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Overview:

The eFiling system for state courts in Texas has been in existence for over ten years. The system
allows filers to select and eFile through an eFiling Service Provider, (EFSP). The EFSP collects the filing
information and documents and transmits them to the State’s eFiling Manager, (EFM) who forwards the
information and documents to the appropriate jurisdiction. The court clerk then reviews the information
and documents. The clerk will either approve the filing or return the filing for corrections.

If the filing is Rejected or Returned for Correction, the filer will receive an email which will
include the clerk’s instruction to the filer. If the filing is accepted the filer will receive an email with a link
to the date stamped, downloadable document.

The Supreme Court adopted statewide Rules of Procedure eFiling in Civil Courts (see Rules 21
and 21a) as adopted April 1, 2025 and for Criminal Courts effective May 28, 2024. The rules govern such
items as the date and time of a filing when eFiled, what documents can and cannot be eFiled, acceptable
electronic formats for eFiling and other aspects of eFiling and eService.

The Judicial Committee for Internet Technology has standardized many aspects of the eFiling
process. The eFiling Technology Standards includes lists that detail much of the data required by eFiling.
Including case categories, case types, required parties, filing types, court services, reasons for returning
a filing and reason for rejecting a filing. Jurisdictions all use these lists and cannot add to the list.

Before eFiling we suggest you follow these steps to adopt eFiling in your practice:

e Attend a live, MCLE certified live webinar training class

e Read over this guide
e Register for eFiling
e Review the Jurisdiction Specific Information for the jurisdiction you will be eFiling in

e eFile

If you encounter any problems, contact our customer support team. Email efile-
manager@thomsonreuters.com or call 800.759.5418.
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Register for eFiling

General information
There are two distinct forms of filers in the eFiling system. Law Firms and Self-
represented or Individuals.

Law Firms include:

All legal professionals including:
Solo Practitioners
Attorneys, paralegals, and staff at firms with multiple filers

Self-represented accounts include:

Filers without lawyers (pro-se filers or self-represented litigants)

Process servers

Landlords and tenants (renters)

Pro hac vice or out-of-state attorneys

Other non-parties (for example, employers filing garnishment information)

Law Firm Registration

Preparation and Tips
The eFiling system is set up to include a firm and then filers, attorneys and service
contacts within that firm.

A service contact can be attached to a case to receive eService notifications on that

case.

Firms are considered owners of all eFilings made in their name. A filer will only have

access to the eFilings and documents for the firm of which he/she is currently a
member.

A single person can be a filer and/or an attorney and/or a service contact.

The person setting up the firm will automatically become a firm eFiling Administrator.

One or more filers must be designated as the firm eFiling Administrator. The firm eFiling

Administrator can:
Edit firm information;
Add filers, attorneys and service contacts to the firm;
Unlock filer accounts and reset passwords;
Create payment accounts for the firm;
Designate other filers as additional firm eFiling Managers;

Access reports containing all firm eFilings.

Back to Table of Contents
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ProDoc suggests that a firm have at least two firm eFiling Administrators when possible
because of the importance of this function in the system.

A filer’s User ID is their email address. The system does not allow duplicate email
addresses.

Attorneys must enter a Texas State Bar number. The system will validate bar numbers
against a list provided by the State Bar of Texas.

At least one payment account must be set up for the firm before eFiling can begin.

Register Firm and firm eFiling Administrator
At the ProDoc eFiling Home Page, select Register for eFiling.

Complete the Firm Information entry fields. All * fields are required.
Complete the eFile Firm Manager information fields.

Be sure to remember your Password.

Back to Table of Contents Page 5
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ProDoc eFiling 2

me | Register for eFiling | Resources

fer 3 new Tiem by Tillie wt the Torm bedow. When you ane
o U0 yowr User Registration.

shed, dick "Ce

e at ithe bottom of the page to

irad fields are bold

marked with an asterisk [*).

Firm Registration

Hame* [ |

Country® | Uniled Slales ¥

Address Line 1+ |

Mbdness Line 2| |
City* | | states [ Texas v | Zipe| |

T E—

Firm Administrator Information |

Ermail Address® |

our Email Addregs will be vsed as your Log In

Re-type Email Address® |

The Slate eFiling system reguires your password (o be atleast B characters with one lower character one upper

character and one symbal,
S —
Re-type password: [ |

First Name* | ]
Middllz hdlrl‘.‘l |
Last Names | ]

L Firm Admin is an Attomey

) Akl Firm Admin to Service Contact List

Optional Information

U Require Matter Number Deseription for all eFilings

Please email s il you are Sales Tax Exempt with the Tollowing link {You must provide Texas Sales and Use Tax Exemplion
Certification)

[ Email ws

| Firm Agresment

EEIP.I: here Tor & printable version

ProDoc® Subscriber Agreament for Fims Acoe<s to and wee of ProDoc eFiling Service i@ subject to the terms and conditions
of the ProDoc License Agreement (" Agreement™) Tor Firms, a legal document betwesn the firm you represent (" Fim™ or
“Subseriber”) and West, a Themson Reuters business ("West™). Please read the Agreement. I you agree with the terms

< of the Agreement and agree to be bound by them, accept the terms by dicking "I Agree™ below and

i e with the software installat I you do not agree with the tems and conditions of the Agreement, dick on "1

Dot Agnee™ and you will not be able o install the solftware or uSe the Service, 1. DEFINITIONS a. Service - Maans the
ProDoc eFiling Service, and any related software, servers, products or services provided to Fim by West to assist Firm with

and oof n

slactronically filing and electonically Serving legal documents and

nistrative account with West through which the Servio
is establich
see, &, Blect g Manager ("EFM™) - Means the manager of the elecl
filing System on behall of the spedfic state. I, EMective Date - Means the date that the emant aoceptad by e Fimm,

on behall of the Firm and establishing the Fim Account as described

nic

g. You - Means the persan accepting this Agreement

Name of Person Agresing: [

1 Agree
1 Don't Agree

Thiis site and all contents Copyright ©2003- 2017 Thomsen Reuters, Al fights reserved,

Back to Table of Contents Page 6




ProDoc eFiling A Guide to eFiling in Texas’ State Courts (rev 202205)

If you are registering as an Attorney, click on the box next to Firm Admin is an Attorney.

Enter your State Bar of Texas Bar Number. The number you enter will be validated by
the State eFiling Manager against a list provided by the State Bar of Texas.

First Name®* | Steve |

Middle Name | ]

Last Name®* |S|:hen|-c |

Bar Number#* l:l Please enter a Bar Number

Firm Admin is an Attorney

If you will be a Service Contact, click on the box beside Add Firm Admin to Service
Contact List.

Let us know if your organization will be exempt from State Sales Tax on your eFiling
transactions by clicking on the ‘Email us’ link.

Be sure to send us your Texas State Sales and Use Tax Exemption Certificate and firm
name. We must have that in hand before exempting your organization.

Review the Firm Agreement, and sign or initial the Name of Person Agreeing box.

Select | Agree and press Continue.

Firm Agreement

%C“Ek here for a printable version

ProDoc® Subscriber Agreement for Firms Access to and use of ProDoc eFiling Service is -
subject to the terms and conditions of the ProDoc License Agreement ("Agreement") for =]
Firms, a legal document betwean the firm you represent ("Firm" or "Subscriber") and West,
a Thomson Reuters business ("West"). Please read the Agreement. If you agree with the
terms and conditions of the Agreement and agree to be bound by them, accept the terms

by clicking on "I Agree" below and continue with the software installation. If you do not

agree with the terms and conditions of the Agreement, click on "I Don't Agree" and you will
not be able to install the software or use the service. 1. DEFINITIONS a. Service - Means the
ProDoc eFiling service, and any related software, servers, products or services provided to

Firm by West to assist Firm with electronically filing and electronically serving legal

documents and in performing related tasks. b. Firm Account - Means a single administrative
account with West through which the Service is provided under this Agreement. c. Firm -

Means the legal entity through which the Firm Account is established and maintained. d.
Individual User Account - Means the account of a single person who is a registered -

Name of Person Agreeing: | |

|:| I Agree

D I Don't Agree

You and your firm are now registered in the State’s eFiling System. You will need to
Activate your account before being able to log into the eFiling system.

Activate Firm eFiling Administrator Account
After you complete the registration page and press continue an email will be sent to the
email address that you registered.

Back to Table of Contents Page 7
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EFILE New User Activation
% TEXAS.gov

You have been registered with the E-Filing System. Please. click on the link below to activate your account.
Click to Activate Account
Please update your password after yvou log into vour account.

For technical assistance. contact vour service provider

PrODO C Online: https://prodocefile.com
2 ege Phone: (800) 759-5418
e Flhng Awvailable 24x7 and onlie with chat

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

Click where indicated to be taken to this site-

ProDoc
ZleFiling

Your ProDoc account has been activated

sign in now

Click on Sign in now to be taken to ProDoc eFiling. Now you can log in with the email
address and password that you registered.

Adding Filers with option to add as Attorney and/or Service Contacts

Preliminary information
The firm eFiling Administrator must register all additional firm filers, attorneys and
service contacts.

Every new filer must activate their account.

If a filer has already registered, that filer must disassociate themselves from their
current firm. See Adding Filers with existing eFiling accounts Changing Firms.

Only filers can log into the system, i.e. Attorneys and Service Contacts cannot log into
the system. Anyone who will eFile or will need to view information in the eFiling system
should be registered as a filer.

Registering filers
A firm eFiling Administrator logs into ProDoc eFiling

Select Filers under the Firm Management tab

Back to Table of Contents Page 8
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Click Add New Filer
Enter the filer’s first, middle (optional) and last names

Enter the filers email address and validate this by re-entering the email address

If this filer is an attorney, click the box by Filer is an Attorney and enter the
Attorney’s Texas State Bar Number

Also see Enter Attorney Filer Delegates below.

If this filer is also a firm service contact, click the box by Filer is a Service
Contact.

Administrative Copy (optional) - Enter an email address to receive any
eService notification that this Service Contact receives. Only one email
address is permitted.

When complete, click Add User at the bottom of the information entry area

. g (Log ut,
:E PrODocaeFl l Ing 2 logged in as sasteve1952@mailinator.com

Required fields are bold and marked with an asterisk [*).

¥ Filer is an Attorney
¥ Filer is a Service Contact
First Name*[ |
MiddleName[ |
LastNames ]
BarNumber*[ |

Please enter a Bar Number
Email* | |

Re-type Email*| |

Adminislrativel |
Copy

Country*
Address Line 1
Address Line 2
City State[ Texas v | zip|

Phome[ | 00-X00000

Fax[ ] 0006

Salact Filing Delegatas |

All filers checked. will indicate all filers in your firm will be allowed to file for this Attorney.

| Bradford, Julie (julieb@mailinator.com )
@ Law, Jane (jane1952 @mailinator.com )
#| Nevcomer, Mary (mary1952@mailinator.com )

#| Schenk, Steve (sastevel952@mailinztor.com )

Add User

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

NOTE: If you receive the error message “The Email Address is already in use”,
the filer's email address is already in use and associated with another firm. The
filer must be disassociated with the other firm before they can be added to this

firm. See Changing Firms.

Back to Table of Contents Page 9
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Activate Filer Account
As soon as a filer has been added to the firm by the firm eFiling Manager, the
EFM will validate the filer email address and provide an eFiling password.

The EFM sends an Activation/Password email to the email address entered by the firm
eFiling Manager.

The filer will need to go to their email inbox and locate the Activation/Password email.

EFILE New User Activation
% TEXAS.gov’

Your firm administrator has registered you for use with the eFiling system. Click the link below to activate your account. Please. contact vour
firm administrator with any questions.

Click to Activate Account
After actrvating your account, use the following password: B[Vu}[g9*H
Please. update your password after you log into vour account.

For technical assistance. contact your service provider

P]_'OD OocC Online: https://prodocefile.com
: .y Phone: (800) 739-5418
eFlhng Available 24x7 and online with chat

Please do not reply to this email. [t was automatically generated.

The email sender is no-reply@tylerhost.cloud or no-reply@efilingmail.tylertech.cloud
the subject line is Activate your account: You have been added to an eFiling firm.

If you do not see the email in your inbox, check your Spam folder. If you still cannot
locate the Activation email, contact efile-manager@thomsonreuters.com.

Highlight and copy the password in the email and save it to your clipboard.
Click on the Activate Account link in the email.

This activates your account and the link takes you to this site-

ProDoc
ZleFiling

Your ProDoc account has been activated

sign in now

Click Sign in now

Log in at ProDoc eFiling, using the filer email address and pasting the password from the
Activation/Password email.

Read and accept the User Agreement.

Immediately select Change Your Password.

Back to Table of Contents Page 10
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Enter a new more easily remembered password and validate this password by re-
entering it where indicated.

Click Change Password when complete.

Adding Attorneys

Enter Attorney Information
A firm eFiling Manager logs into ProDoc eFiling

Select Attorneys under the Firm Management tab

Click Add New Attorney
Enter the attorney’s first, middle (not required) and last names

Enter the attorney’s Texas State Bar Number. The eFiling system will validate
that the bar number is the correct length

Enter Attorney Filer Delegates
The eFiling system allows for any filer within a firm to eFile on behalf of any
attorney in the firm. ProDoc allows you to select which filers can eFile on behalf

of each attorney. ProDoc will default all firm filers as delegates on a newly
created attorney

To disallow a filer to eFile for the attorney selected, uncheck the box next to
that filer’'s name

Click the Add Attorney button

;]

5| ProDoc eFiling 2 o,

logged in as sasteve1952@mailinator.co m

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

Required fislds are bold and marked vith an asterisk (<).

Attorney Information

FrstNamex [ ]
Middle Name [ ]

LastNamer [ ]
Bar Numbers [ ]

Select Filing Delegates
Al filers checked, will indicate all filers in your firm will be allowed to file for this Attorney.
Schenk, Steve (sasteve1952@mailinator.com ) =

Law, Jane (janel952@mailinator.com )
Newcmer, Mary (mary1952@mailinator.com )

4 1 | ¢

Add Attorney

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

Adding Service Contacts
You should only add members of your firm as Service Contacts.

The firm eFiling Manager logs into ProDoc eFiling

Back to Table of Contents Page 11
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Select Service Contacts under the Firm Management tab
Click Add New Service Contact
Enter the service contact’s first, middle (not required) and last names

Enter service contact’s email address.

Administrative Copy (optional) - Enter an email address or multiple email addresses for
that email address to receive any eService notification that this Service Contact receives.
Refer to ProDoc eFiling’s Notification Options for expanded flexibility regarding
notifications.

Other information is optional but if you enter any part of any address filed, all fields will
become required

Click the Add Service Contact button

e T -y . ‘Egm
PfODOC®eFlhng 2 logged in as sastevel 0520 mailinator.com

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

Reguired Tields are bold and marked with an asterisk (*).

T —

Ernail* |

Administrative Copy| |

Cauntr\r United States v
Address Line 1
Addiress Line 2
2 — e 2|
Add Service Contact
This site and all contents Copyright ©2003-2017 Thomson Reuters. Ml rights reserved,

Service Contacts Review and Modifications
You can only detach or modify the service contacts on a case if the service contact is
yourself or a service contact in your firm.

Detaching and/or changing service contacts in a case can be accomplished when
submitting an eFiling or eService as detailed in our eFiling Guide.

Your firm’s eFiling administrator can detach or change the service contacts on a case or
cases using Firm Management-Service Contacts.

Select the Attached to case(s) icon next to the Service contact to be detached or
changed.

Logout

PI'ODOC® eFi]jng 2 logged in as sasteve1952@mailinator.com

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

First Name Middle Name fLast Name Email Address

i |pat Parick pat@mailinatorcos

i |saney Brankhom stave.schenl

M |steve Schenk steve.schenl
L

Schenk steve.schenl

R

Sla|5|5
3

a (8|88

3(3|3]|3

Smith steve.schank@thomsonrauters.c

New Service Contact

Back to Table of Contents Page 12
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A list of cases where the selected service contact is attached will be presented in a pop-
up window.

Select the case or cases from the list where you wish to remove or change the exiting
service contact.

Selecting the box at the top of the list will select all cases.

i8] ProDoc eFiling 2

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

L00 0ut,

logged in as sasteve1952@mailinator.com

First Name Middle Mame #Last Name Email Address
2 |x |@ |pat parick pzt@mailinatoncem
7 |x @ Janey Prankhorn steve.schenk@thomsonreuters.com
2% | |steve Schenk stave.schenk@thomsonrauters.com
& |x |[§ |Frances Schenk stave.schenk@thomsonrauters.com
2 |x ([ |rehn Smith steve.schenk@thomsonreuters.com

New Service Contact

‘ steve.schenk@thomsonreuters.com - Attached to case(s)

%
O T
[ Bexar County - County Clerk - Civil 2021-9%-001
Bookmark T| Contact Us
Bexar County - County Clerk - Civil 2021-09-667722
[ Hays County - District Clerk 2021-CV-6655

Detach Service Contact

N

Replace Service Contact Print Close

To detach the service contact from the selected cases, click on the Detach Service
Contact button.

Then confirm this action by clicking okay in the confirmation pop-up window
Are you sure you want to Detach Service Contact from the below

PrODOC selected case(s)?

:
Bexar County - County Clerk - Civil | 2021-09-667722

oog Out,

in as sastevel®52@mailinator.com

First Name | n Cancel |_m|||,u,
2 |x | [pat [linator.com
2 |% ([ [saney prankhorm steve.schenk@thomsonreuters.com
2 |x | [steve Schank steve.schenk@thomsonreuters.com
2 |x | [Frances Schank steve.schenk@thomsonreuters.com
Z % |[ [20hn Smith steve.schenk@thomsonreutars.com

New Service Contact

‘ steve.schenk@thomsonreuters.com - Attached to case(s)

%
(8 o e [oows ]
[[] Bexar County - County Clerk - Civil 2021-95-001
Bookmark Tl . Contact Us
Bexar County - County Clerk - Civil 2021-09-667722
[0 Hays County - District Clerk 2021-CV-6655

Detach Service Contact Replace Service Contact

Print Close
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You cannot reverse this action once you have selected Okay. Please exercise caution
when performing this action on a large number of cases.

You will receive an email notification from eFileTX confirming the service contact
removal for each case.

[EXT] Service Contact removed on case: 2021-09-667722
@ no-reply@efilingmail tylertech.cloud € Reply | € Reply All | = Forws

To Schenk, Stephen . (Content Operations) Tue 1072672

External Email: Use caution with links and attachments.

EFILE Service Contact Removed
4 TEXAS.gov Case Number: 2021-09-667722
Your Service Contact Information has been removed from case 2021-09-667722.
Service Removal Date
Removed Date 10/26/2021 11:25 AM CST

To change the existing service contact attached to the selected case(s):
Click on the Replace Service Contact button on the case list.

Then select the new service contact to replace the existing service contact from the
dropdown in the pop-up.

(Loolut,

ProDoc®eFiﬁng 2 logged in as sasteve1052@mailinator.com

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

First Name Middle Name ffLast Name Email Address
2% ([ [pat Parick pat@mailinatorcom
2 X | [=ney Prankhom stave.schenk@thomsonreuters.com
2 % |[# [steve Schenk stave.schenk@thomsonreuters.com
& |x |[@ |Frances Schank stave.schenk@thomsonreuters.com
2 (% |[ [ehn Smith steve.schenk@thomsonreuters.com
New Service Contact
steve. steve.schenk@thomsonreuters.com - Replace on case(s) x Ll
n Case(s): Bexar County - County Clerk - Civil | 2021-99-001 -
Bookmark T Replace From: steve.schenk@thomsonreuters.com — Contact Us
Replace To: [ Pat, Parick [pat@mailinator.com] ~]|
Save Cancel

ose

Then confirm this action by clicking okay in the confirmation pop-up window.
You will receive a confirmation that the action was completed.

You will receive an email notification from eFileTX confirming the service contact
removal for each case. However, there is not confirmation notification of the addition of
the new service contact. You can confirm that the new service contact was added by
selecting the Attached to case(s) icon next to the Service contact.

You cannot replace the existing service contact with a service contact that is already
attached to the case(s). You will receive a pop-up letting you know this is an issue. You

Back to Table of Contents Page 14
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can print the list of cases that a service contact is attached to by clicking on Print on the
case list.

Changing Firms
The eFiling system does not allow duplicate email addresses in the system. If an email
address is already in use, that email address is already registered in the system and is a
filer for a firm.

If a filer wishes to retain the email address and join another firm, the filer’s current
firm’s eFiling Manager must remove the filer from the firm.

A firm eFiling Manager logs into ProDoc eFiling

Select the Filers under the Firm Management tab

Click the red X next to the filer’'s name

Confirm the removal of the filer when the pop up dialog box appears

If the filer is also an Attorney and/or Service Contact for this firm, the Firm eFiling
Manager should remove them from those lists as well by selecting the appropriate
category under the Firm Management tab, clicking the red X next to the appropriate
name and confirming their removal.

Now the new Firm’s eFiling Manager can follow the steps to add the Filer to their firm.

The filer will need to reactivate their account as described earlier before being able to
log in.

If the filer is the current Firm’s only eFiling Manager, he/she cannot be removed from
the firm.

If there are other filers in the current firm, one or more of those filers can be
added as Firm eFiling Managers and then perform the steps above.

If there are no other filers in the current firm, the filer should remove any firm
payment accounts, Attorneys and Service Contacts (including themselves). Then
the filer will need to change their email address. This does not have to be an
actual email address that you use.

Change your email address by selecting Edit Your Information at the Home page
after log in.

Once completed, the new firm’s eFiling Manager can add you as a filer and/or
attorney and/or Service Contact in the new firm using the steps detailed above.
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Adding a Payment Account

Important Information Regarding Payment Accounts
A payment account is required prior to eFiling. A payment account is a name
associated with a credit card. Your credit card information is held in a secure
third-party site. Payment processing for your eFiling transactions is performed
at the third-party site. Only your payment account names are stored by ProDoc
or the EFM.

Many jurisdictions do not accept American Express cards. A list of credit cards
accepted by the jurisdiction you are eFiling into is displayed when you are
preparing your eFiling submission.

If you primarily use an American Express card, we suggest you also enter a
payment account for a VISA or MasterCard credit card.

If at all possible, do not use any payment method that draws directly from

your bank account, such as a debit card or Pay Pal for eFiling. When you eFile
the EFM preauthorizes your card for the estimated fees for your eFiling

transaction. If the jurisdiction returns your eFiling for corrections your card is
not charged. However, if you have used a debit card, the preauthorization
creates Pending Transactions in your bank account. Depending on your bank’s
policy these transactions may not be released for several days, and you will not
be able to access these funds until they are released. If this occurs, we will work
with you to get these funds released as quickly as possible however, it is best to
avoid the situation.

Adding a Payment Account
The firm eFiling Manager logs into ProDoc eFiling.

Select Payment Methods under the Firm Management tab.
Click Add New Payment Account.

Enter a name to be associated with this credit card.

Click Add Credit Card.

You will be redirected to the third party’s site.

Enter the credit card information.

Click Continue.

Review the terms and then click Save Information.

You will receive a message that the credit card was added.

Click Continue.
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The card will now appear as a Payment Method for the firm.

Self-represented account

Preparation and Tips
Afiler’s User ID is their email address. The system does not allow duplicate email

addresses.
A single person can be a filer and/or a service contact.

A service contact can be attached to a case to receive eService notifications on that

case.

At least one payment account must be set up for the firm before eFiling can begin.

Register your account
At the ProDoc eFiling Home Page, select Self Represented Account Registration.

Complete the Account Information entry fields. All * fields are required.

Be sure to remember your Password.
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2] ProDoc’eFiling 2

Register a new Self Represented Account by filling cut the form below. When you are finished, click "Continue” at the bottom
of the page to continue to your User Registration.

Required fields are bold and marked with an asterisk (*).

Self Represented Account Registration
Account Information

Name* Able Account
\ |

Country® United States w

Address Line 1* [362 Maple Avenue |

Address Line 2 | |

City* [Any town | state* | Texas w | zip* [75148
Phone* 210-587-3999 MR- XK
Email Address* [2ble_a« ]

The Email Address does not appear to be valid

Your Email Address will be used as your Log In

Re-type Email Address* [able_a ]

The State eFiling system requires your password to be at least 8 characters with one lower character one upper

character and ene symbeol.

Re-type Password*

First Name* [Able |
Middle Name [ ]
Last Name* [Account ]

Add this profile as Service Contact

Mame and email address where court filings will be delivered.

Optional Information

[[] Require Matter Humber/Description for all eFilings

Please email us if you are Sales Tax Exampt with the following link (You must provide Texas Sales and Use Tax Exemption
Cartification)

[=IEmail us

If this email address serves as Service Contact, click on the box beside Add profile as
Service Contact.

Let us know if you will be exempt from State Sales Tax on your eFiling transactions by
clicking on the ‘Email us’ link.

Be sure to send us your Texas State Sales and Use Tax Exemption Certificate and firm
name. We must have that in hand before exempting your organization.

You are now registered in the State’s eFiling System. You will need to Activate your
account before being able to log into the eFiling system.

Activate Firm eFiling Administrator Account

After you complete the registration page and press continue an email will be sent to the
email address that you registered.
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The email is sent from no-reply@efilingmail.tylertech.cloud. Emails from any other
email address could contain malicious content.

Click where indicated to be taken to this site-

—

Public Message > Activate your new user account for efiling Back to Inbc
To able_account I Delete
From no-reply@efilingmail.tylertech.cloud
Sending IP 54.240.11.133
Received 2025-06-05 10:05:03
L JSON  RAW  LNKS  SMTPLOG ATTAGHMENTS

EFILE New User Activation
2 TEXAS.gov

You = Filing System. Pl belowto activate your aceount
Click to Activate Accout
Please update your password after you log into your zccount.
For technical assistance, contact your service provider

Need Help? Help

LA EFILETEXAS.gov e S i

Please do mot reply to this email. Tt was automatically generated.

ProDoc
fleFiling

Your ProDoc account has been activated.

Sian in now

Click on Sign in now to be taken to ProDoc eFiling. Now you can log in with the email
address and password that you registered.

Adding/Editing Service Contacts

You should only yourself as a Service Contact. However, you can add others as service
contacts.

Select Service Contacts under the Account Management tab

Click New Service Contact to add a service contact or select the pencil icon to edit the
service contact.

1]

= o JLogut,
2| ProDoc eFiling 2 A

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

First Name Middle Name 4 Last Name Email Address Is Undeliverable
7 x @ Able Account able_account@mailinator.com False
m Edit Service Contact

Enter the service contact’s first, middle (not required) and last names
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Enter service contact’s email address.

Administrative Copy (optional) - Enter an email address or multiple email addresses for
that email address to receive any eService notification that this Service Contact receives.
Refer to ProDoc eFiling’s Notification Options for expanded flexibility regarding
notifications. NOTE Instead of adding additional service contacts to your account, you
can add email addresses here. This will simplify the list of service contacts added to a
case.

Other information is optional but if you enter any part of any address filed, all fields will
become required

Click the Add Service Contact button

#5] ProDoc eFiling 2

My Filings

1|k'_-2 with an asterick (*).
First Nemes[ |

T —

Ernail* |

09 dut,

logged in as sastevel 8520 meilinator.com

Home | Submit Filing | Submit eSarvice My Cases | My eServices | Firm Management | Resources

Administrative Copy| |

Country [ Uniea St 7]

Address Line 1

Addiress Line 2

City State| Texas
Add Service Contact

£2003-2017 Thomson Reuters. All rights reserved.

| zip|

This site and all contents Copyright

Service Contacts Review and Modifications

You can only detach or modify the service contacts on a case if the service contact is
yourself or a service contact in your account.

Detaching and/or changing service contacts in a case can be accomplished when
submitting an eFiling or eService as detailed in our eFiling Guide.

You can detach or change the service contacts on a case or cases using Firm
Management-Service Contacts.

Select the Attached to case(s) icon next to the Service contact to be detached or
changed.

(Log Out

sasteve1952@mailinator.com

2] ProDoc eFiling 2

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

logged in as

Email Address

First Name riddle Name ALast Nama

@ |pat Parick pat@mailinator.com

i |J=ney Prankhomn steve.schenk@thomsonreuters.com

i |steve Schenk steve.schenk@thomsonreuters.com
L

Schenk steve.schenk@themsonreuters.com

R

Smith steve.schenk@thomsonreuters.com

New Service Contact

A list of cases where the selected service contact is attached will be presented in a pop-
up window.
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Select the case or cases from the list where you wish to remove or change the exiting
service contact.

Selecting the box at the top of the list will select all cases.

i8] ProDoc eFiling 2

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

L00 0ut,

logged in as sastevel932@mailinator.com

First Name Middle Name #Last Name Email Address
2 |x |@ |pat parick pzt@mailinator.com
2 |x | |saney Prankhorn stave.schenk@thomsonrauters.com
&2 |x @ |steve Schenk stave.schenk@thomsonrauters.com
& |x (@] |Frances Schank stave.schenk@thomsonrauters.com
&2 | |[@ |1ehn Smith steve.schenk@thomsonreuters.com

New Service Contact

‘ steve.schenk@thomsonreuters.com - Attached to case(s) ® ‘

D T Ly

[ Bexar County - County Clerk - Civil 2021-9%-001

Bookmark T1 Contact Us

Bexar County - County Clerk - Civil 2021-0%-657722

2021-CV-6655

[  Hays County - District Clerk

% Detach Service Contact Replace Service Contact Print Close

To detach the service contact from the selected cases, click on the Detach Service
Contact button.

Then confirm this action by clicking okay in the confirmation pop-up window
Are you sure you want to Detach Service Contact from the below

PrODOc selected case(s)?

.
Bexar County - County Clerk - Civil | 2021-09-667722

JLogut,

in as sastevel952@mailinator.com

First Name | “ Cancel |_m|||,u,
2 % [ [pat ilinator.com
2 % ([ [saney Prankhorn steve.schenk@thomsonreuters.com
2 |x | [steve Schank steve.schenk@thomsonreuters.com
Z |x |4 [Frances Schank steve.schenk@thomsonreuters.com
# % [ [romn Smith stave.schenk@thomsonreutars.com

New Service Contact

‘. steve.schenk@thomsonreuters.com - Attached to case(s) x |

O T

[[] Bexar County - County Clerk - Civil 2021-99-001

Bookmark Tl Contact Us

Bexar County - County Clerk - Civil 2021-09-667722

[O]  Hays County - District Clerk 2021-CV-6655

Detach Service Contact Replace Service Contact

Print Close

You cannot reverse this action once you have selected Okay. Please exercise caution
when performing this action on a large number of cases.
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You will receive an email notification from eFileTX confirming the service contact
removal for each case.

[EXT] Service Contact removed on case: 2021-09-667722
o % Re
no-reply@efilingmail.tylertech.cloud © Reply | € Repiysn
To Schenk, Stephen F. (Content Operations)

External Email: Use caution with links and attachments.

“EF“.E Service Contact Removed
% TEXAS.gov*

Case Number: 2021-09-667722

Your Service Contact Information has been removed from case 2021-09-667722.

Service Removal Date
Removed Date 10/26/2021 11:25 AM CST

To change the existing service contact attached to the selected case(s):
Click on the Replace Service Contact button on the case list.

Then select the new service contact to replace the existing service contact from the
dropdown in the pop-up.

(Loglut,

Pr0DOC®eFil_ing 2 logged in as sasteve1052@mailinator.com

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

First Name Middle Name ffLast Name Email Address
2% |[J [pat Parick pat@mailinatorcom
2 X || [=ney Prankhom stave.schenk@thomsonreuters.com
2 % |[ [steve Schenk stave.schenk@thomsonreuters.com
Z |x |[# |Frances Schank stave.schenk@thomsonreuters,com
2 |x | [sehn Smith steve.schenk@thomsonrauters.com
New Service Contact
steve. steve.schenk@thomsonreuters.com - Replace on case(s) x Ll
n Case(s): Bexar County - County Clerk - Civil | 2021-99-001 -
Bookmark T Replace From: steve.schenk@thomsonreuters.com — Contact Us
Replace To: \ Pat, Parick [pat@mailinator.com] V|
Save Cancel

ose

Then confirm this action by clicking okay in the confirmation pop-up window.
You will receive a confirmation that the action was completed.

You will receive an email notification from eFileTX confirming the service contact
removal for each case. However, there is not confirmation notification of the addition of
the new service contact. You can confirm that the new service contact was added by
selecting the Attached to case(s) icon next to the Service contact.

You cannot replace the existing service contact with a service contact that is already
attached to the case(s). You will receive a pop-up letting you know this is an issue. You
can print the list of cases that a service contact is attached to by clicking on Print on the
case list.
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Adding a Payment Account

Important Information Regarding Payment Accounts
A payment account is required prior to eFiling. A payment account is a name
associated with a credit card. Your credit card information is held in a secure
third-party site. Payment processing for your eFiling transactions is performed
at the third-party site. Only your payment account name, last four digits of the
account and the card expiration date are stored by ProDoc or the EFM.

Many jurisdictions do not accept American Express cards. A list of credit cards
accepted by the jurisdiction you are eFiling into is displayed when you are
preparing your eFiling submission.

If you primarily use an American Express card, we suggest you also enter a
payment account for a VISA or MasterCard credit card.

If at all possible, do not use any payment method that draws directly from
your bank account, such as a debit card or Pay Pal for eFiling. When you eFile
the EFM preauthorizes your card for the estimated fees for your eFiling

transaction. If the jurisdiction returns your eFiling for corrections your card is
not charged. However, if you have used a debit card, the preauthorization
creates Pending Transactions in your bank account. Depending on your bank’s
policy these transactions may not be released for several days and you will not
be able to access these funds until they are released. If this occurs we will work
with you to get these funds released as quickly as possible however, it is best to
avoid the situation.

Adding a Payment Account
Select Payment Methods under the Account Management tab.

Click Add New Payment Account.

Enter a name to be associated with this credit card.

Select Credit Card from the Account Type drop-down.
Click Add Credit Card.

You will be redirected to the third party’s site.

Enter the credit card information.

Click Continue.

Review the terms and then click Save Information.

You will receive a message that the credit card was added.

Click Continue.
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The card will now appear as a Payment Method for the firm.

Waiver account
If you do not have sufficient means to pay for your case, you can create a
Waiver account. You will need to submit the required documentation to the
court to be allowed to use the Waiver account. Most courts have the required
forms on their websites.

Select Payment Methods under the Account Management tab.
Click Add New Payment Account.

Enter a name to be associated with the waiver account.

Select Waiver from the Account Type drop-down.

Click Add Payment Account.

Click OK on the Success pop-up message.

Notification Options

Overview
The State’s EFM sends notification emails to the email address of the filer. In the
case of an eFiling submission, the documents being filed can also be emailed to
additional recipients on a submission-by-submission basis using the Courtesy
Copies or Preliminary Copies feature (refer to page in the ProDoc eFiling Guide).

The State’s EFM also sends a notification email to the email address of the
Service Contact when that Service Contact is eServed. The documents being
served can also be emailed to a single additional recipient as indicated in the
Service Contact’s Administrative Copy.

ProDoc’s Notifications Options allows you to send notifications generated by
ProDoc eFiling to any email you add. We will send notifications when an eFiling
is submitted and a notification when the final disposition of the eFiling is
received, i.e. accepted, cancelled or returned/rejected. We will also send a
notification when you as a Service Contact are eServed.

Entering Email Addresses to Receive Notifications
Log in and click on Notification Options on the screen’s left panel.

Enter the Name and Email address for anyone you would like to receive ProDoc
Notifications.

Click on Save New Recipient.

Continue adding recipients as needed.
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Log out,

i8] ProDoc eFiling 2 S

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

notifications to go to the person filing, please include their email in this list

Edit Delete john Dos jehnd@mazilinzter.com

Import Firm Contacts

This site and all centents Copyright £2003-2014 Themsen Reuters, All rights reserved,

You can Edit or Delete your Notification Options at this screen at any time.
To automatically add Service Contacts from your firm,

Click on Import Firm Contacts.

Click on the box bedside the Service Contact(s) to be added.

Click on Save.

% .y (Log dut
.. PfODOC?EFl].lng 2 logged inassasbe\relgjlﬁlmailinabur!:n

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

Filer Notification Distributio

ProDoc notifications concerning eFilings and eServices will be sent to the email addresses listed here. If you would like
notifications to go to the person filing, please include their email in this list.

Edit Delete john Dee jehnd@mailinater.com

SeveNew Recipiens ] ]
Import Firm Contacts

This site and all contents Copyright £2002-2014 Thomsen Reuters. All rights reserved.

[ Email Notifications x l
Select Mame Email
]} Jane Law jane1g52@mailinator.com
(] Mary Newcmer mary1952@mailinator.com
] Steve Schenk sastevel9532@mailinater.com
Save Cancel
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