TURLR]

eFlex Electronic Filing — Clerk Review

Arkansas

User’s Guide for Clerks




Clerk Review User’s Guide — 2

L6 E=T Yo olo 18 o | PSPPI PPRRTOPRPROS 6
Figure 1: Clerk Review Request USer ACCOUNT .........ueeiiiiiiciiiiiiieee e ecciirere e e e e esennreee e e e e e eeannraeeeea e 6

UL I R U LY =T gy Y - =TT a =T o | PSSP PP PPPPPOPPPPPPPPPRPPPRE 7

FIGUIE 32 USEI ROIES ettt ettt e e et e e e tte e e s et e e e e eabte e e s eabteeeeensteeeesasaeeesenseeaeennsens 8

Figure 4: Request User Account Profile Information........ccccceeeiviiiiicciiei e 8

Figure 5: Notification of User ACCOUNt REQUEST .....coiiiiiiiiiiiiiie et 9

[0} =110 TR TP PP PTPP PP PPTPPPT 9
Figure 6: Clerk REVIEW LOZIN SCIrEEN ....uuiiii ittt ettt sstte e et e e s sate e e s sentae e s ssnraeessnrneaesans 10

L TN T o I Y=Y ole =T o USRS 10
Figure 7: Request PassWOrd RESEL.......cuviii ittt eree e e eate e e e sate e e e senta e e e sntaeaeeans 10
Navigating from the HOME Page......cccuiiii ettt e st e st e e e ate e e e etbe e e s e aaaeeeennnaee s 11
Figure 8: HOME Page CIEIrK REVIEW ...ciicuiiiiiiiiiei ettt sttt e st e e s st e e s sata e e e ssnraeessnreaaesans 11

L 1Y = o o 1 L= ST SP 11
Y Yo T T=dT o T=d ad o 11 1= USSR 11
To View and Edit YOUF Profile ......couioiiiiiiee ettt st et 11
Figure 9: User Profile INfOrmation ........c..eoo ittt s ae e e e 12

Figure 10: Modify Profile INformation .........ccueiiiiiiiiicic e 13

TO Change @ PASSWOIT ...cciiuiiiiiiiiiiee ettt ettt e ettt e s sttt e s ste e e s sbae e e ssaabeeesaasseeesaasseeesanssaeessnsseeessssenens 14
Figure 11: Change PasSWOIT ......iicuiiiiiiiieeeieitieeseitee e ssieee s setee e s ssabeeesssabaeeessntaeesssssaeeesnnsenessnnseneesnns 14

EE L] ok o I BT T o F= Y (UL =TT 14
Figure 12: Electronic Signature Upload............eooiiiiiiiciiie ettt et et e e s eaee e 14

B L I [T ot a1 =] =TT o 1T (PR 15
Figure 13: Select @ GateKEEPEN ... v e e e setre e e st a e e e serraeeeeans 16

o =1 Tl 5 1) o] o APPSR PPPPT PP 16
TO VIEW LOGIN HiSTOIY 1ottt et e e e s s st e e e e e e s s sasabaaaeeeesssssnssbanaaeeessnnsanes 16
Figure 14: VieWing LOZIN AtLEMPES ...uuuuuiiiiiiiiiiiiieiiieieiitittiiiereteeeteteaeaereeeeeeeeerererererererererarerrerer. 16
WOTKING WIth FINES...eei ittt e e e et e e e e et e e e e ate e e e e ateee s esraeasenreeaeesreeasennres 17
O Y= ST [T oY= S=T o Lo o £ USRS RR 17
To Display @ List Of FIINES ...vveiiiiiiie ettt e s e e e s e e s aa e e e e s staeeesnaaees 17
U O R I o B T[T =PSRRI 17
Understanding the FIlINGS PAgE ......uuiiiiiiieicie ettt ettt et e e e e e s aae e e e sasree e e eanees 18

2

Copyright — Tybera Development Group, Inc. — Arkansas — April 2017



Clerk Review User’s Guide — 3

Understanding Filing Status Listed on the Filings PAge .........eeveviiiiiiiiiiiiie e eeereree e e 18
Filtering Filings Viewed 0N FiliNGS PAE ...ccceii ittt e e e eettre e e e e e e e e anraae e e e e e e eennes 20
To View Details of @ Selected FiliNG ......uviiiiiiie ettt e e e eaaaee s 21
Figure 16: Document Links o Filing DetailS.......cccciuiiiiiiiiieiciiee ettt seanee e 21
FIgUre 17: FIliNG DETAIIS ...eeeiieiieee ettt sttt e e e e etta e e e seata e e e seataee e sentaeeesnnsanaesans 21
Figure 18: Viewing a Receipt Document from the Filing Details Page........cccccevvvviveeiiicieeiiiiiennnnns 22
Assigning Filings to @ User for APProval.........couiii ittt e e sbee e e e 23
Lead Clerks can assign filings to other Clerks. ... 23
Figure 19: Assign @ FiliNg t0 @ ClIEIK...ccccvviii ettt et e e s etre e e e sra e e e seareeeeeans 23
Figure 20: Filtering Filing Assignments with the Drop-Down MenuU.........cccccveeeieiieeeeiiiieeeccieeeeeans 24
Figure 21: Selecting an Individual for a Filing AsSignmeNnt..........cccvveiiiiiiii e 24
APPIOVE FIlINES .evtiieiiiiie ettt e st e e sttt e e st ee e s s sbee e e s aabeee e e sbeeeeeansaeeeenaseeaeesnseeeeennsees 25
Understanding Filings AWaiting APProval.........eiiciiiiiiiiiieeeiiee e ssree e seee e esee e e see e e sbree e e snes 25
Figure 22: Filings AWaiting APProVal........ooociiii ettt e e eetre e e e erae e e s aaeaeeans 25
Figure 23: Filtering the Filings AWaiting APProval .......ccueeiiiiiiii e 25
Figure 24: Links to Case Documents from Filings Awaiting Approval Page ........cccocceevvcvvveeiccineeens 26
FIgure 25: FiliNG DETAIlS ...ueiiieiiieiiiiiiee ettt sttt e s sta e e st e e e seabeeeessnbaeeessnreeaesans 27
Figure 26: Filings Awaiting Approval Additional OptioNns.........cceveciveiiiiciiee e 27
FIGUIE 27: Cas@ HISTOIY coiiiiiiiieiee ettt ettt e e s s st e e e e e s s s s sabbabaeeeessessasnraaaeeeeess 28
Understanding the APProve FiliNG PAge .....ccc.uueiieiiii ettt et e s e e et e e 28
Figure 28: Filings Awaiting ApProval PAge .......cccuiiiiiiiiie ettt 28
Figure 29: APProve FIlING ......oee ettt e et e e e e ate e e e earae e e enreeeeennees 29
Steps to Approve, Reject, or Reassign @ FiliNG .....cciveuiiiiiiiiiii st e e 32
Figure 30: Filings AWaiting APProVal........ceiiciiiii ittt s sbee e e s sbee e e sebeeaeeans 32
Figure 31: Drop-down to Filter Filings Listed on Filings Awaiting Approval .......cccccevvvieeiiiiiennnns 33
FIgUIe 32: APPIOVE FiliNG cooeeeeiieeeeee ettt ettt e e e ta e e e e bt e e e s eabaeeeeeabaeeesensenaaenns 34
Approve Filing: Reviewing Documents Associated with Submission...........cccoccviiericiiieiccinneen, 34
Figure 33: Case Initiation INformMation .........c.eoeoiiieii i et e 35
FIUIE 33a: Edit Party ...ueeii ettt ettt e s s eatee e s et ee e e e ate e e e sabae e e entaeeeennees 35
Figure 34: Edit Data on “Summons Issued” Document TYPE.....ccccveeeeiieeeeciiee e ecree e e 36
Figure 35: View Icon Dialog Box for Docket LiSting.........cccccveeiiiiieiiiciiee et 37

3

Copyright — Tybera Development Group, Inc. — Arkansas — April 2017



Clerk Review User’s Guide — 4

Approve Filing: Modifying Docket CoOAes.........uuiiiiiiiiiiiiiiiee et e e e 37
Approve Filing: Adding Additional Docket COdes .......cumiiiiiiiiiiiceeee e 37
Approve Filing: Queue ROULING OVEITIAE .......eiiiiiiiiecceiee ettt e e e e e e e sab e e e e eaaaee s 38
Figure 36: Manually Route a SUbmMIisSioN t0 @ QUEUE .......ccccuiieiiiiiee ettt eearee e 38
Figure 37: Use Drop-Down to Route to an Individual within @ QUEUE ........ccueeeiiciiieeiiiieeccciieee, 38
Approve Filing: Viewing and Adding NOTES.......cccuiiiiiiiiiiiiiiie ittt e s 38
Approve Filing: Taking ACLION ......uuiiiiiiiii et e e s sab e e s saaeee s 39
WOIKING WIth QUUEUES ..ottt st e e s rtee e e sent e e e ssateeeesabeeeesnbaeeesanbeeeesanseeaesnnseeeesns 39
UNAErstanding QUEUES ........ueeeiiiiieeeceitee ettt e e ettt e e e ete e e e e etee e e s ataeeeeataeeesastaeesastaeeeestasesestaeesasseeesansens 39
Figure 38: Queue ROULING GraphiC......cccuiiiieiiiee ittt ettt e e eetre e e s e bre e e e earaee e seneaaeeeans 40
Taking Action 0N ItEMS iN @ QUEUE ......eeiiieiiie ettt e e e tee e s et e e e e e ate e e s estee e s enteeeeentaeeeennees 42
ACCESSING YOUI QUEUE ENTEIES.cciiiiiiieiiiiiee ettt ettt e e e e s s e e e e e s e e s sasbebaeeeessessanns 42
Figure 39: My QUEUE ENTIES ...eiiiiiiiiiiiiiieee ettt ettt e e sttt e e e e s s s s e e e e e s s e s snnraaaeeeeess 42
Figure 40: My Queue Entries Drop-DOWN IMENUS..........uuuuuuruiuiuieiiiiiiieieierererererererererereee———.. 43
Routing to and Working with a PreQueue from “My Queue Entries” ........ccccooeeeeiieeeeccieeecccieee e, 44
Figure 41: Edit PreQUEUE ENTIY......oiiii ittt e tte e e ette e e eeta e e e seatte e e eenbaeeesensanaaenns 44
Figure 42: Replace Document in @ PreQUEUE ENTrY.....cc.veiiiiiiiiiiiiiiee ettt ssveee e ssieee e 44
Figure 43: Select Document TYPe 10 Add ......oeiiiiiiiiiiiiie e e e s svaeeeeaes 45
Figure 44: Add a Signature Page to @ DOCUMENT ......ccocciiiiiiiiiiiee et e e ssveee e 46

[T U N L X [« I I o o SRS 47
Figure 46: Reassign PreQuUEUE ENTIY .. ... . i iuiiiiiiiiiiiiiiiiiieiiieieieeeteeraeaeaeeerererereaerererererererae—.. 48
Routing to and Working with a Standard Queue from “My Queue Entries”.........ccccceeeciveeeecieeeeennee, 48
Figure 47: Standard Queue Action DetailS........cccueiiiiiieiiciie s 49
FIUIE 48: Cas@ HISTOMY ..uuueiiiiieiiiiiiiitte ettt e e e s s ettt e e e e s s s abbbeeeeeesssssabsaaeaeesssnnanes 49
Figure 49: Expanded Case HiStOry VIEW........uiiiiciieii ettt ettt et e e e 50
Figure 50: View Document from Case HiStory Page ........ccccueeeeiiiiieecciiee ettt 51
Figure 51: Standard Queue Action Details.........ccueiiiiiiiii e 52
Figure 52: MY QUEUE ENTFIES .vvviiiiiiiiiiiiiiiiieetitieeteeeeeeeeeeeeeeeeeeerereeererareeeeeeeerereeeeeeee—. 53
Routing to and Working with a Judicial Queue from “My Queue Entries” ........cccoceevveerveeeniieenineenne 54
Figure 53: Judicial Queue ACtion DetailS........cccivvuieiiiiciiiii et 54
FIUIE 54: Cas@ HiSTOMY .uuuuuiiiiiiiiiiiiitieee ettt e ettt e e e s e s sbber e e e e s s s s abbbeaeeeessesssssaaaaeesssnnsans 55

4

Copyright — Tybera Development Group, Inc. — Arkansas — April 2017



Clerk Review User’s Guide — 5

Figure 55: View Document from Case History Page .......cccuvvieieiii ettt 56
Figure 56: Expanded Related Case Information View from Action Details.........ccccceeeeivecnienennnnnn. 57
Figure 57: Other Pending Actions under Action Details ..........ccooeiveeiiiiiee i 57
Figure 58: Remove a New Docket Entry Document and Add Another.........ccccoovevieiiiieeeccieenenns 58
Figure 59: RePlace DOCUMENT ........uiiii ittt ettt e ettt e e e s eata e e e seataeeeseataeeesantaeessnnsanaenans 59

o g Y= Ol T [ =TSRRI 60
USING FIliNG CRarZeS . uuviiiiiiiie ettt ettt e st e e s s ate e e s sbte e e s s bae e e s sabtaeessabeeaessnseaeessnseeeeennsens 60
Figure 60: Filing Charges FIlLEIS ...uuiiii ettt st e s s sata e e s s snbeee e sntaeaesans 60

To Display @ List Of FIliNG CHarZES ...ccccuviiiiciiiie ettt e e e e et e e e s aa e e e e e aaaeeeenaaee s 60
Understand the Filing Charges PAGE ........ueeicuiiiiieiiiiecctee ettt sree et e et e e e aae e e e eanae e e e eanees 60
Understanding the Payment Types and Payment STatus ........ccceecvieeieiiieeecciee e e 61
FIGUIE B1: PAYMENT TYPES . .eeiiiiiiiiee ittt ettt e e e e sttt e e e e e e st b e e e e e s s e s sanbetaeeeeesesannraeaaaeeess 62
FIGUre 62: PAYMENT STATUS ...euiiiiiiiieiiiiiite ettt e e e ettt e e e e e s e s er e e e e e s s e sasnreaaaeeeess 62

5

Copyright — Tybera Development Group, Inc. — Arkansas — April 2017



Clerk Review User’s Guide — 6

User Account

The Arkansas Judiciary system has determined that each court employee will establish his or her own
account on the eFlex system. To begin this process, go to the Arkansas Judiciary Court Review interface
at https://eflex.aoc.arkansas.gov.

Figure 1: Clerk Review Request User Account

LogIn

Please enter your User Name and Password.

User Name: ||

Password:

Forgot Your Password?

Forgot Your User Name?

MNew Users

Request Account

1. Under “New Users,” click Request Account. A page with a State of Arkansas user agreement will
appear.
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Figure 2: User Agreement
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2. Read through the user agreement and select the radio button next to “l accept the terms of the
user agreement.”

3. Click Submit. A page displaying a list of user roles specific to court personnel will appear.
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Figure 3: User Roles
User Agreement 3» Select User Role

USER ROLES

Select your user role:
17 CLERK

(Z)LEAD CLERK

12V JUDICIAL ASSISTANT
12)JUDGE

Cancel | Next

4. Select the appropriate user role by clicking in the radio button next to the listing. Then click

Submit. A “Request User Account” page will display.

Figure 4: Request User Account Profile Information

Request a User Account

Court Access:
& Courts:

# Case Categories:

Company Name: ARKANSAS JUDICIARY

User Names: = |

Your password must be at least 8 characters long, must contain a symbol other than a character or number, and must be

different than your user name.

Password: *

Confirm Password: ¥

Title:

First Name: *
Middle Name:

Last Name: *

Suffix Name:

Contexte ID: *
Phone: *
Email: *
Confirm Email: *

1st Alternate Email:

2nd Alternate Email:

@ Use My Company's Address
" Use My Address
Address Line 1: *
Address Line 2:

Address Line 3:

City: *
Postal Code: *
o

8

Copyright — Tybera Development Group, Inc. — Arkansas —

April 2017



Clerk Review User’s Guide — 9

5. Fillin the text boxes with the appropriate information. Fields marked with an asterisk are
required.

6. Be sure that the password you select is one you will remember, contains eight characters,
including a special character (such as an exclamation point, asterisk, or period), and is different
from your user name.

7. The field labeled “Contexte ID:” associates your eFlex account with Contexte. If you are a clerk
or court staff, please enter the User Name with which you login to Contexte followed by a
period and the word “CLERK”, e.g. JLJSMITH.CLERK. If you are a judge, the eFlex account will be
associated with your Contexte judge record, so you will enter the judicial division, e.g. “C02D01”
for division 1 in the 2" judicial district of the circuit court.

Note: Some information, such as your user name and your Contexte ID, cannot be modified after
you register.

8. Click Submit. A page notifying you that a user account has been requested appears and displays
basic user information.

Figure 5: Notification of User Account Request
ARKANSAS JUDICIARY account request approved
arkefiling

Mon 2/13/2012 3:09 PM
Amanda Armstrong

Your request for an e-Filing account has been approved.

9. Click OK to be returned to the “Login” page. Once you have completed the registration process
and your account has been approved by an administrator, you will receive an email message in
the email account that you provided during the request account process. The approval process
is manual and your Contexte account must be confirmed before approval is granted. If you have
not received email confirmation within 24 hours, please contact the help desk at
courts.efiling@arcourts.gov

Login
You will log in to the eFlex system with your user name and the password you established during the
registration process.

Your user name and password can be used to login to both the “Clerk Review Interface” and the “Filer
Interface.” You will login to the “Clerk Review Interface” to review and approve filings and access
“Queues”. You will login to the “Filer Interface” to file documents.

Clerk Review — https://eflex.aoc.arkansas.gov

Filer Interface for Clerks — https://eflex.aoc.arkansas.gov/ecf
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Note: The filer interface for clerks has an increased inactivity time out period. Attorneys and Pro Se filers
should log into the filer interface at https://efile.aoc.arkansas.gov.

Figure 6: Clerk Review Login Screen

e
=

JUDICIARY (_UL RT REVI EVV

LogIn

Please enter your User Name and Password.

User Name: |

Password: |

Forgot Your Password?
Forgot Your User Name?

MNews Users

Request Account

Password Recovery
1. Inthe event you forget your password, click the “Forgot Your Password?” link.
2. The “Request Password Reset” page will appear. Enter your “User Name.”

Figure 7: Request Password Reset
Reset Password

Request Password Reset

Aﬁ:u-s-hml:thqvo-mernamq, an email will be sent to the primary mﬂaﬁmmhmmhmmlﬂmhammﬂmm that will display
a page containing a new random password. You will be able to log in to ECF using this new d and then ch. your d to ene of your

Enter your user name below:

Cancel I Submit

3. An email providing a link to a temporary password will be sent to the email address listed in
your “User Profile.” This email will be your court email address unless you have changed the
address initially entered by the system administrator upon account setup.

4. Check your email for the link to the temporary password, and use the provided password to
access your account.

5. Follow the instructions to reset your password.
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Navigating from the Home Page
The “Home” page is the first screen you see immediately after you login.

Figure 8: Home Page Clerk Review

G S

SJUDICIARY COURT REVIEW

Home Filings CASEaDia My Profile Logout user: JEFFREY M ALLISON

Home

Assign Fiings Assign Filings to a User for Approval
Approve Fiings Approve Filings
Fiings Report Filings Report
View Queues List of entries in my queues
CASEaDia View/Create CASEaDia Documents

e All the basic clerk review functions are accessed by clicking the appropriate button on the
“Home” page.

e You can also navigate using the menu bar, which is located across the top of every page.

e Your first, middle, and last name from your user profile appear on the right side below the
banner.

e To log out and terminate your session to the eFiling server, click Logout on the menu bar.

Note: The Web session will terminate automatically if there is no activity on the webpage for 3 hours. A
session is considered active as long as you are interacting with the web server. Clicking on a button that
causes the screen to change or refresh is considered being active. Examples of activity include clicking
Submit, Refresh, Next, Upload Signature, or Approve/Reject/Reassign. Typing in a text field on a web
page or changing the document type on the “Approve Filing” page does not count as being “active.”
When the system logs you out, the screen doesn’t change. It appears that you’re still logged in. As soon
as you click a button, the login screen will display so that you can log in with a new session.

Using Profiles

Managing Profiles
Each user maintains a profile. This section shows you how to

Edit your profile
Change your password
View login history

To View and Edit Your Profile
1.Select My Profile>My Profile from the menu bar.

11
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Figure 9: User Profile Information

Accounts and Users =» User Profile

User Profile

Clerk CLERKD1

User Name: CLERKO1

Organization: ARKANSAS JUDICIARY
Bar Number:

Contexte ID: CLERKO1.CLERK

Phone: = -+ (918) 123-4567 @
Fax:

Email: courts.efiling@gmail.com

1st Alternate Email:

2nd Alternate Email:

Address: Supreme Court of Arkansas
Justice Building
625 Marshall Street
Little Rock, AR 72201

us

Role: CLERK

Courts: PULASKI COUNTY CIRCUIT COURT

Case Categories: All Case Categories

Date Approved: Not Available

Expiration Date:

Gatekeeper: None

View Tde: C06D01, €06D03, CO6D02, CO6D04, CO6D0S, CO6D06, CO6DO7Z, CO6DOS, COGD0Y, CO6D10, CO6D11, CO6D12, CO6D13, CO6D14,
C06D15, C06D16, C06D17

Modify User Profile | Change Password | Expire Password | Upload Signature | Select Gatekeeper |

2. Click Modify User Profile. The “Modify User Profile” page will appear, allowing you to change or add some
profile information displayed.
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Figure 10: Modify Profile Information
C0eD17 Delete

Add
User Name: # CLERKOL Email Motification :
== A filing i awaitin approval
Expiration Date: | '| @ g '@ my =pR
& qusus entry nesds to be assigned
Title:
A guesus entry has been assigned to me
First Name: *  Clerk
[F] Do NOT email me NEF's for my cases
Middle Name:
[F] Do NOT email me stztus updstes for received filings
Last Hame: * CLERKOL
[F] Do NOT email me status updates for approved filings
Suffix Mame:
[F] Do NOT email me stztus updates for rejected filings
Organization: ARKANSAS JUDICIARY  Reassign User To Mew Company
Bar Number:
Contexte ID: CLERKOL.CLERK
Phone: * (918) 123-4567 Fax:
Email: *  courts.efiling@gmail.com
Confirm Email: *  courts.efiling@gmail.com

1st Alternate Email:

2nd Alternate Email:

Use My Company's Address
Supreme Court of Arkansas
Justice Building
£25 Marshall Strest
Little Rock, AR 72201
us

@  Use My Address

Address Line 1: *  Supreme Court of Arkansas

Address Line 2: Justice Building

Address Line 3: 625 Marshall Strest

City: *  Little Rock State: Arkanszs -
Postal Code: * 72201 Country: United States ™

o

3. Fillin the fields. Fields marked with an asterisk are required.

Note: Some fields are set by the system administrator when your user account was established and

cannot be changed. These include your user name, the organization, your Contexte ID, court location

and case categories. The 1st and 2nd Alternate Email fields are primarily for the convenience of

attorneys to distribute filing notifications. Clerks do not need to enter an alternative email.

4. Click Submit to save your changes and return to the “User Profile” page.

13
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To Change a Password
1. From the “User Profile” page, click the Change Password button, or from the menu bar at the

top of the page, select My Profile > My User Profile. Click Change Password. The “Change
Password” page will appear.

Figure 11: Change Password

Changs Password

Change Password

*Required Fields
Password: *
Your password must be at least 8 characters long, must contain a symbol other than a character or number, and must be different than your user name.

New Password: *

Confirm New Password: *

Cancel | Submit

2. Enter your old password in the “Password” field.

3. Enter your new password in the “New Password” field, then enter it again in the “Confirm New
Password” field. The password must be at least eight characters in length, contain a special
symbol such as a dollar sign or period, and be different from your user name. A good password
has symbols, upper and lower case characters, and numbers. Passwords are case sensitive.

4. Click Submit to save your changes and return to the “User Profile” page.

To Upload a Signature
1. From the “User Profile” page, click the Upload Signature button or from the menu bar at the top

of the page, select My Profile > My User Profile. Click Upload Signature. The “Upload
Signature” page will appear.

Figure 12: Electronic Signature Upload
Upload Signature

Uplcad a signature from a file:
Primary Signature:
Description:

Signature Text:

Signature File: Browse...

Cancel | Upload Signature |

2. To configure signatures that are used for automatic signing in queues, fill in the text boxes with
the appropriate information. Administrative Order Number 21, Section 8 provides:

(a) Deemed signed. Every electronic document shall be deemed to be signed by the
registered user who files it. Each electronic document must bear the identifying
information of the registered user as is required by rule or law. Where a statute or court

14
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rule requires a signature at a particular location on a form or pleading, the person’s
typewritten name shall be inserted. In the alternative, a facsimile, typographical, or
digital signature may be used.

(b) Documents under penalty of perjury or requiring signature of notary public.
Documents required by law to include a signature under penalty of perjury, or the
signature of a notary public, may be submitted electronically, provided that the
declarant or notary public has signed a conventional form of the document. The
conventional document bearing the original signature(s) must be scanned and
electronically submitted for filing in a format that accurately reproduces the original
signatures and contents of the document.

(c) Documents requiring signatures of opposing parties.

(1) When a document to be filed electronically requires the signatures of opposing
parties, such as a stipulation, the party filing the document must first obtain the
signatures of all parties on a conventional document.

(2) The printed document bearing the original signatures must be scanned and
electronically submitted for filing in a format that accurately reproduces the original
signatures and contents of the document.

(d) Signature of judicial officer or clerk. Electronically filed court documents requiring a
court official’s signature may be signed electronically. A court using electronic signatures
on court documents must adopt policies and procedures to safeguard such signatures
and comply with any AOC guidelines for electronic signatures that may be adopted.

3. Click the Browse button to search your local computer or your network for the correct signature
file to upload.
4. Click Upload Signature to save your changes and return to the “User Profile” page.

Note: You will be able to use multiple signatures, e.g., Primary and Secondary. Repeat the above
procedure for each needed signature. The description for each signature must be unique.

To Select a Gatekeeper
1. The gatekeeper will be assigned entries in the action queues that are meant to be reviewed by
you. The gatekeeper will review these items and either assign them for you to review or finish
the review process and await your signature.
2. From the “User Profile” page, click the Select Gatekeeper button, or from the menu bar at the top of the
page, select My Profile > My User Profile. Click Select Gatekeeper. The “Select Gatekeeper” page will
appear.

15
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Figure 13: Select a Gatekeeper

Home Filings CASEaDla Accounts My Profie  Logout user: ALISHA WINKLER

Select Gatekeeper

The gatekeeper will be assigned entries in the action queues that are meant to be reviewed by you. The gatekeeper will review these items and either assign them for
you to review or finish the reviewal process and await your signature.

Company: All + Gatekeeper: None v

Save Gatekeeper | Canuei|

3. To configure your gatekeeper for a particular queue, use the drop-down menu to select the
Arkansas Judiciary. This will limit the “Gatekeeper” listing to those persons associated with the
organization you selected in the “Company” drop-down.

4. Select the appropriate person from the “Gatekeeper” drop-down.

5. Click Save Gatekeeper to save your selections and return to the “User Profile” page.

Login History
The “Login History” screen shows a list of login attempts, which can help you monitor any unauthorized
login attempts.

If your account has too many login failures, the system will automatically suspend your account for 30
minutes. If this occurs, contact the “Helpdesk” to reset your account or try again in 30 minutes.
Changing your password on a regular basis will help prevent unauthorized access to your account.

To view Login History
1. Select My Profile > View Login History from the menu bar at the top of any screen. The “Login
History” page will appear.

Figure 14: Viewing Login Attempts

Employee Account Status: Active Entries per page: Al 7
Date Logged In Log In Result Requesting IP Address

2012-03-03 06:44:15.0 Succesded 68.51.60.233

2012-03-03 06:25: 12.0 Succeeded 68.51.60.233

2012-03-03 06:24:51.0 Succeeded 68.51.60.233

2012-03-02 04:11:04.0 Succeeded 68.51.60.233

2012-02-26 16:27:57.0 Succesded 68.51.60.233

2012-02-26 16:15:07.0 Succeeded 68.51.60.233

2012-02-26 09:31:43.0 Succesded 68.51.60.233

2012-02-07 12:20:29.0 Succeeded 10.72.10.64

2012-02-03 09:41:50.0 Succesded 10.72.10.64

2012-02-02 10:32:41.0 Succeeded 10.72.10.64

2012-02-01 09:35:48.0 Succesded 10.72.10.64

2012-01-31 14:17:02.0 Succeeded 10.72.10.64

2012-01-31 05:24:31.0 Succesded 68.51.60.233

2012-01-30 13:55:26.0 Succeeded 10.72.10.64

2012-01-30 (B:39:13.0 Succesded 10.72.10.64

2. The list shows the login attempts along with the date, login result, and IP address of the
requesting machine.
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Working with Filings

Using Filing Reports

A “Lead Clerk,” can view reports for the filings. All filings received in “Clerk Review” are listed and stored
in the report system. The information in the reports is cleaned out after 90 days based on a time
configuration set by the administrator. The “Filings” page lists all submissions within a range. The
default listing is today’s filings. With the filters provided near the top of the page, you can modify what
is displayed in the list. When filers call because they are having a problem with a filing, these filters will
help you find their submission.

To Display a List of Filings
1. Click Filings Report on the “Home” page or select Filings > Filings Reports from the menu bar.
The “Filings” page will be displayed with today’s filing information.

Figure 15: List of Filings

Filings ~ CASEaDla  Accounts My Profile  Logout wser: Ted Ketharooniul

Filing Riaport

Filings

Status Report Criteriat [ Inchude Resporse and Sutgaing Notices

Filings Between: 11212011 E:I AND E:' Status: | Al ~ Processed By: |4l b

Tracking 10: Filirigy 10 Ciri 22 Comartz | All o | Filisr Nama: | All | Client #:

o ]

Al Filings Between 11/21,/2011 and today - Number of Filings: 50

Detals | Bownlosd Filings par page: |50 %

O exbompeon  cxes Court ot Dooumentic) ¥Official File Stamp  Processed By Fier's Hamey ok &
O 407 405 FALLENER - CIRCUIT Awatting Approval COMPLAINT FETITION FILED TO [MITIATE CASE - FEE ASSESSED 12-01-2011204:44:06 FM J06HN HOWARD
0O a6 404 FALLENER - CIRCLIT awatting Approval COMPLAINT PETITION FILED TO INITIATE CASE - FEE & £0 12-01-2011:09:33:15 PM 0N HOWARD
O aos 403 FALLKNER = CIRCLIT Awaiting Approval COMPLAINT PETITION FILED TO INITIATE CASE - FEE ASSESSED 12-01-2011:04:31:37 M JOHN HOWARD
O 404 401 PULASK] - CIRCUAT  On Hold 120 DAY DISMISSAL 12-01-2011:12:38:20 PM WILLLAM JPROSE, R 59099 test 02
0O o« % CV-11-78  PULASKI - CIRCUIT  Awaiting Approval ANSWER FILED 11-29-2011:04:23-08 FM J0HN HOWARD
O a2 35 EOCV-11-160 PULASH] - CRCUIT  Recaiptlesmd 11-26-2011:06:14:48 PM Admin JCHN HOANARD
O * am 394 PULASK] - CIRCUIT  Awaiting Approval COMPLAINT FETITION FILED TO IMITIATE CASE - FEE ASSESSED 11-23-2011:07:39:51 P sketiaro  RYAN JFOSTER
O a0 33 G0CV-11-150 PULASKD - CIRCUIT  Recedpt betusd COMPLAINT FETITION EILED 11-23-201107:27 56 PM sketearo  RYAM JFOSTER
O * 399 392 GOCY-11-158 PULASII - CIRCUIT  Receiptissued  RETURM OF SERVICE 11-23-2011:06:11:54 PM _ Admin RYAN 1 FOSTER
O * 398 201 PULASH] - CIRCUIT  Awaiting Approval COMPLAINT PETITION FILED 11-23-201104:26:17 PM skisaro RYAM 1 FOSTER
o 37 390 GOCV-11-157 PULASHI - CRCUIT  Receiptlssued  COMPLAINT/PETITION FILED 11-23-2011:04:19:43 PM skeliaro  RYAN JFOSTER
O * 39 389 PULASH] = CIRCUIT O Hold COMPLATNT FETITION FILED 11-23-2011:04:07:08 PM shistiaro  RYAN 1 FOSTER
O =) 388 GOCV-11-156 PILASKI - CRCUIT  Receipt lssued AFFIDAYIT FILED: 11-23-2011:04:03:50 PM skeiaro  RYAM JFOSTER
O* 394 387 PULASH] = CIRCUIT  Awaitting Approval COMPLAINT PETITION FILED TO JNITIATE CASE - FEE ASSESSED 11-23-2011:03:48:30 PM chietitaro  JOMN HOWARD
O === 306 GOCV-11-153 PLASHI - CRCUIT  Receiptlssued  COMPLAINTPETITION FILED TO IMITIATE CASE - FEE ASSESSED 11-23-2011:03:40:25 PM cketiaro  JOHN HOWARD
O #* s 3ES  BOCV-ll-164 PULASK] - CIRCUIT  Receipt oued COp Iz TIC8H FILED TO IMITIATE CASE - FEE ASSESSED 11-23-2011:03:34:27 FM ckeiaro  J0HN HOWARD
O = 384 PULASK] - CIRCUIT  On Hold COMPLAINT PETITION FILED TO IMITIATE CASE - FEE ASSESSED 11-23-2011:03:23:11 PM chetiaro  JOHN HOWARD
O 30 383 GOCY-11-161 PULASKD - CIRCUIT  Receiptkssued  COMPLAINT PETITION FILED TO INITIATE CASE - FEE ASSESSED 11-23-2011:03:08:32 PM sketiaro  JOHN HOWARD
O ==e 302 220V-1140  FALLENER - CIRCUIT Receiptlstusd O AINT PETITION E, TC INITIAT] - Fi 11-23-2011:02:51:43 PM raspari  JOHN HOWARD
O =& 3 FALLENER - CIRCUIT On Hold COMPLAINT FETITION FILED TO INITIATE CASE - FEE ASSESSED 11-23-2011.02;19:09 P raspari JoHN HOWARD
o == 377 2EV-11-39 FAULKNER - CIRCUIT Receipt kssued Cl AINTFETITION FILED TO JNITIATE CASE - FEE & 11-23-2011:02:07:10 P raspari 20N HOWARD
] 386 357  230V-11-38  FAULKNER - CIRCUIT Receipt kxsued 1 11-23-2011:01:56:53 PM raspari J0HN HOWRRD

2. The “Filings” entries can be used for monitoring and management. Click on the column label to
sort list by the selected column.
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Understanding the Filings Page
The following list provides a description of the features of each column.

Checkbox: Used in conjunction with the Details button or the Delete button. Not all users
will have the Delete button.

I (Red exclamation): This column is used for a variety of symbols indicating a special
situation. For instance, a red asterisk may appear and indicates an error.

Tracking ID: Not all submission go through the Filer Interface so the Tracking ID is assigned
in the Clerk Review Interface.

Filer ID: The ID given to the submission by the Filer Interface also referred to as the Filer
Tracking ID.

Case #: The case number assigned by Contexte. Click the case number to view the case
history. If there is no case number the submission is initiating a case.

Status: The latest status assigned to the filing.
Document(s): Click the document(s) link of an entry to display the Filing Details.

Official File Stamp: The date/time recorded when the submission was received by the Court
Review Interface.

Processed By: The user name of the person who approved the filing.
Filers Name: The name of the filer that submitted the filing.

Client #: This number is optional and is entered by filers and is used to identify their clients.

Understanding Filing Status Listed on the Filings Page
The following list identifies the statuses that the clerk will need to understand to respond to a filer’s

question if they call.

Package Pending - The submission is being prepared for clerk review but not yet sent.
Packaged - The submission is prepared and sent for clerk review.

Received - The submission has received a time stamp and will be placed in a queue for
further processing.

Payment Pending — An error occurred during the payment process and the filing may not
have been submitted to the clerk. Go to the “My Filings” page and click “Make Payment” to
reenter the payment information.

Awaiting Approval - The submission is in a queue for further processing by the Clerk.

18
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Filed - The Clerk has approved submission. No further action is required. Filers should look
at their case history or receipt of the submission to download signed documents and check
for notes from the Clerk.

Receipt Pending - An error occurred in communications.

Rejected - Submission was denied. See the note from the clerk for an explanation.
Filed-Presented to Judge — Accepted and routed to a Judicial Queue for a judge to review.
This means that even though the submission has been filed, the proposed document may
not have yet been reviewed, but it has been presented to a judge.

In Draft/Resubmitted - This submission was “Rejected,” and the filer used the old
submission to create a new submission. The status of this submission has no future value,
and the filer needs to look at the new submission status.

The following list identifies the states that the clerk can see in the Filings Reports that the filer does not

see.

Stored — Information about the filing is being prepared for clerk review but has not yet been
sent.

CMS Validation Requested — A technical state in which eFlex is communicating with
Contexte.

CMS Validated — A technical state indicating that eFlex has communicated with Contexte.
Notification Added — A technical state in which the eFlex system is identifying the
notifications to be sent prior to clerk review.

Notification Sent — A technical state in which the notifications have been added and sent.
PreQueues Updated — The eFlex system assesses whether or not the submission needs to
go to the PreQueue for further action and posts it there when appropriate.

PreQueue Approved — The clerk has taken action and the submission is leaving the
PreQueue.

Preprocessing Requested — A technical state.

Documents Converted — Retrieval of converted documents and replacement of original
documents has occurred.

Documents Signed — Application of signatures requested in the PreQueue occurs.
Approved - The submission is approved and leaving the Clerk Review queue.

CMS Revalidated — A technical state indicated that eFlex has communicated with Contexte.
CMS Committed - A technical state indicating the filing information has been saved in
Contexte.

Preprocessing Complete — A technical state in which stamping of documents occurs.

DMS Accepted — A technical state in which the documents are being stored in the document
management system.

Notification Updated — A technical state in which the case information is updated in eFlex
and identification of notifications to be sent after clerk review is complete.
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Notification Sent After Clerk Review — Notifications area created and sent to registered
case participants.

Queues Updated — A technical state in which queues are updated with any part of the filing
requiring additional action by court personnel.

Receipt Issued - The “Filed” state the filer sees actually has two states. This is the final state
of a submission if it was approved by the clerk.

Problem — A technical state in which the eFlex system is generating a rejection notice for a
filing the clerk has rejected due to a problem with the filing.

On Hold - An error condition has occurred that requires the eFlex system administrator to
resolve. The administrator may address the error and reset the filing to continue through
the flow. Occasionally, the administrator may reject the filing. If the administrator rejects a
filing after it has been committed to Contexte or the DMS, someone must clean up the CMS
and the DMS as well as the action queues pertaining to the filing.

If a submission reached an error condition, the filing goes On Hold. When this occurs an email is sent to

the administrator and the monitoring staff notifying them of the condition. Sometimes this error occurs

during communication with Contexte, and the administrator can simply reset the status to complete the

filing process. Resetting the status is an administrative task and is not done by the clerks.

If you look at the status of a submission, and there is no error condition but after an hour it has not

changed, contact the eFile administrator and provide the Tracking #.

Filtering Filings Viewed on Filings Page

Note: The checkbox to “Include Responses and Outgoing Notices” at the top of the page is not used by

Clerks. These entries in the “Filing Reports” area are automatic responses by the system and do not help

the clerk in locating a submission.

1.

Optional: Use the calendar icons to select a start and end date to limit the date range. If the
end date is left blank, the default is today's date.

Optional: Use the “Status” drop-down, the “Approved By” drop-down, and the “Filer Name”
drop-down to further limit the list of filings to be displayed. You may use these drop-downs
individually or in conjunction with each other and with the calendar icons.

Note: The “Filer Name” is the name of the eFlex user who submitted the filing.

3.

4.

Optional: You may also search for a case by tracking number, filer id, case number, or client
number by filling in the appropriate fields.

Click Go, and the “Filings” page will refresh to display cases that meet your search criteria.
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To View Details of a Selected Filing
From the “Filings” list, you can look at the details of what has happened with a particular filing.

1. Onthe “Filings” page, click in the checkbox to the left of the listing for the case you would like to
view.

Figure 16: Document Links to Filing Details

JUDICIARY

Hcamen Filings  CASEaDia  Accounts  System  Cowrt Confiquration My Profile  Logout
Home = Filing Report

Filings
Statues Report Criteria: L nchude Response aed Outgoing Notices
Tiings Detween: RZOU0T  ano 0102017 e[l [Verecessedop[d %]
Tracking 10: rling ;[ casen:| T coun[Ml ] Fiter Mame[A ] ctient [
0 ) e mch ]
Al Filings Between 02/01/2017 and 02/10/2017 - Number of Filings: 95
et Dotsde Demd Flings pre page: (50 v/
L1 Y Imchine I flina IR Caim® Kout s Cirmentls] v official Fils Rae Judes Frogesed by iler's Name hert #
1 = 753 GOCV-I7-40  PULASKI COUNTY CIRCUTT COURT Receipt Isnsed  AQC COVERSHEET CIVIL U2-10-2017:12:43:21 PM HON, MACKIE M, PIERCE - 17TH DIVISION 6TH CIRCUTT  GVLAMAR 1 Steven Bell
a1 52 BOCV-17-9  PULASKL COUNTY CIRCUIT COURT Recent sseed  ADC COVERSHEET GIVIL 021020171 LIUAT FM . HON, TIM FOX - §TH DIVESION PULASK] CIRCUIT COURT GVLAMAR 1 steven Bell
1 TS BOCY-1748  PULASKI COUNTY CIRCUIT COURT Receipt lssed  ADC COVERSHERT CIVIL O2-10-201712:12:50 M HOM, TIM FOX - 6T DIVIFION PULASK] CIRCUIT COURT CLSOWELL  Divid Edward Sianens 2
9 750 HOT SPRING COUNTY CIRCUIT COURT Arniting Apgrovel ADC COVERSHELT DOMESTIC REL D2-L0-2017:11:46:35 A Darvid Cdward Smmeas s
1 78 T4 HOT SPRING COUNTY CIRCUIT COUST wewiting Apgroval AQC COVERSHEET DOMESTIC BL 02-10-2007:11:45:27 M

Darvid Cdward Simmons 80

2. Click the Details button, and the “Filing Details” for the selected case will appear.

Note: If multiple documents were filed, only the first one will display on the on the “Filings Report”. To
view the additional documents, you will need to view the “Filing Details”.

Figure 17: Filing Details

Home Filings CASEaDia  Accounts My Profile  Logout

user: ALISHA WINKLER

Filing Report 2 Filing Details

Filing

Description:  UNLAWFUL DETAINER

Status: Receipt Issued
Tracking ®  Fler 1D Casaw Came Tle Cour Locaton Sunus Updaned Fiar's Name Cherc @ Approved By
664 4B 60CV-11-250 WEST WOOD APARTMENTS PHASE IV SHYMETHIA WALKER CIRCUIT  05-17-2011:12:13:14 PM CHRIS PIAZZA AKWINKLER.
Fing
Description UNLAWFUL DETAINER
Filer: CHRIS PIAZZA
Payment Method: None Specified
Returmn addresses: Email: LARS.HULTQVIST@ARKANSAS. GOV
Filing: http:/ train.eflex aoc.arkansas. gov/runit
Filing Package: Dovmigad Filing Package
Crescrigoon Diocument Orgnal Diocument
ORDER TO BE ENTERED 563 708 MOTION.pdf MOTION, pdf
Form Eomm.ml Eomm.ml
Response
Description: Receipt
Filer: System Administrator
Return addr = Email:
Filing: http://train.eflex. aoc.arkansas. gov/runit
Recelpt Package: Download Receipt Package
Dascrigon Document
Main Docurment receipt.hitm|
Form form.ml

The “Filing Package” and the “Receipt Package” are both listed on the “Filing Details” page. The “Filing
Package” contains documents that were submitted by the filer. The “Receipt Package” contains any

documents that have been altered by the court, such as by a stamp or an added signature, and
documents that will be sent back to the filer.
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In the “Filer Package,” to view an original document submitted by the filer without alterations
completed by the court, click the document link under the “Original Document” column. This
causes a dialog box to appear.

Decide if you want to open the file or save the file to your local computer, select the appropriate
radio button, and click OK. The document will appear as you have instructed.

To view the original document in its current state, including any modifications made by the
court, click the document link under the “Document” column on the “Filer Package” portion of
the page. Modifications made by the court could include items such as stamps, signature pages,
or conversions from Word format to PDF format. Clicking the document link causes a dialog box
to appear.

Decide if you want to open the file or save the file to your local computer, select the appropriate
radio button, and click OK. The document will appear as you have instructed.

To view documents that have been sent back to the filer, click on the document link under the
“Document” column in the “Receipt Package” portion of the page. Documents in this column
can include original documents that are being sent to the filer and receipts indicating receipt of
a submission. If the submission had fees associated with it, the payment of those fees is noted
on the receipt. Clicking the document link causes a dialog box to appear, or, in the case of the
receipt, cause another page or tab to open on your internet browser.

Figure 18: Viewing a Receipt Document from the Filing Details Page

€3 Clerk ECF *  £3 Receipt x

Confirmation of Receipt

The following nformation confirms acceptance of your filing by The Arkansas Judiciary

Case Information

Case Caption DENTON VS DERMOT
Case Number 60CV-11-366
Case Type INSURANCE
Tudge HON. WENDELL GRIFFEN - 5TH DIVISION 6TH CIRCUIT
Court Name The Arkansas Judiciary
PULASKI
Court Location CIRCUIT
Filing Information
Filer Charles Grundy
Official File Stamp 03-25-2011:04:56:53 PM
Filer Interface Id 549
Clerk Interface Id 737
Payment Information
Court Receipt No. 60CI
Payment Method
Total Charges $0.00
Documents
737_839_Taylor Tools Answer pdf ORDER MEDIATION

Note: Although the court altering a document can cause the altered document to appear in both the

“Filer Package” in the “Document” column and in the “Receipt Package” in the “Document” column,

not all documents appearing in the “Filer Package” will appear in the “Receipt Package.” It is

recommended that the user look at both lists.
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8. Decide if you want to open the file or save the file to your local computer, select the appropriate
radio button, and click OK. The document will appear as you have instructed.

9. To return to the “Filings” page, click the “Filing Report” link in the breadcrumb trail at the upper
left of the page, or to go to another location on the eFlex website, use the menu bar at the top
of the page to navigate.

Note: Clicking on the “Download Filing Package,” the “Download Receipt Package,” or the “Form” links
causes computer code to appear. These links are included for the system administrator or system
developers for troubleshooting purposes and should not be activated by clerks.

Assigning Filings to a User for Approval

Any time a user is assigning a filing to another user or taking action to approve or reject a filing, that
user is working in the “Clerk Review Queue.” The majority of a clerk’s work is done in the Clerk Review
Queue. For an understanding of queues, refer to the “Working with Queues” section of this document.

Lead Clerks can assign filings to other clerks.
1. Click the Assign Filings button on the Home Page, or select Filings > Assign Filings to a User for

Approval from the main menu to display the “Assign Filings to a User for Approval” page.

Figure 19: Assign a Filing to a Clerk

Home Filings ~ CASEaDia Accounts  System  Court Configuration My Profile  Logout user: System Administrator

Azsgn Filings

Assign Filings to a User for Approval
Assign an Individual to Approve Fillngs

Assign Selected Filings To: | Mote:

smen |

Refresh Show me filings assigned to; | Everyone w
[0 Tskings CaeeTipe [T Cage Tithe ¥ Oficial File Stamp Document Asgiorad To dudge: Conr

m] 1415 REOFEN CRIMINAL 23CE-11-80 TESTING QUEUES 09-14-2011:12:52:08 FM E AFFIDAVIT FOR CRIMINAL SUMMONS System Administrator 20TH CIRCUIT DIVISION 3 FAULKNER. - CIRCUIT

2. Onthe right side of the page just above the list of filings, use the drop-down menu on the “Show
me filings assigned to:” option to filter the number of submissions displayed on this page.

Note: You can display all submissions (Everyone), unassigned submissions (No one), or submissions
currently assigned to a specific user.
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Flgure 20: Filtering Filing Assignments with the Drop-Down Menu

Filngs CASEales  Accounts System  Court Configuration My Profile Logaut user: Sysbem Admirsirasor

Agsign Flings
Assign Filings to a User for Approval

Assign an Individual to Approve Filings

Assign Selected Filings To: = Note:

s |

Refresh
O ) Tmckng & Case Type Lage bumber Cage Title v Oficial F L1l Doqumens Aggigrad To IIoor-:e
a0 1415 REOPEM CRIMIMAL 23CR-11-80 TESTING QUEUES 09-14-2011:12:52:08 FM @ AFFIDAVIT FOR CRIMINAL SUMMONS System Adminstrator 20TH CIRCUACS CLERK
Alex TheClerk
Amanda LEAD CLERK Armtrong
Barbi Venable
Erian Clerk Lindsey
Brian LesdClerk Lindsey
Gloria Thempson
JASON SMITH
Kirlyy Miraglia
3 LARS HULTQVIST
mant Group. Ing All ighty aarved.  Tigarg cor bermy of o) O REVEEW
RAJESH ASPARI
S'chin Spock
STEVE SIFES
Stephen Clerk Cehen
TOM BARNES
Van Lamar

Show me filings assigned to: Everyane b

© 2001-11 Tyes

3. Click Refresh and a new list fitting your search parameters will appear.

4. Optional: Click on the column heading links to sort the list of filings by that column type.

5. Click in the checkbox to the left of the filing you wish to assign or re-assign. Multiple filings may
be selected at the same time.

6. Use the “Assign Selected Filings To:” drop-down menu located at the top left of the page to
select a person to assign the filing(s) to.

Note: At the bottom of the drop-down list is “Not Assigned.” Selecting “Not Assigned” will remove the
assignment on a selected submission previously assigned to a clerk.

Figure 21: Selecting an Individual for a Filing Assignment

Home Filings CASEaDis Accounts  System  Court Configuration My Profile  Logout ser: Syshem Admingtrator
Aszign Filings
Assign Filings to a User for Approval
Assign an Individual to Approve Filings
Assign Selected Filings To: w| Mote:
Ry it a2
4 ACS CLERK
Alex TheClerk
Amanda LEAD CLERK Armstrong
Earbi Venable -
Refiesh Brian Clerk Lindsey Show e filings assigned to: | Everyone b |
[ i) measkine= | Casaiing Brian LeadClerk Lindszy ¥ Dfficial File Stam Rament asred Te Nsios court
Gloria Thompson
O 1215 REQFEN CRIN JASON SMITH 5 09-14-2011:12:52:08 PM E AFFIDAVIT FOR CRIMINAL SUMMONHS System Administrator 20TH CIRCUTT DIVISION 3 FAULKNER - CIRCUIT
Kirby Miraglis
LARS MULTOQVIST
HO REVEEW
RAJESH ASFARI
5'chin Spock
STEVE SIPES
Stephen Clerk Cahen
| TOM BARMES L
Van Lamar
Wt A Iybers Development Group, Inc. | contact us
-Miat Agsagned- 5 nt Grgug, ine. Al ighas rassrvwd.  Tybars com termy ol

7. Click Assign to save your changes and refresh the “Assign Filings to a User for Approval” page.
8. Optional: Any information recorded in the “Note to Clerk” box will appear to the clerk.
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9. Optional: Clicking on the “Tracking #” link causes the “Approve Filing” page for the selected

filing to appear.

10. Optional: Clicking on the “Case Number” link displays the “Case History” for the selected case in

a new browser window.

11. To navigate to another location on the eFlex system, use the menu bar at the top of the page.

Approve Filings

Any time a user is assigning a filing to another user or taking action to approve or reject a filing, that
user is working in the “Clerk Review Queue.” The majority of a clerk’s work is done in the Clerk Review
Queue. For an understanding of queues, refer to the “Working with Queues” section of this document.

Understanding Filings Awaiting Approval

1. Click Approve Filings on the home page or select Filings > Approve Filings from the menu. This

will display the “Filings Awaiting Approval” page.

Figure 22: Filings Awaiting Approval

Home Filings: CASEalia  Accounts  System  CourtConfiguration My Profile  Logout

Approve Filings
Filings Awaiting Approval

Filings Mweaiting Approval

Rieview and Approve Fiing Detnis

[ Tainas|  cmeTuee Cane Humber Cage Title ¥ Official File Stam, Desuamerst

|| 1415

uger: Sysiem Adminstator

Show me filings assigned to: | Everyone b

Judae Court

REQFEN CRIMINAL Z3ICR-11-80 TESTING QUEUES 09-14-2011:12:52:08 FM & AFFIDAVIT FOR CRIMMAL SUMMONS System Administrator 20TH CIRCUIT DIVISION 3 FAULKMER. - CIRCUIT

2. On the right side of the page just above the list of filings, use the drop-down menu on the “Show
me filings assigned to:” option to filter the number of submissions displayed on this page.

Note: You can display all submissions (Everyone), unassigned submissions (No one), or submissions

currently assigned to a specific user.

Figure 23: Filtering the Filings Awaiting Approval

Home fiings  CASfaDia Accowsnts System  Court Configuration My Profile  Logout

Apprave Filings
Filings Awaiting Approval

Filings Awaiting Approval

Résvitin i Apprerve Fiing Detads
Refrash

O Imdims  CmeTios Chp Murber Case Title  Oificial File Stamp Dogusent
0 1415  FEOPEN CRIMINAL 23CR-11

enline hilp | about Tybera Develepment Group, InG | contact us
001:11 Tynarm Davabsamant Graup, I Jgren 20

2 Allrights rasatves. TuSqarp ooen lgsng of il

Show me filings assigned to: | Everyone w

Evin
hllo one

B0 TESTMG QUEUES 09-14-2011:12:52:08 FM B AFFIDAVIT FOR CRIMINAL SUMMONS System Administrater 20TH CIROU ACS CLERK

Alex Thellark

Amands LEAD CLERK Armstrong
Barbi Venable

Brian Clerk Lindsey

Brian LeadClerk Lindsay

Gloria Thompsen

145 ITH

PART
S'chn Spock
STEVE SIFES
Stephen Clerk Cohen
TOM BARNES

Van Larmar
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3. Optional: The list of filings displayed can be sorted by using the column heading links. The

following provides a description of the features of each column.

o | Red exclamation: This column is used for a variety of symbols indicating a special situation.
For instance, a red asterisk may appear and indicates an error.

e Tracking #: This is a tracking number assigned to the submission by the Filer Interface.
Clicking on this link will take you to the Review page to approve the submission.

e (Case Type: The type of case being submitted.

e Case Number: This is the case number assigned by Contexte that links to the case history.

e Case Title: This Case Description from Contexte.

o Official File Stamp: The date and time the submission reached the court server, which is not
to be confused with the approved time and date.

e Document: Clicking on the plus sign will show links to documents in this filing.

e Assigned To: The assigned clerk if there is one.

e Judge: The judge assigned to the case.

e Court: The court to which the filing has been submitted.

Figure 24: Links to Case Documents from Filings Awaiting Approval Page

Home Filings CASEabia  Mccounts  Systemn  Court Configuration My Profile  Logout usEr System Adminstrator

Approwe Filings

Filings Awaiting Approval

Filings Awaiting Approval
Review and Approve B 'G_I ﬁl
s s o chaiading)
Refresh Showe me filings assigned to: | Everyone b
O Icng =~ CaseTvoe gt Huber Cose i  official File Stamp Rogument Asponed To b Court
1415 REOPEN CRIMENAL 23CR-11-80 TESTING QUEUES 09-14-2011:12:52:08 PM [+ AFFIDAVIT FOR CRIMMIMAL SUMMONS System Administrator 20TH CIRCUIT DIVISION 3 FAULKNER - CIRCUIT

Note: The system does not automatically update the screen when new filings are assigned to you.
To see the most recent list, click Refresh.

4. Select the case with which you wish to work by clicking in the checkbox to the left, and clicking
the Details button located at the top or bottom of the “Filings Awaiting Approval” page. This will
direct you to the “Filing Details” for the selected case.
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Figure 25: Filing Details

Home Filings CASEaDia Accounts  System  Court Configuration My Profile  Logout uger: System Administrator

Approve Filings 2 Filing Details
Filing

Description: REOPEN CRIMINAL

Status: Awaiting Approval

Tracking 1D Filing 1D Caga # Casa Tite Court Status Updated Filer's Name Client #

1415 1007  23CR-11-80 TESTING QUELES FAULKMER - CIRCUIT 09-14-2011:12:59:49 PM Charles Grundy

Filng

Description: REQPEN CRIMINAL

Fiber: Charles Grundy

Payment Method: None Specified

Return addresses: Email: kward@tybera.com

Filing: http://train.eflex.aoc.arkansas.gov/runit
Filing Package: wenload Filing Pack
Daseriptien Dotumsant Criginal Deoument

AFFIDAVIT FOR CRIMINAL SUMMONS Test Document. pdf Test Document.pdf
Form Eorm.xm Form.xml
Wiew Validation Request Modify Validation Request |
Wigw CM snonse 0a

5. After viewing the filing details for the selected case as described in the section “To View Details
of a Selected Filing,” click the “Approve Filing” link in the breadcrumb trail at the upper left of
the page to return to the “Filings Awaiting Approval” page.

Figure 26: Filings Awaiting Approval Additional Options

Home Filings: CASEalia  Accounts  System  CourtConfiguration My Profile  Logout usar: Sysiem AdminsTator

Approve Filings
Filings Awaiting Approval

Filings Mweaiting Approval

Fisview and Approve Fiing Detnis

Ratiesh | Show me filings assigned to: | Everyone -
[ o s Case Typs Coae Mmber Cape itk ¥ Official File Stamp Daonmaest Aggoned To Judae Court

O 13 REQFEN CRIMINAL ZICR-11-80 TESTING QUEUES 09-14-2011:12:52:08 FM & AFFIDAVIT FOR CRIMMAL SUMMONHS System Administrator 20TH CIRCUIT DIVISION 3 FAULKMER. - CIRCUIT

6. On the “Filings Awaiting Approval” page, select the case with which you wish to work by clicking
in the checkbox to the left and clicking the Review and Approve Filing button. This will direct
you to the “Approve Filing” page for the selected case. Alternately, click an entry under the
“Tracking #” column to display the “Approve Filing” page.

7. Click the link in the “Case Number” column to launch a separate tab or window to display the
case history.
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Figure 27: Case History

60CV-11-150 : TRANSFER

=] g

Plaintiff JOE KING
€ase  qhev11-150 Defend.
Number ant
11TH WEST CIRCUIT DIVISION 3 - Division
T
i i
Sy Amt. of Claim $1000.00
Status OFEN
Jury/Non Jury Non Jury
[l Show/Hide Participants
Plaintiff[s] Counsel of Record
JOE KING RYAN J FOSTER
100 HARRODSBURG RD
SUITE 10
BLOCK C

LEXINGTON, KY 40504

File Date Case History
11-22-2011 COMPLAINT FETITION FILED $140

= Filed by : Court
11-22-2011 SUMMONS - PLAATT SERVICE
Filed by: Court

COMPLAINT PETITION FILED
Filed by: R¥AM 1 FOSTER
COMPLAINT /FETITION FILED

Understanding the Approve Filing Page
1. Click Approve Filings on the home page or select Filings > Approve Filings from the menu. This
will display the “Filings Awaiting Approval” page.
Figure 28: Filings Awaiting Approval Page

Home Filings  CASEaDia Accoumts  System  CourtConfiguration My Profile  Logout user: System Adminsrator

Approve Filings

Filings Awaiting Approval

Filings Awaiting Approval

S and Approve Bling Detals
Refresh Shows me filings assigned to: | Everyons b
[0 | Teackino w Case Tyo Case Fumber Cage Title ¥ Dficia| File Stamp Doournerd Agpgned To hoe Court

O 1415 REQPEN CRIMINAL 23CR-11-80 TESTING QUEUES 09-14-2011:12:52:08 FM & AFFIDAVIT FOR CRIMIMAL SUMMONS System Administrator 20TH CIRCUIT DIVISION 3 FAULKMER. - CIRCUIT

2. Click an entry under the “Tracking #” column to displays the “Approve Filing” page. Alternately,
select the checkbox to the left of the entry you wish to work with, and click the Review and
Approve Filing button.

28

Copyright — Tybera Development Group, Inc. — Arkansas — April 2017



Clerk Review User’s Guide — 29

Figure 29: Approve Filing
Approve Filings =» Approve Filing
Approve Filing
Note From Filer: None
Note from Court: None
Note History None
Filer: William Sampson  Organization: SOLO PRACTITIONERS

Case Type: OTHER-CIVIL CONTRACTS

Tracking ID Case No. Case Title Court Case Type Judge Filed Date
1104  New Case | PuLaSKT COUNTY CRCUTT COURT [OTHER-CIVIL CONTRACTS v [11-06-2015:12:49:11 PM |
Content Type Security Sealed View  Size Document Type Additional Docket Text Fees Edit Data
Form Data Case Data collected from filer E
[ ~|[“oefaut - v| [0 B 0.01MB Ef aocy : AoC covERSHEET cviL [Monson vs Taylor |
[ ~|[~ Defautt — ~| [1 B 003 MB [ ccos$ : COMPLAINT/PETITION FILED WITH FEE $165 [Breach of Contract Monson Vs. Taylor |[165 |
[ V[-pefaut -~ [1 B Ef ss50 : suMMONS 1SSUED [3im Taylor #1 | B
[ V[-pefaut -~ [1 B Ef ss50 : sUMMONS 1SSUED [3im Taylor #2 | B
[ V][ Defaul — V] 1 B 0.01MB E Frzos : extiarrs [Exhibit 23 - Cancelled Check |
Add Code ) |SS : **Select From Drop Down List V‘ | |

Delete Docket Code Additional Docket Text Fee

Judge Assignment

® Random O Transfer/Assign O Recuse Division|:|
Validate Filing

Total Fees: 165
Payment Method : Payment Authorized ($165.00) - Autherization Code: 20151106124707286

Waive/Defer Fees |--DO NOT WAIVE/DEFER FEES - v|

Send To Queues: (optional) Update {Changing Document Type codes may change gueus routing)

Post Submission to: for review on: Assign tu:‘ v add )

Delete Queue For Review On Assign To Origination

Action: O Approve O Reject O Reassign To: v
Note: Add Standard Text: Select: ‘Se\ect Predefined Clerk Note hd
Back | Approve/Reject/Reassign |

user's manual | CASEaDia manual | documentation | terms of use | pavment poliey | support | about Tybera Development Group, Inc.

®2001-15 Tybers Development Group, Inc. All rights reserved.

The “Approve Filing” screen has several sections.

Note History: The note history includes any note the filer may have included as well as any note
from a clerk who reassigned the filing and included a note.

The second section includes case identification information such as the filer’s name and the case type.
Further information is listed under the following column headings:

Tracking #: This is a tracking number assigned to the submission by the Filer Interface. It is
mainly used when researching submissions.

Case No.: For new cases, the case number will be assigned by Contexte.

Case Caption: This is the Case Description as it will appear in Contexte.

Court: The court to which the filing is being submitted.

Case Type: The type of case being submitted.
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Judge: A listing only displays if a judge is assigned. Filings made to an existing case will display
the assigned judge.

Filed Date: The date and time the submission reached the court server, not to be confused with
the approved time and date. The calendar textbox and calendar icon allow clerks to back-date
the filings in cases where this action is appropriate.

The third section provides information about the submission. This section includes the following column
headers:

Content Type: The clerk must select the appropriate content type for each document in the
filing using the drop-down list.

Security: The security levels were preconfigured by the system administrator when the eFiling
system was established. Most documents will reflect a “Default” status and will be the default
value of the content type in Contexte. If a filer has requested the document to be “Sealed” the
security level will display a “5.” Clerks may use the drop-down list to manually set or change the
security level where appropriate. The security level of a document or a case determines what
user roles have rights to view the filing information on the eFiling interface or on the Court
Review interface.

Sealed: The clerk may click the checkbox to indicate a docket is sealed when appropriate. This
action limits the ability of a user to view the document in the eFiling interface or the Court
Review interface dependent on the role of the user. In Contexte only users with Sealed Docket
security will be able to view the docket entry.

View: Clicking on each icon downloads the associated document for review and printing.

Size: Lists the file size of the documents upload by the filer.

Note: In the “View” column, an icon next to a listing of “Form Data” is computer code used by the
system administrator or the system developers for troubleshooting purposes. Do not click on a view icon
next to a “Form Data” listing.

Document Type: Identifies the document filed corresponding to the Contexte docket code.
Additional Docket Text: An optional brief description of the document the filer may have
entered. This information is stored in Docket Text in Contexte.

Fees: Court fees associated with the document filed. The figure does not include the electronic
filing fee the filer pays when making a payment through the online payment gateway. The
textbox allows the clerk to enter a fee adjustment if appropriate.

Edit Data: Clicking on these icons displays the various forms the filer used to enter the
coversheet data or data specific to the document submitted. For case initiation, the edit data
icon allows you to view the parties that the filer added or modified for the submission. An edit
icon will allow the clerk to add to or modify information when appropriate.
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Note: Clicking the “View” icon to the left of a “Case Data” listing causes computer code to be displayed.
Clicking the “Edit Data” icon to the right of a “Case Data” listing causes the “Case Initiation” page to
display where the clerk can view, add, or delete case participants.

Additional Docket Code: In order to complete an action in this section, the clerk must both
select the additional code from the drop-down list and click the Add Code button, causing the
additional code to display immediately below this option. For new cases, the correct Manner of
Filing Code should be entered here.

Judge Assignment: The default radio button is “Random.” When this button is selected, the
eFlex system queries Contexte, which assigns a judge to the filing based on Contexte judge
assignment rules. The “Transfer” radio button will cause the case to be assigned to the court
division entered in the “Division” textbox. The “Recuse” button will cause the case to recuse the
judge if Contexte assigns the case to the court division entered in the “Division” textbox. Follow
up filings will display a Recusal checkbox. When the “Recuse” checkbox is selected by the clerk,
the CMS will reassign the case to another judge based on Contexte judge assignment rules.

Validate Filing: Clicking this button causes eFlex to communicate with the Contexte to verify the
information associated with the filing. If there is information on the eFlex “Approve Filing” page
that does not correlate to information in Contexte, an error message will be returned and will
display at the top of the page. This button works as a pre-check before final action is taken on
the filing.

The next section of the “Approve Filing” page is for processing fees:

Total Charge: The court fees calculated by Contexte. Arkansas uses the $ docket codes in
conjunction with the CTRFEES rule form to assess fees from a docket entry. If the clerk has
manually overridden the Contexte fees, the amount entered by the clerk will display here. This
amount does not include the electronic filing fee assessed by the online payment gateway.
Payment Method: This displays the payment amount authorized and authorization code issued
from the payment portal.

Waiver: If the filer selected a waiver this will displayed and no value will be included in the
Payment Method. The drop-down allows the clerk to override the filer’s selection if appropriate.

The fifth section of the “Approve Filing” page is “Send to Queues.” This section enables the clerk to
route the filing.

If the document type was edited during Clerk Review, clicking the Update button will update the
gueues the filing is automatically routed to.

The clerk can manually route a submission to a queue, use the drop down list to select the
appropriate queue.

The clerk must click the Add button in order to save the queue selections entered.
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Note: If the clerk routes a submission to a PreQueue, the action buttons at the bottom of the page
will change.

The final section of the “Approve Filing” page, titled Action, includes the following radio button options:

Approve: Selecting “Approve” will set the information in the filing to be recorded in Contexte,
and store the electronic documents. The filing status returned to the filer will be “Filed.”
Reject: Selecting “Reject” will notify the filer that the documents will NOT be recorded in
Context and the electronic documents will not be stored. The filing status returned to the filer
will be “Rejected.”

Reassign To: Selecting this option will set the information in the filing to be posted to another
clerk’s list of “Filings Awaiting Approval.” Choose from the drop-down menu who the filing
should be reassigned to.

Add Standard Text: Select: This pull-down option is a list of pre-defined notes from the clerk.
Please contact the AOC if additional pre-defined notes are desired. Selecting this option will
automatically paste a message into the Note text field.

Note: This is a text field where you can edit a pre-defined note or add your own note. You
should always enter a note to the filer if you deny the submission. Additionally, you could
include a note if you are reassigning the filing to another clerk to review and you need to explain
why you are making the reassignment.

Approve/Reject/Reassign: This dynamic button changes depending on your action selection.
Clicking it will complete the actions you have selected on this page and either submit the
information to Contexte, return a status of “Rejected,” or reassign the submission to another
clerk.

Steps to Approve, Reject, or Reassign a Filing
1. Clicking Approve Filings on the home page or selecting Filings > Approve Filings from the menu
bar at the top of any page displays “Filings Awaiting Approval” page.

Figure 30: Filings Awaiting Approval
Home Filings CASaDia Accoumts  System  Cowrt Configuration My Profile  Logout user: System AdminsTator

Approve Filings

Filings Awaiting Approval

Filings Awaiting Approval
Bieview and Approve Filng Detnis
Refresh Shows me filings assigned to: | Everyone b
O mxeas Case Tvoh Coa Furbes Cage Tithe: ¥ Dfficia| Fille Sthmp Dosngrd Agbgnad To Bdos Court
O 1415 REOFEM CRIMINAL Z3TE-11-80 TESTING QUEUES 09-14-2011:12:52:08 FM E AFFIDAVIT FOR CRIMMAL SUMMONS System Administrator 20TH CIRCUIT DIVISEON 3 FAULKHER. - CIRCUIT

2. Limit the number of filings displayed by using the drop-down menu at the upper right as a filter.
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Flgure 31: Drop-down to Filter Filings Listed on Filings Awaiting Approval

Filimgs. CASEaDis Accounts  System  Court Configurstion My Profile  Logout

uger: System Adminstrator

Approve Filings
Filings Awaiting Approval

Filings Awaiting Approval

Reeview and Approve Filng Detnis

R.e"esr!!
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Shawe me filings assigned ta: | Everyane
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0 s REOFEN CRIMINAL 23CE-11-B) TESTING QUEUES 00-14-2011:12:52:08 PM E AFFIDAVIT FOR CRIMINAL SUMMONS System Administrator 20TH CIRCUACS CLERK

enline help aboutnhcrarrfuflcnmtntcroun.ln. ontact us
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3. Select the filing with which you want to work by clicking on the link in the “Tracking #” column

Alex ThaClerk

Amanda LEAD CLERK Arrnstrong
Barbi Venabile

Brian Clerk Lindsey
Brian LeadClerk Uindsey
Gloria Thompson
JAS0M SMITH

Kirby Miraglka

LARS HULTQVIST

NO REVIEW

RAJESH ASFART

S'chn Spack

STEVE SIFES

Stephen Clerk Cohen
TOM EARNES

Van Lamar

or by selecting the checkbox to the left of the listing and clicking the Review and Approve

button. This causes the “Approve Filing” Page to appear.

Note: As a Lead Clerk, when you select an entry to view, the submission is automatically assigned to you

if it is not yet assigned. If it is assigned to another person, you will see both a dialog box with a warning

that the filing is assigned to another user. On the “Approve Filing” page, you will be warned that [USER]

is currently assigned to approve this filing. Concurrent editing or approving of this filing may result in

bad data being passed to Contexte.
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Figure 32: Approve Filing
Approve Filings =» Approve Filing
Approve Filing

Note From Filer: None
Note from Court: None
Note History None
Filer: William Sampson  Organization: SOLO PRACTITIONERS

Case Type: OTHER-CIVIL CONTRACTS

Tracking ID Case No. Case Title Court Case Type Judge Filed Date
1104  New Case | PuLaSKT COUNTY CRCUTT COURT [OTHER-CIVIL CONTRACTS v [11-06-2015:12:49:11 PM |
Content Type Security Sealed View  Size Document Type Additional Docket Text Fees Edit Data
Form Data Case Data collected from filer E
[ ~|[“oefaut - v| [0 B 0.01MB Ef aocy : AoC covERSHEET cviL [Monson vs Taylor |
[ ~|[~ Defautt — ~| [1 B 003 MB [ ccos$ : COMPLAINT/PETITION FILED WITH FEE $165 [Breach of Contract Monson Vs. Taylor |[165 |
[ V[-pefaut -~ [1 B Ef ss50 : suMMONS 1SSUED [3im Taylor #1 | B
[ V[-pefaut -~ [1 B Ef ss50 : sUMMONS 1SSUED [3im Taylor #2 B
[ V][ Defaul — V] 1 B 0.01MB E Frzos : extiarrs [Exhibit 23 - Cancelled Check |
Add Code ] |$S : **Select From Drop Down List V‘ | |

Delete Docket Code Additional Docket Text Fee

Judge Assignment
® Random O Transfer/Assign O Recuse Division|:|
Valicate Fling
Total Fees: 165

Payment Method : Payment Authorized ($165.00) - Autherization Code: 20151106124707286

Waive/Defer Fees |--DO NOT WAIVE/DEFER FEES — |

Send To Queues: (optional) Update {Changing Document Type codes may change gueus routing)

Post Submission to: for review on: Assign tu:‘ v add )

Delete Queue For Review On Assign To Origination

Action: O Approve Reject O Reassign To: ™

Note: Add Standard Text: Select: ‘Se\e:t Predefined Clerk Note hd

Back | Approve/Reject/Reassign |

user's manual | CASEaDia manual | documentation | terms of use | pavment poliey | support | about Tybera Development Group, Inc.
® 2001-15 Tybera Development Group, Inc. All rights reserved.

Approve Filing: Reviewing Documents Associated with Submission
4. On the listing for “Case Data collected from filer,” click on the icon in the “Edit Data” column to

the far right. A “Case Initiation” page will appear.
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Figure 33: Case Initiation Information
Home Filings CASEaDia Accounts System  Court Configuration My Profile Logout wser: System Administrator

Approve Filings % Approve Filing % Case Initiation

Case Initiation: CV-DAMAGE TO PERSONAL PROPERTY

Client #

Claim Amount 1,000,000

Jury Option @ non-jury | jury
Add Case Participants Add My Parties Add Other Parties
Remove Participant Name Role Attorney(s) for Party
X &, [ ALEX ROGERS PLAINTIFF ROGERS
x & [ JOHH HOPKINS DEFENDANT

_Back | SavetoDraft | mext |

5. Click on a case participant to review and edit party information that will be recorded in
Contexte.

Figure 33a: Edit Party
Edit Party: ANCILLARY ADMINISTRATION

Defendant Contexte Party Match Results =
_ _ Select Rank Contexte ID Hame 55N DOB Addrass Altas

Company [ Person & 100 995595955 DOGGY BARKER 123 HOWLING MOON RD
Party Type: DEFENMDANT - ZECUE L
Contexte ID: Verify Add an Attorney for this Party
First Hame: ¥ DG Last Hame:
Middle Name: Bar #:
Last Hame: * Add
{or Business Name) BARKER J
Hame Suffix: Ea Lo UeTEy (e
{Ir, Sr, .)
Em:  (e.g.: 12-3456789)

Add Additional Aliases [AKA)
S5M:

First Name:
DOB: mm-dd-yyyy

Middle Name:
Phone #: (000} 0D0-00D0

Last Hame: *
Confidential Address: ] (or Business Hame)
Address Line 1: M
Address Line 2: Frsthems [Lsthames Tipe [psa=
Address Line 3:
City:
State: Arkansas -
Zip [ Postal Code:
-
6. Clicking the Verify button next to Contexte ID will query Contexte for matching persons.

Matching results will appear in the “Contexte Party Match” box.
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7. Select the matching party to use the existing Contexte person instead of creating a new person
record.

8. Review the information listed on the “Case Initiation” page and make changes as needed.

9. Click Next to save your changes and return to the “Approve Filing” page.

10. For filings with a “SS50- Summons Issued”, click on the icon in the “Edit Data” column to the far
right. An “Instruction for Service” page will appear.

Figure 34: Edit Data on “Summons Issued” Document Type
Select the Party and Address to be Served

For P"T;:?:"t Address Current Role Attorney(s) for Party
(@ GEORGE JONES 750 Broadway Ave DEFENDANT
Little Rock, AR
72111
(O MARY MILLER 25 Main Street PLAINTIFF
Little Rock, AR
72222
Non-Party Addressee or Other Addressee
Q Party GEORGE JONES v
Non-Party Name:
Mailing Name:
Address Line 1: *
Address Line 2:
Address Line 3:
City: *
State: * V|
Country: United States W

Zip / Postal Code: *| |

Service Notices

[V Intention to Issue Order of Delivery

[ Intention to Issue Writ of Possession (Forcible Entry and Detainer)

[ Intention to Issue Writ of Possession (Unlawful Detainer)

[ Right to Consent to Disposition of Case by a State District Court Judge

11. Verify that the appropriate Party and Service Notices are selected by the filer. (Courts that are a
State District Court the Clerk should be sure this notice is selected) Click Next to continue
approving documents.

10. For each listing under the “Document Type” column, click the corresponding icon in the “View”
column to the left of the listing. Clicking the document link causes a dialog box to appear.
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Figure 35: View Icon Dialog Box for Docket Listing

Toiiomg & fime B G T o g
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Mt W P b |,
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11. Decide if you want to open the file or save the file to your local computer, select the appropriate
radio button, and click OK. The document will appear as you have instructed.

Approve Filing: Modifying Docket Codes

12. As you are viewing each docket, determine whether the docket code the filer entered is correct.

13. If the docket code needs to be changed, click the “Edit Document Type” icon under the
Document type column. Enter the search criteria and click Search. If you type, for example,
“Motion,” this will display all codes that have that have the word “Motion” in the description.
You can also search for the specific docket code if that is known. Click to highlight the new
docket code and select Save.

14. Click on any Edit Data icon for each document to review the data entered by the filer. Many
documents will not have an icon displayed for that entry. This means no additional data was
requested by the eFiling system.

Approve Filing: Adding Additional Docket Codes
15. Once you have reviewed each document and set the proper information, add codes that may be
required for any of the documents by selecting the code from the dropdown. “Manner of Filing”
codes are entered here for new cases and reopened cases. Click Add Code to save the additional
code.

Note: A docket endingin S may result in fees being added to the case.

16. You may enter docket text in the text box to the right of the docket entry.

17. Click the Add button. The page refreshes and the additional information appears under the
headings “Docket Code” and “Additional Text” beneath the Add button.

18. Continue to add additional docket codes following the same procedure.

19. Optional: To delete a docket code, click the red “X” in the delete column to the left of the code
listing.

20. After entering the codes, click Validate Filing to validate your entries with the CMS.

21. Review the fee information and make any changes necessary using the “Waive/Defer Fees”
drop-down menu. When appropriate, fee amounts may be modified using the textbox under the
“Fees” column above.
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Approve Filing: Queue Routing Override

Note: All submissions have been pre-configured to be routed to particular queues. The routing may be
determined by the type of submission or the judge to whom the submission is assigned. The “Send To
Queues” option is a system override feature that may be used by the clerk. For a better understanding
of queues, see the “Working with Queues” section below.

22. Determine if there is a need to override the automatic queue routing associated with this
submission. If so, click the appropriate radio button under the “Send To Queues” heading.

Figure 36: Manually Route a Submission to a Queue

Send To Queues: (optional) Update (Changing Document Type codes may change queue routing)

Post Submission to: WRITS t} for review on: Assign to: - Add

COASITE
FEES TO ADD TO CONTEXTE
MANNER OF DISPOSITIONS

I il ORDERS FOR CLERK TO CREATE -
ORDERS FOR COURT TO CREATE
Note to Filer: A PROPOSED JUDGMENTS/ORDERS/DECREES -

PROPOSED SUMMONS AND ORDERS FOR CLERKS TO SIGN
SYSTEM ADMIN

VIOLATIONS

WRITS

23. Use the drop-down menu to select where to post the submission. This populates a limited listing
in the “Assign to” drop-down.

Figure 37: Use Drop-Down to Route to an Individual within a Queue

Send To Queues: (optional) Update (Changing Document Type codes may change queue routing)

Post Submission to: ORDERS FOR CLERK TO CREA ~ for review on: Assign to:  KRISTEN LYNNETTE BRIMLEY t} Add

DAWN BENTON
ALLEN LEE BRADBERRY

. _ _ A - . KRISTEN LYNNETTE BRIMLEY |
Action: ) Approve ' Reject U/ Reassign To: v LANETTE DEVON BROWN 1
TIMOTHY BRYANT
Note to Filer: Add Standard Text: Select: Select Predefined Clerk Note “ Tom Bames

Terry Jean Bradberry
Carolyn Virginia Burcham
MISTY COOK

24. Use the “Assign to” drop-down to route the submission to a particular person.

25. Click Add. The “Approve Filing” page will refresh and display the new queue routing
information.

Approve Filing: Viewing and Adding Notes
26. View the notes already associated with this submission at the top left of the page.
27. Use the drop-down menu to the right of the “Select” heading to select a routinely used
“Predefined Clerk Note” to include with the submission.
28. Type an additional note in the textbox if you reject the submission. You can also include a note
if you approve the submission but wish to provide additional information to the filer for future
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reference or as a warning. If you are reassigning the submission, you can type a note to the next
clerk in the note section.

Approve Filing: Taking Action
29. Having completed the above steps, select an action button from the list at the bottom of the
“Approve Filing” page by clicking in the appropriate radio button. In most cases, the choices will
be “Approve,” “Reject,” or “Reassign To.” If you have previously selected to “Post Submission
to:” and the queue selected is a PreQueue, you will see a “Send” option rather than the
“Approve” option. The filing will be rerouted to the PreQueue rather than to the CMS.
30. Click Approve/Reject/Reassign. Your changes will be saved and the submission will be routed to
the appropriate queue. The “Filings Awaiting Approval” page will display. After you accept,
reject, or reassign a submission, that entry is removed from your list.

Working with Queues

Understanding Queues
Queues may be one of the most difficult aspects of the eFlex system to understand; however, the queue
feature of eFlex, once understood, streamlines the work-flow to maximize efficiency.

A simplistic explanation is that a queue is a holding area for submissions that need additional action in
the near future. A court can create several queues, and users can be given rights to various queues.
Each entry in the queue can be assigned to an individual or not assigned at all. Anyone that has been
granted rights to a queue can assign or reassign the entry to another person who has rights to that
queue.

In addition to the Clerk Review Queue, there are other types of queues. Some queues are designed for
processing before the clerk reviews and approves a filing, and other queues are designed for actions
that occur after the clerk reviews and approves the filing.
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Figure 38: Queue Routing Graphic

Standard
C?Sej;

=t Ty
Clerk Review - w
Pre-Queue = Bilers CMS
Judicial
Queus

) 1 Mew _
| Submission

This diagram shows the order of processing between PreQueues, the clerk review queue, the standard
gueues, the judicial queues, and the recording of information in Contexte. Submissions will stop at
these queues based on configuration settings. All queues are configured by the administrator. The type
of document being submitted identifies whether a document stops at the PreQueue, judicial or standard
queue, or no queue.

PreQueue: The “PreQueue” is a holding area for submissions that are “in process.” Any queue within the
“PreQueue” category contains documents that need to be processed by the clerk staff prior to approval.
Users with access to the “PreQueue” can view all the documents associated with the submission, edit
documents associated with the submission, sigh documents associated with the submission, and add
information to the submission such as scheduling. Once the required action is completed, the
submission is routed to the next appropriate queue. At times, the user may select to manually route the
submission to another queue or assign another person to the submission, but most often the eFlex
system will automatically route the submission to the clerk queue after the required action has been
taken.

Clerk Review Queue: All document types pass through the clerk review queue. Some document types
are configured to be automatically approved so they do not show in the list of “Awaiting Approval.”
Some document types are configured not to be recorded in Contexte and automatic approval so it
appears as though they by-pass clerk review, but they don’t. For example, a proposed order that is not
configured to stop in the PreQueue could be automatically approved, but because it is configured not to
be recorded in Contexte, this document would automatically be posted to a judicial queue.

CMS and DMS: After a submission has gone through the clerk review process, most documents and
information are recorded in Contexte and the DMS. The DMS stores the electronic documents.

Secondary Queues: There are two types of secondary queues, Standard Queues and Judicial Queues.
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Standard Queue: The “Standard Queue” is a holding place for submissions that require the clerk
or judicial staff to take action. Essentially, it is a “To-Do List.” The action is usually procedural
and is not necessarily tied to particular information contained in a document. Such actions can
include: mailing documents, entering Contexte data that was not handled by eFlex, and other
manual activities as needed. Once the clerk has completed the action required, the eFlex system
automatically deletes the queue entry. Examples of “Standard Queues” include “COASITE
Queue,” “Manner of Disposition Queue,” or “Violations Queue.”

Judicial Queue: The “Judicial Queue” allows clerks and judicial staff, including judges, to respond
to documents filed by another user. “Judicial Queues” can be public, such as the “Duty Queues.”
Entries within the public “Judicial Queues” can be viewed by all queue users and can be
reassigned freely. However, most “Judicial Queues” are configured to be limited to a single
judge and his or her support staff. Thus, one judge will not see other judges’ cases and the
gueue entry cannot be reassigned to those outside the judge’s staff.

One important concept to remember with judicial queues is that the filer’s submission has been
completely processed by eFlex, and the judicial queue entry is simply REFERENCING the filer’s
submission documents. Submissions in the “Judicial Queue” usually require an individual within
the court to take an action on a particular document, including creating a new submission based
on what is contained in the original submission. These submissions circle back to the clerk
review queue. Examples of queues within the “Judicial Queues” type are “Proposed Summons
Queue” or “Proposed Orders Queue.”
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Taking Action on Items in a Queue

This section shows you how to:
e View your queue entries
e View the queue log

Accessing Your Queue Entries

1. From the “Home” page, click on the View Queues button or select Filings > View Queues from

the menu bar at the top of any page. This routes you to “My Queue Entries.”

Figure 39: My Queue Entries

Home Filings CASEaDia Accounts  System  Court Configuration My Profile Logout

My Queue Entries

My Queue Entries

Update | Filter By View Entries in: | All Queues

[] QueveEntry1d  Queue Title. Case Title
JILL JONES B
[ 354 Eﬁ‘j‘ﬂc'm”" 120 DAY DISMISSAL  SUZIE
HDKLMNOP
JILL JONES B
[J 355 Motions AY MISSAL SUZIEE
HDKLMNOP
':'::rk . JILL JONES B
[ 353 EEARD 120 DAY DISMISSAL  SUZIE
orders to
s HDKLMNOP
16th Circuit L MOUSE vV
O 350 el 120 DAY DISMISSAL 0 o
) MOTION MOUSE V
0 348 Rotliee TION/CONTEMPT MOUSE
derk
proposed = MOUSE V
[ 349 trierato 120 DAY DISMISSAL MOUSE
be issued
) MOUSE V
[ 347 Mations AY DISMISSAL 0o ice
OZARK
. CAPITAL
O 343 Dispositions L O EO0 I8 coRpORATION
e . v SHIRLEY
HARDY
MOTIONS TO BE
2 Motions  RULED UFON docket
o S
1extqaqaag
derk
O 340 Proposed 120 DAY DISMISSAL ABV €D

be issued

Assign tack to myself | Delete |

¥ Assigned To: | All Users

user: System Adminisirator

¥ Review Date: | Today's kems ¥ |

Humber of entries displayed per page: | 10 \*:

Case Number Trk# ¥ Days In Queue Original Filer Assianed To Division Number Deferred Date

E’gg"'“' 1438 3
oo’ T 14383
fgg"'“' 1438 3
:2?’““' 1426 4
22?"‘“' 1426 4
:ggv-u- 1426 4
O P 2
:E;:V'“' 1423 4
:Eg\f-li- 1416 4
SIORA 1400 6
123435 Next

Charlie
Brown

Charlie
Brown

Charlie
Brown

amanda
ATTORNEY
Armstrong
Amanda
ATTORNEY
Armstrong

Amanda
ATTORNEY
Armstrong

Amanda
ATTORNEY
Armstrong

Amanda
ATTORNEY
Armstrong

amanda
ATTORNEY
Armstrong

Amanda
ATTORNEY
Armistrong

TOM
BARNES

CO6013

CO6013

CO6e013

C06D17

CoeD17

C06D17

CoeD17

CO6006

C06D03

Co6D17

2011-09-15

2. There are several drop-down menus listed at the top of the “My Queue Entries” page. These will

allow the user to limit what is displayed on this page. The default settings for the “My Queue

Entries” page are “All Queues,” “Assigned to Me” if the user is a clerk, or “All Users” if the user is

a lead clerk, “Today’s Items,” and “50” entries displayed per page. Use the drop-downs to filter

the list of submissions that appear on this page.
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Figure 40: My Queue Entries Drop-Down Menus

Home Filings  CASEaDia Accounts  System  CourtComfiguration My Profile  Logout
My Queue Entries
update ) Filter By View Entries in: [0 = Assigned To: [All Users ~| Review Date: [Today's Items v
Duty gfpused Order TESTING Number of entries displayed per page:
EVENTS
[ oueue Entry 1d Queve |FEES TO ADD TO CONTEXTE Case Number Tracking ID ¥ Days Since Filemark Original Filer Assigned To Division Number Deferred Date
MANNER OF DISPOSITIONS greg doyle
[ 147784 WRITS ORDERS FOR CLERK TO CREATE 710v-17-109 879 43 Saylor €20D01
ORDERS FOR COURT TO CREATE NTS Amanda
[ 147783 WRITS PROPOSED JUDGMENTS/ORDERS/DECREES 60CV-17-32 700 84 Denise Land C06D05
PROPOSED SUMMONS AND ORDERS FOR CLERKS TO SIGN | e (i
[] 147782 WRITS SYSTEM ADMIN 270179 646 22 ! H C07D02
Test Fler Queue Denise Land Sowell
[ 147781 WRITS VIOLATIONS 60CV-17-22 643 92 Amanda  Danny CO6D05
WRITS Denise Land Sowell
Si Queues ey Amanda Danny
[ 147780 WRITS Queues. S— 04CV-17-1385 642 22 e S C10WD04
WRIT OF REPLEVIN / ORDER
O 147779 WRITS OF DELIVERY ISSUED WITH ;egt ﬁ”se Created by Danny 70y 96 333 640 92 ’éma."dia d gg“’“l" €21001
FEE £20 owel enise Lan ywel
WRLT OF ASSISTANCE WITH TEST CASE BY DANNY Amanda  Danny
[] 147778 WRITS EETen B 710v-1795 613 22 SRR Sl €20D01
TEST CASE BY DANNY Amanda Danny
[ 147777 Test Filer Queue AOC COVERSHEET JUVENILE 5" 300V-17-88 526 97 Domee Land Sowel €07D01
David
PROPOSED SUMMONS AND ~ PROPOSED WARNING ORDER MLAKE 21, LLC V CEDRICK e
Llzuzs ORDERS FOR CLERKS TO SIGN orig prop order HOLLOWAY ET AL (LB [0 = ;ﬁ;;dm L
PROPOSED WARNING ORDER David
PROPQSED SUMMONS AND - L0=E0 IBREIRS SRIER ) aKE 21, LLC V CEDRICK
[] 147775 warning order as notice and ! 60CV-15-25 389 169 Edward CO6D06
ORDERS FOR CLERKS TOSIGN " HOLLOWAY ET AL Simmons

3. Click Update to reload the current page. The screen will display all the entries that match the

filter criteria. Your assigned role (clerk, lead clerk, judicial assistant, judge, etc.) will determine

which queues you will access or work in.

43

Copyright — Tybera Development Group, Inc. — Arkansas —

April 2017



Clerk Review User’s Guide — 44

Routing to and Working with a PreQueue from “My Queue Entries”
1. After clicking a document title link on the “My Queue Entries” page, you may be directed to the
“Edit PreQueue Entry” page. For example, a listing of “Writs” under the “Queue” column on the
“My Queue Entries” page will direct you to the secondary page, “Edit PreQueue Entry.” From
this page, there are several possible actions you may take.

Figure 41: Edit PreQueue Entry
Home 2 My Queus Entries 3» Approve Filing

Approve Filing

Filer: David Edward Simmaons  Organization: SOLO PRACTITIONERS

Tracking ID Filing ID  Case No. Case Title Case Type Filed Date Judge
1102 447 60DR-15-425 MARY JONES V BILL JONES CONTEMPT-DOMESTIC RELATIONS |11-05-2015:11:50:16 AM | HON. MORGAN E. WELCH - 16TH DIVISION 6TH CIRCUIT
View Replace Di D Type Additional Docket Text Edit Data My Signature  Req Signature
B 4 [E Mn20 : MOTION AMEND FINDINGS | [ v| O
Add Document

Note From Filer: None

Mote History None

Additional Note: Add Standard Text: ‘Select Predefined Note v

Action:

O Reassign To: | hd

O sign O process Unsigned O Return To Filer

Back J Process/Raturn/Reassign J

user's manual | CASEaDia manual | documentation | terms of use | payment policv | support | about Tybera Development Group, Inc.

2. From the “Edit PreQueue Entry” page, you may view any documents listed by clicking on the
icon listed under the “View” column. A dialog box will appear.

3. Decide if you want to open the file or save the file to your local computer, select the appropriate
radio button, and click OK. The document will appear as you have instructed.

4. After viewing the document, if you wish to replace it, click on the “Replace Document” icon.

Figure 42: Replace Document in a PreQueue Entry
Home Filings CASEaDia MyProfile Logout uses: SHERRI COLBERT

My Queye Entries =» Approve Filing 2» Replace Document
Replace Document

*Required Fields

Document to Replace: PROPOSED ORDER FOR MEDIATION

Replacement File: - Browsea_

cancel | Replace Document

5. Click Add Document to be routed to the “Add Document” page.
6. Onthe “Add Document” page, use the drop-down menu to select the document type to add.
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Figure 43: Select Document Type to Add

Home Filings CASEaDia  Accounts

System  Court Configuration

My Profile

Logout user: Systam Administrator

My Queue Entries =+ Approve Filing = Replace Document

Add Document

*Required Fields

Document to Add:

Replacement File:

Cancel | Add Document

12MTHS, RO SUPFORT OR CONTACT
12MTHS, PROBLEMS NOT REMEDIED
15 MONTH REVIEW HEARING CANCD
15 MONTH REVIEW HEARING CONTD
15 MONTH REVIEW HEARING HELD
15 MONTH REVIEW HEARING SCHED
15T APPEARANCE CANCELLED

15T APPEARANCE CONTINUED

15T APPEARANCE HELD

15T APPEARANCE SCHEDULED

45 DAY MENTAL HEARING CANC

45 DAY MENTAL HEARING CONTD

45 DAY MENTAL HEARING HELD

| 45 DAY MENTAL HEARING SCHED

7 DAY MENTAL HEARING CANCELLED
7 DAY MENTAL HEARING CONTINUED
7 DAY MENTAL HEARING HELD

7 DAY MENTAL HEARING SCHEDULED
72 HOUR GUARDIANSHIF HRG CANC

B

p. Inc. | contact us

Ty oo taemis of uie

7. Click Browse to search for the appropriate document file to attach.
Once the document is located, click Add Document to add the document and return to the
“PreQueue Entry” page. Alternately, click Cancel to return to the “PreQueue Entry” page

without making any changes.
8. Optional: Click the icon in the “Remove Document” column to remove the document and

refresh the page view.
9. Include a signature previously uploaded by selecting one from the drop-down menu in the “My

Signature” column. Alternately, request a signature by clicking the checkbox under the “Req

Signature” column.
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Figure 44: Add a Signature Page to a Document

Home Filings CASEaDia Accounts  System  Court Configuration My Profile  Logout user; System Administrator
My Queye Entries 3 Approve Filing
Approve Filing

Filer: Amanda G Armstrong  Organization: ARKANSAS JUDICIARY

Tracking # FilerlD Casa Neo. Case Title

Case Type Filed Date Judge:
654 473 60CV-11-411 Joe Blow v Suzie Que PRODUCT LIABILITY 05-16-2011:03:30:22 PM HON. CHRIS PIAZZA - 2ND DIVISION 6TH CIRCUIT
View R Typa Additional Docket Text Edit Data My Signature Req Signature
B 4 MNCD : MOTION OTHER -
B | FI29 : AFFIDAVIT OF FIN =]
Add Document

seal
Note From Filer: Mone

Note History None

Additional Note: Add Standard Text: Select Predefined Note

Action:
Reassign To:
Sign Process Unsigned Return To Filer

Back | _ProcessRetumReassign |

10. View notes about the submission by clicking the “+” next to “Note from Filer” or “Note History.”
If there are no notes in either category, the listing will say “None.”

11. Include a note by using the “Add Standard Text” drop-down menu or by typing an original note
in the textbox below “Additional Note”.
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Figure 45: Add a Note

Home Filings CASEaDia Accounts  System  Court Configuration My Profile  Logout

user: Systam Administrator
My Queye Entries 3 Approve Filing

Approve Filing

Filar: Aamanda G Armstrong  Organization: ARKANSAS JUDICIARY

Tracking # FilerID ‘Case Na. ‘Case Tithe Case Type Filed Dave Judge

654 473 60CV-11-411 Joe Blow v Suzie Que PRODUCT LIABILITY 05-16-2011:03:30:22 PM HON. CHRIS PIAZZA - 2ND DIVISION 6TH CIRCUIT
e T Do Type Additienal Decket Text Edit Data My Signature Req Signature

B a MNCO : MOTION OTHER -

B a FI29 : AFFIDAVIT OF FIN -
Add Document

Note From Filer: None

Note History Mone

Additional Note: Add Standard Text: |Select Predefined Note |

Select Predefined Hote
Scanned Sideways
Wrong Document Attached
Ho Document Attached

Action:
Reassign To: -
Sign ') Process Unsigned Return To Filer

Back | Process Return Reassgn |

12. Click the appropriate radio button for action on this submission: “Reassign To,” “Sign,” “Process
Unsigned,” or “Return to Filer.” The check box or radio button you choose will determine the

buttons available at the bottom of the page. You must complete the next step(s) before your
actions are saved and recorded.

13. If you selected “Reassign To,” use the drop-down menus to assign to an individual or to a queue.
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Figure 46: Reassign PreQueue Entry
Home Filings CASEaDia Accounts  System  Court Configuration My Profile  Logout
My Queus Entries =+ Approve Filing

user: System Adminstrator

Approve Filing

Filer: Lars Hultqvist ~ Organization: ARKANSAS JUDICIARY

Tracking# FilerlD Case Mo, Case Title Case Type Filed Data Judge
622 463 231v-10-1 DYLAN RAY HUDSPETH DELINQUENCY 05-13-2011:03:44:23 PM 20TH CIRCUIT DIVISION 5
Wi l o Type Additicnal Decket Test Edit Data My Signature Req Signature
B a MNCO : MOTION OTHER -
Add Document

Note From Filer: None

Note History Mone

Additional Note: Add Standard Text: Select Predefined Note -

Action:

QReassign To:f  |]

Sign Pro LINDA AHLEN

RHONDA WHARTON
Back

sturn To Filer

-Hot Assigned-

Reassign Filing

14. Click the Process/Return/Reassign button (or its equivalent dependent upon your selection
above) to complete the action and record the changes. The “My Queues Entries” page will
display, and the entry just completed will no longer appear on the list.

15. Optional: Click the Back button to return to the “My Queue Entries” page without taking any
action on the case just viewed.

Routing to and Working with a Standard Queue from “My Queue Entries”

1. Onthe “My Queue Entries” page, click the link under the “Document Title” column to view more
detailed information about the submission. If the entry is not yet assigned, you will be routed
immediately to the “Action Details” page for that submission. Most often, the “Action Details”
page will be part of a standard queue unless your user role indicates you are a judge, judicial
assistant, or other judicial staff. (Judicial Queues are discussed below.)

2. Ifthe entry is already assigned, a warning dialog box will appear notifying you of that fact. Click
OK to continue to the “Action Details” page in a secondary window.

48

Copyright — Tybera Development Group, Inc. — Arkansas — April 2017



Clerk Review User’s Guide — 49

Figure 47: Standard Queue Action Details

My Queue Entries 3» Action Details
Action Details

Case Number: 27PR-15-13

Case Title:
Case Type: CIVIL COMMITMENT
Opened: 03-16-2015
Case History: Full Case History
Document Information

Document Link

791 563 1 E-FILE FILING.pdf
791_564_1 E-FILE FILING_A.pdf
1 E-FILE PROBATE COVERSHEET.pdf

IN THE MATTER OF DENISE CUPIT

Document
CONFIDENTIAL INFORMATION SHEET
FINDINGS OF FACT
AOQC COVERSHEET PROBATE

Plaintiff: LUCILLE BALL
Defendant: null
Judge: 7TH CIRCUIT DIVISION 1

Amt. of Claim:
Jury/Non Jury: Mon-Jury

File Date
03-16-2015
03-16-2015
03-16-2015

Original Filer
D ATTORNEY
D ATTORMNEY
D ATTORMEY

Note History Mone

V| Date Deferred

Reassign To: | Unassign V| Queus:
Add Note:
Back ]  Delete ) Complete ]  Reassign |

3. Click the Full Case History button or click on the case number link to open another window

displaying information about the case.

Figure 48: Case History

60CV-11-371 : STATE AUTO INSURANCE V. EDMONSON

PULASKI -

Case
Number 60CV-11-371

Case Type FRAUD
Opened  03-31-2011
Status Active

# Show/Hide Participants

File Date

MOTION SUBSTITUTE COUNSEL
Fied by: TIMOTHY NEAL HOLTHOFF
MOTION SUBSTITUTE COUNSEL
MOTION COMPEL DISCOVERY
Fled by: TIMOTHY NEAL HOLTHOFF

MOTION COMPEL DISCOVERY

04-29-2011
Plantff

ANSWER FILED
Fled by: DAVID MACK FUQUA
ANSWER FILED
MOTION SUMMARY JUDGMENT
Fled by: TIMOTHY NEAL HOLTHOFF
MOTION SUMMARY JUDGMENT
NOTICE - OTHER
Fled by: TIMOTHY NEAL HOLTHOFF
NOTICE - OTHER

04-02-2011
Plaintfi

Plaintiff
Defendant

Judge

Amt. of Claim
Jury/Non Jury

Case History

STATE AUTO INSURANCE COMPANIES

LARRY J JONES

HON. CHRIS PIAZZA - 2ND DIVISION 6TH CIRCUIT -
Division CO6D02

$10000.00

Non Jury
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4. Onthe “Case History” page, click any “+” sign to see expanded details of that listing. For

instance, you can view all the case participants or identifying information on motions that have
been filed.

Figure 49: Expanded Case History View

60CV-11-121 : JOHN RAINIER WITH ADDRESS

PL = CIRCL

Case Plaintiff JOHN RAINIER
Number 60CY-11-121 Defendant
Case Type BAD FAITH Judge &TH CIRCUIT DI\:’ISIDN S-HOMN MARY SPENCER
Opened  11-14-2011 - MEGEWAN - Dl i2lon. COGOMY
Status OPEN Amt. of Claim $£1000.00
Jury/Non Jury Mon Jury
=l Show Hide Participants
Plaintiff[s] Counsel of Record
JOHN RAINIER RYAN 1 FOSTER
100 HARRODSELRG RD
SUITE 10
BLOCK. C
LEXINGTON, KY 40504
File Date Case History
11-14-2011 PAYMENT RECEIVED - A Payment of $190.00 was made on receipt 60C1100.
Court Filed by: Court
11-14-2011 SUMMONS - FL/ATT SERVICE
Filed by: Court

COMPLAINT/FETITION FILED $140
Filed by: RYAN ] FOSTER
COMPLAINT,/PETITION FILED $140

5. Click on the link under the “Case History” column to view a document. A dialog box will appear.
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Figure 50: View Document from Case History Page
€3 Clerk ECF % | €3 Case Summary x |k

Plaintiff WESTWOOD APARTMENTS PHASE I A LIMITED

Case PARTMERSHIP
fumber  °0CV-11°250 p il SLMCTMIAAMALLED,
Case Type UNLAWFUL DETAINER Opening 60CV-11-250-3618999 ﬁ
Opened  01-19-2011 — — -
Status  Active You have chosen to open

=% 60CV-11-250-3618999
# Show/Hide Participants -

which is a: Adobe Acrobat Document

File Dat 5
B fram: http://train.eflex.aoc.arkansas.gov

ORDER EXTENSION OF TIME

nci-ul:.mn Filed by: HON. CHRIS FIAZd)| What should Firefox do with this file?
ORDER EXTENSION OF TIM : )
@ Open with | Adobe Acrobat 9.4 (default) -

ORDER TO BE ENTERED : - J

nc:-“glzon Filed by: HON. CHRIS PIAZZ Save File

ORDER TO BE ENTERED

MOTION ENTER JUDGMENT | Do this gutomatically for files like this from now on.

Filed by: CHARLES 1 GRUNE
MOTION ENTER JUDGMENT]

ORDER MEDIATION
Filed by: CHARLES ] GRUNE
ORDER MEDIATION

0K L Cancel

AFFIDAVIT CLAIM AGAINST ESTATE
Filed by: CHARLES ] GRUNDY
AFFIDAVIT CLAIM AGAINST ESTATE

PET PROCEED IN FORMA PAUPER
Filed by: CHARLES ] GRUNDY
PET PROCEED IN FORMA PAUFER

PET PROCEED IN FORMA PAUPER
Filed by: CHARLES J GRUNDY
PET PROCEED IN FORMA PAUFER

ORDER MEDIATION

Filed by: CHARLES J GRUNDY
ORDER MEDIATION

6. Select the appropriate radio button to open or save the file and click OK. The document will
appear as you have instructed.

7. After you have finished reviewing the “Case History” information, close the window. The “Action
Details” page is still open.
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Figure 51: Standard Queue Action Details
My Queue Entries 3» Action Details

Action Details

Case Number: 27PR-15-13 Plaintiff: LUCILLE BALL
Case Title: IN THE MATTER OF DENISE CUPIT Defendant: null
Case Type: CIVIL COMMITMENT Judge: . 7TH CIRCUIT DIVISION 1

Opened: 03-16-2015 Amt. of Claim:

Case History: Full Case History ] Jury/Non Jury: Mon-Jury
Document Information

Document Link Document File Date Original Filer

791 563 1 E-FILE FILING.pdf CONFIDENTIAL INFORMATION SHEET 03-16-2015 D ATTORNEY
791_564_1 E-FILE FILING_A.pdf FINDINGS OF FACT 03-16-2015 D ATTORNEY

1 E-FILE PROBATE COVERSHEET.pdf ~ AOC COVERSHEET PROBATE 03-16-2015 D ATTORMEY

Note History Mone

Reassign To: | Unassign V| Queus: V| Date Deferred

Add Mote:

Back ]  Delete ) Complete ]  Reassign |

8. From the “Action Details” page, you may view any documents listed by clicking on the link listed
under the “Document Link” column. A dialog box will appear.

9. Select the appropriate radio button to open or save the file and click OK. The document will
appear as you have instructed.

10. From the “Action Details” page, you may assign an entry to yourself or another clerk by using
the drop-down menu at the bottom of the page.

11. After you have selected an individual to assign the entry, select the “Reassign To” radio button.
This action returns you to the “My Queue Entries” page, and the name of the person whom you
have assigned will appear next to the listing under the “Assigned To” column.

12. Alternately, to return to the “My Queue Entries” page without making any assignments, click
Back.
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Figure 52: My Queue Entries
Home Filings CASEaDia My Profile  Logout

Home % My Queue Entries

My Queue Entries

Update | Filter By View Entries in: All Queues

|| Queuc Entryld Queue

i 222

] 216

] 214
| 215

| 205

] 204

Motions

Motions

Motions

Motions

Motions

Motions

Titke Cose Title
MOTION SUBSTITUTE
STTORIEY MoTion STATEAUTO
INSURANCE V.
SUBSTITUTE
JENNIFER WILSON AS EDMONSON
COUNSEL
WEST WOO0D
APARTMENTS
QRDER EXTENSION
i T"':E‘“ NSION  puscemy
SHYNETHIA
WALKER
MOTION DISCOVERY FoT STATE
. BANK V KIRBY
motion MIRAGLIA
MOTION QTHER Joe Blow v Suzie
Motion for Discovery Que
MQTION ENTER ROBERT T ALLEN
JUDGMENT I V ROBERT
JUDGMENT PLEASE  ALLEN JR
WEST wWOO0D
APARTMENTS
e PHASE TV
SHYNETHIA
WAI KFR

~ Assigned To: All Users ~ Review Date: Today's ltems ~

Number of entries displayed per page: 10 =

CaseNymber v Davs Sinc: Filemaric Original Filer Assigned To Division Number Deferred Date

Timothy ALISHA

60CV-11-371 17 Neal Holthoff WINKLER Co060D02
CHRIS SHERRI

60CV-11-250 19 i C06D02
Charles  SHERRI

60CVv-11-389 19 Grundy COLBERT C06D02
Jason SHERRI

60CV-11-411 20 Kenne@y COLBERT C06D02
ALEX SHERRI

60CV-11-300 20 e T priint C06D02

60CV-11-250 20 SiRe SHERRY 06002

PIAZZA COLBERT

13. To assign a task to yourself, on the “My Queue Entries” page, click in the checkbox to the left of
the entry and click Assign task to myself at the bottom of the page. The “My Queue Entries”
page will refresh, and you will be listed in the “Assigned To” column to the right of the entry.
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Routing to and Working with a Judicial Queue from “My Queue Entries”

1. After clicking a case title link on the “My Queue Entries” page, you may be directed to the
“Judicial Queue Entry” page. For example, a listing of “Proposed Orders” or “Proposed
Summons” under the “Queue” column on the “My Queue Entries” page will direct you to the
secondary page, “Judicial Queue Entry.” From this page, there are several possible actions you
may take.

Figure 53: Judicial Queue Action Details

My Queue Entries =» Action Details
Action Details

Case Number Court Case Title Case Type Opened Date Judge
GODR-15-420 PULASKI COUNTY CIRCUIT COURT DAVID BURGER V MARY BURGER DIVORCE 02-05-2015 HON. CATHLEEN V. COMPTON - 3RD DIVISION 6TH CIRCUIT

Related Filings Awaiting Approval in Clerk Queue

Document File Date Assigned To
ANSWER/RESPONSE FILED 02-06-2015 Amanda Armstrong
PROPOSED JUDGMENT-AGAINST GARNISHEE 02-12-2015
= ANSWER/RESFONSE FILED 03-06-2015

ANSWER/RESPONSE FILED D Burger

Other Pending Actions - Case Number 60DR-15-420

Title Original Filer File Date Assigned To Queue Name
. PROPOSED SUMMONS AND
PROPOSED SUMMONS - FILER PREPARED william Sampson 02-05-2015 ORDERS FOR CLERKS TO SIGN
PROPOSED ORDER AUTH SELL REAL/PERS PROP Wwilliam Sampson 02-12-2015 Alexandra Rouse FROPOSED
- = = JUDGMENTS/ORDERS/DECREES
HOME STUDY FILED William Sampson 02-12-2015 COASITE
MOTION EXTENSION OF TIME William Sampson 02-12-2015 SFTSE‘IF'{ES FOR CLERKTO

Document Information - Assigned To Alexandra R Rouse

Document File Date Assigned To

ENTRY OF APPEARANCE 02-12-2015 Alexandra R Rouse

PROPOSED ORDER APPROVING DEED 02-12-2015 Alexandra R Rouse
New Docket Entry

View Remove Replace D« D Type Additional Docket Text My Signature Request Signature Sealed

B & o [Ef or30k : ORDER APPROVING DEED Il v~ ]

Note from Filer: None

Note History: None

Add Note

Action:

O] Sign and Submit Document O Decline to Take Action () Remove from Queue Reassign To: V| Date Deferred I:l

Back. J Sign/Remove/Reassian J

2. If the filer submitted a proposed document, you may see a dialog box asking if you want to
convert the document type.

3. From the “Judicial Queue Action Details” page, click the link under the “Case Number” column
to open another window displaying information about the case.
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Figure 54: Case History

€3 Clerk ECF » | €3 Case Summary

60CV-11-250 : WEST WOOD APARTMENTS PHASE II V SHYNETHIA WALKER

Case
Number
Case Type UNLAWFUL DETAINER
Opened  01-19-2011
Status  Active

60CV-11-250

# Show/Hide Participants

File Date
ORDER EXTENSION OF TIME
Filed by: HON. CHRIS PIAZZA -
ORDER EXTENSION OF TIME

05-18-2011
Court
ORDER TO BE ENTERED

Filed by: HON. CHRIS FIAZZA -
ORDER TO BE ENTERED

05-17-2011
Court.

MOTION ENTER JUDGMENT
Filed by: CHARLES J GRUNDY
MOTION ENTER JUDGMENT
ORDER MEDIATION

Filed by: CHARLES J GRUNDY
ORDER MEDIATION

Filed by: CHARLES J GRUNDY
AFFIDAVIT CLAIM AGAINST ES

Filed by: CHARLES 1 GRUNDY

Filed by: CHARLES ] GRUNDY
FET PROCEED IN FORMA PAUP
ORDER MEDIATION

Filed by: CHARLES ] GRUNDY
ORDER MEDIATION

PULASKI - CIRCUTT

Plaintiff
Defendant
Judge
Amt. of Claim
Jury/Hon Jury

Case History

2ND DIVISION 6TH CIRCUIT

2HD DIVISION 6TH CIRCUIT

AFFIDAVIT CLAIM AGAINST ESTATE

TATE

PET PROCEED IN FORMA PAUPER

PET PROCEED IN FORMA PAUPER
PET PROCEED IN FORMA PAUPER

R

WESTWOOD APARTMENTS PHASE I A LIMITED

PARTNERSHIP
SHYNETHIA WALKER

HON. CHRIS PIAZZA - 2ND DIVISION 6TH
CIRCUIT - Division 006002

$.00
Non Jury

4. Onthe “Case History” page, click any “+” sign to see expanded details of that listing. For
instance, you can view all the case participants or identifying information on motions that have

been filed.

5. Click on the link under the “Case History” column to view a particular document. A dialog box

will appear.
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Figure 55: View Document from Case History Page
€3 Clerk ECF = | €3 Case Summary ®

60CV-11-250 : WEST WOOQOD APARTMENTS PHASE II V SHYNETHIA WALKER

PULASKI - CIRCUIT

WESTWOOD APARTMENTS PHASE II A LIMITED
Casa ik PARTNERSHIP
Humt 60CV-11-250 iy iz CRVRETMIA LAl KRR
Case Type UNLAWFUL DETAINER Opening 60CY-11-250-3618999 ﬁ

Opened  01-19-2011

Status  Active You have chosen to open
=¥ 60CV-11-250-3618999

|
# ShowHide Participants |
‘ which is & Adobe Acrobat Document
|
|
|

File Dat: ;
2 from: http://train.eflex.aoc.arkansas.gov .

ORDER EXTENSION OF TIME

"c:'ulrts'znn Filed by: HON. CHRIS PIaZ4)| What should Firefox do with this file?
ORDER EXTENSION OF TIM . .
@ Open with | Adobe Acrobat 9.4 (default) b

ORDER TO BE ENTERED : J

nc‘;"ulr:'mn Filed by: HON. CHRIS PIAZ] Save File

ORDER TO BE ENTERED

MOTION ENTER JUDGMENT | Do this gutomatically for files like this from now on.

Filed by: CHARLES 1 GRUNE
MOTION ENTER JUDGMENT]

ORDER. MEDIATION OK Cancel

Filed by: CHARLES ) GF'.UNIU
ORDER MEDIATION

AFFIDAVIT CLAIM AGAINST ESTATE
Filed by: CHARLES 1 GRUNDY
AFFIDAVIT CLAIM AGAINST ESTATE

PET PROCEED IN FORMA PAUFER
Filed by: CHARLES ] GRUNDY
PET PROCEED IN FORMA PAUPER

PET PROCEED IN FORMA PAUPER
Filed by: CHARLES 1 GRUNDY
PET PROCEED IN FORMA PAUPER

ORDER MEDIATION
Filed by: CHARLES ] GRUNDY
ORDER. MEDIATION

6. Select the appropriate radio button to open or save the file and click OK. The document will
appear as you have instructed.

7. After you have finished reviewing the “Case History” information, close the window. The
“Judicial Queue Action Details” page is still open.

8. The next section of the “Judicial Queue Action Details” is “Related Filings Awaiting Approval in
Clerk Queue.” The purpose of this section is to aid the judge in decision making by providing the
most current information associated with the case. Many times this section will be blank. These
documents have not been approved by the Clerk yet but may be beneficial to review. Click the

“+” sign next to any listing in the “Document” column to view additional information on the
listing.
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Figure 56: Expanded Related Case Information View from Action Details

Related Filings Awaiting Approval in Clerk Queue

Document File Date Assigned To
ANSWER/RESPONSE FILED 02-06-2015 Amanda Armstrong
[= PROPOSED JUDGMENT-AGAINST GARMISHEE 02-12-2015

PROPOSED JUDGMENT-AGAINST GARNISHEE
RETURN SERVICE NON EST INVENT

[l ANSWER/RESPONSE FILED 03-D06-2015
ANSWER/RESPONSE FILED D Burger
[l ANSWER/RESPONSE FILED 03-20-2015 System Administrator

ANSWER/RESPONSE FILED D Burger

9. The next section of the “Judicial Queue Action Details” is “Other Pending Actions”. This section
will list other filings that have been approved during Clerk Review and are assigned to different
qgueues for processing. Many times this section will be blank. By clicking on the link under the
“title” column will take you to the “Action Details” of that queue entry.

Figure 57: Other Pending Actions under Action Details

Other Pending Actions - Case Number 60DR-15-420

Title Original Filer File Date Assigned To Queue Name
. ) ) e PROPOSED SUMMONS AND

PROPOSED SUMMONS - FILER PREPARED William Sampson 02-05-2015 ORDERS FOR CLERKS TO SIGN
PROPOSED ORDER AUTH SELL REAL/PERS PROP William Sampson 02-12-2015 Alexandra Rouse PROPOSED

- = = JUDGMEMNTS/ORDERS/DECREES
HOME STUDY FILED William Sampson 02-12-2015 COASITE
MOTION EXTENSION OF TIME William Sampson 02-12-2015 ORDERS FOR CLERK TO

CREATE

ENTRY OF APPEARANCE Patrick Miller 02-12-2015 FEES TO ADD TO CONTEXTE
ENTRY OF APPEARANCE Patrick Miller 02-12-2015 VIOLATIONS

10. In the “Document Information” section, clicking on a link under the “Document” column will
open a copy of the listed document. These documents will usually be PDFs, but some
documents, like “Proposed Orders” may be Microsoft Word or WordPerfect documents.

11. The “New Docket Entry” section shows the user the new docket to be submitted. Clicking on a
“View” icon will open the listed document.

12. Clicking on the “Remove” button next to any listing will display a warning dialog box. If you click
OK, the page will refresh with information listed pertaining to adding a document.
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Figure 58: Remove a New Docket Entry Document and Add Another

Home Filings CASEaDia Accounts  System  Court Configuration My Profile  Logout user: System Administrator

My Queiie Entries = Action Details

Action Details

Case Number  Court Location Case Tide Case Type Opened Date Judge:
G60DR-11-308 CIRCUIT LUNSFORD V. LUNSFORD DOMESTIC ABUSE 04-12-2011 HON. RICHARD N. MOORE, JR

Related Filings Awaiting Approval in Clerk Queue

Document File Date Assigned To
[ WRIT OF GARNISHMENT FILED 06-03-2011 ALISHA WINKLER
Document Information
Document File Date Assigned To
MOTION APPOINT COUNSEL docket text 06-06-2011
New Docket Entry
Use Filer's Document -
OR
Include Document Browse._
Other Code 120 DAY DISMISSAL hd
Docket Text Add
Note from Filer: None
Note History: Mone
Add Note
Action:
Sign and Submit Document Remove from Queue Reassign To: -

Back | Sign/Remave Reassign |

13. Because the case must have a document in the “New Docket Entry,” you must add a document.
Select either a filer’'s document using the drop-down menu or use the Browse button to select a
document to add.

14. Fill in both the “Other Code” and “Docket Text” fields, and click Add. You will be returned to the
original “Judicial Queue Action Details” page you were on.

15. From the “Judicial Queue Action Details” page, if you wish to replace a document clicking on the
“Replace Document” icon. If you did not elect to convert the document type when you initially
opened this page, clicking the “Replace Document” icon will bring up a dialog box asking the
user if you want to convert that document. The user may select “OK” or “Cancel.”
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Figure 59: Replace Document

Home

Filings CASEaDia Accounts System  Court Configuration My Profile Logout user: System Administrator

My Queue Entries 2 Action Details 2> Replace Document

Replace Document

*Required Fields

Description: MOTION EXTEND SERVICE TIME

Replacement File: * Browse. |

Cancel | Replace Document |

16.

17.

18.

19.

20.

21.

22.

If “Cancel” is selected or if the document type was already converted, the user is directed to a
“Replace Document” page from which he or she is able to select “Browse for Replacement File,”
and, after finding the correct file, attach it by clicking on “Replace Document.” On the “Replace
Document” page, the user may also click on Cancel to return to the “Judicial Queue Entry” page
without having taken action.

Below the “New Docket Entry” section of the “Judicial Queue Entry” page, will be “Note from
Filer” and “Note History.” Click the “+” sign to view any hidden information. If no notes are
included with this filing, the word “None” will appear next to the note entry.

Optional: Before completing action on this page, in the textbox provided, the user may add a
note to be included with this case.

Click the appropriate radio button for this case: “Sign and Submit Document,” “Decline to Take
Action,” “Remove from Queue,” or “Reassign to.” You must complete the next step before your
actions are saved and recorded. Depending on the action selected the buttons at the bottom of
the page with differ.

If choosing “Sign and Submit Document,” click the Sign and Submit button to complete the
action. The user will next view a dialog box warning about the action to be taken and asking him
or her to click OK or Cancel. Clicking OK completes the action and returns the user to the “My
Queue Entries” page. Clicking Cancel returns the user to “My Queue Entries.” This action will
submit the signed document to Clerk Review for approval prior to being sent to the CMS and
DMS.

If choosing “Decline to Take Action,” click the No Action button to complete the action. The user
will next view a dialog box warning about the action to be taken and asking him or her to click
OK or Cancel. Clicking OK completes the action and returns the user to the “My Queue Entries”
page. Clicking Cancel returns the user to “My Queue Entries.” This action will create a new
docket entry of “No Action Taken” on the case that will be automatically sent to the CMS and
DMS as well as generate a NEF to the electronic filers listed on the case.

If choosing “Remove from Queue,” click the Remove button to complete the action. The user
will next view a dialog box warning about the action to be taken and asking him or her to click
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OK or Cancel. Clicking OK completes the action and returns the user to the “My Queue Entries”
page. Clicking Cancel returns the user to “My Queue Entries.” This selection will simply delete
the queue entry with no documents, notifications, or filings created.

23. Optional: Click the Back button to return to the “My Queue Entries” page without taking any
action on the case just viewed.

Note: Usually a member of the judicial staff prepares the documents and then reassigns them to the
judge. If the documents are ready for the judge’s signature, check “Request Signature” and reassign to
the judge. Judges have the option of using the “Signature Queue” to mass sign documents.

Filing Charges

Using Filing Charges

Court and Clerk users can view the “Filing Charges” for all filings where a fee was assessed to a case or a
payment was submitted by the filer. With the filters provided near the top of the page, you can modify
what is displayed in the list. Searching for specific payment types, payment status, authorization codes
etc. will help clerks process their end of month disbursement in Contexte.

Figure 60: Filing Charges Filters
Filing Charges

Filings Between: [05/01/2017  AND [05/14/2017

Court: |AII v
Payment Type: IAII ﬂ Payment Status: IAII ﬂ
Search By: | ﬂ |

To Display a List of Filing Charges
1. Select Filings > Filing Charges from the menu bar. The “Filing Charges” page will be displayed
with the current month’s information.

2. The “Filing Charges” may also be exported to a file where it can be further sorted, filtered, or
saved.

Understand the Filing Charges Page
The following list provides a description of the features of each column.

e Filing ID: The id given to the submission by the Filer Interface also referred to as the Filer
Tracking ID.

e Tracking ID: Not all submissions go through the Filer Interface so the Tracking ID is assigned in
the Clerk Review Interface.

e Name: The name of the filer that submitted the filing
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e (Case Title: The case description

e Client #: This number is optional and is entered by the filers and is used to identify their cases.

e Court Case #: The case number assigned by Contexte. If there is no case number, the submission
is initiating a case.

e Court: The court to which the filing has been submitted.

o Description: The document type submitted that has the fee or payment attached. If there are
more than on document types with fees or payments only one will be displayed.

e Date: Date and time the “filing charges” was last updated

e Account: The last four of digits of a credit card or electronic check. Some accounts are listed
with **** rather than four digits.

e Authorization Code: Code created by INA when the filer entered payment information thought
the payment portal. If a filing was submitted with payment type of “filed by clerk” or “waived by
clerk” that will also be displayed.

e Payment Type: The method of payment that was submitted by the filer; ach (electronic check),
credit card, or subscription.

e Payment Status: Current payment status of the filing. This should not be confused with the filing
status.

e Receipt: The Contexte receipt number

o Contexte Commit Date: The date and time the filing was approved by the clerk and sent to
Contexte.

o Contexte Receipt Date: The date and time the filing was issued a Contexte receipt number. This
is the same date that the CZRSPAY is processed.

e INA Authorization Date: The date and time INA authorized the filing charges of a filer. This date
is prior to the filing being approved by the clerk.

e INA Capture Date: The date and time the filing was approved by the clerk and INA gave final
authorization of charges.

e Rejection Date: This field is not being used

e Refund Date: This field is not being used

e Fee: Amount of the filing charges to be collected to the Clerk

e Technology Fee: Amount of charges collected when a new case filing is submitted.

Understanding the Payment Types and Payment Status
There are only three types of payments that can submitted through the electronic filing system.

e ACH: Electronic checks

e Credit Card: Credit cards accepted for payment of fees include Discover, MasterCard and VISA.

e Subscription: Subscription accounts allow a filer to be billed monthly for their filing charges.
Currently that service is through INA (Information Network of Arkansas).
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Figure 61: Payment Types
Filing Charges

Filings Between: |05/01/2017  AND |05/14/2017

Court: |LONOKE COUNTY CIRCUIT COURT |v|
ACH
Payment Type: Payment Status: IAI[ v
Credit Card
Search By: I Subscription  F |

Each filing that has a fee to be paid goes through multiple statues.

Prior to CZPSPAY being processed:

e Authorized: The date and time INA authorized the filing charges of a filer. This date is prior to
the filing being approved by the clerk.

e Captured: The date and time the filing was approved by the clerk and INA gave final
authorization of charges. If a filing remains in this status rather than continuing to Committed, it
could indicate a problem.

e Committed: The date and time the filing was approved by the clerk and sent to Contexte.

After CZPSPAY being processed:

e Receipted: The date and time the filing was issued a Contexte receipt number. This is the same
date that the CZRSPAY is processed.

Figure 62: Payment Status
Filing Charges

Filings Between: |05/01/2017 AND |05/14/201?

Court: ILONOKE COUNTY CIRCUIT COURT E
Payment Type: IAII V| Payment Status: ﬁ
Authorized
Search By: | ™~ Captured
Committed
Receipted
& ]
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