select Address Type-—- ¥

*
Address Line 1:

6
Address Line 2:
City:
State/Province:
Zip Code:
E-Mail:

Phone Type: —Select Phone Type—- ¥

Phone Number:

5. Select “Party Type” from dropdown list.
6. Select “Entity Type” from dropdown list.

, PaRrTY

* Required Field
ooy CrE—
“Party Type: | Defendant v Address Unknown: [ @ ITS Fim PTE

“Entity Type: | Person Address Type: —Select Address Type— ¥

Address Line 1

7]

7 el “First Name: Test

Address Line 2:

Middle Name:

“Last Name: Tester City:
Suffix:| v State/Province:
Add Alias | None o 9 Zip Code:
Date of Birth: il L
Phone Type: -Select Phone Type-- ¥
Social Security:
Phone Number:
Attorney: [ -Select Attorney— v
8 _> Remove Itstesting Account
Add Party

7. Add all available party information. DOB and SSN will display for the court but not in
the Colorado Courts E-Filing system.

8. Select an attorney.
o The option to remove attorney is below the dropdown list.

9. If an Alias needs to be added, click the “Add Alias” button.
o The option to “edit” an existing alias is below the “Add Alias” button.
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JIL ‘Ilr

a. Select “Alias Type.”
b. Select “Entity Type.”
c. Complete all required fields.

d. Click the “Save” button, or click “Cancel” to exit “Add Alias” screen.

, PaRTY

* Required Fisld

( e N )

“Party Type: | Defendant v Address Unknown: ITS Firm BTE

“Entity Type: | Perscn v Address Type: -Select Address Type—- ¥

“First Name: Test Address Line 1: T
Middle Name: Address Line 2:

City: 10a
“Last Name: Tester :
Suffix: v State/Province: | Colorado v

Add Alias | None Zip Code:

Date of Birth: (] E-Mail:
Phone Type: —Select Phone Type— ¥
Social Security: yp yp 10
Phone Number:

Attorney: [ -Select Attorney-- v l

Remove Itstesting Account

Add Party
.

10. Once Party information is added, select the Add Party Button.

a. Parties will appear under “Parties Added” on the right side.
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£ Party

* Required Field

L~ M —

Address Unknown: [[] © Jones John PET

E Address Type: | —-Select Address T 11 = = @ Jones Jane RSP

“Party Type:  Respondent

“Entity Type: | Person

“First Name: J0n99| Address Line 1:

Address Line 2:

Middle Name:
*Last Name: Jane City:
Suffix: E State/Province: | Colorado El
Add Alias  None ZipEode:
Country: | United States
Date of Birth: |i) . =]
E-Mail:
Social Security:
Phone Type: | --Select Phone Type——E
Attorney: | -Select Attomney-- E

Phone Number:

a =y Remove Save

— Continue

11. To edit or remove a party, select the radio button next to the party to edit. The
Information previously added will fill in the fields and edits can begin.

a. Once all information has been edited, select the “Save” button (or “Remove to
remove party)

b. Once all parties are added, select the “Continue” button to proceed.

FILE NEW TRIAL COURT CASE - FILE BUILDER

# BuLo FiLng ConrFirm FiLing

* Required Fiald

Petition - Dissclution wiout Children 4—

‘1. Select initiating document

] Adfidavit
* Petition - Dissolion wiout Children

2. Choosea documant(s) to file e Erdlle
Additional Designation of Record = 3b f

Advisory Notice - NAPF
Alhidawt

Alfidawit - Decree wio Appearance 4
Affidawit - Financial Affairs
Application - Court Appointed Counsel

ANR Cart of Comslefian -+ 3
(Hald down Control key and click each ling to select more than one)

1. Select the initiating document.

2. To include additional documents for filing, select from the “Choose document(s) to
file” list box.

3. Press the blue arrow.

a. The initiating document as well as any additional documents will display in
“Confirm Filing.”
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b. The option to remove any additional document(s) is available. Click on the trash
can icon.

4. Click “Continue” button.

FILE NEW TRIAL COURT CASE - REVIEW FILING PARTIES

FILING PYRTIES

rSELECT FiLing PARTY(IES)

(Selectall that apply} 3 = AddiEdit New Party
Adams County, District Civil (Fraud)
Show |20 v |Per Page
1 | Party - | Type 4 | Status = =
il | | 175 TestFirm  Edit 2 Plaintiff Active
JBITS TEST _Edit Defendant Active Self-Represented
4 (1]

Save and Close Cancel Filing 5 mm—(p | Continue

1. The e-filing system identifies the filing party(ies) by placing a checkmark next to the
name in the table. If there is more than one filing party, each entry will be pre-
populated with a check mark.

2. Edit party information or attach a forgotten attorney to a party by clicking the “Edit”
link next to the party name. The original party screen displays for making edits.
When edits are complete, press “Save” and then “Continue.”

3. The option to add a new party is available by clicking the “Add/Edit New Party”
button where a new party screen displays for entering new party details. When entry
is finished, press “Add Party,” and then click the “Continue button.

4. Every screen in the File Builder features “Save and Close” and “Cancel Filing”
buttons. “Save and Close” moves the item to Drafts. The “Cancel Filing” option
closes the File Builder and does not save the filing.

5. Click “Continue” button.

FILE NEW TRIAL COURT CASE — MANAGE FILING — SECURITY, UPLOADING,
AND ADDING EVENT

This section displays how filings can be added, edited and uploaded.
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3a
, MaNAGE FlLluri ¥

v 2
* Required Field
Adams County, District Civil (Fraud) =
[ Upload successfull |
* Document * Document Title CJD 15-01{1X) requires deseriptive title. Security Statutory Fee
Gomplaint [pDF] ‘€= 3b 1 ™" comis - ;
Complaint [PDF] Complaint Public 4+ Upload §224.00
|
Brief [PDF] _ |[Complete a descriptive title here] Public 50.00
1a |=— P
Aqd-D9cumgn1 v Add
5 Total Upload: 0.17 ME of 50 MB limit.
Max Document Size: 3.0 MB
‘ We support the following file types: doc, docx, gif, html, jpeg, mscd, odp. odt, pdf, pjpeg, png, ppt, pptx. rf, text, tiff, wp, wpd, xls, xlsx, xpng 4

Save and Close Cancel Filing Continue

2. The document title can be edited if needed or required.
a. Chief Justice Directive 11-01(1X) requires descriptive document titles. The
system will highlight titles that need further description in red.

¢ DOCUMENT SECURITY

This Entry of Appearance should be availabie to

Everyone - Public
2a > o Case parties only - Suppressed
The court only - Sealed

You have changed the default security for this document and must provide a reason
below for the court.

2b

Close

3. To change the security default of “Public” click on the security link under *Security.
(Certain documents have a default level of security higher than “Public” and will prevent
you from lowering that status)

a. The available security levels, from least to most restrictive are:
o Public: Any user can view the document.
o Protected: Any user can view the document following redaction. Before redaction,

only judges, court and Judicial Department staff, and parties to the case (including
parties’ attorneys) can view a protected document.

0 Suppressed: Judges, court and Judicial Department staff, and parties to the case
(including parties’ attorneys) can view a suppressed document.
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o0 Restricted: Judges, court and Judicial Department staff, parties to the case
(including parties’ attorneys), and criminal justice agencies can view a restricted
document.

o Private: Only the filing party and served parties can view arestricted/private
document.

0 Sealed: Only judges and court/Judicial Department staff can view a sealed
document. No other party, including parties to the case, have access to a
sealed document.

b. If the security is changed from the default selection, a reason for the
security change will be required for the court. Selected security is not
official until accepted by the court.

4. Click the upload button to upload a document. Double click the document from your
folder list, or highlight it and press “Open.”

a. A green status bar flashes confirming your upload.

b. The documents under *Event are now a link. Click the event link to review the
document. Note: Each document must be uploaded separately.

5. Include any missed filings by clicking the arrow in the “Add Event” box. Highlightand
select the new filing event, and click the "Add” button to add additional event.

a. Repeat step 3 to upload.

6. Every screen on the File Builder features “Save and Close” and “Cancel Filing”
options. “Save and Close” moves the item to “Drafts.” The “Cancel Filing” option
closes the File Builder and does not save the filing.

7. Press “Continue.”

MANAGE FILING — CHANGE EVENT, RELATE AND REMOVE DOCUMENTS

, ManaGe FiLING

* Required Fisld
1

Adams County, District Civil (Fraud)
* Document * Document Title ) c.o 11-011%) requires descriptive title. Security l Statutory Fee
Complaint [PDF] Complaint Public + Upload $224.00

s
Brief [PDF] [Complete a descriptive fitle here] Public # Upload Options v $0.00

P Change 1a

Relate

Add Document Remove ad

Total Upload: 0.17 MB of 50 MB limit.
Max Document Size: 3.0 MB
We support the following file types: doc, docx, gif, html, jpeg, mscd, odp, odt, pdf. pjpeg. png, ppt. pptx, rtf. text. tiff, wp, wpd, xls, xlsx, xpng

1. To change an event type entered incorrectly, click the Options menu.

a. Choose Change.
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CHange EVENT

- T

(Select an Event in the dropdown and click "Save™)

Event: |Ad&iti0na| Designation of Record

Close Save

b. From the pop up, select a new event from the dropdown and
click “Save” to make the change or “Close” to cancel.

WARNING: If a document was uploaded to match the original document
selected, make sure the correct document matches the change that is
made. If you need to re-upload a corrected document, select upload to
overwrite the existing uploaded document.

r Manace FiLing

* Required Field

Adams County, District Civil (Fraud) 2

* Document * Document Title ) CJD 11-011x) requires descriptive title Security @ v Statutory Fee

Complaint [PDF] Complaint Public $224.00
i

Erief [PDF) [Complete a descriptive title here] Eublic Options v $0.00
y Change
Relate
| Add Document Remove ad

Total Upload: 0.17 MB of 50 MB limit.
Max Document Size: 3.0 MB
We support the following file types: doc, docx, gif. html, jpeg, mscd, odp, odt, pdf. pjpeg. png, ppt. pptx, rif, text, tiff, wp, wpd, xIs, xIsx, xpng

2. Relate a document by selecting the Options menu.
a. Choose Relate.

| Relate Document
¢ RELATE DocuMEN
Document Being Rela) a n - Dissolution w/out Children b
(Select all that apply) ‘
Date Range: | | to Event: Al v Show Per Page

te v | Filing ID # | Filing Party(ies) # |Organization $ | Event 4 | Document Title £l
: 4 F5SED5A95FE446 (Pending Filing) N/A N/A Petition - Dissolution w/out Children Petition - Dissoelution w/out Children
[ [10/232014 FSED5A95FE446 (Pending Filing) MN/A M/A Affidavit Affidavit

Q0008

—l Close Save

3. A Relate Document table displays listing all case filing events added in the filing.
Click the checkbox to relate an item.

a. Filter the table from the filing date. Click in the date range boxes to select.
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b. Filter the table for case events. Click the arrow, highlight and select anevent.

4. Click the “Save” button to save. The “Close” button cancels the screen without
saving changes.

, Manace FiLing

* Required Field
Adams County, District Civil (Fraud) 5
* Document * Document Title @) C.D 11-0111x) requires descriptive title. Security * Statutory Fee
Complaint [PDF] Complaint Public 4+ Upload $224.00

%
Binef [PDF] [Complete a descriptive title here] Public 4+ Upload Options v $0.00

P Change

Relate
Add Document Remove
Total Upload: 0.17 MB of 50 MB limit
Max Document Size: 3.0 MB
We support the following file types: doc, docx, gif, html, jpeg. mscd, edp, odt, pdf, pjpeg, png. ppt, pptx, rf, text, tiff, wp, wpd, xls, xlsx. xpng

Save and Close Cancel Filing —> Continue

5. Remove any document from the Manage Filing screen (Does not include
initiating documents for File New Case) by clicking the Options.
a. Select Remove. If a document is related to main document, it will also be
removed.

6. Once all documents have been uploaded, press Continue.

FILE NEW TRIAL COURT CASE - COURTESY COPIES

e s

CourTesy CoPIES
* | dao not wish to send courtesy copies

Save and Close Cancel Filing Continue

1. Sending courtesy copies of e-filed documents in a new case filing is a courtesy.
(Note: the delivery of courtesy copies through the Colorado Courts E-Filing system
does not constitute service of process as required by C.R.C.P.4)

Leave the checkmark in the “| do not wish to send courtesy copies through the
Colorado Courts E-Filing system” checkbox if courtesy copies are not requested.
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rCOURTESY CoPIES:
Adams County, District Civil (Fraud)
| do not wish to send courtesy copies

Note: the delivery of courtesy copies through the Colorade Courts E-Filing application does not constitute service of process as required by CR.C.P. 4

E-Service

MName - | Type 4 | Status 4 | Attorney # | Organization *

No results were found.

U.S. Mail Service

q"

< | Name ~ | Type

Ll

Status + | Attorney

«

Mailing Address

W

JBITS TEST Defendant Active Seff-Represented #| 1200 Broadway, Denver, GO 80221, United States (Regular
Mail)
Add/Edit Address(es)

Add Other Recipient

Save and Close Cancel Filing Continue

2. In order for the system to mail courtesy copies, uncheck the “I do not wish to send
courtesy copies through the Colorado Courts E-Filing system” checkbox. The
screen will expand to show the parties in the case.

3. Check the parties you want to mail a courtesy copy to either individually or if all
parties, select the checkbox at the top of the checkbox column. The default does
not check any recipients. If the checkbox remains unchecked, the system will not
mail courtesy copies.

Note: The courtesy copy feature in the File New Case file builder does not constitute
service of process as required by C.R.C.P. 4.

g
rCOURTESY CoPIES
Adams County, District Civil (Fraud)

| do not wish to send courtesy copies
Note: the delivery of courtesy copies through the Colorade Courts E-Filing applic ation does not constitute service of process as required by C.R.C.P. 4.

E-Service

Name - | Type + | Status + | Attorney #+ | Organization *

No results were found.

U.S. Mail Service

« | Name - | Type Status # | Attorne Mailing Address

A
&
Ao

¥ | JBITSTEST Defendant Active Seff-Rep 555"‘15' — | 1200 Broadway, Denver, CO 80221, United States (Regular
Mail)
Add/Edit Address(es)

Add Other Recipient

Save and Close Cancel Filing Continue

1. If an address was added while adding the party, the address will auto-check.
e This address cannot be edited unless you go back to the party screen and
select edit, however you can change the mailing method to “Certified
Mail”.
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2. To change regular mailing to certified mailing, select the “Add/Edit Address(es)” link
to the right of the party name.

* Required Field
Testing
3 = pailing Method:  ® Regular Mail Certified Mail

| T77 Street Address Official Address on Record at the Court
Anywhere, CO B0808, United States

=l \dd Additional Address

Save and Close Canesl

3. A pop up will appear “Regular Mail” is auto-selected. Change by selecting radio
button for Certified Mailing and press “Save and Close”.
4. If adding an additional address, select the “Add Additional Address” link.

* Required Field
Additional Testing

*Mailing Method: Regular Mail ® Certified Mail

777 Street Address Official Address on Record at the Court
Anywhere, CO 80808, United States

Additional Address: * Address Line 1: 222 Main St 5a |=P»  Add Address

5 |=» Address Line 2:

*City:  Anywhere
* State/Province: |Colorado ¥
* Zip Code: 80803
*Country: | United States v

5b [ SsaveandClose Cancel

5. Fill out all required fields:
a. To add more than one, select “Add Address” button. This will also allow you
to edit address just added.

§ * Requred Fiekd
Additional Testing
“Mailing Method Regular Mail % Certified Mall

777 Streat Address Official Address on Record at the Court
Anywhere, CO 80808, United States.

222 Main St Edit Address
Anywhers, CO 80606, United Stat

A Addiional Address

uuuuuuuuuuuuuuuuu
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b. OR Press “Save and Close” to add address and go back to the service
screen.

, Courtesy CorIES
Adams County, District Civil (Fraud)

| do not wish to send courtesy copies
Note: the delivery of courtesy copies through the Colorado Courts E-Filing applic ation does not constitute service of process as required by C.R.C.P. 4.

E-Service

Name = | Type # | Status # | Attorney % | Organization

A

No results were found.

U.S. Mail Service
+ | Name | Type 4 | Status # | Attorney 4 | Mailing Address *
#| [JBITSTEST Defendant Ative Self-Represented 1200 Broadway, Denver, CO 80221, United States (Regular

Mail)
6 + #| 1300 Broadway, Denver, CO 80221, United States (Regular

Add Other Recipient

Save and Close Cancel Filing Continue

6. The last address added will auto-check. If multiple addresses needed for mailing,
check any additional addresses listed.

To include an Additional Recipient, click the “Add Other Recipient” button in the service
screen. Add Other Recipient means an e-filer can ask the system to either mail or e-
serve filings to another person whose name does not display on the Service screen.

Add Other Recipient

* Required Field
.
=P ® Custom Recipient E-File User
q
b |== *Recipient Name: ||
|
C | - Mailing Method: ® Regular Mail ' Certified Mail
_ * Address Line 1:
| Address Line 2: ]
d |=—> .
* City:
§ * State/Province: |Colorado v
4 * Zip Code:
* Country: |United States v
e
Save and Add Another Save Cancel

For a custom recipient:

87



a. Click the “Custom Recipient” radio button.

b. Enter the recipient name.

c. Select “Mailing Method” of either “Certified Mail” or “US Mail.”
d. Enter the mailing address.

e. To save the information press “Save”, to exit and cancel click “Cancel’. To
continue adding additional recipients, click “Save and Add Another”.

Add Other Recipient -

* Required Field g
Custom Recipient '® E-File User 1
v
3
Search
First Name * Last Name
h : User Name 4 | E-mail % | Organization s
No result i bund.
h
Save and Add Another Save Cancel

For an e-file user:
f. Click the “E-file User” radio button.
g. Enter the user’s last name and press “Search.”
h. Select the user name from the search result list.

i. To save the information press “Save”, to exit and cancel click “Cancel”’. To
continue adding additional recipients, click “Save and Add Another”.
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REVIEW AND SUBMIT

Review and Submit screen is a summary of the new case filing.

¢ REVIEW AND SuBMIT

<+ A

Adams County, District Civil (Breach of Contract)

Review all information on this page before clicking the Submit button. Please verify your uploaded documents are correct for this filing. If you need to make changes, click the

appropriate Edit button. Once you are satisfied with the information, click Submit.

# PaRTY(IES)

L1

Edit
Type + | Status 4 | Status
Test Defendant Defendant Active Seff-Represented

| Test Praintit | Prainti Jon Pickle Attorney (JBITS Firm)

7 FiLing ParTy(iES)

¥ ‘ Status
| Active

s ‘ Attorney s |
|

Type
Test Plaintiff Plaintiff

# DoCUMENTS

‘ Jon Pickle Attorney (JBITS Firm)

1b [
Security Related Document(s) * Bl

Document ID % | Event = | Title *

CT705A3F586DC Complaint [ PDF Complaint Suppressed D Ne
49B3B0CS529882 Affidavit [ PDE Affidavit Public Yes
CESAFEBTBECFS Certificate [ PDF Certificate Public ¥es

# CourTESY CoPIES

* |$tat||s * |Attome'y * |Omanization

+ [ methoa 2]
|

Type
Tracysa Blea N

[ na [na | s8iTS Firm | E-service

A. The county, case class and case type display.

1. Review the Filing Party(ies), Documents, and Courtesy Copies sections. Click the
“Edit” button on the right of each section to change or update information.

REeLATED EVENT(S)

Show 5 ¥ PerPage

Filing Party(s) Event Document Title *

42AEBCS0581EF (Pending Filing) MNiA

Affidavit

03102014 Affidavit

= % \T|> >

L L B

Close

a. If the “Relate” option was selected in the manage filing screen, the column
“‘Related Document(s)” will have a “Yes” link to allow the user to confirm the related
document(s).
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Affidavit

Sensitive information enclosed

Close

4

o |If the Security was changed from the default in the manage filing screen, the

column “Security” will have the new security setting and a “Note” icon to allow the
user to confirm the reason for the security change.

7 SuBMISSION OPTIONS

“Subl 2 A ® Submit now Submit on

Note To Clerk:

*Authorizer: | Angie Pickle Guenther N “Attorney Role: | Private Attomey v
Brian Medina ]
Cathy Law Firm Pickle Account
Chad Pickle Comnelius
Chris Pickle Meints -

(Held down Control key and click each line to select more than one)

2. Leave “Submit now” selected to send the filing immediately.

# SuemissioN OPTIONS

*Submit Options: 3 [P submit on 0B:00AM v| == p

Note To Clerk: ol 1201 M

Su Mo Tu We Th Fr Sa
“Authorizer: Angie Pickle Guenther
Brian Medina
Cathy Law Firm Pickle 4eeoomr
Chad Pickle Comelius a P—>
Chris Pickle Meints

“Attorney Role: | Private Attomey v

(Hold down Control key and click 29| 30

3. To delay a filing to the court or to delay a “serve only” submission, postpone
submitting by clicking the “Submit On” button.

a. Select a future date from the pop up date box.

b. Enter the time of day. The filing will be saved in Scheduled Filings.
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# SuBmIssION OPTIONS

4 *Submit Options: ' Submit now * Submit on  10/31/2014 08:00 AM ¥

Note To Clerk: Please check for related cases

5 i A\ uthorizer: Angie Pickle Guenther N ‘Attorney Role: | Private Attomey v | — 5a
Brian Medina

Cathy Law Firm Pickle Account

Chad Pickle Comelius

Chris Pickle Meints A

(Hold down Control key and click each line to select more than one)

4. Enter any helpful notes the court may need to process thefiling.
5. Select the “Authorizer(s)” from your organization.

a. Choose “Attorney Role.”

BILLING INFORMATION

[~ This filing is exempt from filing fees per CJD 06-01

I~ This filing is exempt from filing fees per CJD 98-01, or | am filing as court appointed counsel

Purchase Details:

*Statutory Filing Fees: $327.00
E-Filing Fees: $5.00
Service Fees: 50.00

Total Fees: $333.00

“These fees may be modified by the court prior to acceptance if the documents filed do not match the estimated statutory filing fees.

“Billing Reference:

Submit

Save and Close

t Cancel Filing

9

6. If the filing is exempt from fees per Chief Justice Directive 06-01 or 98-01, select the
appropriate box.

7. Enter any “Billing Comments” i.e. an organization billing reference.

8. Click “Submit” to complete your filing.

9. “Save and Close” saves the filing in “Drafts” so it can be finished later. Click “Drafts”
on the “Filing” screen to resume the filing. Click “Cancel Filing” to exit the filing
completely.
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FILE NEW APPEALS COURT CASE
Choose the File New Case option to e-file a new case.

FILE NEW CASE- HOW TO FIND

File a New Case

Click the file folder on the Home page, or

Filing

Drafts

File into an Existing Case §

a4 File New Case

! Scheduled Filings

Hover over the Filing tab to choose a menu option.
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FILE A NEW CASE - BUILD FILING
7 FiLe New Case

What type of case would you like to file?

County Civil Probate
District Civil Water
Domestic / Family Court of Appeals
1 =

Supreme Court

1. Select the Type of appeal you would like tofile.

7 FiLe New Case

CourT oF APPEALS ~
*Required Field

What type of case would you like to file?

*Case Class: Court of Appaals
County Clvil Probats

“Case Type: Civil- Agency

District Clvil Water
Enter the court case or ruling you would like to appeal, if applicable.

Domestic / Family Court of Appeals * Locatlon:  —Salect-

_> Case Number: [+]

Referring cases: 2012CV34 - Adams County i

Additional Referring Case

6 Continua

2. Click the arrow in the drop down list to display a list of choices. Highlight to
select a “Case Class.”
a. Court of Appeals defaults as there is only one case class.
b. Supreme Court has other options.

3. Click the arrow in the drop down list to display a list of choices. Highlight to
select a “Case Type.”

4. To add a referring case, click the arrow in the drop down list to display a list of
locations, highlight to select a “Location.”
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5. Case Number: If the referring case is a trial court location, enter the case
number from that trial court. Case year, case class and sequence number.
a. Click the blue arrow button to display the case caption.

b. If the referring case is not a trial court location, once the locationis
selected, at minimum a sequence number is required in the case
number field.

6. Press “Continue.”

FILE NEW APPEALS COURT CASE - MANAGE CASE PARTIES

If a referring case from a lower court is entered, the party information will import from
that case.

7 ParTy

* Required Fisld

“Party Type: | Plaintiff-Appellee E Address Unknown: : T v
“Entity Type: | Business E Address Type: | ~Select Address Type--_. @ Snaw White Collections Llc PAE
“Party Name: = Snow White Callections Lic| Addiessllinait asdi DAE
Add Alias  None Address Line 2:
Attorney: | —-Select Attorney—- E City:

State/Province: | Colorado
Zip Code:
Country: | United States
E-Mail:
Phone Type: | --Select Phone Type—- |z|

Phone Number:

Remove Save

Continue
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ADD PARTIES TO NEW APPEALS COURT CASE - MANAGE CASE PARTIES

ParTY
* Required Field

Address Unknown:

2013CV030030 - Adams County

e

Add Alias | None
Date of Birth:

Social Security:

[l e |

4 =l Attorney: | -Select Attorney—

1 = Party Type: | Applicant =]
2 *Emily Type: | Person El Address Type: | ~Select Address Type—| - | @ Snow White Collections Llc PAE
“First Name: | | Address Line 1: © Asdf DAE
Middle Name: . Address Line 2:
“Last Name: City:
— ol State/Province: Colorado ||
Add Alias | None Zip Code:
Date of Birth (| Country: | United States
ate of Birth: (]
E-Mail:
Social Security:
Phone Type: | ~Select Phone Type~[~]
Attorney: | --Select Attormey-- EI
Phone Number:
Remove Save
.
“ ”» .
1. Select “Party Type” from dropdown list.
“ : ” .
2. Select “Entity Type” from dropdown list.
# PaRTY
* Required Field
i
“Party Type: | Applicant Address Unknown: 2013CV030030 _ Ad: G
“Entity Type: | Person Address Type: | ~Select Address Type—| - | @ Snow White Collections Llc PAE
3 P irst Name: | | Address Line 1: © Asdf DAE
Middle Name: Address Line 2:
“Last Name: City:
Suffix: State/Province: n
Zip Code:

Country: ‘ United States

E-Mail:
Phone Type:  —Select Phone Type— ||

Phone Number:

Remove

Save

3. Add all available party information. DOB and SSN will display for the court but not in
The Colorado Courts E-Filing system.

4. Select an attorney (where applicable).
0 The option to remove attorney will appear below the dropdown list.

5. If an Alias needs to be added, click the “Add Alias” button.
o The option to “edit” an existing alias is below the “Add Alias” button.
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a |=> “Alias Type: Also Known As =]
b |—sEntity Type: T~ |
“First Name:
c __yiddln Mame:
‘Last Hame:
Suffix: =]

. Select “Alias Type.”

o)

b. Select “Entity Type.”
c. Complete all required fields.

d. Click the “Save” button, or click “Cancel” to exit “Add Alias” screen.

a
¢ ParTY
* Required Field 1
S
“Party Type: | Appellant [=] Address Unknown: © Jane Doe APP
“Entity Type: | Person |z| Address Type: | ~Select Address Type—[ =] 2013CV030030 - Adams County
AEi Address Line 1: © John Smith AP
First Name: Jane Opar DAE
Middle Name: Address Line 2:
“Last Name: | Dog| City:
- Bl State/Province: |Colrado [
Add Alias  None Zip Code:
e C try: | United Stat
Date of Birth: ) ountry: |United States [l
E-Mail:
Social Security: 10
Phone Type: | -Select Phone Type- |+
Attorney: |—SEIE«:I Attorney— |z|
Phone Number:

Add Party

10. Once Party information is added, select the Add Party Button.

a. Parties will appear under “Parties Added” on the right side.
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Notice of Appeal-E jon of Ti Notice of Appeal «
m ‘1. Select initiating document i Affidavit
B Hotice of Appeal - [ ] Advisory Copy-Dismiss

7 Party

* Required Field

L~ M Sl

*Party Type: Defendant-Appellee [=] Address Unknown: © Jane Doe APP
*Entity Type: | Business |Z| Address Type: —Select Address Type— 01 030030 Sz i
“ Address Line 1: © John Smith AP
Party Name: | Asdf 1 o oae
= @
Address Line 2:

Add Alias  Mone

Attorney: —Select Attorney— |E| City:

State/Province: | Colorado
Zip Code:
Country: | United States
E-Mail:
Phone Type: -Select Phone Type- E|

Phone Number:

=== Continue

11. To edit or remove a party, select the radio button next to the party to edit, this
includes any parties that were part of the referring case. The information previously
added will fill in the fields and edits can begin.

a. Once all information has been edited, select the save button (or remove to
remove party).

b. Once all parties are added/edited, select the “Continue” button to proceed.

FILE NEW APPEALS COURT CASE - FILE BUILDER

# BuiLo Fiune ConrFirm FiLing

* Required Fiald

* Extension of Time-Naotice of Appeal v Q h

2. Choose document(s) to file 3a Continue

Select document 1
Select document type * Q « b

1. Select the initiating document.
a. “Document Type” is an option and not required.
b. Press the blue arrow.

2. Toinclude additional documents for filing, select from the “Choose document(s)
to file” list box.
a. “Document Type” is an option.
b. Press the blue arrow.
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3. The initiating document as well as any additional documents will display in
“Confirm Filing.”
a. The option to remove any additional document(s) is available. Click on
the trash can icon.

4. Click “Continue” button.

FILE NEW APPEALS COURT CASE - REVIEW FILING PARTIES

rSELECT FiLinG ParTY(IES)

(Select all that apply)

Court of Appeals, Court of Appeals (Civil - Agency)

=

== Add/Edit New Party

Show |20 v PerPage

+ | Party

Type

Attorney *

Defendant-Appelliee

PN Edit Appelee Active

Plaintiff-Appellee Active Imrai

@ooens

E# Continue

1. The system identifies the filing party(ies) by placing a checkmark next to the
name in the table. If there is more than one filing party, each entry will be pre-
populated with a check mark.

Save and Close Cancel Filing

2. Edit party information or attach a forgotten attorney to a party by clicking the
“Edit” link next to the party name. The original party screen displays for making
edits. When edits are complete, press “Save” and then “Continue.”

3. The option to add a new party is available by clicking the “Add/Edit New Party”
button where a new party screen displays for entering new party details. When
entry is finished, press “Add Party,” and then click the “Continue button.

4. Every screen in the File Builder features “Save and Close” and “Cancel Filing”
buttons. “Save and Close” moves the item to Drafts. The “Cancel Filing” option

closes the File Builder and does not save the filing.

5. Click “Continue” button.
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FILE NEW APPEALS COURT CASE — MANAGE FILING - SECURITY,

UP

LOADING, AND ADDING EVENT

This section displays how filings can be added, edited and uploaded.

, ManaGeE FILING
* Required Field

Court of Appeals,

3b

* Document

L 3a 2
* 3
Court of Appeals (Civil - Agency) 1
| Upload successfull |
* Document Title Security Statutory Fee

P Notice of Appeal-Extension of Time-Notice of 1 T Notice of Appeal-Extension of Time-Nctice of Appeal Public # Upload $223.00

e

Affidavit-Additicnal Time for Oral Argument [PDF] Affidavit-Additional Time for Oral Argument Public 4 Upload $0.00
|

Add Document
Add Document Type v Add
A

5 Total Upload: 0.12 MB of 50 MB limit. I
Max Document Size: 3.0 MB

We support the following file types: doc, docx, gif, html, jpeg. msed, odp, odt, pdf. pjpeg. png, ppt. pptx. rif, text, tiff, wp, wpd, xls, xlsx. xpng 4

Save and Close

Cancel Filing tinue

. The Document Title can be edited if needed.

To change the security default of “Public” click on the security link under
*Security. (Certain documents have a default level of security higher than
“Public” and will prevent you from lowering that status) Selected security is not
official until accepted by the court. A note to the clerk in “Review in Submit”
screen is advisable if security is changed.

The available security levels, from least to most restrictive are:

0 Public: Any user can view the document.

0 Suppressed: Judges, court and Judicial Department staff, and parties to the
case (including parties’ attorneys) can view a suppressed document.

0 Sealed: Only judges and court/Judicial Department staff can view a
sealed document. No other party, including parties to the case, have
access to a sealed document.

Click the upload button to upload a document. Double click the document from
your folder list, or highlight it and press “Open.”

a. A green status bar flashes confirming your upload.

b. The documents under *Event are now a link. Click the event link to
review the document. Note: Each document must be uploaded
separately.

Include any missed filings by clicking the arrow in the “Add Event” field.
Highlight and select the new filing event, and click the “Add” button to add
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additional event.

e Repeat step 3 to upload.

5. Every screen on the File Builder features “Save and Close” and “Cancel Filing”
options. “Save and Close” moves the item to “Drafts.” The “Cancel Filing” option
closes the File Builder and does not save the filing.

6. Press “Continue.”

MANAGE FILING - CHANGE EVENT, RELATE AND REMOVE DOCUMENTS

7 MaNAGE FILING ] ~
* Required Field
Court of Appeals, Court of Appeals (Civil - Agency)
. _ ) - 1a
* Document * Document Title Security {@ Statutory
Notice of Appeal-Extension of Time-Motice of Appeal [PDF] Netice of Appeal-Extensicn of Time-Notice of Appeal Public # Upload y
£
Affidavit-Additicnal Time for Oral Argument [PDF idavit-Additi - ennn
Affidavit-Additional Time for Oral Argument ) Eublic # Upload Options v Change
Relate
Add Document P
Add Document Type v Add
Total Upload: 0.12 MB of 50 MB limit
Max Document Size: 3.0 MB
We support the following file types: doc, docx. gif, html, jpeg, mscd. odp, odt, pdf, pjpeg, png, ppt, pptx, rif, text, tiff. wp, wpd, xls, xlsx, xpng

1. To change an event type entered incorrectly, click the options menu next to the
Upload button.

a. Choose Change Event.

CHANGE EVENT 1b

(Select an Event in the dropdown and click "Save”)

Event: | Additional Designation of Record.

Close Save

b. From the pop up, select a new event from the dropdown and click “Save”
to make the change or “Close” to cancel.

WARNING: If a document was uploaded to match the original document
selected, make sure the correct document matches the change that is
made. If you need to re-upload a corrected document, select upload to
overwrite the existing uploaded document.
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ManNAGE FILING

r '
* Required Field
Court of Appeals, Court of Appeals (Civil - Agency) 2
* Document * Document Title Security {§ L Statutory Fea.
Notice of Appeal-Extension of Time-Motice of Appeal [PDF

Motice of Appeal-Extension of Time-Notice of Appeal

pusc ZE

4

Affidavit-Additicnal Time for Oral Argument [PDF

‘Affidavit-AdditionaI Time for Oral Argument

Public # Upload Options v Chang nn

e

Relate
| Add Document Ren’:ove
\Add Document Type v | Add

Total Upload: 0.12 MB of 50 MB limit
Max Document Size: 3.0 MB
We support the following file types: doc, docx. gif, html, jpeg, mscd. odp, odt, pdf, pjpeg, png, ppt, pptx, rif, text, tiff. wp, wpd, xls, xlsx, xpng

2. Relate a document to an existing case filing, by clicking options menu next to the
Upload button.

a. Choose Relate.

Lo

¢ RELATE DocumeNT

| Document Being Reld 3a n - Dissolution wiout Ch| 3b

(Select all that apply) * ‘

Date Range: ‘ | |to Event: Al v Show Per Page
Er—
| M Filing ID 4 | Filing Party(ies) # |Organization $ | Event 4 | Document Title =
- 2014 F5E05A95FE446 (Pending Filing) NIA NIA Petition - Dissolution w/out Children Petition - Dissolution w/out Children
) | 1072372014 F5E05A95FE446 (Pending Filing) N/A N/A Affidavit Affidavit

seoeE

| Close Save

3. A Relate Document table displays listing all case filing events. Click the checkbox to
relate an item.

a. Filter the table from the filing date. Click in the date range boxes to select.

b. Filter the table for case events. Click the arrow, highlight and select anevent.

4. Click the “Save” button to save. The “Close” button cancels the screen without
saving changes.
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, Manace FiLinG

* Required Field 5
Court of Appeals, Court of Appeals (Civil - Agency) l
* Document * Document Title Security ) ¥ Statutory Fee
Natice of Appeal-Extension of Time-Notice of Appeal [PDF] Notice of Appeal-Extension of Time-Notice of Appeal Bublic # Upload $223.00
i
Affidavit-Additional Time for Oral Argument [PDF] Affidavit-Additional Time for Oral Argument Public # Upload $0.0 m
£ Change
Relate
Add Document P
Add Document Type v Add
Total Upload: 0.12 MBE of 50 MB limit 6
Max Document Size: 3.0 MB
We support the following file types: doc, docx, gif, html, jpeg, mscd, odp, odt, pdf. pjpeg, png, ppt, pptx, rf, text, tiff, wp, wpd, xls, xlsx, xpng.

Save and Close Cancel Filing Continue

5. Remove any document from the Manage Filing screen (Does not include initiating
documents for File New Case) by clicking the options menu next to the Upload
button.

a. Choose Remove. If a document is related to a main document, it will also be
removed.

6. Once all documents have been uploaded, press Continue.

FILE NEW APPEALS COURT CASE - SERVICE
Service has three sections.

E-Service: Parties who have an e-filing account.
U.S. Mail: Party(ies) to the case that do not have an e-filing account.

Email Service: For the service of Appeals Clerks.

SERVICE

# | will serve the documents on my own.

MNote: Sarvice must ba complatad as required by CAR 25

Save and Close Cancel Filing Continue

1. Sending copies of e-filed documents in a new case filing is a courtesy for a new
case filing.
(Note: Service must be completed as required by CAR 25)

Leave the checkmark in the “l will serve the documents on my own and do not need the

Colorado Courts E-Filing system to complete service.” if you do not want courtesy
copies sent through the e-filing system.
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2.

SERVICE
| Court of Appeals, Court of Appeals (Civil - Agency)
2

1 will serve the documents on my own
Mote: Service must be completed as required by CAR 25

E-Service
~ Name - | Type 4+ | Status # | Attorney # | Organization *
No results were found.
U.8. Mail Service
- Name = | Type + | Status + | Attorney + | Mailing Address *
|# | Defendant Alignment Defendant-Appelles Active Self-Represented [« 1200 Broadway, Denver, CO 80211, United States | Regular
Iufail}
Add/Edit Address(es)
L |PN Appelies Active Self-Represented MIA
Email Service
||| Name « | Type 4+ | Status 4 | Attorney 4 | Organization *
No results were found.

, SERVICE

Save and Close Cancel Filing

Add Other Recipient

Continue

In order for the system to mail courtesy copies, uncheck the “I will serve the
documents on my own and do not need the Colorado Courts E-Filing system to
complete service”. The screen will expand to show the parties in the case.

Court of Appeals, Court of Appeals (Civil - Agency)

1 will serve the documents on my own
Mote: Service must be completed as required by CAR 25

E-Service
| Name = | Type # | Status # | Attorney # | Organization L
No results were found.
U.8. Mail Service
| Name = | Type + | Status + | Attorney + | Mailing Address *
. |#| | Defendant Alignment Defendant-Appelles Active Self-Represented |#*| 1200 Broadway, Denver, CO 80211, United States (Regular
Iufail}
Add/Edit Address(es)
L |PN Appelies Active Sef-Represented NIA
Email Service
|| Name | Type 4 | Status 4 | Attorney 4 | Organization *
No results were found.

Save and Close Cancel Filing

Add Other Recipient

Continue

3. Check the parties you want to mail a courtesy copy to either individually or if all
parties, select the checkbox at the top of the checkbox column. The default does

not check any recipients. If the checkbox remains unchecked, the system will not
mail courtesy copies.
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, SERVICE

Court of Appeals, Court of Appeals (Civil - Agency) L\\)

| will serve the documents on my own
Mote: Service must be completed as required by CAR 25

E-Service

Name = | Type # | Status # | Attorney # | Organization

Ao

No results were found,

U.S. Mail Service

Name = | Type + | Status Attorney| Mailing Address *
¥ | Defendant Aignment Defendant-Appellee Active Self-Reps 4 | 1200 Broadway, Denver, CO 80211, United States (Regular
Iufail}

Add/Edit Address(es)

+*
+*

PN Appelies Active Sef-Represented NIA

Email Service

4

Name « | Type 4+ | Status 4 | Attorney 4 | Organization

No results were found.

Add Other Recipient

Save and Close Cancel Filing Continue

4. If an address was added while adding the party, the address will auto-check. This
address cannot be edited unless you go back to the party screen and select edit,
however you can change the mailing method to “Certified Mail”.

5. To change regular mailing to certified mailing, select the “Add/Edit Address(es)” link
to the right of the party name.

* Required Field
Testing

6 =P ‘Mailing Method:  ® Regular Mail Certified Mail

| T77 Street Address Official Address on Record at the Court
Anywhere, CO B0808, United States

e cid Additional Address

Save and Close Canesl

6. A pop up will appear “Regular Mail” is auto-selected. Change by selecting radio
button for Certified Mailing and press “Save and Close”.

7. If adding an additional address, select the “Add Additional Address” link.
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* Required Field
Additional Testing

*Mailing Method: Regular Mail ®' Certified Mail

777 Street Address Official Address on Record at the Court
Anywhere, CO 80808, United States

Additional Address: * Address Line 1: | 222 Main St 8a |=P AddAddress

8 = Address Line 2: F

“City:  Anywhere
* State/Province: |Colorado hd

* Zip Code: 80808 i

* Country: | United States M

8b = Save and Close Cancel o

8. Fill out all required fields:
a. To add more than one, select “Add Address” button. This will also allow you
to edit address just added.

{ * Requred Fieig

Additional Testing
“Mailing Method Regular Mail % Certified Mall

777 Street Address Official Address on Record at the Court
Anywhere, CO 80808, United States

222 Main St Edit Address
Anywhers, CO 80608, United St

A Addnonal Address

SaveandClese  Caneel

b. OR Press “Save and Close” to add address and go back to the service
screen.

r SERVICE

Court of Appeals, Court alk@ppeals (Civil - Agency)

0 Iwill serve the documents on my cwn
Note: Service must be completed as required by CAR 25.

E-Service

- | Name = | Type # | Status # | Attorney % | Organization %

No results were found.

U.S. Mail Service

- Name - | Type + | Status % | Attorney 4 | Mailing Address *
[#* | Defendant Alignment Defendant-Appelies Active Setf-Represel |_| 1200 Broadway, Denver, CO 80211, United States (Regular
Mail)
9 . [#] 1300 Broadway, Denver, CO 81211, United States (Regular
Mail)
Add/Edit Addressies)
PN Appelies Active Seff-Represented A
Email Service
| Name | Type 4 | Status # | Attorney 4 | Organization *

No results were found.

Add Other Recipient

Save and Close Cancel Filing Continue
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9. The last address added will auto-check. If multiple addresses needed for
mailing, check any additional addresses listed.

To include an Additional Recipient, click the “Add Other Recipient” button in the service
screen. Add Other Recipient means an e-filer can ask the system to either mail or e-
serve filings to another person whose name does not display on the Service screen.

Add Other Recipient

=== (® Custom Recipient E-File User

* Required Field

b

=== * Recipient Name: ||

Cc

> * Mailing Method: ® Regular Mail ' Certified Mail

* Address Line 1:
Address Line 2:
* City:

* State/Province: |Colorado v
* Zip Code:

* Country: |United States v
e

V

Save and Add Another Save Cancel

For a custom recipient:

o

. Click the “Custom Recipient” radio button.

a
b.

Enter the recipient name.
Select “Mailing Method” of either “Certified Mail” or “US Mail.”
Enter the mailing address.

To save the information press “Save”, to exit and cancel click “Cancel”’. To
continue adding additional recipients, click “Save and Add Another”.
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{ Add Other Recipient

* Required Field = n
Custom Recipient '® E-File User Appeals Clerk
v L
Blea Search -
First Name * Last Name o
User Name 4 | E-mail %+ | Organization s
Tracy 15thda Blea 15thdaiccestest@judicial state.co.us 19th Judicial District Attorney
Tracy 1sttier Blea tracy.blea2@judicial state.co.us N/A I
Tracyadmin Blea tracy blea@judicial state co.us NiA (
Tracyda Blea tracyblea18th@judicial state.co.us 18th Judicial District Attorney
Tracydapara Blea tracybleal8para@judicial state co.us 18th Judicial District Attorney
h i (/) Tracyjbitsattytwo Blea tracytesting1@hotmail.com ITS Test Firm [
Tracyjbitssa Blea tracybleadB@gmail.com ITS Test Firm
Tracylawasst Blea tracylawasst@gmail.com Tracy Testing Law Firm
Tracylawasst2 Blea tracylawasst2@gmail.com . Tracy Testing Law Firm
Tracypd Blea tracybleapd12th@gmail.com ! 12th JD Public Defender
Tracypd Blea tracyblea19PD@gmail com 15th JD Public Defender
Save and Add Another Save Cancel

For an e-file user:
f. If e-service is needed, click the “E-File User” radio button.
g. Enter the user’s last name and press “Search.”
h. Select the user name from the search result list.

i. To save the information press “Save”, to exit and cancel click “Cancel”. To
continue adding additional recipients, click “Save and Add Another”.

| Add Other Recipient

* Required Field

Custom Recipient E-File User '® Appeals Clerk @
Appeals Clerk: | ---Select Appeals Clerk-— v i
Save and Add Another Save 4_& I

For an appeals clerk:

j. For service of a document to a designated appeals clerk, select “Appeals Clerk”
radio button.

k. Select the Appeals clerk for the dropdown menu.

|.  To save the information press “Save”, to exit and cancel click “Cancel”. To
continue adding additional recipients, click “Save and Add Another”.
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REVIEW AND SUBMIT

Review and Submit screen is a summary of the new case filing.

¢ REVIEW AND SuBmMIT

Court of Appeals, Court of Appeals (Civil - Agency) — A

Review all information on this page before clicking the Submit button. Please verify your uploaded documents are correct for this filing. If you need to make changes, click
the appropriate Edit button. Once you are satisfied with the information, click Submit.

7 PaRTY(IES)
Edit
Party - | Type + | Status + | Status *
Asdf Defendant-Appelee Active Tracy A Blea (JBITS Firm)
Snow White Collections Lic Plaintiff-Appellee Active Self-Represented

£ FiLing PaRTY(IES)

Party | Type < | status + | Attorney ] [

Asdf Defendant-&ppellee Active Tracy A Blea (JBITS Firm}

7 DocumenTs
Document ID % |Event + Title + | Security + | Related Document(s) % LE
6AF6AB0EAB0SD Notice of Appeal [ POF ] Notice of Appeal Public No
8427DB566337T1 Affidavit [ PDF] Affidavit Public Yes
ES301A1FS43F6 Bill of Costs [PDF] Bill of Costs Public Yes h 1a

7 SERVICE

Edit
Party Type Status Attorney ‘Organization Method

No results were found.

A. The case class and case type display.

1. Review the Filing Party(ies), Documents, and Courtesy Copies sections. Click the
“Edit” button on the right of each section to change or update information.

: RELATED EVENT(S) !

Show |5 ¥ | Per Page
| . ing Date m{ Filing ID s ‘Filmg Party(s) s ‘Evenl s ‘Documenl Title. s ‘ it
4 0212472014 | 1SEAD434BTT40 ‘ The People of the State of Colorado ‘ Pettion ‘ Affdavit ‘
E

<< |« }1_\ = | (o=
1 ]
"

c Close

a. If the “Relate” option was selected in the manage filing screen, the column
“‘Related Document(s)” will have a “Yes” link to allow the user to confirm the
related document(s).
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7 SuBMISSION OPTIONS

“Subl 2 e ® Submitnow ) Submit on

Note To Clerk:

“Authorizer: |Angie Pickle Guenther -
Brian Medina ]
Cathy Law Firm Pickle Account

Chad Pickle Comnelius

Chris Pickle Meints -

“Attorney Role: | Private Attomey v

(Held down Control key and click each line to select more than one)

2. Leave “Submit now” selected to send the filing immediately.

# SuBmission OPTIONS

“Submit Options: ] 3 =P Submit on 03:00AM v| == P
Note To Clerk: ol O ' .

Su Mo Tu We Th Fr 3Sa

*Authorizer: | Angie Pickle Guenther
Brian Medina

Cathy Law Firm Pickle 4eeoomr
Chad Pickle Comnelius a P>
Chris Pickle Meints

*Attorney Role: | Private Attorney v

(Held down Control key and click S =30 [=21

3. To delay a filing to the court or to delay a “serve only” submission, postpone
submitting by clicking the “Submit On” button.

a. Select a future date from the pop up date box.

b. Enter the time of day. The filing will be saved in Scheduled Filings.

# SusmissioN OPTIONS

Wit Options: ' Submitnow  ® Submiton  10/31/2014 08:00 AM ¥

Note To Clerk:  Please check for related cases.

5 |=PAuthorizer: Angie Pickle Guenther - ‘Attorney Role: | Private Attorney v | p— 5a
Brian Medina ]

Cathy Law Firm Pickle Account
Chad Pickle Comnelius
Chris Pickle Meints -

(Held down Control key and click each line to select more than one)

4. Enter any helpful notes the court may need to process the filing.

5. Select the “Authorizer(s)” from your organization.
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a. Choose “Attorney Role.”

BILLING INFORMATION

= [ This filing is exempt from filing fees per CJD 06-01

[ This filing is exempt from filing fees per CJD 98-01, or | am filing as court appointed counse!

Purchase Details:

*Statutery Filing Fees: $327.00
E-Filing Fees: $6.00
Service Fees: 50.00
Total Fees: $333.00
*These fees may be modified by the court prior to acceptance if the documents filed do not match the estimated statutory filing fees.

“Billing Reference:

Save and Close Cancel Filing Submit

t

9

6. If the filing is exempt from fees per Chief Justice Directive 06-01 or 98-01, select the
appropriate box.

7. Enter any “Billing Comments” i.e. an organization billing reference.
8. Click “Submit” to complete your filing.

9. “Save and Close” saves the filing in “Drafts” so it can be finished later. Click “Drafts”
on the “Filing” screen to resume the filing. Click “Cancel Filing” to exit the filing
completely.

SCHEDULED FILINGS
Scheduled Filings displays a table of delayed filing items, and is populated from
choosing “Submit on” in the Submission Options section of the Review and Submit

screen for either File into Existing Case or File New Case.

SCHEDULED FILINGS - HOW TO FIND

Filing Search

Drafts
l File into an Existing Case

File New Case
— Scheduled Filings

Hover over the “Filing” tab and select “Scheduled Filings.”
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SCHEDULED FILINGS - TOOLBAR

ScHepuLeD Fiuings

Show EINE 1-10f1 << <f{>>>

Scheduled Filing Date/Time = | Filing 1D # | Cose Number # | Coun Location & | Cose Caption & (Edit @
V2902014 03,30 AM BABDMBEESSN6 | 20120500372 Adarns County A_AN Kumpati Negna E

1101 CODOE

1. Show: View 20, 50 or 100 scheduled filings per page. Click the arrow and select a

viewing preference.

SCHEDULED FILINGS - TABLE

ScHeouLen Fiunes

Show NN 1-10f1 <<<d> >

Scheduled Filing Date/Time - |F-i|i||u 0 # | Case Number # | Court Location & | Case Caption @ |Edit @
C0B2014 0200 4M E?ﬁfﬁﬁ-‘-l’}]:‘:’.l": 140R030061 Douglas County Tyroll, Margasey .ffnnrnlnﬂnr Jofrey
1‘ I 1 1101 BB

1. Scheduled Filing Date and Time: This column displays the date an e-filed item is
scheduled to be filed with the court or served.

2. Filing ID: Is a unique number that identifies a single e-filing transaction consisting of
one or more e-filed documents. Click the hyperlink to view Filing ID details.

3. Case Number: Each case is assigned a case number as it relates to a selected
court location. Case numbers for accepted cases display as hyperlinks. View case

history by clicking on the case number hyperlink.

4. Court Location: The location column identifies where a case or document will be e-
filed.

5. Case Caption: This column displays the case caption as accepted by the court. If
the filing is new, no case caption will display.

6. Edit: Click the “Edit” link on any line item to edit a scheduled filing. When “Edit” is
clicked, a pop-up message displays.
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Show (20 [+| PerPage

I Scheduled Filing Date/Time % FilinglD 4% Case Number & Court Location ¥ Caze Name 4+ Edit
r—  06/04/2012 11:30 AM DT34C3BT 2012DR500012 Jefferson County Edit
Remove < Page 1 of 1 Pages =

You are about to edit your scheduled filing and put it into a draft

— status until it has been submitied again. Are you sure you want to

continue?

a. Clicking the “Yes” button displays the “Review and Submit” screen and removes
the filing from scheduled filing status.

e Any item on “Review and Submit” can always be edited. The option to
“Submit now” or change the “Submit on” date is also available.

7. Remove: To remove one or more line items in the table, check the box next to the
scheduled date and then click the “Delete” button to permanently remove the item(s)
from the system.

MANAGE BATCH FILINGS

In order to Batch File, a user or an organization must contact E-Filing support at
efilingsupport@judicial.state.co.us to be added as a batch filer.

LEAN 1]

Displays “Pending,” “Processing” and “Completed” tables of batch filing items, and is
available only for authorized organizations.

MANAGE BATCH FILINGS - HOW TO FIND

Filing Search
Drafts
1 File into an Existing Case

File New Case

® Scheduled Filings ™

e al Manage Batch Filings

Hover over the “Filing” tab to choose the “Manage Batch Filing” menu option
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MANAGE BATCH FILINGS - FILTER

¢ MANAGE BATCH FILINGS 1
 Processing © Pending Authorization © Completed I
These batches have been initialized and are processing for final authorization
Show |10 [+] entries
Batch ID: 4 | Creation Date/Time: % | Location: % | Batch Details: + | Status: % | Queue Position. *
" 5/4/2012 09-20 AM MDT Gonejos Gounty asdf Initialized 1
12 5/4/2012 09:20 AM MDT Costilla County asdf Initialized 2
13 5/4/2012 09:20 AM MDT Croviey County asdf Initialized 3

First Previous |1| Next Last

1. Show: View 10, 25 or 50 scheduled filings per page. Click the arrow and select a
viewing preference

MANAGE BATCH FILINGS - PROCESSING

ManAGE BaTcH FiLINGS
@ Processing Pending Authorization Completed Errors

These batches have been initialized and are processing for final authorization.
Show |20 [~] entries

BatchID: - File Name: ¢ ‘ Creation Date/Time: ¢ Location: 4 | Batch Details: 4  Status: 4 Queue Position. N
1 FILENAME 11 101712012 15:47 PM MDT Conejos County asdf | Validating 1
12 FILENAME 12 i 1017/2012 15:47 PM MDT Caostilla County asdf ‘ Validating 2
13 | FILENAME 13 | 1011712012 15.47 PM MDT Crowley County asdf | Vakdating 3

1. Processing: Displays batches that are initialized and are processing for final
authorization. Each batch has a queue position. Once a batch is finished processing,
it disappears from this screen and loads into the “Pending Authorization” screen.

MANAGE BATCH FILINGS — PENDING AUTHORIZATION

r BatcH FiLings
1 ing * Pending Authorization Completed Errors

To autherize multiple batches at once, click the checkbox next to each Batch ID below. Click a Batch ID hyperlink to authorize that individual batch.

I Select All
Shnwal]_'_\ Per Page

Batch ID = | File Name + | Creation Date/Time % | Location # |Batch Details % | Status *
-| P | ] 306650B35E258 54-Test_SherryNewCivilFeeExempt_0601_7 zip 10/18/2016 06:41 AM MDT Routt County Test_SherryNewCivilFeeExempt_0601_7 Pending Authorization

(1) 47C07D4020B7B | 1-TestSherryNewCGivilWithFee_2016_9_28_2.zip 10/13/2016 02:36 PM MDT Adams County TestSherryNewCivilWithFee_2016_9_28 2 Pending Authorization

L) 72848C8CO20CB | 54-TestSherryRoutt15C30013_8.zip 10/14/2016 12:50 PM MDT Routt County TestSherryRoutt15C30013_8 Pending Authorization

|] BFGEBCBBBIFCC | 1-TestSherryNewCivilWithFee_2016_9_28_5 zip 10/14/2016 12:18 PM MDT Adams County TestSherryNewCivilWithFee_2016_9_28_5 Pending Authorization

) BB4C2ABAT1BET | 54-TestSherryRoutt15C30013_4.zip 10/13/2016 02:36 PM MDT Routt County TestSherryRoutt15C30013_4 Pending Authorization

) BES18C32513DE | 54-TestSherryRoutt15C30013_7 zip 10/14/2016 12:18 PM MDT Routt County TestSherryRoutt15C30013_7 Pending Authorization

(] BF3FA157EDGCY | 1-TestSheryNewCivilwithFee_2016_9_28_6.zip 10/14/2016 12:58 PM MDT Adams County TestSherryNewCivilWithFee_2016_0_28_6 Pending Authorization

|| CEE2TCBABIB2A | 1-TestSherryNewCivilWithFee_2016_9_28_3.zip 10/14/2016 07:51 AM MDT Adams County TestSherryNewCivilWithFee_2016_9_28_3 Pending Authorization

) DIBC2B911EFTE | 54-Test_SherryNewCivilFeeExempt_0601_10.zip 10/18/2016 06:42 AM MDT Routt County Test_SherryNewCivilFeeExempt_0601_10 Pending Authorization

@088

7 St N OPTIONS

= *Authorizer: |[Robin Pickle Lee "< |“Attorney Role: | City Attorney v
Samantha BOBSMITH Test (inactive)

SaraJLIrby (inactive) |

|Shannon Kelly Boone DMD  (inactive) |

| Test Account - f

(Hold down Control key and click each Im_e to select more than one)

4 5 6

Cancel Batch(es) Submit Batch(es)
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1. Pending Authorization: This is a table of batches initialized from the “Processing”
screen. Items in this table are pending authorization.

2. To authorize a single/multiple batch(es), click the appropriate checkbox(es).
3. The “Submission Options” section is inactive until a batch item is selected.

4. Choose “Authorizer(s)” from the authorizer list and “Attorney Role.” These are
required fields.

5. Remove a batch by clicking in the checkbox next to the Batch ID and then click the
“Cancel Batch(es)” button.

6. If one or multiple batches are requested, click the “Submit Batches” button to submit
and display a receipt page.

MANAGE BATCH FILINGS - COMPLETE - RECEIPT (MULTIPLE BATCHES)

You have submitted these batches to the courts. Your filings will not be completed until the court has approved your submissions. You will receive an e-mail alert from the court once your
filings have been reviewed.

Show |20 ¥ | entries

Batch ID: = | Submission Status # | Authorized Date 4 | Location # |Batch Details # |Authorizer(s) $+
2E22AB2BAEATE PEND 31272014 11:40 AM MDT Reoutt County 2014CNewJonnys.zip Jon Danger Snow PC b
BB0CA3EDE1BC3 PEND 3122014 11:40 AM MDT Routt County 2014CNewJonah7.zip a Jon Danger Snow PC

* <«

Return to Manage Batch Filings

< |1 >¥>>»

Print this Page

a. Click “Return to Manage Batch Filings” to return and review or submit additional
batches.

b. Click “Print this page” to print a receipt.

¢ Review ano SusmitT Batch FiLing

Batch ID: CEE27CBAB2B2A
Court Location: Adams County
Submission Date: 10/14/2016 07:56 AM MDT
Details: TestSherryNewCivilWithFee_2016_9 28 3

Statutory Fees: 397.00
E-Filing Fees: $6.85
Total Fees: $103.85

¢ BatcH DeTaiLs 2
1 Show 20
Billing Reference - | Filing ID % |Event T * | Title 4+ |Rerliwe
Stage Billing 1592B65F02E1E Motion ‘ Motion to test
Return of Service Return of Service Service Date: 2015-01-15 Service Description: PERSONALLY SERVED DEFENDANT
Summons and Complaint Summeans and Complaint
Ro00:

7 SuemissioN OPTIONS

Robin Pickle Lee

Samantha BOBSMITH Test (inactive)
SaraJLIrby (inactive)

Shannon Kelly Boone DMD  (inactive)
Test Account -

“Authorizer: ~ | "Attorney Role: | City Attarney

(Hold down Control key and click each line to select more than one)

P
<

MANAGE BATCH FILINGS - REVIEW AND SUBMIT (SINGLE BATCHES)

This page displays when a user authorizes a single batch in the pending authorization
queue.

1. Batch documents can be viewed. Click on the event hyperlink.
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A filing can also be removed. Click on the trash can icon.

Choose “Authorizer(s)” from the authorizer list and “Attorney Role.” These are
required fields.

Click the “Return to Manage Batch Filings” button if needed.
Click “Cancel Batch” to cancel the action.

Click the “Submit Batch” button.

MANAGE BATCH FILINGS - TABLE COLUMN

Manace BatcH FiLings
& Processing Pending Authorization Completed

These balches have bean mibalized and are processing lor linal suthorzabon

Baach ID: - I File Mama: &  Creation Date/Time:

1" FILEHAME 11 101112012 15:20 PM MOT
FILENAME 12 WAV20I2 1920 PM MOT

FILEHAME 13 W1 V2012 15:20 M MG
30 - BrsnCountyCanl03E <=|¢.‘. -] 1072572012 15.09 PM W
30 - MarkCountyCrel W252012 16 51

2 3

a > DN

. Batch ID: The unique ID assigned to a batch filing.

Submission Date and Time: The date a batch was submitted for processing.
Location: The Location column identifies where a case or document was e-filed.
Batch Details: The descriptor of a batch filing, which is entered by the filing firm.
Status: This column displays the status of the batch filing.

o Initialized,

0 Pending authorization

o Complete, documents pending

o0 Complete, all documents reviewed

Queue Position: The location of the filing item in the batch filing queue. Each batch
has a queue position.

SEARCH
QUICK SEARCH

The Quick Search feature provides fast searches from either the Home or Search
screens by Business Name, Case Number, Document ID, Filing ID or Person’s Name.
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Note: Quick Search Probate and Suppressed case types using a case number only.
Accessing the Case History/Register of Actions for Probate cases is available only to
attorneys and organizations attached to the case.

QUICK SEARCH - HOW TO FIND

Access “Quick Search” by clicking the “Home”.

@9 Colorado Courts E-Filing Main Filing Search Resources Administrator 2 Hello, Test Account

Balance Due: $78113.27

Man Quick SeARCH

Alerts (3341)

@ Announcements:

Ganss 151 There are no announcements at this time 5:"""" By
Case Number

Altorney Name

Altorney Registration Number

Business Name

Case Number

Document ID

Filing ID

Person’s Name

My Downloads
Notifications

Recent
Actions

Schedule

File a New Case ' +_ File Into an Existing Case '
— o

V35| Websil | Terms of Use | A y | 1 Customer Support

e Requirements | Tenms of Use | Accessibilty | Privacy | Feedback | Contac
© Copyright 2016 State of Colorado Judicial Department. All ights reserved

a. Click the arrow to view and select search choices.

b. Complete the appropriate fields and press the “Search” button.

QUICK SEARCH RESULTS - SEARCH CRITERIA DISPLAY, FILTER AND TABLE
COLUMNS

7 SEARcH RESULTS ~
Search Criteria: 2
> Case Number Search: 2014DR030051
Search Options: All Courl Cases
Search Result Total: 3 _ Show 20 - Per Page
Case Number L] _I.u:ﬂnn .Imcm l.o-ﬂhﬂ '_Swua
© | Deuglas County | Tyrell Margaery and son_Job N Open
O Jeffers n Ar Open

Open

3 |—]laldbHd 4 |15 6 t 7 |4

1. Search Criteria Display: Outlines the details of the search request.

2. Show: View 20, 50 or 100 scheduled filings per page. Click the arrow and select a
viewing preference.

3. Case Number: A hyperlinked number assigned to the case as it relates to the court
location. View case history by clicking on the case number hyperlink.
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a. File Folder icon: Click to file into the existing case
b. Monitor icon: Click to move case to monitored cases list.
4. Location: Displays court location of the case.

5. Case Caption: This displays the caption as accepted or created by the court. Click
the hyperlinked case caption to view case information.

6. Date Filed: Shows the filing date for the case.

7. Status: Lists all case statuses.

Case Search

Case Search allows you to search for Trial and Appellate Court cases that were filed in
the State of Colorado. You may search by Court Location, Case Class, Type, Status,
and Year. The Party Search allows you to search by Attorney or Judicial Officer, Person
or Business Name. Case Search will bring back up to 2,000 case results that match the
search criteria that you entered.

Please note that Case Search will filter out cases that you or your organizations do not
have access too. These are cases that are Sealed, Suppressed or Limited Access
cases.

CASE SEARCH - HOW TO FIND

Click the “Search” tab to choose the “Case Search” menu option.

Search Resources At

Document Search
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Case Search - Search Fields

[09 Colorado Courts E-Filing Main Filing Search Resources Administrator 2 Hello, Test Account

Case Search

Q

tatu Enter your search criteria on the left.
All

CLEAR SEARCH

1. *Court Location: Select the Court Location(s) that you are looking for cases in. You
may select an individual court location or “All Trial Courts” or “All Appellate Courts”.

2. Case Class: Select “All” or click the appropriate case class.

3. Case Type: If you select a case class, the case type drop down will activate. This
drop down will fill with case types that apply to the case class you have selected.

4. Name: You can search for cases by the following name types:

a. Attorney Name: This seareh-will allow you to search for cases where the
attorney is actively representing a party on the case. Start by typing the attorney’s last
name. A drop down will populate with all attorney last names that match the characters
you’re typing into the text field. Once you have added their last name, you can insert a
comma and type their first name. Once you see the attorney’s name you want tosearch
for, select their name from the drop down.

b. Judicial Officer Name: This search-will allow you to search for cases where a
specific the Judicial Officer hearing the case. Start by typing the Judicial Officer’s last
name. A drop down will populate with all Judicial Officer last names that match the
characters you're typing into the text field. Once you have added their last name, you
can insert a comma and type their first name. Once you see the Judicial Officer's name
you want to search for, select their name from the drop down.

c. Person Name: This allows you to search for specific persons cases. This
search is a wildcard search.

- If Smi* is entered, the system will search for cases where the party’s
name starts with SMI.

- If *ith is entered, the system will search for cases where the party’s name
ends with ITH.
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- If * ith * is entered, the system will search for cases where the party’s
name contains ITH.

d. Business Name: This allows you to search for a specific business cases. This
search is a wild card search.

- If Smi* is entered, the system will search for cases where the party’s
name starts with SMI.

- If *ith is entered, the system will search for cases where the party’s name
ends with ITH.

- If * ith * is entered, the system will search for cases where the party’s
name contains ITH.

5. Case Status: You can narrow your search by searching by case status. Case status
includes: All, Open or Closed cases.

6. Case Year: You can narrow your search by searching for cases that were filed ina
specific year.

Once you have added your search criteria, click the Search button. If you would like to
clear the search criteria from the field, you can click the Clear button.

CASE SEARCH - RESULTS

Case Search Total Search Results: 109

e v how( e AGDEDOBBE
; :

Lecation - | cae Manier 2 case copsan # [cane Type suanw

All 5

QOCOOQO00OCO0OOOODOOO0 0000

1. Show: View 20, 50 or 100 results per page. Click the arrow and select aviewing
preference.

2. Location: Displays court location of the case.
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3. Case Number: A hyperlinked number assigned to the case as it relates to the court
location. View case history by clicking on the case number hyperlink.

a. File Folder icon: Click to file into the existing case.
b. Monitor icon: Click to move case to your monitored cases list. )

4. Case Caption: This displays the caption as accepted or created by the court. Click
the hyperlinked case caption to view case information.

5. Case Type: This displays the case type as it relates to a case class. Ex., a breach of
contract is a type of case in the civil case class.

6. Status: Provides choices for viewing a case that is open, closed, orall.

Document Search
DOCUMENT SEARCH - HOW TO FIND

Search Resources Admi

Case Search

Click on the “Search” tab to choose the “Document Search” menu option.

DOCUMENT SEARCH - SEARCH FIELDS

=@ Colorado Courts E-Filing Main Filing Search Resources Administrator 2 Hello, Imran Sufi

Document Search

CLEAR  SEARCH

1. Case Number: You can search for documents for a specific case number.

2. *Court Location: Select the Court Location(s) that you are looking for cases in. You
may select an individual court location or “All Trial Courts” or “All Appellate Courts”.
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3. Case Class: Select “All Classes” or click the appropriate case class.

4. Case Type: If you select a case class, the case type drop down will activate. This
drop down will fill with case types that apply to the case class you have selected.

5. Document Type: Select a specific court event
6. Filed By: You can search for cases by the following name types:

a. Attorney Name: This will allow you to search for cases where the attorney is
actively representing a party on the case. Start by typing the attorney’s last name. A
drop down will populate with all attorney last names that match the characters you're
typing into the text field. Once you have added their last name, you can insert acomma
and type their first name. Once you see the attorney’s name you want to search for,
select their name from the drop down.

b. Judicial Officer Name: This will allow you to search for cases where a
specific the Judicial Officer hearing the case. Start by typing the Judicial Officer’s last
name. A drop down will populate with all Judicial Officer last names that match the
characters you're typing into the text field. Once you have added their last name, you
can insert a comma and type their first name. Once you see the Judicial Officer's name
you want to search for, select their name from the drop down.

c. Person’s Name: This allows you to search for specific persons cases. This
search is a wildcard search.

- If Smi* is entered, the system will search for cases where the party’s
name starts with SMI.

- If * ith * is entered, the system will search for cases where the party’s
name contains ITH.

d. Business Name: This allows you to search for a specific business cases. This
search is a wild card search.

- If Smi* is entered, the system will search for cases where the party’s
name starts with SMI.

- If * ith * is entered, the system will search for cases where the party’s
name contains ITH.

7. Date Search: You can search documents from the last 7 days or you can entera
specific date range.
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DOCUMENT SEARCH RESULTS - SEARCH CRITERIA DISPLAY, FILTER AND
TABLE COLUMNS

L

Document Search Total Search Results: 25

ase Number show 20 v Perrage EIEDBBE
.

Datalided = Locaton # | Cane Wumbar & | Cans Caption & | Documant Titie

;;;;

(]
[+]
ne
o ==
o=
o=
[+]
w0
©
(]
(+]
o
(+]
(]
o The
O
IS
o=
o=

......

Erom o
1010172015 1001712016

1. Show: View 20, 50 or 100 results per page. Click the arrow and select aviewing
preference.

2. Date Filed: Displays the date the case or document was filed with the court.

3. Location: Displays court location of the case.

4. Case Number: A hyperlinked number assigned to the case as it relates to the court
location. View case history by clicking on the case number hyperlink.

a. File Folder icon: Click to file into the existing case.
b. Monitor icon: Click to move case to your monitored cases list. L

5. Case Caption: This displays the caption as accepted or created by the court. Click
the hyperlinked case caption to view case information.

6. Document Title: Details the document’s title and allows you view the document (only
if you access).
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RESOURCES
RESOURCES - HOW TO FIND

Click Resources from the menu bar.

Resources  Administ

m Billing
Contacts
Courts

. FAQ's
Legal

F Training

Hover over the Resources tab and choose a specific option from the drop down menu.

CONTACT INFORMATION

# RESOURCES

# CONTACT INFORMATION

Office of the State Court Administrator
Attn: E-Filing

1300 Broadway

Denver, CO 80203-5600

Pheone Number: (720) 625-5670

Billing
Contacts

Colorado Supreme Court

2 E 14th Ave

Denver, CO 80203-5600
Phone Number: (720) 625-5150

Colorade Court of Appeals

2 E 14th Ave.

Denver, CO 80203-5600
Pheone Number: (720) 625-5150

= E-filing is not available in the Court of Appeals or Supreme Court between midnight and 5am each day.
For contact information on local courtheuses, visit our Judicial page.

For support contact us at efilingsupport{@judicial state co.us or 1-855-264-2237. Any questions regarding cases or local policies and
procedures should be directed to the local courthouse.

Click here for support center hours of operation.
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BILLING INFORMATION

# RESOURCES # BILLING INFORMATION

Billing Service Fees

Contacts Colorado Statutory Fees

Colorado Interactive W49 Form

To access inveices and make payments visit the Coloradeo.gov website at
https://secure.colorado.gov/apps/courts/billing/index. xhtml

For help, please reference the Billing and Invoice User Guide

Organizations will be billed menthly and receive their inveice via e-mail.
Payment Options

« Automatic clearing house (ACH) withdrawal
« Physical check
« |f you are mailing payments, please send remittance to the Lock Box Address:
Attn: Colorado Interactive
PO Box 974531
Dallas, TX 75397-4581
« Credit Card - Credit card payments will have an additional 3% charge to the invoice

Contact Billing Support

Hours: Menday - Friday 8:00 am te 5:00 pm MT
Phone: 303-534-3468 x 0 or Toll free: 1-800-970-3468 x 0
Email: suppeort@www.cclorado.gov

Live Chat: http://www.celorado.govilivechat

The Billing screen has a link for Service Fees, Colorado Statutory Fees and a link for
accessing a PDF of Form W-9.

Reference information is available by clicking the Billing and Invoice User Guide link.

Payments can be made using ACH, Credit Card or Physical Check. A mailing address
for mailing payments is listed on this screen.

COURT INFORMATION

# RESOURCES

# COURT INFORMATION

Billing The following infermation is available from our Colerade State Judicial Branch website:

Contacts « Divisicn setting dates and times

« Civil return calendar

* Rule 120 calendar

+ Courthouse address. heurs and phone numbers
+ CFIT classes

« Local policies and precedures

Americans with Disabilities Act

If you need to request assistance under the Americans with Disabilities Act, visit our Judicial website.

Helpful Links

Adobe Reader Download
American Bar Association
Chief Justice Directives
Colorado Bar Association

The Court Information screen provides a link to the Colorado Judicial Website. Other
helpful links are posted including ADA information.
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FAQs

# RESOURCES ¢ COURT INFORMATION

Billing The follewing infermaticn is available frem cur Colorade State Judicial Branch website:
Contacts Division setting dates and times

Civil return calendar

Rule 120 calendar

Courthouse address. heurs and phone numbers
CFIT classes

Local policies and procedures

Courts

Americans with Disabilities Act

If you need to request assistance under the Americans with Disabilities Act. visit our Judicial website.

Helpful Links

Adobe Reader Downlead
American Bar Association
Chief Justice Directives
Colorado Bar Association

This screen loads a PDF of current Frequently Asked Questions.

LEGAL INFORMATION

¢ RESOURCES

# LEGAL INFORMATION

Billing Terms of Use
Privacy Policy
Chief Justice Directives

Chief Justice Directive 38-01
» Costs that may be waived for indigent petitioners
» Waived fees for indigent petitioners

Chief Justice Directive 06-01
« Waiver of court fees for public entities

Chief Justice Directive 08-02
+ Cost recovery fees for maintaining the technical infrastructure to support efiling of court documents

Chief Justice Directive 11-01

« Statewide electrenic filing standards
« Standards for rejecting documents

There are links for relevant Chief Justice Directives for waiving fees or statewide e-filing
standards.

The Terms and Conditions and the Colorado Judicial Privacy Policy links are also
included.
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TRAINING INFORMATION

TRAINING INFORMATION

# RESOURCES

Billing Training Manual

Contacts = The judicial branch provides engeing training classes and webinars for Colerade Courts E-Filing
To view classes and register, visit our Judicial page.

Courts « Training videos are available through the Colorado Judicial Branch's YouTube channel. Links to any available videos are
posted. Additional videos will be added as they become available. http:/fwww voutube com/cojudicial

FAQ's

Legal

Training

Training provides a link to the electronic Training Manual and Colorado Judicial training
videos from the YouTube link.
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MY ACCOUNT

The “My Account” section features an e-mail and alert preference screen, a profile page

and password reset functionality.

PREFERENCES
This page features options for receiving, copying or forwarding e-mail or alert

notifications.

PREFERENCES — HOW TO FIND

2 Hello, Test Account

Preferences

My Profile
Reset Password
Sign Out

Hover over the “My Account” tab to choose the “Preferences” menu option.

E-MAIL PREFERENCES

4a

4c

>

A w D

Courtesy Alert E-mails
Do not send an e-mail when receiving an alert
® Send an e-mail for each received alert < 2
Send one daily summary e-mail for all received alert

Other E-mails

* Receive filing submission e-mails
¥ Receive system maintenance e-mails <= 4b
¥ Receive a daily Notifications summary e-mail

Cancel Save

Click so the system will not send any e-mail notice of alert items.

Click to ask the system to send an e-mail notice of each alert item.

Click to ask the system to send one (1) daily e-mail notice of all alert items.
(a) Check to receive filing submission e-mails.

(b) Check to receive system maintenance e-mails.

(c) Check to receive one (1) daily Notification summary e-mail. (If applicable)
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ALERT PREFERENCES

[ E-mail Preferences Alert Preferences Filing Preferences
5

Learn more about Alert Preferences
—

Send a copy of my alerts to: | -- Select recipient — v
6 =i Receive a copy of alerts from \ -- Select sender — v
7 _ |\ | Sending Party - Receiving Party %

© | | TracySA Blea is sending alerts to | TracyATY Blea
) | Alicia Avila is sending alerts to | TracySA Blea

8 —_— Remove Selected

Cancel Save

5. Send a copy of a new alert to another user in your organization.
6. Receive a copy of a new alert from another user within your organization.

7. Table displays names of users within an organization designated to send or
receive alerts.

8. Click checkbox(es) in the table and then press the Remove Selected button to
remove Alert Preferences.
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FILING PREFERENCES

New Case Filings
Always use
Always use
Always use my organization as the first

Filing Preferences

¥ | as the default location for each filing

¥ | as the default attorney for each

Always use ¥ | as the default

v

test test

Petitioner Type

P
ai—

Add Party =

12a

Submission Options

¥ Always select the following attorneys as authorizers: | Samuel Buckley
Shannon Von Boone
Sherry Foco
Stephen Sullivan
Test ITSAccount

Cancel Save

-« 14

This section provides the ability to preset attorney information and party type defaults so
the information on the party screen pre-populates when filing a new case.

9. Click to always use the same court location when filing a new case.

10. Click to always use a specific attorney name (box 1) when a party type is selectedin

(box 2).

11. Click and select to auto-populate my organization as the first party type.

12. Select checkbox to always use a specifically named party as the default entity type.
a. Select select the “Add Party” button, complete the party information and save.

Add Party

s

“Entity Type: |-.Select Entity Type—. =

Address Type:
Address Line 1:

Address Line 2:
City:
State/Province:
Zip Code:

Country:

Cancel Save

Select Address Type.. *

Colorado

United States

b. Select the desired party party from the dropdown to default as the entity type
for each new filing. More than one party name can be added to the table
however, only one party can be used at one time as the default entity.
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13. Check the box and select from the combo box to auto-populate the authorizing
attorney(s) each time a filing is submitted. (hold the down the control key to select
more than one)

14. Press the Save button to save all changes in Preferences.

MY PROFILE
Update personal information on the My Profile page.

MY PROFILE - HOW TO FIND

= Hello, Sherry Barnhart

Preferences

b g My Profile

= Reset Password

Hover over the “My Account” tab to choose the “My Account” menu option.

MY PROFILE - OPTIONS

# My PROFILE

"Required Field

Account Type: | Attorney

1a |=P ‘Email:  test.accoum@judicial. state.co.us

Attorney Registration Number: 5136

1b |==p Attorney Role: | Private Attomey b

‘First Name:  Test

1c |=—>» Middle Name:

“Last Name: Account

Suffix: | --Select a Suffix-- A

1d |=—> “Phone Number: 7206255655

Fax Number:

Organization Name: SHERRYS ORGANIZATION

Password Expiration Date:  11/18/2016

Administrator(s): Test Account o test.account@judicial stale co.us
2a

Cancel Save < 3

1. The following fields are editable:
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C.

d.

E-mail
Attorney Role (this field will not display if the user is a Staff Assistant)
First, Middle, Last Name and Suffix.

Phone and Fax Number

2. Lists the Organization Name and the Administrator(s).

a.

To send an e-mail to an administrator, click on the e-mail hyperlink. This
opens a new e-mail in a second window.

Administrator(s): Tracy BleaSOLO tracypvtlawfirm@judicial state co.us

3. Click the “Save” button after any changes are made, or press “Cancel’ to exit “My
Profile.”

RESET PASSWORD

Also featured on the Reset Password screen is an option to re-select a new security

question and answer.

RESET PASSWORD - HOW TO FIND

= Hello, Test Account

Preferences

My Profile
Reset Password
Sign Out

Hover over the “My Account” tab to choose the “Reset Password” menu option.
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r REeseT PassworD

“Required Field
1 REQUIREMENTS
N £ . _ =+ 1Uppercase Letter
— New Password: 2a |=* + 1lowercase Letter
2 S o 1 Number
= ’Retype Password: + 1 Special Character |@#5%*()

+ B-15 Characters

r SECURITY QUESTION

3 |== ‘Security Question: | What is the name c-ai‘_ _yourf-a\rorit'e actor? v |

*Answer: MD

Cancel Save

1. Enter a new password.
2. Re-enter the new password.

a. A password must contain 1 uppercase letter, 1 lowercase letter, 1 number,
1 special character and at minimum of 8 characters with a maximum of 15
characters.

3. Select a security question.
a. Enter an answer.

4. Click the “Save” button after any changes are made, or press “Cancel” to exit this
screen.

SIGN OUT

2. Hello, Test Account

Preferences

My Profile

Reset Password
==p Sign Out

Select Sign Out from the Navigation Bar to properly exit the system and close your
session.

For security reasons, it is important to always sign out of the system once your session
is finished.
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ADMINISTRATOR

7 JBITS Firm
Add pre-authorized users to this erganization.

*Required Field
Attorney Registration Number: (]
“First Name:
Middle Name:
“Last Name:
Suffix: | -Select a Suffix- B
“Email:
“Is this person authorized to be an administrator for your organization's account?
“'Yes @ Neo
Add User
Attorney
Last Name First Hame Email :;g;\]sb:ftion Attorney Role Administrator Remove User

You have no New Users at this time

An email will be sent to the pre-authorized user(s) with their temporary password.

Cancel Save and Close

ADD USER(S) TO AN ORGANIZATION
[1 Select Add Users from the Administrator tab on the Menu Bar

7 Adding an Attorney

o Enter the Attorney Registration Number and click the Blue Arrow. This will
pull the attorney information from ATR. If no information is returned, this
attorney does not have an ACTIVE status with ATR and you will not be
able to create an attorney account.

o Select the Attorney Role that applies to this attorney
o Enter the first name, last name and email address of the new user

o Determine if this user will be an Administrator (Note: radio buttonis
defaulted to NO)

1 Adding a Staff Assistant
o Enter the first name, last name and email address of the new user

o Determine if this user will be an Administrator (Note: radio buttonis
defaulted to NO)

[1 Click Add User button
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o The name of the new user will appear in the table. Continue to enter the
all the new users for your organization and the table will build dynamically.
Any entry may be removed from the list by clicking the trash can underthe
Remove User column.

[1 Click the Save and Close button

o0 An email will be sent to the pre-authorized user(s) with instructions to
activate their account.

INDIVIDUAL REGISTRATION PROCESS
1 A new user will receive an email with a hyperlink to activate their account.

11 User will click on the hyperlink contained within the email (this process will
activate their account)

1 User must accept the Terms and Conditions to continue
"] User is directed to the Reset Password page

0 A new password must be entered

0 The user must select a Security Question and Answer
"1 Registration process completed

1 The Administrator will be directed to the Modify Organization screen to enter the
contact information for the organization. This is a required step and the
administrator will not have access until it is complete.

# Micosy Dhec AN TN

Vomparac § st
Caparsdetios s, T Low |
Cegerdgaticn Types:
Peddrvan; UK ERCRAIRARY
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MODIFY AN ORGANIZATION

"1 Select Modify Organization from the Administrator tab on the Menu Bar

"1 Make any changes to the address, phone number and fax number and click Save

e Billing Contact — this is a dropdown box that has all the users at the organization.
At any time you may change the name of the billing contact.

0 You may have up to two billing contacts for your organization.
o Billing contacts will be notified when an invoice is ready to be paid.

e Administrator(s) — the name of the administrator(s) will be listed along with their

email address

0 The email address is a hyperlink that will open an email to that
administrator in a second window.

ADMINISTRATOR # MooiFy User

"Required Field
"First Name:

Middle Name:

“Last Name:

Phone Number:

“Email

Account Type:

Attorney Registration Number
*Attorney Role:

“Account Status:

Administrator:
Security Question:
Answer:

Fassword:

MODIFY A USER ACCOUNT

“  Email C

Suffix:  -Selsct a Suffix-

T206255655
test accounti@@judicial state.co.us

Resend Email Confitmation

Attormey
5186

Private Attorney

Enablad

Disabled Reason: nA

Yas
What is the name of your faverite actor?

tast

Besat Password

71 Select Modify User from the Administrator tab on the Menu Bar

[1 Search for the name of the user and double click on their name in the search

results table

"1 Make any changes to the name and email information and click Save

(1 Email Confirmed Checkbox

o

If this is checked the user has received an email from the Colorado Courts

E-Filing system, clicked on the hyperlink and completed the registration

process
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o If this is not checked the user has not completed the registration process
and activated their user account.

e Click the Resend Email Confirmation hyperlink to resend an email that contains
the hyperlink for account activation and a temporary password

o0 An administrator may check the Email Confirmed checkbox to force
activation. This is not recommended. It is important to confirm the useris
receiving emails from the system and complete the registration process.

e The Attorney Role is a field that will only appear if the user is registered as an
attorney. The attorney role may be changed and will be reflected on the My
Profile page of their account. This will populate the Attorney Role field on the
Review and Submit page of the file builders.

e The Security Question and Answer may not be changed by an administrator.
¢ An administrator may give a temporary password

o The temporary password may be typed into the Password field or the
Reset Password hyperlink may be clicked and the system will send an
email to the user with password reset instructions.

0 Once a user logs in with the temporary password or via the emailed reset
password link the user will be directed to the Reset Password screen
under My Account and they will be required to change their password
before using the system.

e To delete a user click the Delete Account hyperlink. You will be prompted with a
pop-up to verify the deletion of this account.
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