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Overview
You must have already registergtthe Texas State eFiling system to be able to eFile. Please
refer to theRegistration Guidéor assistance.

The eFiling system is a hierarchical systemegard to the @selnformation required The
selections available as you move through your eFiling will be determined by your previectiossl
These selections are determined by the jurisdiction into which you are eFiling and will vary from
jurisdiction to jurisdiction.

The highest level in this structure is tBerisdiction Next is theCase CategoryCurrently, sme
jurisdictions wil only have one type dfaseCategory and some will have sever&dorexample Fort
Bend CountydP, Pct 3 only hears Civil casdsereasthe Fort Bend District Courts will hear Civil or
Family Law cases.

Once aCase Categoris determineda Case Typenust be selected. These selections could
include Injury or Damage Involving a Motor Vehicle or Com@dber Contract for civil category or
Adoption or DivorceNo Children for family law categoi@urrently, he Case Typeoffered will vary
fromjurisdicte y @ L T & aCaseRgpyoQ feel @pfropriatdor your caseyou should consult the
SdzNAARAOGAZ2YyA 6S0aAldS 2N alISI ] 6A0K CaseSype dzNR AaRA Ol

The case information next required is the parties to theecd$here will be required parties to
enter. The required parties as well as the optional parties are determined b@dke TypeAlso
determined by theCase Typare theFiling Typeyou will use in eFiling. Thebding Typesorrespond
to the type of pkading you are submitting, i.e. Original Petition, Counter Claim, etc.

Finally the Filing Typeselected will result in the types éfdditional Services(i.e. Service of
Citation, Copies, etc.) offered. This process in particular can cause sometifsnstiarisdictions vary in
how they prefer to have citations requested and the methods of enforcing this can be confusing. We
have prepared some Jurisdiction Specific Information in the system to help guide you through.

The Judicial Committee on Inforti@n Technology isswkETechnology Standardbat includes
statewide standards foCase CategoryCase TypgePartiesFiling Typesand Additional ServicesThe
standards also offer the acceptable reasons a clerk may reject your eFiling or return yourfef=iling
correction.These standards are updated occasionally to provide guidance to courts and filers.

Jurisdiction

Case Category
(Civil, Family Law,
Probate, etc.)

A 4

Case Type
(Contract, Divorce,
> etc.)
Parties Filing Type Additional Services
(Plaintiff, Applicant, (Petition, | (Citation, copies,
efc.) Counterclaim, etc.) Noficenostina. efc.)
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Initial versus Subsequent eFilings
When you make your initi@Filing in a new case you will need to provide all of the
required informaton as discussed above.

When you are making a subsequent eFiling into an existing gaserally you will not
need to provide all of that information.

lff 2dz2NAaAaRAOGAZ2Yya dzaS a2YS F2N¥Y 2F /| &S aly

CMX dre fully ntegrated into the eFiling systemhile2 § KSNB | NB y20d® LT | 2dz
fully integrated the eFiling system will retrieve all of the Case Information when you provide a
2dzNAARAOGAZ2Y |yR OFasS ydzyo SN ineyatSoySunadEy AT | 2d

need to enter all of the Case Informatiofhis should happen only once for a given case.
Regardless of this CMS integration once a case has been eFiled into thef@asationwill be
retrievedwith your input of the jurisdiction andase number.

eFiling

Preparation and Tips

Attend a live MCLE certified live webinar training clager more information on
eFiling.

A Payment Account must be on file for therfibefore you can eFil®We discourage
usinga debit card for eFilingAlso, nany jurisdictions do naturrentlyaccept American
Express. Refer to Important Information Regarding Payment Accounts in our
Reaqistration Guide

Regarding Filings and Documents:
wSTSNJ (i2 GKS { dziIRNBsYOEProcedddsdinfanfationSE | & Q
regarding eFilingn civil cases andrinal Order Adopting Amendments To
Statewide Rules Governing Electronic Filing In Criminal CdeegFiling
in criminal cases.

Included in these rules:

Wills are not required to be filed electronicglWhen a paty electronically files
an application to probate a document as an original will, the original will must
be filed with the clerk within three business days after the application is filed.

The following documents must not be filed electronically
(i) docunents filed under seal or presented to the court in camera; and
(i) documents to which access is otherwise restricted by law or court
order.
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Timely Filing
Unless a document must be filed by a certain time of dalga@ment is
considered timely filed it is electronically filed at any time before midnight (in
GKS O02dNIQa GAYS T2ySo 2y GKS FAtAy3a RS
RSSYSR FTA{SR ¢gKSy GNIryaYAGGISR G2 GKS TFaA
provider, except:
(A) if a document isransmitted on a Saturday, Sunday, or legal holiday,
it is deemed filed on the next day that is not a Saturday, Sunday, or
legal holiday; and

I
l

(B) if a document requires a motion and an order allowing its filing, the
document is deemed filed on the date thattimotion is granted.

Electronic Signatures

A document that is electronically served, filed, or issued by a court or clerk is
considered signed if the document includes:

Al akaké¢ YR yIFIYS GeLISR Ay (GKS aLl O
otherwise appear, unlesthe document is notarized or sworn; or
(B) an electronic image or scanned image of the signature.

Document file types and properties
(A) be in textsearchable portable document format (PDF);

(B) be directly converted to PDF rather than scanned, if possible;
(C) not be locked; and

(C) otherwise comply withthe Technology Standards of the Judicial
Committee on Information Technology (JCIT).

The JCIT standards include

A. An efiled document must be in texsearchable PDF, using fonts
specified in the PDF specification, on 8.5x11 page size, with the
content appropriately rotated(ProDoc eFiling will convert most
word processor files to a texsearchable PDF.)

B. When possible, the documé should be generated directly from
the originating software using a PDF distiller.

C. Prior to being filed electronically, a scanned document must have a

resolution of 300 DPI. Preferably, scanned documents should be
made searchable using OCR technology.
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D. An efiled document may not contain any security or feature
restrictions including password protection or encryption and may
not contain embedded mukmedia video, audio, or programming.

E. 520dzySyida Yle y204 O2ydlAy LI O1F3AS t
embedded inside of another PDF. Each Document must be a single
PDF. An appellate court may require that multiple PDF documents
be combined into a single PDF document and bookmarks used to
separate content appropriately. The content of the document
should not degnd on bookmarks.

F. Any efiled document filename should contain only alphanumeric
characters that are part of the Latinl_General character set. No
special characters are allowed and the length of the filename should
be restricted to 50 characteiacludingthe extension (.doc, .pdf,
etc.).

NOTE: When submitting documents in pdf format you must conform to these standards
2NJ 6KSNBE A& | LkRaaArAoAfAde GKFG GKS {0F3GS Sc

Some jurisdictions require you complete and file al Gixdcess Request Form if you are
requiring process service in the eFiling.

Some jurisdictions require your pleading and exhibits to be combined into a single
document and each section bookmark&dease see oudurisdiction Specific
Information for guidance.

There is a 35MB limit on an eFiling submission. If you have numerous documents or very
large documentsimake sure their size falls beneath this linfindt, try to reduce their

size if possible. Hfour submission exceeds the limit, you will need to break it down into
more than one submission.

Log In and Case Information
Log into ProDoc eFiling using your previously registered email addrespassivad.
If you have trouble logging on, recheck yemail and password.

If you forgot your passwordlickForgot Password. You can reset your password by
entering youremail address

If you have made several attempts to log in and have been lockedf guuo account,
82dz2NJ CANXY¥Qa SCAfAYy3 alyl3ISNI Oy NBasSh Al ¥z

Once logged in, sele@ubmit Filing from the top menu.
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Here is the screenoy will see

e — Legout,
PrODOC®eF1hng 2 logged in as sastevel932@mailinator.com

Home | Submit Filing Submit eService | My Filings | My Cases | My eServices | Firm Management Resources

1. Case Information

2. Upload Documents * New Case Existing Case Select Returned Filings
3. eService
4. Review My Templates
5. Process
6. Acknoviledgement Templates: | Pre-load from a template... M
Start a New Filin
Cancel Filing Case Detail

Please enter the details of this case below.

Save As
Template County / Jurisdiction®: [ Please selact.. ]

Manage Case Category®: | Please select... - ‘
Templates

Case Type*: | Flease select... 57 ‘

Save Draft

Attorney Information

Case Attorney®: | Stave Schenk M ‘

Payment Information

Allowable Credit Cards:

Payment Account®: | Please salect... M

Case Parties

No Parties

Jurisdiction Help x

Continue >>

Dudicial Committee on Information
Technol

Technology Standards This site and all contents Copyright ©2003-2017 Thomson Reuters, All rights reserved,

Don’t risk a returned eFiling submission!

You can submit MS Word documents directly to
ProDoc eFiling and we will convert them to pdf
documents that comply with the JCIT Technology
Standards.

The Jurisdiction Help window on the left contains information to help you avoid a
Rejected €iling. ProDoc eFiling monitors the reason eFilings are not successful as well
as question from filers and provides this very visible help window to assist you.

After you have read the information you calick on the x in the upper right of the
Jurisdicton Guide window oscroll to the bottom of the windovand clickCloseto close

the Jurisdiction Help window.

Navigating thesubmission

Initial Filing

Theprogress of the steps in ttreubmission proceds monitored in the=iling Progress
panel in the upper left portiowf the screen.

Clicking on any previously completed step in the submission will return the user to the
selected step.

The New Case radio buttongelected by default

Return to Table of Contents
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dick in the box to the right of the headinGounty/JurisdictionThis is a lengthy list.
Type in the first two or three letters dd jurisdiction to filter the listHit the Esc key to
clear the filter and start over.

NOTEThis filtering technique is available for any selection iat has more than tertems in it

Once the County/Jurisdiction is selected you will proceed to add the other parts of the
Case Information. These include the Case Category and Case Type.

Procedures anddnedy
The eFiling system collesthe Procedures and Remgdn initial submissiondl his
provides the system with all of the information required in the Case Information Sheet.

Click on the appropriate Procedure and Remedy for the ddaétiple
Procedures/Remedies may be selected.

e .y .H!M.
i8] ProDocreFiling 2 toed i 25 sastevei5 26 matinatorcom

Home | Submit Filing | Submit eService | My Filings | My Cases | My eServices | Firm Management | Resources

Case Information

Upload Documents * New Case Existing Case ' Select Returned Filings

eService

My Templates |

Process

1.
2.
3.
4. Raview |
5.
6.

Acknowledgement Templates: Pre-load from a template... X,

Start a New Filin
Cancel Filing | Case Detail |

Flzaze enter the detzils of this case below,

Sawve As
Template County [ Jurisdiction®: | Harris District Clerk M |

Manage Case Category™: | Civil - Contract - |
Templates

Case Type*®: | Debt/Contract - Consumer/DTPA v |

Save Draft

| Procedure / Remedy

Procedure/Remedies: Declaratory Judgment ¥ | | Attachment X

Damages Sought*: | Less than $100,000 and non-monetary relief > |

| Attorney Information |

Case Attorney™: | Stewve Schenk X, |

| Payment Information |

Allowable Credit Cards: MASTERCARD,VISA AMEX, DISCOVER

Payment Account®: | AMEX S |

Filer Information

Filer Type*: | Attarney v |
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A list of credit card types acpted for this jurisdiction is listed. Select your preferred
payment account from the dropdown.
Note-Numerous jurisdictions do not accept AMEX. Use of a debit card is highly

discouraged.

Case Parties
Click on New Party to enter

Home | Submit Filing | Submit eService | My Filings ‘ My Cases My eServices ‘ Firm Management | Resources

the partiebthe case.

N o

1. Case Information

2. Upload Documents ®

' New Case ' Existing Case ' Select Returned Filings
3. eService
4. Review { My Templates J
5. Process

6. Acknovledgement

Start a New Filing

Templates:

Pre-load from a template...

Cancel Filing ‘

Save As
Template

Case Detail

Please enter the details of this case below.

County / Jurisdiction*: [ Harris District Clerk ]
Manage Case Category*: | Civil - Contract Y |
Templates
Case Type™: | Debt/Contract - Debt/Contract N |
Procedure / Remedy
Procedure/Remedies: | | Declaratory Judgment X | | Garnishment X |

Damages Sought*: | Less than 100,000 and non-monetary relief ]
‘ Attorney Information ‘

Case Attorney™: [ Steve Schenk |
‘ Payment Information ‘

Allowable Credit Cards: MASTERCARD,VISAAMEX,DISCOVER
Payment Account™: | AMEX ]
\ Filer Information

Filer Type*: [ Attorney ]

[ Case Parties ‘
Listof req parties f‘:"I equired Parties: / Plaintiff / / Old Name I
this case type
No Parties.
Click here to :]
% New P;
add parties spmsbititi.
| Continue >>

This site and all contents Copyright ©2003-2017 Thomson Reuters. All rights reserved.
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Clicking orthe New Party button opens a dialog box for adding parties to the Case.

Party Information

Enter the party information

*Party Type: | Defendant v Party Attorney: | Plezss salect... M

Party Name

2 Individual Company or Entity

First Name®*:

Middle Name:

Last Name*:
Party Address

Address:

City:

Country: |United States of America [

Phone:

Save and New Save and Close Cancel

Enter in the information fothe firstrequired party.
Enter the first and last name of the first party if that party is an individual.

Select the radio button nexbtCompany or Entity if the party is not an individual and
enter the Company or Entity name.

Addresses are not required. However, if you enter in any part of an addinessall of
the address information for that party must be entered.

If your firm is epresenting the party being entered, enter the attorney from your firm
representing the party. The party attorney for parties your firm does not repreisent
not required.You do not enter the Party Attorney for other parties.

Select Save and New to addirequired and optional parties.

When completedclickSave and Clos&his closes the Party information dialog box and
returns you to the Case Information page.

Selectone or moreFiling Paiiesby clicking on the boto the rightof the partyies)on
behalf of which this eFiling is made.
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Case Parties

*Required Parties: Defendant, Plaintiff

Izl Plaintiff Mary Plaintiff Steve Schenk

Izl Defendant Big Bad Company D

Izl Plaintiff Jerry Plaintiff Steve Schenk
Continue >>

You can edit or delete a party by selecting®@ NNB a L2 Y RAYy 3 A O2y Yy SEI
name.

You are now ready to enteFilings, services and eService for this case. Proceed to
Adding Filings and Court Services to a Submi&stmw to continue filing.

Subsequent Filing into an Existing Case

11

Overview
There are several wayo initiate a filing into an existing case:
For new filings in an existing case
1 Enter jurigliction and case number, search for case, and enter case,
filing and service information as appropriate, (use this if you have
not eFiled into this case before);
1 SelectfiNewfiling into this casé for an envelope # the My
Filings— Submitted listing (see ProDoc eFiling Reports);
1 Continue a filing that was cancelled before submission by selecting
Yes toLoad Unfinished Submissigmopup

For resubmissionof filing s that were Returned for Correction
1 SelectfiResubmit this filing for an envelope # in the My Filings
Submitted listing (see ProDoc eFiling Reports);
1 Click onSekct Returned Filingafter selecting Submit Filing and
then click on Select next to an envelope # from the Returned Filing
listing.

Fully Integrated CMS
Click on the radio button next to Existing Case.
Click in the box to the right of the headi@gpunty/Jurisdiction. This is a lengthy list. You

can type in the first two or three letters of your jurisdiction to filter the list. Hit the Esc
key to clear the filter and start over.

Return to Table of Contents
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NOTEThis filtering technique is available for any selection liat ttas more tharten items in it.
Enter your case numbemnd click on Search.
If you are filing into a jurisdiction that has a fully integrated CMS, I(88al versus

Subsequent eFilinggove), and the caseumber is found, the system will return the
case information.

If the case number is not found, you will receive a message similar to this.

No Results Found b4

Mo results for "201275629" were found in Harris District Clerk

Unfortunately, Harris District Clerk is not configured to accept filings
inte non-indexed cases. Please search again or contact customer
support if you feel you have reached this message in error,

You can perfornamore detailedsearch by clicking on Advanced Search. This allows you
to search by party namwithin a jurisdiction.

Advanced Search x
County / Jurisdiction*: (Il [l
@ By Person Name By Company/Entity Mame

First Name*:

Middle Name:

Last Name*:

Search Cancel

If the systenstill does notfind your case, conta¢echnical supportWe will contact the
{GFrGSQa 9Ca (2 RSGSNXYAYS (GKS AaadsSo
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Not Fully Integrated CMS
Click on the radio button next to Existing Case.
Click in the box to the right of the heading County/Jurisdiction. This is a lengthy list. You
can type in the first two or three letters of your jurisdiction to filter the list. H& Esc
key to clear the filter and start over.
NOTEThis filtering technique is available for any selection list that has moretémetems in it.
Enter your case number and click on Search.
If you are filing into a jurisdiction that does not haviibly integrated CMS, (sdaitial

versus Subsequent eFilinglsove), and previous eFilings have been made into the case,
the system will return the case information.

If no eFilings have been made into the cagau willreceive a message as shown below.

Case Information

New Case '@ Existing Case

Search Criteria

County [ Jurisdiction®: | Bexar County - District Clerk v

Cause Number*: [201308655 |

Advanced Search

No Results Found X

No results for "201306655" were found in Bexar County - District

Clerk
Howewver, you may still file into this case. Please fill out the = -
required case information. A case initiation fee will not be charged £ ler
- -]
- -]
Ok

You should confirm that the case number is accurate. Proceed by entering all of the case
and party information and then complete the eFiling.

This should happen only once for a given case. Regardless afNM$ integration once a
case has been eFiled into the Case Information will be retrieved with your input of the
jurisdiction and case number.

Using Previous Submitted Filings
eFiling 2 eFlings

When you submit a filingll of the information entered fothe filing is stored by ProDoc
eFiling. You can initiate another filing into any case you have filed into with a single click.
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Click on Submitted under the My Filings tab.
Click oreFiling2 Filings.
Hover over the Envelope # of the filing.

Click on tle + icon.

Loguut,

ProDoc’eFiling 2 tgged n ¢ sastave19520manstor.com

Home | Submit Filing | Submit eService | My Filings | Firm Management | Resources

eFiling 2 Filings eFiling 1 Filings eFiling Charges

Show Columns

Copy CEY Excel PDF Print
From
to
Envelope # Filing Type Jurisdiction Case NMumber
Date
Envelope Submitted
# - &3 Filing Type &3 Jurisdiction Case Number I
2f19/2014 ) Bexar County -
X [ ] § = 3:49:55 PM Acknowledgment District Clerk 2013CI18588
T - . Dallas County -
Mew filing into this case - .
7 3415 g Mation - Bench 134th District DC-12-06318
4:05:24 FM Warrant
Court
- Dallas County -
11/22/2013 Mation - Bench S
X 34157 10:09:26 PM Warrant 134th District DC-12-06318
Court
Hays County -
7 23440 11/13/2013 Fleading - No Fee 207th District 11-1626
2:03:44 FM
Court
Hays County -
1 23440 CEsizhits Fleading - No Fee 207th District 11-1626
8:03:38 PM
Court
7] 3
Showing 1 to 5 of 5 entries
Bookmark This Page Privacy Policy www.ProDoc.com Contact Us

This site and all contents Copyright ©2003-2014 Thomson Reuters. All rights reserved.

A new filing will be initiated using the case information for the selected filing.

Using Cancelled Filings
ProDoceFiling continuously saves your inputs during a filing. If you need to cancel a
filing during the process the informatientereds retained for use if you need to start the
filing over.

When you click on Submit Filing the Load Unfinished Submission popup
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= o JLogut
i8] ProDoc’eFiling 2 S ——

Home | Submit Filing | Submit eService | My Filings | My eServices | Firm Management | Resources

Esenq|ErGre=S Case Information

1. Case Information
2. Upload Documents * New Case ' Existing Case ' Select Returned Filings
3. eService
4. Review Case Detail
5. Process

T Az Flezse enter the detzils of this case below.

Start a New Filing
Cancel Filing

County f Jurisdiction™®: | Flease select... x, |

Case Category®: | Please select... - A |

Save As

Template Case Type®: | Please select... - A |
T Attorney Information

Templates

Load Unfinished Submission? x =

A submission was started but was not completed. Would you like to
complete this submission?

MNote: Selecting "Ma" will cause the datz to be permanently lost.

Yes No

This site and all contents Copyright ©2003-2014 Thomson Reuters. All rights reserved.

Click on Yes and ProDoc eFiling walutomatically dad your saved casad

filing information for you;

Click onNo and the datwill be purged from the system and you should begin

your submission by selecting New Case, Existing Case or Select Returned Filings.

Resubmitting Returned Filings

When an eFiling is Returned for Correction by the court clerk, you cabmatsthe
eFiling referencing the original submission envelope. Your resubmitted eFiling will be date
stamped the date of the original submission. Using the methods inslane ProDoc eFiling will
properly reference the original submission envelope im gotrected eFiling submission.

From eFiling 2 Filings
Click on Sumitted under the My Filings tab.

Click oreFiling2 Filings.

Hover over the Envelope # of the filing.

Click on the =2 Icon.
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= ey (Log dut
43 ProDoc eF iling 2 ST

Home | Submit Filing | Submit eService | My Filings | My eServices | Firm Management | Resources

eFiling 2 Filings eFiling Charges

Show / hide columns Copy C5Y Excel PDF Print

Filing Type Jurisdiction Case Number
Date
Envelope # Submitted Filing Type Jurisdiction Case Number
- ~ ~ ~ ~
v v v v
g/18/2014 . Harris County
2 25031 1:02:08 BM Affidawit Courte
T g/18/2014 Affidavit of . L
L@+ = |ﬂw| & 11:37:48 AM || Custodial Parent Harris Distriat Clerk
7 || 25029 Resubmit this filing E” Eoniamzisy Harris District Clerk
: TG AM dizposed 0T
1 .
1 25029 ?_‘:_lgfiét\m Caze Closed Harris District Clerk
? 25026 ?Eligzgé‘;l\"\ Affidavit of Service Harris District Clerk

A new submission will be initiated using the case dimtfjfinformation for the selected
filing.

Note: If your submission is Returned for Correction more than once, select the fe
submission

ProDoc will properly indicate that this is a resubmission and reference your original
submission envelope.

Resubmit From Select Returned Filing on Submit Filing Page
Click on Submit Filing.

Click on the radio button beside Select Returned Filings.

Click on the Select button next to the original returned submission.
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[

i - (Logout
8] ProDoc’eFiling 2 ST

Home | Submit Filing | Submit eService | My Filings Firm Management | Resources

= Case Information

—

1. Case Information $/"

2. Uplead Decuments New Case Existing Case * Select Returned Filings
3. eService

& BE=D Case Detail

5. Process

6. Acknowledgement

Attorney Information

Start a New Filin
Cancel Filing Case Attorney*: | Clayton Meisman X

Case Parties

*Required Parties: Child (Family), Petitioner

No Parties
Returned Filings ®
\ Envelope # E:I:renitted Filing Type Jurisdiction Case Number
_ \Sele:t = ] 3 < B

celect || 25029 ?{%gﬁiﬁw ’éﬁg:g:gfgarent Harris District Clerk
Select 25029 ?’1]'2";23;;’“ Case Closed Harris District Clerk
Selact 24646 i"‘rigfggl:M Accelerated Case gzr;lr'i:SCounty

Select ||| 24646 zfig’;;gfm Affidavit gaozr'i_fscwnt"

Select || 24502 ;{;g{fng ‘éﬁg:‘d’:taf;arent Harris District Clerk
Select 24473 ilffgifw Harris District Clerk

A new submission will be initiated ugitthe case and filing information for the selected
filing.

ProDoc will properly indicate that this is a resubmission and reference your original
submission envelope.

Make the corrections as required and submit.
Using Templates
ProDoceFiling allows yo saveinitial filing cae and party information in gemplate.
As you enter your case and party information, ProDoc stores this information in a data
table. When you click on the Save as Template button, you save and name this data. You

can then recalall of this information to save time in initiating cases.

To use this function, enter as much of case and party information that you refer to save.
Click on the Save as Template button.
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T .y (Log Out
PrODOc®eF1hng 2 logged in assastevelgﬁi@mailinatn?:;

Home | Submit Filing | My Filings | Firm Management | Resources

Filing Progress Case Information

1. Case Information
2. Upload Documents @ New Case ) Existing Case
3. eService

4. Review Filing |

My Templates |
S. Process Filing
6. Acknovledgement Templates: Pre-load from a template... v |
Start a New Filing
Cancel Filing |

Case Detail |

\ Please enter the datails of this caze below.
Save As Templste

County / Jurisdiction®: ‘ Harris District Clerk A |

Manage Templates
Case Category™*: ‘ Family A |
Case Type*: | Divorce ($0) - |

Attorney Information |

Case Attorney*: | Steve Schenk - |

| Filer Information |

Filer Type*: [ Attorney  [+]

| Case Parties |

*Required Parties: Petitioner, Respondent

Attorney Filing

lzl Patitionar John Smith Steve Schenk
[<]

Respondent Martha Smith

Continua >

This site and all contents Copyright ©2003-2014 Thomson Reuters. All rights reserved.

A dialog boxllows you to name the template, allow othersyiour firm to use the
template and the different areas of your case and party information you wish to include
in the template.Click on Save to save your template information.

| New Template ® |

Description®: [[

[T Make this template available to all users in my firm

| What to Save

County / Jurisdiction - (Harris District Clerk)
Case Category - (Family)

Case Type - (Divorce (50))

Case Attorney - (Steve Schenk)

Filer Type - (Attorney)

[¥| case Parties - (John Smith, Martha Smith)

Save Cancel

This information to initiate an initial filinghay now be useth any new cag. Simply
select the appropriate template name in the Templates selection box.
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ProDoc eFiling 2 T

logged in as sasteve1952@mailinator.com

Home | Submit Filing | My Filings | Firm Management | Resources

FITSIIoE=S ‘Case Information
1. Case Information
2. Upload Documents @ New Case | Existing Case
3. eService
4. Review Filing | My Templates |
5. Process Filing
6. Acknovledgement Templates: Pre-load from a template... -

Start a New Filing

Pre-load from a template...
Cancel Filing |

My Templates :I
Flease enter SP-Debt
Save As Template El Paso District
County [ Jurisdiction*:
Manage Templates

Case C V] [

Fle35e select... e Ml

Case Type*: | Flease select... v |

Attorney Information |

Case Attorney*: | Steve Schenk hd |

Case Parties |

No Parties

o]

Continue >

This site and all contents Copyright ©2003-2014 Thomson Reuters. All rights reserved.

All of the information saved in your template will be loaded automatically.

Using Drafts

ProDoceFiling allows you to save a filing in progress as a draft. At any paintgRiling
until it is submitted you can select Save Draft. You are prompted to name the draft.

5] ProDocreFiling 2 ds

logged in as sasteve1952@mailinator.com

Home | Submit Filing | Submit eService | My Filings | My Cases | My eServices | Firm Management | Resources

Add ew Fiing
1. Case Information

[ tns trpe—| pescripion | Rteence Hmboe | lorkComete —| Mmoo oc
1 2 x

3. eService 1 - Motion (No Fee) Motion (No Fee) Motion filing s
4. Review
5. Process
6. Acknowledgement
Start a New Filing
Cancel Filing

Save Draft Select Save Draft to retain
work for later submission

This site anﬁ;“ T x thts reserved.

[ L B
Draft Name: |Motion for case 16111|

‘ Save Cancel ‘
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You can continue with your submission or cancel after saving a draft.

To eFile using a Draftpdo the Drafts tab under My Filings to view your draftsl aacall
your draft or remove them from the list.

= iis Alognut,
% &
8| ProDoc eFiling 2 by
Home | Submit Filing l Submit eService | My Filings ‘ My Cases | My eServices | Firm Management | Resources
eFiling 2 Filings eFiling 1 Filings eFiling Charges | Drafts |
Show / hide columns
Show | 10 V | entries
Case Date Created
Draft Name Type Created Jurisdiction Reference Attornay By Case Category
< < - < $ < < ¢ <
Harrs Divorce 8/17/2017 Harns Family/Juvenile -
T, Muir Steve Steve
Remove Divorce-No No 11:40:39 District b ibree Sk Schenk Marriage
children Children AM Clerk " % Relationship
Harris
County - X
Di 8/18/2017 ' F ly/Juvenile -
Motion for s 246th Motion Steve Steve S IS
Remove with 11:16:05 . : 2 Marriage
case 16111 Family filing Schenk Schenk
Children AM Relationship
District
Court

Showing 1 to 2 of 2 entries

Bookmark This Page Privacy Policy www.ProDoc.com Contact Us

This site and all contents Copyright ©2002-2017 Thomson Reuters. All rights reserved.

Click on the Draft Name to recall the draft or click on Remove to delete it.
The list may be sorted by any of the heading items.

Note: When you recall your draft, you will be on the Case InformatamepWhen you
click on Continue, the Add Filing page opens. If you have already entered a filing and
attached documents, that filing has been retained. You can either cancel this current
Add Filing window or add another filing.

Adding Filings and Court Services to a Submission
After all case information and parties are enter@sldescribed abovedd filing(spnd
any relatedcourt services tahe submission.

Please revievPreparation and Tipabove regarding fileizes, types and other
information regarding filings and documents.

Multiple filings can be submitted in a singlsubmissiongenerally referred to as a
submission envelope. The filings can only be for the case and filingtpattyavebeen
entered. ProDc does not charge any additional fee for multiple filings.

Jurisdiction Help
After completing the Case Information page as described above, click on Continue.
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Case Information

'® New Case ' Existing Case "' Select Returned Filings

‘ My Templates |

Templates: Pre-load from a template... 2

| Case Detail |

Flzase entar the details of this cass balow.

County / Jurisdiction®: | Harris District Clerk % |
Case Categary*: [ Family/luvenile - Marriage Relationship v
Case Type*: | Divorce No Children ]

| Procedure / Remedy |

Procedure/Remedies: |\ Declaratory Judgment X | |

| Attorney Information |

Case Attorney™: [ Steve Schank |

| Payment Information |

Allowable Credit Cards: MASTERCARD,VISA,AMEX,DISCOVER

Payment Account®: | AMEX v |

| Filer Information |

Filer Type®: | Attorney ¥ |
‘ Case Parties |
quirad Parties: Dafendant / dent, Plaintiff / Patitioner / Old Name
Party Type Name Attorney Filing Party
Defendant / Respondent John Muir ]
Plaintiff / Petitioner / Old Name Jane Pacifico Steve Schenk 2

The Add New Filingialog box opens.

The JurisdictionHelpwindow appears to the left of the screen.

Add New Filing

Filing Type*: [ Please select x

Filing Description*: [ Sesrpton Ao

Reference Number®: |-

Comments for Clerk:

Documents | Additionsl Services | Email Copies

Jurisdiction Help. *

Document file types and properties

® et be locked Ssvesnd New  Savesnd Cloce  Cancel

Don't woery about scanning or atherwise trying to OCR your document, let ProDoc
Filing convert your Word document directly

A document that is electronically served, filed, or issued by a court or
clerk is considered signed if the document includes:

Do Mot Show Again | Close
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Click anywhere in the Add New Filing dialog box to move it in front of the Jurisdiction

Help.

After you have read the information you can click on the x in the upper right of the
Jurisdiction Guide windowar scroll to the bottom of the window and click Close to close
the Jurisdiction Help window.

Filing Description

Describe the filing using the three information boxes at the top of the page.

22

Filing Type Based otthe jurisdiction case category and casggy the filing

type list will contain the filing types allowed ftite submissionMost
jurisdictions now conform to the standard filing types as detailed in the most
recentCIT Standard3he list presented also takes into account if this is an
initial or a subsequent filing.

If the filing is in a Harris Distriot Jefferson Count@€ourt, refer to
In_Harris_Countpelow.

Filing Descption: ProDoceFilingby default fills this field with the filing type
selected. You can edit this description to suit your neédsit of 150
characters.

Reference NumberAn entry in this field is iuired. Your entry can be alpha,
numeric or speciall@aracters é any comlination. Generallythis field is used to
help you match the filing with a client or an entry in yease management
system. Thiséld will also be used to help filter or sort yoeiFilingsn ProDoc
eFik reporting.Limit of 150 cheacters.

Comments for ClerEnter any comments for the clerk in the Comments for
clerk section.

Sensitive Data

Return to Table of Contents
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AddingDocuments toa Fling
Click on Add Document.

Based on the selected Filing Type, click on the appropbiatementcategory

Add New Filing

Filing Type*: [ Motion (No Fee) (50.00) %]

Filing Description*: [Mation (No Fee)

Reference Number*: [Harold Divorce

Comments for Clerk: [Hold Citation for

our runner's pick up.

Documents | Additional Services = Email Copies

Add Document |

I;;Eoc;;e:t - Select category. Every filing must have a

Attachments ‘ single Lead Document but may or may not
allow attachements.

Cancel

After selecting youDocumentcategory click on Select FiléFor Internet
Explorer only. Other browsers will automatically trigger the Explorer window)

Use the Explorer window to navigate to the appropriate file. Doulde @h the
file or highlight it and click on Open tadd the file to the filing.

DocumentDescription

After adding a document to a filingroDoc eFiling displag@cument information in a

list. One field of information is the Description (OPT). ProDoc eFiling automatically
populates this field with the i name. This description may be edited to include a more
easily understandable description of the documehimit of 100 characters.

Add New Filing

Filing Type*: [ Motion (No Fee) ($0.00)

Filing Description*: |Mot:on (No Fee)

Reference Number*: [Harold Divorce

Comments for Clerk:

Documents Additional Services

Email Copies
Type File Description* Doc Details Security
Lead Document sidney-1.pdf Answer motioh to modify 0.05MB/1pg Answer to Motion to Modify ¥ %
(Maximum characters: 100)

Filing Size: 0.05 MB Envelope Size: 0.21 MB
Filing Pages: 1 Envelope Pages: 3

Add Document
I have reviewed the uploaded files to verify they were converted correctly.

Save and New Save and Close Cancel
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Document Security or Document Category
In all jurisdictions except Harris Distrieind CountyCivil Gourts and Jeffersa County Courta

document Seclity classification is required. This list is provided by jurisdictBanerallyyou
will select Public. There may be other options offered including Confidential opdilalic.

In Harris Districand County CiviCourtsand Jefferson County Courtghere is not an option
regarding document Security classificatiblowever, EDocumentTypeis required. The
DocumentiTypeis theseO 2 dzBlj 8z @ € Sy & 2F |t f 20KSNJ 2dzNAARA O

Add New Filing

Filing Type*: [ Motion (No Fee) ($0.00)

Filing Description*: [Motion (No Fee)

Reference Number*: [Harold Divorce

Comments for Clerk:

Documents | Additional Services = Email Copies
Type Description* Doc Details Security
|Answer motioh to modify 0.05MB/1pg

Lead Document sidnev-1.pdf
{Maximum characters: 100)

File
Answer to Motion to Modify X x

Envelope Size: 0.21 MB

Filing Size: 0.05 M8
Envelope Pages: 3

Filing Pages: 1
Add Document
I have reviewed the uploaded files to verify they were converted correctly.

Save and New Save and Close Cancel

Adding Attachments taa Filing
Add any attachments if appropriate. Please refer to Jneisdiction Specific Informatidior
jurimgli cti onos

more information about the
documents for the pleading.

If the only options for this filing are Lead document and Attachments and you

have already added the lead document, all other documents will be
attachments. You can click on Select File to upload the attachment(s).

Return to Table of Contents
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