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About this document

ABOUT THIS DOCUMENT

INTENDED READERSHIP

This document serves as a guide to registering and using the C-Track E-Filing application.

IN THIS GUIDE

The aim of the guide is to provide step-by step process instruction for users with appropriate privileges to create, edit and
submit electronic case filings from a remote computer to a Court and to manage their C-Track E-Filing account. The guide
includes Legal Organization Administration functionality to add and remove authorized E-filers to Legal Organizations and to
enable Matter Number sharing within a Legal Organization.



C-Track E-Filing

CHAPTER 1 ELECTRONIC FILING
C-TRACK CMS E-FILING FUNCTIONALITY

1.1 E-File Overview and Registration

Electronic Filing offers the opportunity to open a new case filing or electronically file and transmit documents to the Court for
an existing case, using a remote computer. E-Filing requires the completion of a registration form and may or may not
require the successful completion of a test, depending upon the business process of the Court(s) to which you E-File.
Additionally, you need an active email account to complete the registration process. You submit the registration and receive
an email which provides a link to access the C-Track E-Filing web site.

For E-Filers who are attorneys, you may have a legal organization, such as a law firm, to which you can associate an E-Filing
account. Legal Organizations are useful for instances where another registered user submits filings on your behalf or where
attorneys or authorized E-Filers may need to view filings submitted by other E-Filers of the same Legal Organization. Legal
Organizations can use Matter Numbers, a unique number internal to their organization, to allow authorized users access to
filing information based upon those numbers. When a registered E-Filer is associated to a Legal Organization, the user can
switch associations from their personal E-File account to the Legal Organization to which they are associated. Filings
submitted when the E-Filer is associating filings to the Legal Organization can be saved as a draft and completed by other E-
Filers of the Legal Organization who have authority through the Matter Number associated to the filing. Support Staff can
also be included as Legal Organization members. Attorneys can associate Support Staff through the User Association
screen. Support Staff can file on behalf of authorized E-Filer permission but, do not need to have Matter Number permission
to file.

You may access the E-File Registration / Log In screen from another web site, such as a State or County site, which directs
you to the web location or Universal Resource Location (URL) for C-Track E-Filing.

> NOTE: To review the Terms and Conditions for using the E-Filing
site click the E-Filing Terms & Conditions link on the Log In

screen.

In this example, we register as an e-filer.

1. From E-File Registration / Log In screen, click Register as an E-Filer.

C-Track E-Fiunc

I} Username

Password

Login.

Forgot Password?

Register as an E_Filer

E-Filing Terms & Conditions h

C-Track™ E-Filing, d d by Thomson Reuters Court
M

nt Solutions

Fig. 1.1: E-File Registration / Log In screen
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The E-File Registration screen appears.

-

E-File Registration 4

TYPE
Type* @ v

USER INFORMATION

Prefix Username* efileadmin
Last Name* Password* I]-m--‘-m-- ]
First Name* Confirm Password*
Middle Name
Suffix
CONTACT

Primary E-mail* e
Add Contact

ADDRESS

Address Type @ Mailing v
Address Line 1*
Address Line 2
Address Line 3
Address Line 4
Country United States v
City? State? Zip Code
VI v

LEGAL ORGANIZATION ASSOCIATION
Legal Organization Name Role E-mail Status

No records were found.

Add Legal Organization

VERIFICATION
I'm not a robot o d
reCAPTCHA

Privacy - Terms

TERMS AND CONDITIONS

[] Iagree tothe termsand conditions.

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Fig. 1.2: E-File Registration screen
The E-File Registration screen has seven containers.

In the User Information container:

Enter a User Name.
Enter a Last Name.
Select a Role.

Enter a First Name.
Enter a Password.
Confirm Password.

Nogkwd

In the Contact container:

8. Enter a Primary E-mail.
9. Click Add Contact to enter additional email addresses, as needed.

In the Address container:
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10. Enter Address Line 1.

11. Enter City.

12. Select State.

13. Enter Zip Code.

14. Click Add Address to enter additional addresses, as needed.

15. If you are associating your registration with a Legal Organization, such as a registered Law Firm, click Add Legal
Organization.

The Legal Organization Search window appears.

THOMSON REUTERS

JuDICIARY BRANCH E-FILING

Administration 4

Legal Organization Se:

Case Search

Configuration Manager  » SEARCLE
Create Filing Name Contains
Filings Type ~
Search Type % v
Admi ration
Active Status v

Attorney Management

Client Management

ECF System Environment

Configuration

C-Track™ E-Filing, developed by Thomson Reuters Court Management Seolutions
Legal Organization Admin

Notification Queue

Role Management

Subscription Management

Task Results

Transactional Data Import

User Management

Utilities

Fig. 1.3: Legal Organization Search window

16. Enter search criteria.
17. Click Search.

THOMSON REUTERS

VIRGIN ISLANDS JUDICIARY BRANCH E-FILING E-File Admin ~ ,]

Administration [l Legal Organization Search 2

Case Search
Configuration Manager SEARCH
Create Filing Name Contains pat
Filings. Type ~
Search Type ~
Administration
Active Status e

Attorney Management

Client Management

ECF System Environment

Sonflguration LEGAL ORGANIZATIONS

Legal Organization Admin

Name « Address Type Active
Notification Queue
Law Offices of Bernard Pattie, PC Law Firm ¥
Role Management
| ettt Moo s | Law Offices of J. Russell Pate Law Firm ¥
Subscription Management
Task Results Law Offices of Richardson Patrick Westbrook & Law Firm ¥
_— Brickman, LLC
Transactional Data Import
Law Offices of Turner Reid Duncan Loomer and Law Firm ¥
User Management
_— Patton, P. C.
Utilities
Virgin Islands Department Of Justice - Pattern and Agency ¥
Child Support

1to 50f 5 records




C-Track E-Filing
Fig. 1.4: Legal Organization Search window — search results returned

> NOTE: If the Legal Organization to which you belong is not returned
in a search, you will be able to add the Organization through the
User Administration screen, once your E-File account is approved.
Please see section 1.2 of this User Guide for more information about

the User Administration screen.

18. Click the line item Name of the Legal Organization to which you are associating your E-Filer registration, if
applicable.

The Legal Organization Search window appears.

Legal Organization Search ®

USER-LEGAL ORGANIZATION DETAILS ~

Role* Attorney
Service E-Mail
Add Another

Fig. 1.5: Legal Organization Search window — Organization Details

19. Select a Role.

20. Enter a Service Email.

21. Click Add Another to enter additional email accounts associated to your registration and the Legal Organization, as
needed. If you add a support staff email address, that individual is required to complete the E-Filing Registration and
associate to your account through the Legal Organization functionality.

22. Click Save.

In the Verification container:

23. Enter Verification from the Captcha container.

In the Terms and Conditions container:

24. Click the | agree check box.

25. Click Next.

26. Log into the email account that you entered on the Registration form.

27. Open the email from the E-File site.

28. Click the link provided in the email. The link will appear similar to the figure below.



C-Track E-Filing

E-File User Registration Approval Trash x = IEII

efileapprove@efileatyourcourt.com 9:40 AM (5 hours ago) -
tome |~
C-Track E-Filing

This is tice to inform you that your E-File User account has been created, accepted, and now pending E-Mail confirmation. Please
ch@onfirm this as your primary e-mail.

Fig. 1.9: C-Track E-Filing Email example

A Browser window opens and navigates to a secure C-Track E-Filing Login screen.

C-Track E-Fiunc

Username
Password

Forgot Password?

Register as an E-Filer

E-Filing Terms & Conditions

C-Track™ E-Fiiing, developed by Thomson Reuters Court
Management Solutions

Fig. 1.10: C-Track E-Filing Login screen

29. Enter Username.
30. Enter Password.
31. Click Login.

The C-Track E-Filing Home screen appears and your registered first and last name display in the top right header of the
Home screen banner.

@ M NinaWinsiow -

Cose Sewen C-Track E-Fiuing

Create Filing
Filings

[+

C-Track™ E-Fiiing. developed by Thomson Reuters Court Management Solutions

Fig. 1.11: C-Track E-Filing Login screen

32. Should you forget your password, click the Forgot Password? link on the C-Track E-Filing screen.

C-Track E-FiLine

Username

Password

Forgot Password2»
RegisTeras an E-Filer
E-Filing Terms & Conditions

C-Track™ E-Filing




C-Track E-Filing
Fig. 1.12: C-Track E-Filing Login screen — Forgot Password?

The Forgot Password Information message and Password Reset Request container appear.

C-Track E-Fiuine

© rorgot Password?

Please enter your e-mail address used to sign up for the account and an e-mail will be sent to you containing further instructions to reset your password

Password Reset Request vl
E-mail

C-Track™ E-Fiing, developed by Thomson Reuters Court Management Solutions

Fig. 1.13: Password Reset Request container

33. Enter the email address you provided on the Registration form.
34. Click Request New Password.

An email is sent to the email account on file. Follow the instructions in the email to reset your password.

1.2 User Administration and Add Support Staff

The User Administration screen lets you update contact information, change your E-Filing password and add other
authorized E-File users, such as support staff of your Legal Organization, to your User Account. When you add Support Staff
to your User Account, you are creating an association which authorizes the staff to create and complete electronic filings on
your behalf.

Access to the User Administration screen is available through the personal or Legal Organization account association.

1. From any screen in the C-Track E-Filing application, select the down arrow icon u to the right of your User
name in the top right menu bar.

The User Account menu appears.

Create Filing

o A C-Track E-Fiune NG o =

B User Account
My Account
My Organizations
Switch Association
C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions Logout

Fig. 1.14: User Account menu exposed

> NOTE: In addition to clicking the links in the User Account menu,
each screen can be accessed through the keyboard shortcut for

each option.
My Account Ctrl +\, A
My Organization Ctrl +\, 0
Switch Association Ctrl +\,C
Logout Ctrl +\, L

Additionally, you can access a shortcuts menu from any screen
using the keyboard shortcut Ctrl +\.

2. Select the My Account link.



The User Administration screen appears.

C-Track E-Filing

C-Track E-FiLING

Confirm Password®

ATTORNEY INFORMATION

Attorney Bar ID* 282288

CONTACT

Primary E-mail* LLinn@cns.com
Add Contact

ADDRESS
Address Type Mailing v
Address Line 14 108 Monroe Street
Address Line 2
Address Line 3
Address Line 4

Country United States v
City» Stater Zip Code~
Media PA v 19063

Lauren Linney

USER INFORMATION
Last Name* Linney Prefix
First Name* Lauren Notification Type All v
Middle Name Old Password”
Suffix New Password

Add Address

LEGAL ORGANIZATION ASSOSIATION
Legal Organization Name Role Status

Copen and Shore Attorney Approved

AUTHORIZED SUPPORT STAFF

Name Address E-mail
Mo records were found.,

Add Support Staff

eel C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

[oesivie cemmt | “seve

Fig. 1.15: User Administration screen

The User Administration screen has six containers. The information is initially collected through the Registration process
you completed. You can update changes to your User Information, and change your Password, add and edit Email and
Address contact information. Legal Organization Association information is not editable by you but, is controlled by the

authorized Legal Organization Administrator for your Legal Organization.

The Authorized Support Staff container lets you add Legal Organization support staff, that are registered C-Track E-Filers.

3. Click the Add Support Staff link at the bottom left of the Authorized Support Staff container.

The Add Support Staff window appears.

10
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Add Support Staff x

SEARCH ~

First Name Address Line 1

Middle Name Address Line 2

Last Name ] Address Line 3
E-mail ] City

State

Zip Code

Fig. 1.16: Add Support Staff window

The Add Support Staff window has a single Search container which lets you search for a Registered E-Filer who supports
you in your Legal Organization.

4. Enter search criteria.
5. Click Search.

Search results are return in the Support Staff Results display table.

Add Support Staff;

SEARCH ~
First Name ] Address Line 1
Middle Name ] Address Line 2
Last Name Dom Address Line 3
E-mail ] City
State
Zip Code

SUPPORT STAFF RESULTS
Name Address

Domico, Lena 108 Monroe St
Media P4 19063

110 1 of 1 records

Fig. 1.17: Add Support Staff window — results returned
6. Select the line item for the Support Staff individual you want to add.
The selected individual is added.

7. Click Save.

11
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C-Track E-FiLinG ® =  LourcnLinney ~

& Success x
= The save was successful

User Administration ?HE

USER INFORMATION

Last Name* Linney Prefix

First Name* Lauren Motification Type All T
Middle Name Old Password~

Suffix New Password

Confirm Password"

ATTORNEY INFORMATION

Attorney Bar 1D 287288
CONTACT
Primary E-mail* LLinn@ecns.com
Add Contact
ADDRESS

Address Type Mailing
Address Line 14 108 Monroe Street
Address Line 2

Address Line 3

Address Line 4

Country United States r
City* State~ Zip Code~
Media Pa T 18083

Add Address

LEGAL ORGANIZATION ASSOSIATION
Legal Organization Name Role Status
Copen and Shore

Attamay Approved
AUTHORIZED SUPPORT STAFF
Name Address E-mail
Domico, Lena 108 Monroe St kom@ens.com x
Media PA 18063

Add Support Staff

[ocscivatepoooun | seve

C-Track™ E-Fiiing, developed by Thomson Reuters Court Management Solutions

Fig. 1.18: User Administration screen — Authorized Support Staff added — successful save

You have successfully added an authorized Support Staff to your account. The Green Success Notification displays in the
top content container, above the User Administration screen.

Note the screen also provides the ability to Deactivate your Account. When you click the Deactivate Account button, the
Confirm window appears.

12
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Are you sure you would fike to deactivate your E-File user
account? Clicking OK will deactivate your account and

immediately log you cut.
Co ]

Fig. 1.19: Confirm Deactivate window
If you choose to deactivate your account, it becomes Inactive. The Court Administrator for the Court in which you E-File must
be contacted to reactivate your account.

1.3 Navigation, Dashboard Widgets and Switch User Association
In this section we review navigation and Home page appearance and the filing queues available from the left navigation
menu when you Switch Association.

The C-Track E-Filing logo in the top banner of every screen is a link to navigate to your Home screen, from any screen in the
application.

C-TRACK E-FILING Click the
- C-Track E-Filing link

from any screen to return bo
the Home screen

Fig. 1.20: Home screen — Configure icon

You can control the appearance of your Home screen to view a variety of summary information Widgets.

1. From the C-Track E-Filing Home screen, click the Configure icon a at the far right of the screen.

The Edit Dashboard window appears.

13



Edit Dashboard

WIDGETS
Name

Approved Filings

Description

Displays all filings the current user submitted and have been approved by the
court

Cart Activity

Displays all filings the current user has added to their Cart

Dwraft Filings

Displays all filings the current user created but has not yet submitted

Error Filings

Displays all filings the current user has submitted but failed to be received by
the court

Recently Filed Cases

Displays all cases the current user has filed on

Rejected Filings

Displays all filings the current user submitted and have been rejected by the
court

Service Received

Displays all filings the current user has received Elecironic Service

KR &R R R R RS

Submitted Filings

Displays all filings the current user has submitted and are pending review by
the court

sive | Corcr |

Fig. 1.21: Edit Dashboard window

2. Click the Select All check box in the header of the Widgets container.
3. Deselect Widgets you prefer not to use.

4. Click Save.

C-Track E-Filing

Selected Widget containers are added to your Home screen. Grab the header of any Widget to drag it to a new location on

the screen.

C-TRACK E-FILING

Home

Draft Filings

Error Filings

Recently Filed Cases

Laura Ellen Linney -«

. =

Court Case Number Filing Type Court Case Number Filing Type Court Case Number Case Short Title
Delaware County FA-2016-000102 Demand - Discovery Delaware County CR-2017-000083  Gideon James Rittner,
Court of Common Court of Common Plaintiff ~
Pleas Pleas LA
Delaware County CV-2016-0012588 Motion - Ramsey Coulion,
Court of Common Discoveryinspect/Demand Defendant.
Pleas b
Delaware County FA-2016-000102  Rhonda Gleason,
Court of Common Petitioner
Pleas V.
Simone Surrey,
Respondent. V)
Iy  County ___CR-2017-000083 __ Gidenn James Riftner
1102 of 2 records No records were found. 1104 0f 4 records

Fig. 1.22: Home screen — All Widgets added —

14
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C-TRACK E-FILING

Draft Filings Recently Filed Cases

Court Case Number Filing Type Court Case Number Error Filings ol By

Delaware County FA-2016-000102 Demand - Discovery Delaware County CR-2017-000083 Gideon J8 e e

Court of Common Court of Common Piaintiff Court Case Number Filing Type
Pleas Pleas

Delaware County CV-2016-001288 Motion -

Court of Common Discovery/inspect/Demand
Fleas
Delaware County FA-2016-D00102
Court of Common
Fleas
Dedaware County. CR-2017.000083
1to 2 of 2 records 110 4 of 4 records

No records were found.

Fig. 1.23: Home screen — drag and drop Widget placement

Laura Ellen Linney

=

G

For users who are members of a Legal Organization, selected Home screen. Widgets belong to the account to which you are
active. When you select the Switch Association option, through the User Account menu, your Home screen reflects

Widget selections made for that association.

5. Click the arrow to the right of your User Name from the far-right top navigation bar.

The User Action menu appears.

Password change

Email
Mail Address .
C-TRACK E-FILING Laura Ellen Linney » g, 1=
Legal Organization 4
g i 2 User Account
Hoz assodiation 2 8
= - —~ My Account Ctri+\ A 0
Draft Filings Error Filings Recend, My Organizations Cti+\. 0
Court Case Number Filing Type Court Case Number Filing Type Court Switch Association cri+\. U B
Delaware County FA-2016-000102 Demand - Discovery Switch between & My Subscriptions Ctrl+\, S Bner |
Court of Common e R Al
Pleas Personal Account and Ciri+\,L |
Legal Organization(s)
Delaware County CV-2016-001288 Moticn - (smeey CouNo
Court of Common Discovery/inspect/Demand Defendant
Pleas
Delaware County FA-2016-000102 Rhonda Gleason,
£ Court of Common Petitioner
All cases to which Pleas v
user is subscribed Simone Surrey,
Respondent v
! | Delaware County CR-2017-DD00A3 Gideon lames Rittner ‘
1to 2 of 2 records No records were found. 110 4 of 4 records

Fig. 1.24: User Account menu

Legal Organization Association has a one to many capability which lets an authorized E-Filer associate to one or many Legal

Organizations, as needed. In the example below, the authorized E-Filer has only one Legal Organization.

6. Click Switch Association from the User Action menu.

The Select Association window appears.

15
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Select Association

ASSOCIATIONS ~

Legal Organization

Fig. 1.25: Select Association window

7. Select the Legal Organization.
8. Click Save.

| —
Looolonin C'TRACK E'FILING Laura Elien Linney — '3 -
Create Filing Copen and Shore 122 =
Filings
My Matters -
Draft Filings Approved Filings o
Court Case Number Filing Type Court Case Number Filing Type
| Delaware County CR-2017-000083 Report - Report and Delaware County Foreign Judgment -
| Court of Common Motion Court of Common Authenticsted Copy
Pleas Pleas =
The Legal
Organization opts to
use Matter Numbers You can Configure
m Et-t:: iling tto mi:td' different Widgets for each
S WIeT Legal Organization
numbering. Assodiation
>lh|d|m | :1bld|m

Fig. 1.26: E-File User Legal Organization Home screen

Note the addition of My Matters in the left navigation menu, the appearance of the Legal Organization name below the
authorized Users name and no Widgets appear because the user has not selected Widgets for this Legal Organization
associated Home screen.

In addition, Filing Queue recorded activities, (the numbers that appear in parenthesis) accessed from the Filings left
navigation menu, reflect activities for the account that is active.

Error Filings Recently Filed Cases
Court Case Number Filing Type Court “ase Number Case Short Title
-000102 Demand - Discovery Dedaware County CR-2017-000083  Gideon James Rittner,
Court of Commaon Plaintiff
Pleas V.
Delaware County C\V.2016-001288 Motion - Ramsay Coulton
Court of Common DiscoveryinspectDemand Defendant
Fleas |
[ Dedaware County FA-2016-000102  Rhonda Gleason
Court of Common Petitioner
Pleas V.
Simone Surrey,
Respondent (V)
| J | | Detaware Counte __CR.2017.000083__ Gideon tames Rittnec
110 2 of 2 records No records were found. | 1o 4of 4 records

Fig. 1.27: E-File User Home screen

16



Case Search

Create Filing
© [ Dratt (1)
Submitted (0)
Rejected (0)
Approved (1)
Emor (0)

Switch Association impacts My Subscriptions as well. When you submit an electronic filing, processing on the Courts’
CMS to accept the filing adds the case to the My Subscriptions list and is dependent upon the association at the time the

filing was submitted.

C-TRACK E-FILING
| 1= —— ..

Draft Filings
Court

Approved Filings

Case Number Court Case Number Filing Type

Foreign Judgment -
Authenticated Copy

Type

Report - Report and
Motion

Detaware County
Count of Common
Pleas

CR-2017-0000&3 Detaware County
Court of Common

Pleas

CR-2018-000026

1401 of 1 reconds 1401 of 1 records

Fig. 1.28: E-File User Legal Organization Home screen

C-Track E-Filing

Laura Ellen Linney
Copen and Shore

C-Track E-FiLinG

Subscriptions

COURT SELECTION ~

Court

CASE INFORMATION -~

Case Number

RESULTS
Court Name

Delaware County Court of Common Pleas
Delaware County Court of Common Pleas
Delaware County Court of Common Pleas
Delaware County Court of Common Pleas

1to 4 of 4 records

Fig. 1.29

Laura Ellen Linney w

User Account

My Account
My Organizations
Switch Association

My _Subscriptiol
Logout

Subscribed Date From

Case Number Subscribed Date

CR-2016-001339 04-18-2018 1226 PM
FA-2017-000012 04-18-2018 12:25 PM
JV-2015-000010 04-18-2018 1224 PM

CR-2017-000122

04-18-2018 12119 PM

: My Subscriptions as E-File User not associated to Legal Organization

L oa

X X | XX

17
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C-Track E-FiunG Laura Ellen Linney

Copen and Shore s '25 E

Subscriptions

COURT SELECTION

Court v

CASE INFORMATION

Case Number Subscribed Date From B 1o =
RESULTS
Court Name Case Number Subscribed Date v
Detaware County Court of Common Pleas CR-2018-300003 04-18-2018 02:58 PM X
Deiaware County Court of Common Pleas CR-2017-000122 04-17-2018 1023 AM X
Delaware County Court of Common Pleas C\V-2016-004832 04-17-2018 10:21 AM X
Delaware County Court of Common Pleas CR-2017-000083 04-17-2018 09:33 AM b4

1to 4 of 4 records

Fig. 1.30: My Subscriptions as E-File User associated to Legal Organization
1.4 E-Filing Notifications

Notifications behave and display the same information about E-File submission re%ardless of the account that is active. The

number that appears in the red circle at the bottom right of the Notification icon includes all unread submission

notifications from the users’ Personal Account as well as all Legal Organizations to which the user is a member and under
which they have filed.

C-Track E-Fiuine

Fig. 1.31: Home screen - Notifications
1. Click the Notification icon.

The Notifications window is exposed. The View All link is available at the bottom of the window.

C-Track E-Fiung pe  Lawenliney _

Copen and Shore

Notifications

Filing Approval - Case No....
This is anotice to u
filings filed i

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutiony

Filing Submission - Case No...

This is a notice to inform you that the
filin
s

Filing Appro
This is a notic

View @II

Fig. 1.32: Home screen — Notifications from Legal Organization account for the same user - Notifications exposed

2. Click View All.

The Notifications screen appears.

18
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C-Track E-FiLinG

Notifications

NOTIFICATION INFORMATION

Notification Date From

Status*

NOTIFICATIONS
B  pae v
09-15-2016
09-15-2016
09-15-2016
09-15-2016
09-15-2016
09-15-2016
09-14-2016
09-14-2016
09-14-2016
09-14-2016
09-14-2016
09-14-2016
09-14-2016
06-02-2016

110 14 of 14 records

mTo

Unread v

From

Migration
Migration
Migration
Migration
Migration
Migration
Migration
Migration
Migration
Migration
Migration
Migration
Migration

Migration

Subject

Filing Approval - Case No. CR-2016-000453 (Matter No. 21417L)
Filing Submission - Case No. CR-2016-000453

Filing Approval - Case No. CR-2016-000420

Filing Approval - Case No. CV-2016-000012

Filing Submission - Case No. CR-2016-000420

Filing Submission - Case No. CV-2016-000012

Filing Rejection

Filing Submission

Filing Approval - Case No. CV-2016-000012

Filing Submission
Filing Submission
Filing Submission
Filing Submission

Filing Submission

C-Track™ E-Filing, developed by Thomsen Reuters Court Management Solutions

- Case No. PR-2016-000412

- Case No. PR-2016-000412

- Case No. CR-2016-000419

o
2.2
[ Wark ead | ark unrea |

3. Click the Subject of a line item.

Fig. 1.33: Notifications screen

Date column —provides the date upon which the submission notification was sent from the CMS to you

The Notifications screen has two containers and the Notifications display table defaults all notifications with a status of
Unread when you access the screen. The Notification Information container lets you enter search criteria of Notification
Date range, Subject and From.

The Notifications display table lets you select any column header to sort the information in ascending / descending order:

Check box column — lets you select individual Notification line items as read or unread; the Check box in the table
headers lets you select all line items in the table to mark as read or unread

From column — shows the name of the sender; click the line item here or on the Subject column to expand and view
details about the Notification and to reveal a here link to navigate to the Filing Summary screen in a separate
browser window.

Subject column — a description of the notification; for all submissions that reference a Matter number, the number is
included in the subject

Mark Read button — marks the submission line items that are selected by check box as Read and reduces the Notification
icon number displayed at the top of all C-Track E-Filing screens

Mark Unread button — marks the submission line items that are selected by check box as Unread and increases the
Notification icon number displayed at the top of all C-Track E-Filing screens

19
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ck E-Fiu

NOTIFICATION INFORMATION

Notification Date From

I'EI To E Subject

Lauren Linney ~

Status* All v Sender
e
INOTIFICATIONS
B  Dpate ~ From Subject
09-15-2016 Migration Filing Approval - Case No. CR-2016-000453 (Matter No. 21417L)
09-15-2016 Migration Filing Submission - Case No. CR-2016-000453
09-15-2016 Migration Filing Approval - Case No. CR-2016-000420
09-15-2016 Migration Filing Approval - Case No. CV-2016-000012
ol 09-15-2016 Migration Filing Submission - Case No. CR-2016-000420

This is a notice to inform you that

REF: 201473956017460

09-15-2016
09-14-2016
09-14-2016
09-14-2016
09-14-2016
09-14-2016
09-14-2016
09-14-2016

06-02-2016

110 14 of 14 records

—
the filings, ¢cenfirmation number 201473956017460, have been submitted on 0%-15-2016 11:13 AM. You can view the fiings here.

Migration Filing Submission - Case No. CV-2016-000012
Migration Filing Rejection

Migration Filing Submission

Migration Filing Approval - Case No. CV-2016-000012
Migration Filing Submission

Migration Filing Submission

Migration Filing Submission - Case No. PR-2016-000412
Migration Filing Submission - Case No. PR-2016-000412
Migration Filing Submission - Case No. CR-2016-000419

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Mark Read Mark Unread

Fig. 1.34: Notifications message expanded

The check box for the line item is selected. The expanded message provides information about the filing referenced in the
Subject line. The here link in the expanded Subject message opens a separate browser window and navigates to the Filing
Summary screen of the referenced filing.

4. Click the Mark Read button at the bottom right of the Notifications display table.

The line item collapses and the bold appearance is removed indicating the message has been read.

I C-Track E-FiLing - ney

NOTIFICATION INFORMATION

1o 14 of 14 records

MNotification Date From = 1o = Subject
status* Unread + Sender
NOTIFICATIONS
- Date From Subject
09-15-2016 Migration Filing Approval - Case No. CR-2016-000453 (Matter No. 21417L)
09-15-2016 Migration Filing Submission - Case No. CR-2016-000453
09-15-2016 Migration Filing Approval - Case No. CR-2016-000420
09-15-2016 Migration Filing Approval - Case No. CV-2016-000012
6 Migration Filing Submission - Case No. CR-.

09-15-2016 Migration Filing Submission - Case No. CV-2016-000012
09-14-2016 Migration Filing Rejection
09-14-2016 Migration Filing Submission
09-14-2016 Migration Filing Approval - Case No. CV-2016-000012
09-14-2016 Migration Filing Submission
09-14-2016 Migration Filing Submission
09-14-2016 Migration Filing Submission - Case No. PR-2016-000412
09-14-2016 Migration Filing Submission - Case No. PR-2016-000412
06-02-2016 Migration Filing Submission - Case No. CR-2016-000419

C-Track ™ E-Filing, developed by Thomson Reuters Court Management Solutions

Mark Read Mark Unread
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Fig. 1.35: Notifications message read

5. Click the header Check Box to select all line items.

6. Deselect line items to retain an Unread status. Here, we have deselected the Filing Rejected and the single filing that
references a Matter number.

7. Click Mark Read.

The Read items are removed from the Notifications display table.

C-Track E-FiunG ® = Lauenliney -
Notifications |
NOTIFICATION INFORMATION
Notification Date From 3 1o = Subject
Status” Unread v Sender
Search
NOTIFICATION S
L From Subject
09-15-2016 Migration Filing Approval - Case No. CR-2016-000453 (Matter No. 21417L)
09-14-2016 Migration Filing Rejection
110 2 of 2 records
Mark Read § Mark Unread
C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Fig. 1.36: Notifications screen — Unread Notifications default

The default status of the Notifications screen is Unread, two message that have Unread status display in the Notifications
table. Also, the Notifications icon now reflects the new number of unread message.

To find Notifications that have been marked Read, use the All or the Read Status as search criteria.

1.5 Add Support Staff

When you associate another member of your Legal Organization to your E-File Account, and make them an Authorized E-
Filer, you allow them access to all filings available through your Filings menu, including filings in Draft status. Support staff do
not need to have Matters shared with them to access filings when they use the Switch Association functionality to establish
the association. Essentially, Support Staff associated to you through the Legal Organization gives them security permission
to initiate and complete filings on your behalf.

In the example, a member of a Legal Organization associates Support Staff to their E-File account.

1. Select the down chevron to the right of your User name in the top banner navigation.

The User Account options appear.

C-Track E-FiLinG

User Account

My Account
My Organizations

g
Switch Association

* E-Filing, developed by Thomson Reuters Court Management Solutions

Fig. 1.37: User Account options exposed

> NOTE: In addition to clicking the link in the User Account menu, the
Select Authoring E-File User window can be accessed through the
keyboard shortcut:
Switch Association Ctrl+\,C
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2. Select the Switch Association link.

The Select Authoring E-File User window appears.

C-Track E-FILING AlexCopen » @ b=

Home

Select Association ®

ASSOCIATIONS
Legal Organization Personal Account *
Personal Account

Fig. 1.38: Select Authoring E-File User window

3. From the Legal Organization drop down, select your organization.
4. Click Save.

You return to the screen from which you selected to switch association. Your Legal Organization appears below your user

Iog in in the upper right top banner.
C-Track E-FiLing

User Account

My Account

My Organizatio Cirl+1. 0
Switch nssoc:a@ h Cid+\, U
C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions Loaout Cti+\.L

Fig. 1.39: User with Legal Organization
5. Select the down chevron to the right of your User name in the top banner navigation.

The User Account options appear.

6. Select the My Organizations option.

The Manage Associated Legal Organizations screen appears.

C-Track E-Fiunc MexCopn . gn

Manage Associated Legal Organirations

USER DETAILS
Lser Hame ACopan Hame A Copen
Primary E-mail ancopengEyanog com Attorrey Bar ID 627

LEGAL ORGAMIZATION ASSOCIATION
Leal Organaration Masms i E-mail Support Stall

Copen & Shoe Aoy st openZyahon £ om Approved VaewEdit

Add Legsl Organization

Fig. 1.40: Manage Associated Legal Organizations screen

The Manage Associated Legal Organizations screen User Details container shows your information. This information is
not editable from here.

The Legal Organization Association display table lets you maintain and edit relationships between legal organizations and
attorneys and support staff of attorneys.
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Legal Organization Name column — name of the law firm or agency to which a member is related
Role column —describes the manner of relationship within a legal organization, such as support staff, attorney
Email column — electronic contact information required to submit electronic filings
Status column — indicates the state of the association

Support Staff column — View / Edit link navigates to the Authorized Support Staff window where you can Search and
Add Support Staff

7. Click the View / Edit link below the Support Staff column of the Legal Organization Association display table.
The Authorized Support Staff window appears.

Authorized Support Staff x

SUPPORT STAFF SEARCH ~

Name Contains

Fig. 1.41: Authorized Support Staff window

The Authorized Support Staff window has a single container, Search. Because any staff you associate to your account
must be authorized E-Filers, use the Search function to find their record.

8. Click Search.
The Support Staff Results display table and the Add Support Staff link appear.

Authorized Support Staff

SUPPORT STAFF SEARCH ~

Name Contains

SUPPORT STAFF RESULTS
Address Status

Add Support Staff

Fig. 1.42: Support Staff Results display table - Add Support Staff link
9. Click the Add Support Staff link.
The Add Support Staff window appears.

23



C-Track E-Filing

Add Support Staff x

SUPPORT STAFF SEARCH ~

Name Contains

Fig. 1.43 Add Support Staff window
10. Click Search.

Add Support Staff ®

SUPPORT STAFF SEARCH ~

Name Contains

SUPPORT STAFF RESULTS

Name Address E-mail Status

Demico, Lia 58 E Emerald St lia.domico@yahoo.com Approved
Media PA 15063 {m

1to 1 of 1 records

Fig. 1.44: Add Support Staff results
11. Select the line item for the staff member you want to associate to your User Account.

You return to the Authorized Support Staff window. The staff members’ information appears in the Support Staff Results
display table.

12. Click X to return to the Manage Associated Legal Organization screen.

1.6 Matter Numbers and Matter Sharing

As we have seen in the previous section, the Legal Organization has an impact on filings that appear in the users Filings
menu queues. Matter Numbers entered on new case or existing case filings, when a user files while associated to their Legal
Organization, lets them share the Matter Number, and filings related to that Matter number with other users in the same
Legal Organization. When a Matter is Shared, it gives viewing permission to other authorized E-Filers in your Legal
Organization.

In this section we add a Matter Number to a case and share a Matter with a Colleague in the same Legal Organization.

Create Filing

C-TRACK E-FILING AlexCopen " gn

Filings »
My Matters

Copen and Shore

Home 28

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions
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Fig. 1.45: Home screen — User associated to Legal Organization

Note from the Home screen you see the user is associated to a Legal Organization.

1. Click My Matters from the left navigation menu

The My Matters screen appears.

C-TRACK E-FILING sl O3 1]

SEARCH
Matter Number Court Select a Court -
Case Number

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Fig. 1.46: My Matters screen

The My Matters screen has a single Search container where you can specify a Matter Number, Case Number and Court
upon which to search. No criteria is required to perform a search for Matter Numbers that are associated to you.

2. Click Search.
All Results appear in the Results display table.

C-Track E-Fiune Copenanponoe ¥ (P B

SEARCH

Filing for a New Case in
Pending Status.
When the filing is
successfully processed
by the Court, the Case
Number is generated

Matter Number

Case Number

A Matter Number not yet

A member of the Legal
entered on this filing Organization shared a filing

Shared By

RESULTS

Delaware

FA-2016-000089 County Court of Comman Pleas

C 1802 Delaware County Court of Common Pleas Laura Ellen Linney

¢ 5022 CR-2018-003283 Delaware County Court of Common Pleas
F 2254 FA-2016-000093 Delaware County Court of Common Pleas
F 2262 FA-2016-000102 Delaware County Court of Common Pleas
P 1644 PR-2016-000069 Delaware County Court of Comman Pleas

110 6 of 6 records

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Fig. 1.47: My Matters screen - Search results displayed
The Results display table lets you select any column header to sort the information in ascending / descending order:

Matter Number column — shows the internal case number of the Legal Organization. The Matter Number can be
selected to navigate to the Matter View screen where you can edit the number and share the matter with other
colleagues in your Legal Organization.

Case Number column —provides the C-Track Case Number, which is auto-generated when the case is created or
the filing is approved in the C-Track application. The Case Number can be selected to navigate to the Case View
screen which provides a summary of the case.

Court column — shows the Court in which the case is proceeding
Shared By column — lists all members of your Legal Organization who are authorized to access the matter

3. Select the Matter line item that displays no Matter Number.
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Alex Copen
C-Track E-FiLing sttt e oy [
Matter View 28
CASE INFORMATION ~

Case Number FA-2016-000089 Court Level District

Case Title Castillo v. Moran Court Delaware County Court of Common Pleas

Case Type Family - Custody - Custody Judge Maki, Margeret, Hon

Filed Date 09-06-2016 Next Hearing

Status Active

MATTER DETAILS ~
Legal Organization Copen and Shore Matter Number Edit
MATTER SHARING

Name E-mail Address Active
No records were found.

Add Colleague

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Fig. 1.48: Matter View screen

The Matter View screen has three containers. The Case Information container provides summary information about the
case and is not editable.

The Matter Details container shows the Legal Organization to which the matter is associated and the Matter Number. The
Edit link lets you edit the Matter Number.

The Matter Sharing display table shows the Name, Email address, mailing or physical Address and Active status of
colleagues with whom you have shared a Matter. The Add Colleague link lets you share your Matters with other members of
your Legal Organization.

4. Click the Edit link in the Matter Details container.

The Edit Matter window appears.

MATTER DETAILS -

Matter Number

Fig. 1.49: Edit Matter window

5. Enter a Matter Number.
6. Click Save.

You return to the Matter View screen.
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Alex Copen
C-Track E-FiLinG CoponandStore ¥ P %
@ Ssuccess X
* The save was successful
Matter View - F 2258 28
CASE INFORMATION ~
Case Number FA-2016-000089 Court Level District
Case Title Castillo v. Moran Court Delaware County Court of Common Pleas
Case Type Family - Custody - Custody Judge Maki, Margeret, Hon
Filed Date 09-06-2016 Next Hearing
Status Active
MATTER DETAILS ~
| Legal Organization Copen and Shore Matter Number F 2258 Edit ‘
MATTER SHARING
Name E-mail Address Active
Copen, Alex acopen@cands.com 108 Monroe St Y x
Media PA 19013
Add Colleague

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Fig. 1.50 Matter View screen — successful save of Matter Number

You have successfully added a Matter Number for a case filing. The Green Success Notification displays in the top content
container, above the Matter View screen.

Note the Matter Number you entered appears in the Matter Details container and your user information displays in the
Matter Sharing display table.

7. Click the Add Colleague link at the bottom left of the Matter Sharing display table.
The Add Colleague window appears.

Add Colleague

Fig. 1.51 Add Colleague window
8. Click Search.

All colleagues that are members of the Legal Organization to which you are currently associated appear in the Add
Colleague display table.
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Add Colleague

ADD COLLEAGUE
Name E-Mail Address Address

Alex Copen ‘acopen@cands.com 108 Monroe St

Laura Ellen Linney LLinn@cands.com 108 Monroe St

Lia Domico LDom@cands.com 108 Monroe St
110 3 of 3 records

Fig. 1.52 Add Colleague window — Legal Org members display
9. Select a line item from the Add Colleague display table with whom you want to share this Matter.

You return to the Matter View screen. The colleague you selected appears in the Matter Sharing display table.

C-Track E-FiLnG et oy T
Matier View - F 2258 |

CASE INFORMATION ~

Case Number FA-2016-000089 Court Level District
Case Title Castillo v. Moran Court Delaware County Court of Common Pleas
Case Type Family - Custody - Custody Judge Maki, Margeret, Hon
Filed Date 08-06-2016 Next Hearing
Status Active
MATTER DETAILS ~
Legal Organization Copen and Shore Matter Number F2258 Edit
MATTER SHARING
Name E-mail Address Active
Copen, Alex ‘acopen@cands.com 108 Monroe St ¥ x
Media PA 15013
Linney, Laura Ellen LLinn@c ands .com 108 Monroe St A x
s Media P4 19063
Add Colleague

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Fig. 1.53 Add Colleague window — Legal Org members display

Repeat steps 7 through 9 to share this matter with additional colleagues. Note the X at the far right of any line item in the

Matter Sharing display table lets you remove the permission to share the matter. You can remove yourself if you no longer
need to be associated to a matter.

Now we see the My Matters screen for the colleague with who we have shared the Matter.
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Create Filing )
—— | C-Track E-Fiune el o 0 [
My Matters

SEARCH
Matter Number Court

Case Number

RESULTS
Matter Number &

‘Case Number

Shared By

CV-2015-001262 Delaware County Court of Common Pleas
C 1802 Delaware County Court of Common Pleas
F 2254 FA-2016-000093 Delaware County Court of Common Pleas Algx Copen
F 2258 FA-2016-000089 Delaware County Court of Common Pleas ( Alex Copen )
P 1644 PR-2016-000069 Delaware County Court of Common Pleas
P3422 PR-2016-000092 Delaware County Gourt of Common Fleas

1106 of 6 records

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Fig. 1.54 My Matters screen — Shared Matter

Now we see the My Matters screen for the support staff of the original E-Filer. This user is authorized to access Matters

created by the initial E-Filer as well as Matters shared with the E-Filer by other members of their Legal Organization who
have shared Matters with them.

Create Filing ey m—
Filings » | C-Track E-FiLinG Alex Copen »
Copen and Shore
My Matters
SEARCH
Matter Number Court Select a Court -
Case Number
Search
RESULTS
Matter Number & ‘Case Number Court Shared By
C 1802 Delaware County Court of Common Pleas Laura Ellen Linney
c 5022 CR-2016-003283 Delaware County Court of Common Pleas
F 2254 FA-2016-000093 Delaware County Court of Common Pleas
F 2258 FA-2016-000089 Delaware County Courtof Commen Pleas
F 2262 FA-2016-000102 Delaware Gounty Gourt of Common Pleas
P 1644 PR-2016-000069 Delaware County Courtof Commen Pleas
1106 0f6 records
C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Fig. 1.55 My Matters screen — Support Staff

1.7 Create a New Case E-Filing

In this example we create a Filing of a new case. We are logged into the C-Track E-Filing site for an existing user who is an
attorney associated to a Legal Organization — a law firm

1. From the home screen, click Create Filing from the left menu.

The Create Filing screen appears.

Create Filing -
C-Track E-FiLinG Jamie Hector » g
Create Filing 28
COURT SELECTION
Court* v
Filing Category* v

Fig. 1.56: Create Filing screen

The Create Filing screen has a single container, Court Selection. You can select a Court and Filing Category.



2. Select a Court.

3. Select a Filing Category. Here, we select New Case.

C-Track E-Filing

With the selection of New Case in the Filing Category field, a second container, New Case, is added to the screen.

Create Filing

Court*

Filing Category*

NEW CASE

Case Category®
Case Type*
Case Subtype*
Filing Type*
Filing Subtype*

C-Track E-FiLnG

COURT SELECTION

Delaware County Courtof CommonP... =

New Case v

Civil v
Caontract v
Debt Collection v
Complaint v
| Complaint Filed M

Amended Complaint

Complaint Against Additional Defendant
Complaint Against Defendant is Withdrawn
Complaint Custody/Partial Custody/Visitation X
Complaint Filed mson Reuters Court Management Solutions
Complaint in Visitation PayPal

Complaint Reinstated

Complaint Withdrawn
Counterclaim

Crossclaim

Custody - Withdraw Complaint
Custody Complaint

Praecipe to Withdraw Complaint
Reply to counterclaim

Reply to New Matter

Substitute Plaintiff

Jamie Hector » ¢

2 ¢

Fig. 1.57: New Case container — Case Category, Type, Subtype, Filing Type entered Filing Subtype exposed

E

Select Case Category.
Select Case Type.
Select Case Subtype.

Select Filing Subtype.

5
6
7.
8. Select Filing Type.
9
1

0. Click Next.

> NOTE: Once you leave the Create Filing screen, the filing moves
into Draft status in the E-File application. If you navigated to any
other screen in the E-file application before you completed this filing,
the filing is available to be completed through the Filings > Draft left

menu path.

Enter a Matter Number. This is optional and only used for Legal Organizations that use them for internal
communications. You must Switch Association to a Legal Organization to use this function.

The Filing Information container appears below the left navigation menu and the Filing Progress Indicator appears below
the top C-Track E-Filing banner. The Party Information indicator is highlighted and the Party Information container
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appears.

C-Track E-Fiung JamisHector » @ 1=

~ Filing Information FILING PROGRESS  Party Inf

Court Detaware County -
Court of Common Party Information -
Pleas

Filing Upload Document Service Information Filing Summary

Class Civil - Contract - Debt PARTIES

. il tole Attorney(s) Address
Type Complaint - Complaint

e I [ICAdd Ancther Case Party

Fig. 1.58: Filing Progress— Party Information

11. Click the Add Another Case Party link at the bottom left of the Parties display table.

The Party Information window appears.

Party Information

ADD PARTY ~
Role*

Representation

CONTACT INFORMATION ~

Type* Email Contact®

CONTACT INFORMATION ~

Type* ‘Work Phone v Contact*

Add Contact
Add Alias

If you are a Pro Se efiler, or E-Filing on
behalf of yourself, the Add Self button

uses the information from your E-File
registration to complete this information.

Fig. 1.59: Party Information window

The Party Information window has a single container, Add Party. This window expands with additional containers based
upon the selections chosen in the Role and Type drop downs.

12. Select Role.

With the selection of Role, a second container, Representer, is added to the window.
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ADD PARTY ~

Role* Plaintiff
Representation Aftorney

NAME ~

| Crganization

‘Organization

Organization Wilson Rent to Own
Name*

ADDRESS INFORMATION ~

Address 1= 79 Wilmore St
Address 2
Address 3

Zip

Chester

United States

Pennsylvania

REPRESENTER ~

R Add Repi

s}

CONTACT INFORMATION ~

‘ Type* Email

CONTACT INFORMATION ~

‘ Types ‘Work Phone v

Add Contact
Add Alias

Fig. 1.60: Party Information window —containers added based on Party selections

13. Select Type, in the Add Party container.

14. Select Representation, in the Add Party container.
15. Enter Last Name, in the Add Party container.

16. Enter First Name.

17. Click the Add Representer link.

The Representer Search window appears.

With the selection of Type, a third container, Name, is added to the window.

C-Track E-Filing
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Representer Search

TYPE ~

‘ Representer Type Aftorney v

NAME ~

First Name Middle Name

Last Name* | BarID»

Add Self Add Self from the
Representer Search
window is used if you
are the filing Attorney.

Fig. 1.61: Representer Search window

The Representer Search window has two containers to let you enter search criteria based on an attorney or law firm search.
The kind of search is based on the selection of Representer Type — Attorney or Law Firm. Note the Add Myself button which
eliminates the need to search for a representer and adds credentials based on your user login information.

18. Click Add Self.

The Name of the logged in user is entered as the attorney for this case party.
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Party Information

ADD PARTY ~

Role* Flaintiff Crganization ¥

Representation Attorney

NAME ~

‘Organization ‘Wilson Rent to Own
Name*

ADDRESS INFORMATION ~

Address 1+ 79 Wilmore St i Chester

Address 2 United States
Address 3 Pennsylvania
Zip
REPRESENTER ~ /
Representer(s)* Hecfor, Jamie X
Add Representer Ik

CONTACT INFORMATION ~

Type~ Email

CONTACT INFORMATION ~

Type* ‘Work Phone v

Add Contact
Add Alias

Fig. 1.62: Party Information window — Add Self functionality

Note the X that appears to the right of the Representers name. You can remove the representer by clicking the X. You do
not confirm the deletion of information; the information is removed.

If a support staff user is filing on behalf of an Attorney, the Attorneys name appears as the Representer when the support
staff selected Add Myself for representer.

Party Information

ADD PARTY -

Plaintiff :
Attorney :

REFPRESENTER ~

Representer(s}* Linney, Laura Ellen E x
Add Representer

Add Alias

Fig. 1.63: Party Information window — support staff associated through a Legal Organization files for Attorney
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19. Complete the Contact Information for the party you are creating for the case.
20. Click Save.

The Party appears in the Parties display table of the Party Information screen.

C-Track E-Fiune Jamie Hector

FILING PROGRESS Party Information Filing Information Upload Document Service Information Filing Summary

Party Information ? 8
PARTIES
Name Type Role Attorney(s) Address
Wilson Rent to Own Organization Plaintiff Jamie Hector 79 Wilmore St

Chester PA 19013

1to 1 of 1 records
Add Another Case Party

Fig. 1.64: Filing Progress screen — Party added

21. Click the Add Another Case Party link.

22. Select Role.

23. Select Type. Here, we select Organization. Note the containers present different fields to capture contact
information.

24. Select Representation. Here, we select Self — representation. For this case party, you are providing the information
that is known to you at the time of filing. You may not know if the party is retaining an attorney or law firm.
This can be updated during the case proceedings, as needed.

25. Enter Organization Name.

26. Enter Address.

Party Information

ADD PARTY ~

Role* Defendant v Type- Person v

Representation v ) . . . )
We complete adding this Party without including
unknown Representation information.

NAVE By This can be updated by the Court inthe CMS
Last Name* Romano application or in subsequent filing once the case
First Name* Diana is accepted by the Court.

ADDRESS INFORMATION ~

Address 1% 4311 West Bend Blvd i Chester
Address 2 Unit 219 United States

Address 3 Pennsylvania
Zip 19013

CONTACT INFORMATION ~

Type* Email Contact® dianabell27@yehoo.com

CONTACT INFORMATION ~

Type* Cell Phone v Contact 267 488 3193

Add Contact
Add Alias
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Fig. 1.65: Party Information — Party added
27. Click Save.
You return to the Party Information screen with the case party information entered.

C-Track E-Fiunc

FILING PROGRESS Party Information

Jamie Hector » ¢
Filing Information Upload Document Service Information Filing Summary
Party Information 28
PARTIES
Name Type Role Attorney(s) Address
Wilson Rent to Own Organization Plaintiff Jamie Hector 79 Wilmore St
Chester PA 19013
Diana Romano Person Defendant

4311 West Bend Blvd
Unit 219
1 to 2 of 2 records:

Chester PA 19013
Add Another Case Party

Fig. 1.66: Filing Progress screen — Party added
Repeat the Add Another Case Party process to add additional parties to the case, as needed.

28. Click Next.

The Filing Information Indicator is highlighted and Filing Information screen appears. Additionally, the filing has been

moved to the Draft Filing Queue which you can access from the Filings > Draft left menu option. If you navigate away from
the filing, you can return to it by selecting it from the Filings display table on the Draft Filing Queue screen.

C-Track E-Fiune

Jamie Heclor » ¢
FILING PROGRESS Party Information Filing Information Upload Document Service Information Filing Summary
Hiling nformation |
DETAILS
Comments
Emergency Amended
Confidential
FILER INFORMATION
Wilson Rent to Own
Diana Romano
Other Filed on Behalf of#
i




C-Track E-Filing
Fig. 1.67: Filing Information screen

> NOTE: Each element of the Filing Progress Indicator is a link to
navigate to the corresponding screen. You are not required to
complete the screens in any particular order however, Filing
Progress is organized in a logical manner to aid in the completion of

all required information for a filing.

The Filing Information screen has two containers. The Details container lets you indicate if the filing is an Emergency, an
Amended filing or is Confidential by selecting any of the check boxes. You can also add a Comment to the filing.

Case types marked Confidential and electronic filings of a new case identified by E-Filers, when they select the
Confidential check box, establish special security around those confidential cases. Confidential security means the case
requires permissions at the user level for Court Personnel to view and maintain information about the case. Confidential
security also means the case will not be returned in a search unless the user has authorized permission to view cases
marked confidential. Attorneys who are added to the E-File User Access screen manually by Court Personnel or through
automation will have access to search for and file on Confidential cases. An E-Filer who is not associated to the case cannot
search for, nor electronically file on, a Confidential case, even if they know the case number.

Public Case Confidential Case
Search / Access Case E3 3
User Not on EF User Access List
E-File into Case (] x|
Search / Access Case @ (v
User on EF User Access List
E-File into Case (] (]

Fig. 1.68: Confidential controls

The Filer Information container lets you identify the entity(s) for whom you are filing.
The Previous button navigates back to the Party Information screen.

The Next button saves information you have entered and navigates to the Upload Document screen.

29. Select the check box(es) for parties for whom you are filing.
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C-Track E-FiinG Jamie Hector » g

FILING PROGRESS Party Information Filing Information Upload Document Service Information Filing Summary

Filing Information 2 5

DETAILS

Comments
Emergency Amended
Confidential

FILER INFORMATION

Filed on Behalf of~

L4 Wilson Rent to Own

Diana Romano

Other Filed on Behalf of~

Fig. 1.69: Filing Information screen — selections complete
30. Click Next.
The Upload Document screen appears.
C-Track E-FiunG Jamie Hector w» @3
FILING PROGRESS Party Information Filing Information Upload Document Service Information Filing Summary
Upload Document 28
DOCUMENT
Name Complaint - Complaint Filed File® Choose File | No file chosen
Exclude from eService Comments
Request Confidential® % Confidential Reason~ v
Add Another
prevon

Fig. 1.70: Upload Document screen

The Upload Document screen has a single container. The Documents container lets you upload documents that will be
electronically transferred to the Court when you submit the filing. You can specify Request Confidential and Exclude from
Service for the document. You must identify a Confidential Reason when requesting a document remain confidential. You
can also add a Comment about the document. The Add Another link lets you upload as many documents as needed.

31. Click Browse or Choose File.

> NOTE: Depending upon the browser you use to access the C-Track
E-File application, elements within the application may have a
slightly different appearance. For instance, if you use Internet
Explorer, you see a Browse button which allows you to navigate to a

location on your PC to a file you want to upload.
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A browser window opens to allow you to navigate to a file on your PC that you want to upload.

GOpen - — .---.-‘-_ . — _‘ - —— ﬂ
. v C-Track » 1 ~ | +4 [l Search1 yel
Organize * New folder =« 0 @
¢ Favorites |~ Marme ° Date modifie =
B Desktop = civilDispo-02-01-2017 to 02-28-2017.pdf 2/21 /2017 T I
& Downloads = civilFilings.pdf 5/9/2016 2:2§
"5 Recent Places €] CMS Functional Areas.pptx !
- V5 Competency of .docx 12/1/201612
B Desktop M5 Complaint - In the Matter of.docx 12/15/2015 4_
B Libraries = Complaint in the Matter of docx [} 8/22/2016 11 |
| @ Docurmente "L Complaint in the Matter of pdf 12/172016 42 =
& it = = Coroners rpt C_Mash.docx 5/26/201512
J’ Music = court employes,jpg 8/31/2016 10
i Pictures 5] Courtesy Motice.docx R
B Videos 5] CR-2015-000030 Final Opinion.docx 12/1/20151:!
B Wizov, Nanette (Legal) l‘l% Creditor's Claim.docx 1272872015 3 Select 3 file to preview.
:'h; My Computer US027873-TPL-B =] Criminal Complaint.docx 12724720151
& Windows (C) "L criminalFilings.pdf 6/8/201511:
< DVD Drive (D) 1 1= Crossclaim Complaint filed in the Matter ... 1/24/2017 152
3 BD-ROM Drive (E) "L Crossclaim in the Matter of pdf.pdf 4/28/2017 2:!
9 UB027873 (\\ten.thomsonreuters.com\User\US] (H:) M5 C-Track CMS documentation developme... 1/25/201612
S tremsshared (\\cint-corp-p0153.intthemsonreuters.com) (¢ li=l] C-Track CMS Graphicjpg 6/23/20151
Gh Metwork M C-Track Configuration.docx 2/13/201512
@ Control Panel [@*] C-Track Core Training Materials.ppbx 5/2/2017 1022
@ Recycle Bin ﬂi CTrack Sprint and Release Calendar 2017 ... 2/9/2017 5:0¢
0 IT Support S| C-Track TrialCourtCMS Production Envir.,  2/13/201512
| 1Thomson Reuters %) C-Track Web Linksxlsx 2/18/2015 5
| calendar changing months 2- C-TrackCMSDataDictionary-1.7 (1).pdf A/4/2017 4:5. il
R v 4 [ | b
File name: | | AlFiles ~|
[ Open |v] [ Cancel ]
—

Fig. 1.71: Open browser window

32. Select the file you want to upload.
33. Click Open.

You return to the Upload Document screen. The document title appears to the right of the Choose File button.

C-Track E-FiunG Jamie Hector = @ 1=
FILING PROGRESS Party Information Filing Information Upload Document Service Information Filing Summary
Upload Document 28
DOCUMENT
Name EoaplatCansian e File- | Choose File | Gomplaint in the Mﬁger of docx
Exclude from e Service Comments
i
Request Confidential® Confidential Reason® v
Add Another
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Fig. 1.72: Upload Document screen — file selected
34. Click Next.

The Service Information screen appears.

C-Track E-FiuinG JamieQector - @ Y
FILING PROGRESS Party Information Filing Information Upload Document Service Information Filing Summary
Service Information |

ELECTRONIC SERVICE RECIPIENTS

Name Role Representing Address Service Method

No records were found.

CONVENTIONAL SERVICE RECIPIENT S

Name Role Representing Address Service Method Service Date
Diana Romano Defendant 4311 West Bend Bivd v E:
Unit 219

Chester PA 19013

OTHER SERVICE RECIPIENTS

Name Role Address Service Method Service Date
No records were found.

provons | "W~

Fig. 1.73: Service Information screen

The Service Information screen has three containers. The Electronic Service Recipients container displays parties or
participants that have an email address on file in the CMS application or in the C-Track E-Filing application.

The Conventional Service Recipients container displays parties or participants that will receive notice of the filing by
conventional means, typically by mail. The Service Method drop down lets you select Not Served for entities that are listed
but should not receive notice of the filing.

Fs
> NOTE: The Apply to All icon v that appears to the right of the
Service Method and Service Date fields lets you populate the fields

once, and select the icon if the selection applies to all Recipients.

L
>The

you select a month and day to populate the field. Additionally, C-

‘| Date Picker icon lets you access a Calendar which lets

Track E-Filing lets you enter the letter C in any Date field to enter
today’s day in the field. You can add days in the future by using the +
and numeral. For example, C+30 would populate the field with the
calendar day 30 days from today’s date.

The Other Service Recipients container lets you click the Add Other Recipients link to search for entities that are not case
parties but that need to receive notice of the filing. The Add Other Recipients link lets you first search the C-Track E-File

system for the entity. If the entity is not found through a search, you can add them with functionality that captures the Name
and address of a Non E-Filer.

35. Select Service Method.
36. Enter Service Date.
37. Click Next.

40
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The Filing Summary screen appears.

C-Track E-Fiunc Jamie Hector -  gn

FILING PROGRESS Party Information Filing Information Upload Document Service Information Filing Summary
Eiling Summarny k|

CASE DETAILS

Court Delaware County Court of Common FPleas
Case Category Civil

Case Type Contract

Case Subtype Debt Collection

FILING INFORMATION

Filing Number 32229 Type Complaint - Complaint Filed
Filed on Behalf of Wilson Rent to Own Comments

Other Filed on Behalf of Emergency

Amended Confidential

PARTY INFORMATION

Name Type Role Address Attorney(s)
Wilson Rent to Own Crganization Plaintiff 79 Wilmore St Jamie Hector
Chester PA 15013
Diana Romano Person Defendant 4311 West Bend Blvd
Unit 219

Chester PA 15013

DOCUMENTS
Name Request Confidential Confidential Reason Exclude from eService Comments

Complzint - Complaint Filed

ELECTRONIC SERVICE RECIPIENTS

Name Role Representing Address Service Method

Mo records were found.

CONVENTIONAL SERVICE RECIPIENTS

Name Role Representing Address Service Method Service Date

Diana Romano Defendant 4311 West Bend Bivd Conventional 04-19-2018
Unit 219
Chester PA 18013

OTHER SERVICE RECIPIENTS
Name Role Address Service Method Service Date

Mo records were found.

Edit Filing Add Associated Filing Add To Cart Delete This Filing

Fig. 1.74: Filing Summary screen

The Filing Summary screen provides seven containers with a summary for all information entered on the previous E-Filing
screens.

The Edit Filing button navigates back to beginning of the Filing Progress — the Party Information screen where you can edit
information or use the Next button to proceed through the screen(s) to the information that needs editing.

The Add Associated Filing button lets you add a separate filing that belongs to the same case. Associated filings appear as
separate Registry of Action or Docket Entries on the case.

The Add To Cart button navigates to the Cart screen where you can review a summary of all filings in the Cart and see
costs for any filings that are assessed.

The Delete This Filing moves the filing to the Draft queue where you can select a check box and delete the filing.

38. Click Add To Cart.

The Cart screen appears.
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C-Track E-FiuinG Jamie Hector »  gn W

o Information

« If fees are owed, you will be directed to a page to make your payment

Cart 29
SUMMARY
Number of Filings 1 Total $0.00
FILINGS
Court Case Number Filing Item(s) Documents Fees

Delaware County Court of Commeon Pleas Complaint - Complaint Filed 1 S0.00 b 4
1to 1 of 1 records

By submitting the filing(s), you are agreeing to the E-Filing Terms & Conditions

Fig. 1.75: Cart screen

The Cart screen has two containers: the Summary container shows the Number of Filings to be submitted and the Total
cost.

The Filings container shows the Court in which the filings will be process. Case Number appears for filings on an existing
case. Line items with no case number indicate a new case filing. The case number is auto generated in the C-Track CMS
application. When you receive confirmation of a successful submission of the filing of a new case, you also receive the case
number. The Matter Number is a configurable number and can be used by Legal Organizations and filers from legal
organizations as an internal identifier. This lets Legal Organization filers with the proper security permission view filings by
other members of the Legal Organization. The Filing Item(s) show the Registry of Action or Docket Entry that is added to the
case in the C-Track CMS application when the filing is processed successfully. Documents indicate the number of
documents attached or uploaded to the filing and Fees represent the cost the Court assesses for each filing.

You can remove filings from the Cart by clicking the X at the far right of any line item. When you remove a filing from the
Cart a Confirm window requires that you OK the removal. The filing is moved to the Draft queue, found through the left
navigation menu, following the path Filings > Draft.

Note the Information message that appears above the Cart screen provides payment instruction information. The Cart icon

in the far-right top navigation bar reflects the addition of the filing to the Cart. Also note the E-Filing Terms &
Conditions link at the bottom of the Filings container. Terms and Conditions information is also available when you register
as an E-Filer.

39. Click Submit Filings.

Depending upon your Courts business process, you navigate to a payment screen where payment method information is
captured. Once the information is successful saved and process, the Submission Confirmation screen appears.
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C-Track E-Fiunc Jamie Hector » ¢

o Information

= Your electronic filings have been submitted for review and processing.

Submission Confirmation k|
DETAILS
E-File Confirmation # 101261524155392028 Submitted Date 04-19-2018 11:29 AM
FILINGS
Court 'S Case Number Filing Number Filing Item(s) Documents
Delaware County Court of Common Pleas 32230 Complaint - Complaint Filed
[Pt

Fig. 1.76: Submission Confirmation screen

You have successfully submitted as electronic filing for a new case in the C-Track E-Filing application.

The Submission Confirmation screen has two containers: the Details container provides the E-File Confirmation Number,
the Submission Date and the Payment Confirmation Number.

The Filings container shows an additional column to provide the Filing Number for each filing.

The Print button opens a separate browser window and lets you save or print a pdf of the Submission Confirmation.
Additionally, the information is retained in the Submitted Queue and can be accessed at any time by following the menu
path Filings > Submitted from the left navigation menu.

The Cart icon E in the top right screen banner, which had a red number showing the number of filings in the Cart
throughout the process of creating a new case filing, is now empty.

Processing of the Submitted Filing happens through the C-Track CMS application and is performed by Court personnel.
Once processing is completed information about the success or failure of the submission will be sent back to your E-Filer

Filing queue. Information will also appear in the Notifications icon in the top right screen banner of every C-Track E-
Filing screen.

Once the Court has processed the filing, you receive email notification regarding the filing similar to the notice shown below.

i

’é coreefilemssql_ga@thomsonreuters.com
L To: @yahoo.com

C-Track E-Filing

This is a notice to inform you that the filings, confirmation number 101261524155392028, have been submitted on 04-19-2018 11:29 AM. You can view the filings here.

REF: 101261524155352028

Do not respond to this system-generated e-mail notification. For help with technical problems, please contact the system administrator

€« @« »

Fig. 1.77: Email Confirmation

The email you receive displays according to the specific email application with which you registered your E-File account.
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If you click the view link from the email, you may be prompted to log into the E-Filing application. Once you are logged into E-

File, the Filing Summary screen displays.

CASE DETAILS

Court Delaware County Court of Common Pleas
Case Category Civil

Case Type Contract

Case Subtype Debt Collection

FILING INFORMATION

Filing Number 32230 Type Complaint - Complaint Filed
Filed on Behalf of Wilson Rent to Own Comments

Other Filed on Behalf of Emergency

Amended Confidential

PARTY INFORMATION

Name Type Role Address Attorney(s)
Wilson Rent to Own Organization Plaintiff 79 Wilmore St Jamie Hector
Chester PA 19013
Diana Romano Person Defendant 4311 West Bend Bivd
Unit 218

Chester PA 19013

DOCUMENTS
Name Request Confidential Confidential Reason Exclude from eService Comments

ELECTRONIC SERVICE RECIPIENTS
Name Role Representing Address Service Method
No records were found.

CONVENTIONAL SERVICE RECIPIENTS

Name Role Representing Address Service Method Service Date
Loretta Rosario Defendant 4311 West Bend Eivd Conventional 04-19-2018
Unit 218

Chester PA 19013

OTHER SERVICE RECIPIENTS
Name Role Address Service Method Service Date

No records were found.

Fig. 1.78: Filing Summary screen

Additionally, any party that was served electronically with a successfully processed filling receives an email similar to the
notification shown below.

C-Track E-Filing

This is a notice to inform you that you have been served with the following:

Filing: Request - Request for Production

Case Number: FA-2018-000089

Case Title: Renny June Castillo, Plaintiff v. Sioban Moran, Defendant.
Filing Party: Renny June Castillo

Reference Number:  931479852974771

You can view this filing here.

Do not respond to this system-generated e-mail notification. For help with technical problems, please contact the system administrator.

Fig. 1.79: Email Confirmation to served party

C-TRACK E-F|L|NG Jamie Hector » @ =

Filing Summary i |

Complaint - Complaint Filed r']
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Once the filing is process by the Court, another email is sent. When the case is accepted and the case number is
automatically generated, the number is included in the email.

g

=]

I Filing Approval - Case No. CV-2018-000096 I

Apr 19 at 11:40 AM

il

’a coreefilemssql_ga@thomsonreuters.com
L To: @yahoo.com

C-Track E-Filing

This is a notice to inform you that the filings filed in CV-2018-000096 have been accepted by the Clerk on 04-19-2018 11:3% AM. You can view this filing here.
Clerk's Comments: %
REF: 101261524155038976

Do not respond to this system-generated e-mail notification. For help with technical problems, please contact the system administrator

Fig. 1.80: Email Approval to E-Filer
1.8 Submit an E-Filing on an existing case

In this example we create an e-filing to an existing case.

1. From the home screen, click Create Filing from the left menu.

The Create Filing screen appears.

C-TRACK E-FILING Jamie Hector + g m

Create Filing |

COURT SELECTION

Court* -
Filing Category* [~]
[ Wext ]
Fig. 1.81: Create Filing screen
2. Selecta Court.
3. Select a Filing Category. Here, we select Existing Case.
The Existing Case container is added to the screen.
C-TRACK E-FlLING Jamie Hector ,? E
Create Filing 28
COURT SELECTION
Court* Delaware County Court of Common P... =
Filing Category* Existing Case v |
EXISTING CASE
Case Number*
Filing Type [v]
Filing Subtype* v
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Fig. 1.82: Create Filing screen — Existing Case container is added

4, Enter Case Number.

C-TRACK E-F' LING Jamie Hector « ,? g
Create Filing 28
COURT SELECTION
Court* Delaware County Court of CommonP... =
Filing Category* Existing Case v |
EXISTING CASE
Case Number* ICR-Z{H 7-004875
Filing Type* v
Filing Subtype* v

Fig. 1.83: Create Filing screen — Existing Case error

If you enter a Case number for a case that does not exist or a number for a Confidential case upon which you are not
permitted to file, the Case Number field displays with a red outline and the Filing Type and Filing Subtype fields do not

populate with drop down values, as shown above.

5. Select Filing Type.
6. Select Filing Subtype.

Jamie Hector » ¢% =

C-TRACK E-FILING

28

Create Filing

COURT SELECTION
Delaware County Court of Common F... w

Court*

Filing Category* Existing Case|v|
Note the Green outline for the
Case Number field indicates

EXISTING CASE an existing case to which the

e M amhent CR2018-000052 E-Filer can submit a filing.

Filing Type* Discovery 2

Filing Subtype* Request for Admissions by [v]

Fig. 1.84: Create Filing screen — Existing Case

7. Click Next.
The Filing Information screen appears. Additionally, the filing has been moved to the Draft Filing Queue which you can
access from the Filings > Draft left menu option. If you navigate away from the filing, you can return to it by selecting it from

the Filings display table on the Draft Filing Queue screen.
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Create Filing

— C-TRACK E-FILING Jamie Hector » g8

| = Case Information ll FILING PROGRESS Filing Information Upload Document Service Information Filing Summary

Delaware County

Court of Common Filing Information -

Pleas
CR-2018-000052 DETAILS
Criminal - Felony - Comments

Person Offenses

Glenda Reims,

Plaintiff Emergency O — 5
ot Confidential O
Gregory M DeGino TR
Defendant
Status Active Filed on Behalf of~

[0 GlendaReims
= Filing Information - I}

Gregory M DeGino
Court Delaware County U

Court of Common Other Filed on Behalf of*
Pleas

Class Criminal - Felony -

Person Offenses m
Type Discovery - Request

for Admissions bv C-Tr

)

i
@
m

ng. developed by Thomson Reuters Court Management Solutions

Fig. 1.85: Filing Information screen

Since we are e-filing on an existing case, Party information has already been entered on the case. We see the Case
Information container in the left menu. Additionally, the Filing Progress Indicator does not contain a Party Information
element. Also, a Filing Fee container appears when the Court assesses a fee for this filing type.

The Details container lets you indicate if the filing is an Emergency, an Amended filing or is Confidential by selecting any
of the check boxes. The Confidential check box here makes the filing itself confidential, not the case as a whole. You can
also add a Comment to the filing.

The Filer Information container lets you identify the entity(s) for whom you are filing.

Below we see the same screen, Filing Information. The Unsubscribe button in the Case Information container indicates
that you are Subscribed to the case.

Create Filing

C-TRACK E-FILING Jamie Hector » @b

Filings 3

» Case Information FILING PROGRESS  Filing Information Upload Document Service i Filing S v

Court Delaware County

User Account

My Account Ctl+1, A

Filing Information

Court of Common My Subscrigtions Cii+\.5
- Logout Cirl+4, L
Case (CR-2013-000D52 TEHAIES
Class Criminal - Felony - Comments
Person Offenses
Short Glends Reims,
Title  Plainfiff Emergency
V. Confidential

Gregory M DeGino,
Defendant.
Status Active Filed on Behalf of+

FILER INFORMATION

Glenda Reims

[0 Gregory M DeGino

~ Filing Information

Court Delaware County
Court of Common
Pleas

For filings on cases for which you have a subscription, the m
Unsubscribe button appears in the Case Information container.
You can unsubscribe from any case by clicking the Unsubscribe
button or by clicking X at the far right for any case on the My
Subscriptions screen.

Class Criminal - Felony -
Person Offenses

Type Discovery - Request
for Admissions by

Fig. 1.86: Filing Information screen — Unsubscribe button

8. Select a Filed on Behalf of check box in the Filer Information container.
9. Click Next.

The Upload Document screen appears.

a7



C-Track E-Filing

C-TRACK E-FILING Jamie Hector » @ =
FILING PROGRESS Filing Information Upload Document Service Information Filing Summary
Upload Document ? 8
DOCUMENT
Name Discovery - Request for Admissions by File* Browse...
Exclude from e Service O Comments
Request Confidential® O Confidential Reason* v
Add Another
——

Fig. 1.87: Upload Document screen

When you specify Request Confidential, you must identify a Confidential Reason — here you are specifying the Document
itself, as opposed to the whole case or the filing, is Confidential

10. Click Choose File.

A browser window opens to allow you to navigate to a file on your PC that you want to upload.

= Choose File to Uploa
v C-Track » 1
e e

Organize - Mew folder

1M My Computer US027873-TPL-B
&, windows (C:)
5 DVD Drive (D)
2.5 BD-ROM Drive (E:)
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'ilhﬂ Metwork
[E8 Control Panel
2 Recycle Bin
0 IT Support
, 1Thomson Reuters
J calendar changing months
J scripts
. skins
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J dream
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-
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S Product Reference Guide_EFiling.docx
QWERTY.docx

receipt-181.pdf
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=
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Request for Production case.docx
Request for Production.docx
Request for Production.pdf

A

= request SaraBeth.jpg

Report of Financial Disclesure in the Matt...
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Request for Admission in the Matter &fd

Date modifie
47372017 4:31
B/28/2015 2::
11/10/2015 2
57272017 4:0¢
11/28/2016 3
4/11,/2017 10
11/20/2015 4
B/f22/201612
8/29/2016 4:!
6/24/201612

I

Select a file
to preview.

Response to Disclosure.pdf

Results of DNA test from Quest Diagnosti...

k= Rules Engine Graphic W-312771jpg

= Rules engine vl.docx

rebod daclee vkl et

1| 1

9/23/2016 5:r 5
6/23/2015 1:
2/4/2015 5:00

~
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L

File name:

~  [AllFiles ()

[ Open

B |

Cancel

Fig. 1.88: Open browser window

11. Select the file you want to upload.
12. Click Open.

You return to the Upload Document screen. The document title appears to the right of the Choose File button.
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C-TRACK E-FILING Jamie Hector » ¢ M=
FILING PROGRESS Filing Information Upload Document Service Infc i Filing S Y
Upload Document |
DOCUMENT
Name Discovery - Request for Admissions by File* C:\Users\we027873\Deskiop\C-Tracki1\Request for Admissi|  Browse...
Exclude from eService [ Comments
Request Confidential® O Confidential Reason* v
Add Another

Fig. 1.89: Upload Document screen — file selected
13. Click Next.

The Service Information screen appears.

C-TRACK E-FILING Jamie Hector w ¢ =
FILING PROGRESS Filing Information Upload Document Service Infi i Filing S
Service Information ? 8
ELECTRONIC SERVICE RECIPIENT S
Name Role Representing Address Service Method
Glenda Reims Plaintiff Self-Represented El [

CONVENTIONAL SERVICE RECIPIENTS

Name Role Representing Address Service Method Service Date
No records were found.

OTHER SERVICE RECIPIENTS

Name Role Address Service Method Service Date
No records were found.

Add Other Recipients

Crrovons | “her |

Fig. 1.90: Service Information screen

14. Select Service Method for Electronic Service and / or Conventional Service Recipients, as needed.
15. Enter Service Date for Conventional Service Recipients, as needed.
16. Click Next.

The Filing Summary screen appears.



C-Track E-Filing

C-TRACK E-FILING Jamic Hector " | ¢
FILING PROGRESS Filing Information Upload Document Service Infor Filing v
Filing Summary ? 8
CASE DETAILS ~
Court Delaware County Court of Common Pleas
Case Category Criminal
Case Type Felony
Case Subtype Person Offenses
FILING INFORMATION ~
Filing Number 32266 Type Discovery - Request for Admissions by
Filed on Behalf of Gregory M DeGino Comments
Other Filed on Behalf of Emergency
Amended Confidential
PARTY INFORMATION
Name Type Role Address Attorney(s)
Glends Reims Person Plaintiff 833 W 20th St
Essington PA 10020
Gregory M DeGino Person Defendant 2004 W Longwwod Rd Jamie Hector
Essington PA 10029
DOCUMENTS
Name Request Confidential Confidential Reason Exclude from eService Comments
Discovery - Request for Admissions by g]
ELECTRONIC SERVICE RECIPIENTS
Name Role Representing Address Service Method
Glenda Resms Plgintiff Seif-Represented Electronic
CONVENTIONAL SERVICE RECIPIENTS
Name Role Representing Address Service Method Service Date
No records were found.
OTHER SERVICE RECIPIENTS
Name Role Address Service Method Service Date
No records were found.
Add Associated Filing ] Add To Cart || Delete This Filing

Fig. 1.91: Filing Summary screen

Review the Filing Summary screen to ensure the information you are submitting.

17. Click Add to Cart.

The Cart screen appears.

C-TRACK E-FILING

© Information

* If fees are owed, you will be directed to a page to make your payment.

Cart |
SUMMARY ~
Number of Filings 1 Total $0.00
FILINGS
Court Case Number Filing Item(s) Documents Fees
Delaware County Court of Common Pleas CR-2018-000052 Discovery - Request for Admissions by 1 3000 ¥

1 1o 1 of 1 records

By submitting the filing(s), you are agreeing to the E-Filing Terms & Conditions

Submit Filings

Fig. 1.92: Cart screen
18. Click Submit Filings.



C-Track E-Filing

You navigate to a payment screen where payment method information is captured. Once the information is successful saved
and process, the Submission Confirmation screen appears.

C-TRACK E-FILING Jamic Hector » @B =

e Information

* ‘Your electronic filings have been submitted for review and processing.

Submission Confirmation k|
DETAILS
E-File Confirmation # 101261524757732367 Submitted Date 04-26-2018 10:48 AM
FILINGS
Court Case Number Filing Number Filing Item(s) Documents
Delsware County Court of Common Pleas CR-2018-000052 32287 Discovery - Request for Admissions by 1

Fig. 1.93: Submission Confirmation screen
You have successfully submitted as electronic filing for an existing case in the C-Track E-Filing application.

Processing of the Submitted Filing is performed by Court personnel in the C-Track CMS application. Once processing is
completed information about the success or failure of the submission is sent back to your E-Filer Filing queue. Information
also appears in the Notifications icon in the top right screen banner of every C-Track E-Filing screen. Additionally, your
Court may send an email to the email address associated to your user account.

Once the Court has processed the filing, you receive email notification regarding the successful or failure of the filing. The
email you receive displays according to the specific email application with which you registered your E-File account.

Additionally, any party that was served electronically with a successfully processed filling receives an email notification.
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1.9 Support Staff Completes a Draft Filing

When you associate another member of your Legal Organization to your E-File Account, and make them an Authorized E-
Filer, you allow them access to all filings available through your Filings menu, including filings in Draft status. Support staff do
not need to have Matters shared with them to access filings when they use the Switch Association functionality to establish
the association. By associating support staff, you create a proxy relationship where the support staff acts on your behalf to
submit filings and complete filings in Draft status. Remember, Support Staff that you want to associate to your E-File account
must also be authorized E-Filers.

You cannot associate support staff to your Personal Account, they must choose a Legal Organization in which your
association is active.

In the example a member of a Legal Organization who works in support of an attorney associates their E-File account to the
attorney and completes a filing from Draft status.

1. Select the down chevron to the right of your User name in the top banner navigation.

The User Account options appear.

Lia Domico
Laura Ellen Linney

C-Track E-FiLinG >y o=

User Account

My Account Cirl+\, A
Switch Association Crl+\,C
Logout Ctrl+\,L

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Fig. 1.94: User Account options exposed

> NOTE: In addition to clicking the link in the User Account menu, the
Select Authoring E-File User window can be accessed through the
keyboard shortcut:
Switch Association Ctrl+\,C

2. Select the Switch Association link.

The Select Authorizing E-File User window appears.

Lia Domico , !

C-Track E-FiuinG

Select Authorizing Efile User ®

ASSOCIATIONS

Personal Account ¥

Legal Organization

Authorizing Efile User Alex Copen

Fig. 1.95: Select Authorizing E-File User window

3. From the Legal Organization drop down, select your organization.
4. From the Authorizing E-File User drop down, select the E-Filer for whom you will be filing. Note this user is
authorized to file on behalf of two users.

52



C-Track E-Filing

Lia Domico

Track E-FiLinG

Select Authorizing Efile User x

ASSOCIATIONS

Personal Account ¥
Alex Copen M

Legal Organization
Authorizing Efile User

Fig. 1.96: Legal Organization and Authorizing E-Filer updated

5. Click Save.
You return to the Home screen. Your Authorized E-File User appears below your user login and the Legal Organization
appears below your Authorized E-File User in the upper right top banner.

Lia Domico
Laura Ellen Linney » B H
Gopen and Shore

Create Filing
Filings
My Matters

When assodated to the

Authorizing Efile User and
Legal Organization you see
the Filings and Matters for
the Authorizing Efiler

C-Track E-Fiung

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Fig. 1.97: Home screen with Authorizing E-Filer functionality

6. Select Filings > Draft from the left navigation.

The Draft Filing Queue screen appears. All filings for the Authorizing E-Filer that have a draft status appear. If the
Authorizing E-Filer was logged into the E-File application, the screen would display identical information.

Lia Domico
Laura Ellen Linney

C-Track E-Fiune
Copen and Shore

Draft Filing Queue

COURT SELECTION

Court ur -
SEARCH
Case Number Matter Number
Case Category v Filing Type v
Case Type v Filing Subtype v
FILINGS
B Case Number « Matter Number Filing Type Last Modined
CR-2016-003284 C 1802 Discovery - Request for Production by 11-28-2016 11:50 AM
CR-2016-003284 C 1802 Report - Report and Motion 11-28-2016 10:33 AM
CW-2016-001288 Motion - Compel 11-28-2016 1243 PM
PR-2016-000069 P 1644 Brief - Brief Filed 11-28-2016 11:47 AM
110 4 of 4 records
Aoato oo

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Fig. 1.98: Draft Filing Queue screen

The Draft Filing Queue screen displays three containers. The Court Selection container lets you identify a single Court for
which you can view Draft Filings, since E-Filing supports filings in multiple Courts.
The Search container lets you enter criteria of Case Number, Matter Number, Case Category, Filing Type, and Filing

Subtype upon which you can search. The Matter Number is a configurable number and can be used by Legal
Organizations and filers from legal organizations as an internal identifier. This lets Legal Organization filers with the proper

security permission view filings by other members of the Legal Organization.
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The Filings display table show all filings in the Draft queue by default. Since this filer has a single filing there is no need to
use the Search function to find a filing.
The check box to the left of the Case Number can select individual filings for use with the Add to Cart button or the Delete
button.
The check box in the header of the Filings display table selects all cases in the display table for use with the Add to Cart
button or the Delete button.
The Delete button produces a Confirm window that requires you confirm the deletion of the filing. When you confirm the
deletion, the filing is deleted from the Draft Filing Queue screen and is not recoverable.
The Case Number column of the Filings display table can be selected to navigate to the Case View screen to provide an
overview of case information.
The Matter Number, Filing Type and Last Modified columns can be selected to navigate to the Filing Summary screen.

Within the Filings display table, the Case Number column can be selected to navigate to the Case View screen and the
Matter Number, Filing Type and Last Modified columns can be selected to navigate to the Filing Summary screen.

7. Select the Matter Number for the top line item in the Filings display table.

The Filing Summary screen for the selected filing appears.

Create Filing

Filings + | C-Track E-Fiung Laura Ellen Linney w @B |
Capen and Shore

My Matters

T FILING PROGRESS  Filing Information Upload Document Service Information Filing Summary

Court Delaware County Court
of Common Pleas FLlly Shaaan i |

Case CR-2016-003284
Marlow James Colson,

Lia Domico

CASE DETAILS

Plaintiff Court Delaware County Court of Common Pleas

short v Case Category Criminal

Title case Type Misdemeancr
Russell Wiscn Cass Sulriype Person Offenses
D..

Shatua ) FILING INFORMATION

Matter C 1802

= Filing Number 31918 Type Report - Report and Motion
~ Filing Information Filed on Behalf of Marlow James Golson Comments Summeary report from admitting physician at Mercy Memorial Hosp;
xray images and bioodwork included

Court Delaware County Court

Emergency Amended
of Common Pleas

Confidential
Type Report - Report and

Motion PARTY INFORMATION

Name Type Role Address Attorney(s)
Msriow James Colson Parson Plaintiff Lsura Ellen Linnay
Russell Wison Person Defendant 173 Jefferson St Seff-Represented

Lima PA 10084

% DOCUMENTS
Request Confidential Confidential Reason Exclude from eService

Report - Report and Motion - Other B

ELECTRONIC SERVICE RECIPIENTS
Name: Role Representing Address Service Method
Mo records were found.

CONVENTIONAL SERVICE RECIPIENTS

Name Role Representing Address’ Service Method Sesrvice Date
Wilsan, Russe! Defendant Sefi-Represented 173 Jefierson St
Lima 19084

OTHER SERVICE RECIPIENTS
Name Role Address’ Service Method Sesvice Date
Mo records were found

I e

C-Track™ E-Fiing, developed by Thomson Reuters Court Menagement Solutions

Fig. 1.99: Filing Summary screen
8. Click the Upload Document tab above the screen title bar to navigate to the Upload Document screen.

The Upload Document screen appears.
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C-Track E-FiLinGg

FILING PROGRESS Filing Information Upload Document Service Information Filing Summary

C-Track™ E-Filing, developed by Thomsen Reuters Court Management Solutions

Lia Domico
Laura Ellen Linney w

Upload Document: 78
DOCUMENT
Name Report - Report and Motion File* Lab Corporation - Resutts In the Matter of pdf( Replace J=)
Exclude from eService C Comments Q
Request Confidential® L Confidential Reason* Other A
Add Another

L

Fig. 1.100: Upload Document screen
9. Click the Replace link to the right of the previously uploaded file name.

The initial file is removed.

C—TRACK E—FlLlNG Il:'a.uE:mE“Hmr: Linney » @9 H
Copen and Shore
FILING PROGRESS Filing Information Upload Document Service Information Filing Summary
Upload Document ey
DOCUMENT
Name Report - Report and Moticn File* Cheose File | Mo file chosen
Cancel
Exclude from eService Comments %
Request Confidential* Ls Confidential Reason~ Other v
Add Another
[ Previous |
C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions
Fig. 1.101: Upload Document screen — file removed
> NOTE: A Cancel link appears below the Choose File button. If you
remove an attached document by mistake, use the Cancel button to
reattach the initial document.
10. Click Choose File.
A browser window opens to allow you to navigate to a file on your PC that you want to upload.
11. Select the file you want to upload.
12. Click Open.
You return to the Upload Document screen. The document title appears to the right of the Choose File button.

13. Click Next.

The Service Information screen appears.

14. Select Service Method for Electronic Service and Conventional Service Recipients if applicable.

15. Enter Service Date for Conventional Service Recipients.
16. Click Next.
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The Filing Summary screen appears.

Review the Filing Summary screen to ensure the information you are submitting.

17. Click Add to Cart.

C-Track E-Filing

The Cart screen appears. Note the filing you selected appears along with another filing that was already in the Cart when
you associated to the Authorizing E-File User. Additionally, the X at the far right of any line item in the Filings display table

lets you remove filings from the Cart and return the filing(s) to the Draft queue in the left menu.

C-Track E-FiLinG

Lia Domico

Copen and Shore

0 Information

« [ffees are owed, you will be directed to a page to make your payment.

Cart 78

SUMMARY ~

Number of Filings 2 Total 50.00
FILING S
Court Case Number Matter Number Filing item(s) Documents Fees
Delaware County Court of Common Pleas CR-2016-003284 € 1802 Report - Report and Motion 1 3000 |
Delaware County Court of Common Pleas C\v-2018-D01288 Demand - Production of Statmenets 1 s0.00 \ b 4
11to 2 of 2 records

By submitting the filing(s), you are agreeing to the E-Filing Terms & Conditions

Submit Filings

C-Tragk™ E-Filing, developed by Thamsan Reuters Court Managemant Solutions

Fig. 1.102: Cart screen — filings ready for Submission
Here we remove the filing we did not select from the Draft Filing Queue screen.
18. Click X for the filing you want to remove.

A Confirm window appears.

Are you sure you want to remove this item?

Fig. 1.103: Confirm window — Remove a filing from the Cart
19. Click OK.

The single filing appears and the Cart icon is updated to show a single filing.
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Lia Domi
C—TRACK E—FlLlNG L:Jm EH':‘.::Ln'n'ue',' - 9 H

Copen and Shore

© information

» [ffees are owed, you will be directed to a page to make your payment.

Canf: ? 8
SUMMARY
Number of Filings c 1 , Total $0.00
FILINGS
Court Case Number Matter Number Filing Item(s) Documents
Delaware County Court of Common Pleas CR-2018-003284 C 1302 Report - Report and Motion $0.00 b4

1to 1 of 1 records

By submitting the filing(s ), you are agreeing to the E-Filing Terms & Conditions

C-Track™ E-Fiing. developed by Thomson Reuters Court Management Solutions
Fig. 1.104: Cart screen — single filing
20. Click Submit Filings.
The Submission Confirmation screen appears. Note the Cart icon shows no filings.
Lia Domico
C-Track E-FiLinG Laura EllenLinney ~ §%
Gopen and Shore
o Information
= Your electronic filings have been submitted for review and processing.
Submission Confirmation 28
DETAILS
E-File Confirmation # 901480429332123 Submitted Date 11-29-2016 08:22 AM
FILINGS
Court Case Number Matter Number Filing Number Filing Item(s) Documents
Delaware County Court of Common Pleas CR-2016-003284 C 1802 31819 Report - Report and Motion 1
C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Fig. 1.105: Submission Confirmation screen — Successful submission

You have successfully replaced a filing document, removed a filing from the Cart and submitted a filing on behalf of another
authorized E-Filer in your legal organization. The Green Success Notification displays in the top content container, above
the Submission Confirmation screen.

As a support staff user, the Notification icon and Notifications screen is updated with confirmation of a successfully
submitted e-filing. Once the court processes the e-filing the Authorizing E-Filer, for whom you submitted the filing, receives
an email.

1.10 Legal Organization Administration

Legal Organization Administration lets an authorized, registered E-Filer or Non-E-Filer maintain and edit associations of
Attorneys and Support Staff to Legal Organizations. Administration of the Legal Organization gives a Legal Organization user
the security permission to determine who is part of the Legal Organization.

In this example, a Non-E-Filer adds a registered E-Filer to a Legal Organization. There are no menu options for Case Search
or Create Filing as this Legal Organization Administrator manages the users of C-Track E-Filing for an organization but, does
not themselves create or submit e-filings for themselves or other authorized filers.

My Matters
Administration

C-Track E-FiLnG

KATIE PARKS
Shister & Shister ¥ T

1as Non-Filing
ack E-Filing
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Fig. 1.106: Non-Filing Legal Organization Administrator Home screen — Menu for Non-Filer
1. Follow the left menu path Administration > Legal Organization Admin.

The Legal Organization Search screen appears.

C-Track E-FiLiNG i s e v 1A
Legal Organization Search - |

SEARCH

Name Contains

Type -

Search Type v
Active Status v

Add New Legal Organization

Fig. 1.107: Legal Organization Search screen

2. Enter Search criteria, such as the Name of Legal Organization for which you have administrative permissions.
3. Click Search.

The Legal Organizations display table is added to the Legal Organization Search screen. Any organization that matches
the search criteria appears in the table.

C-Track E-FiLING T e

Legal Organization Search

SEARCH

Name Contains Shis

Type M

Search Type v
Active Status v

LEGAL ORGANIZATIONS

Name & Address Type Active
Shister & Shister Law Firm ¥

1to 1.of 1 records {ID

Add New Legal Organization

Fig. 1.108: Legal Organization Search screen - Legal Organizations display table
The Legal Organizations display table:
Name column — name of the law firm or agency designated as a Legal Organization
Address column —mailing address for a legal organization
Type column — describes the nature of the Legal Organization

Active column — indicates the state of the Legal Organization

4. Select the line item for the Legal Organization.

The Manage Legal Organization screen for the selected Legal Organization appears.

58



C-Track E-Filing

KATIE PARKS
C-Track E-FiunG shister & Shister ¥ B 1
Manage Legal Organization - |
LEGAL ORGANIZATION DETAILS CONTACTS
Type Law Firm Add
Name Shister & Shister

Firm Matter Numbers
Enabled

Active v
Edit

ADDRESS

Add

EMAIL DOMAINS

Add

LEGAL ORGANIZATION PENDING ASSOCIATION

Name Role E-mail Status
Shister, Paul Attorney paulshister@yahoo.com Link
Windsong, Matasha Attorney nanwizS{@yahoo.com Link
LEGAL ORGANIZATION USER SEARCH

Name Contains E-mail

Status v Role v

il

LEGAL ORGANIZATION USERS
Name Role E-mail Status Support Staff

Mo records were found.

Fig. 1.109: Manage Legal Organization screen

The Manage Legal Organization screen provides Add and Edit links to information about the legal organization. The Legal
Organization Details container identifies the Name and Type of Legal Organization and Status. Additionally, this container
lets a Legal Organization use Matter Numbers functionality to share electronic filing permission.

The Contacts container provides methods by which you contact the Legal Organization.

The Address container provides the physical mailing Address for the Legal Organization. This is important when Service
information is used for an electronic filing.

The Email Domains container lets you specify a primary mail server for electronic communications.

The Legal Organization Pending Association display table shows authorized, registered E-File Users who have requested
an association to the Legal Organization. The Pending Association means the Legal Organization and E-Filer need to be
linked. All column headers are sortable.

Name column — name of the entity requesting to be linked to the Legal Organization

Role column — nature of the relationship to the Legal Organization

E-mail column — electronic account used by the E-Filer to register in the C-Track E-File application

Status column — Link requires you click the link to create the
The Legal Organization User Search container lets you search for Users already associated to the Legal Organization.
The Legal Organization Users display table shows search results for associated users.

5. Click Edit from the Legal Organization Details container.

The Legal Organization Details window opens.
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Legal Organization Details

LEGAL ORGANIZATION DETAILS ~ Select to let all authorized e-
[ filers within a Legal
Type: LawFirm ¥ QOrganization use and share a
Name= Shister & Shister number unigue to their Legal
Firm Matter Numbers Enabled || Organization

Active 4] h

Fig. 1.110: Legal Organization Details window

6. Select the Firm Matter Numbers Enabled check box.
7. Click Save.

You return to the Manage Legal Organization screen. Matter Numbers Enabled check box displays in the Legal
Organization Details container.

8. Update additional information about the Legal Organization, using the Add and Edit links, as needed.
9. Click Search in the Legal Organization User Search container.

Legal Organization users who are associated in any way appear in the Legal Organization Users display table at the
bottom of the screen.
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Manage Legal Organization

LEGAL ORGANIZATION DETAILS

Type Law Firm
Name Shister & Shister
Firm Matter Numbers @
Enabled
Active v
ADDRESS ~
Mailing Address

420 Providence Rd
Chester Pennsylvania United States 19013
Edit

EMAIL DOMAINS ~

LEGAL ORGANIZATION PENDING ASSOCIATION

Shister, Paul

Windsong, Matasha
LEGAL ORGANIZATION USER SEARCH

Name Contains

Status

LEGAL ORGANIZATION USERS

Shister, Gail
Shister, Paul
‘Windsong, Natasha

PARKS, KATIE

Attorney

Attorney

Attorney
Aftorney
Altorney

Men-Filing Legal Organization Admin

CONTACTS

Edit

paulshister@yahoo.com

nanwizS@yahoo.com

E-mail
Role

gail shister@yahoo.com Rejected

paulshister@yahco.com Pending Approval
nanwizS@yahoo.com Pending Approval

nanowiz@gmail.com Approved

KATIE PARKS
Shister & Shister

View/Edit
View/Edit
View/Edit

View/Edit

Support Staff

C-Track E-Filing
- o=

e

Fig. 1.111: Manage Legal Organization screen - Legal Organization Users searched
10. Click Link from the Status column in the Legal Organization Pending Association display table.

The User — Legal Organization Details window appears.
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User-Legal Organization Details

USER-LEGAL ORGANIZATION DETAILS ~
Active (0]
Role Attorney
Service E-Mail* paulshister@yahoo.com
margid22@yahoco.com

Add Another

Save Remove Cancel

Fig. 1.112: User — Legal Organization Details window

The User — Legal Organization Details container provides an editable summary of the users Role, and Service Email
address where notifications about electronic filing activities are sent. The Active check box controls the Status of the user.
The Add Another link lets you add additional email addresses for other authorized E-Filers associated to the Legal
Organization to receive all communications regarding submissions, acceptances and rejections, when Matter Numbers are
enabled.

11. Select the Active check box.
12. Click Save.

You return to the Manage Legal Organization screen. The user is removed from the Legal Organization Pending
Association display table.

62



C-Track E-Filing

C-Track E-FiunG KATIEPARKS _ gn um

Shister & Shister

Manage Legal Organization k|

LEGAL ORGANIZATION DETAILS CONTACTS
Type Law Firm Add
Name Shister & Shister
Firm Matter Numbers o
Enabled
Active v
Edit
ADDRESS ~
Mailing Address

420 Providence Rd
Chester Pennsylvania United States 19013
Edit

Add

EMAIL DOMAINS
Add

LEGAL ORGANIZATION PENDING ASSOCIATION
Name Role E-mail Status

Windsong, Matasha Attorney nanwizS{@yahoo.com Link

LEGAL ORGANIZATION USER SEARCH

Name Contains E-mail
Status A Role v

LEGAL ORGANIZATION USERS
Name Role E-mail Status Support Staff

No records were found.

Fig. 1.113: Manage Legal Organization screen
13. Click Search in the Legal Organization User Search container.

Legal Organization users appear in the Legal Organization Users display table.
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Manage Legal Organization |
LEGAL ORGANIZATION DETAILS CONTACTS
Type Law Firm Add
Name Shister & Shister
Firm Matter Numbers v
Enabled
Active v
Edit
ADDRESS

Mailing Address

420 Providence Rd

Chester Pennsylvania United States 19013
Edit

Add

EMAIL DOMAINS

Add

LEGAL ORGANIZATION PENDING ASSOCIATION

Name Role E-mail Status
‘Windsong, Natasha Aftorney nanwiz5@yahoo.com Link
LEGAL ORGANIZATION USER SEARCH

Name Contains E-mail

Status v Role

LEGAL ORGANIZATION USERS

Name Role E-mail Status Support Staff
Shister, Gail Attorney gail. shister@yahoo.com Rejected View/Edit
Shister, Paul Attorney paulshister@yahoo.com Approved View/Edit
‘Windsong, Matasha Attorney nanwizS@yahoo.com Pending Approval View/Edit
PARKS, KATIE Non-Filing Legal Organization Admin nanowiz@gmail.com ‘{b Approved View/Edit

Fig. 1.114: Manage Legal Organization screen
14. Select the User with a Status of Pending Approval from the Legal Organization User display table.
The User — Legal Organization Details window appears.

15. Repeat steps 11 through 13.

When you return to the Manage Legal Organization screen all pending associations are approved.
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Manage Legal Organization

LEGAL ORGANIZATION DETAILS
Type Law Firm

Name Shister & Shister

Firm Matter Numbers
Enabled

Active v

CONTACTS

v

Edit
ADDRESS

Mailing Address

420 Providence Rd

Chester Pennsylvania United States 19013
Edit

EMAIL DOMAINS

LEGAL ORGANIZATION PENDING ASSOCIATION

Name Role E-mail Status
No records were found.

LEGAL ORGANIZATION USER SEARCH

Name Contains
Status v

E-mail

Role v

LEGAL ORGANIZATION USERS

Name Role E-mail Status Support Staff

Shister, Gail Attorney gail shister@yahoo.com Rejected View/Edit
Shister, Paul Attorney {b paulshister@yahoo.com Approved View/Edit

Windsong, Natasha Attorney nanwizS@yahoo.com Approved View/Edit
PARKS, KATIE Non-Filing Legal Organization Admin nanowiz@gmail.com Approved View/Edit

Fig. 1.115: Manage Legal Organization screen

16. Select the User with a Status of Rejected from the Legal Organization User display table.

The User — Legal Organization Details window appears.

17. Select the Active check box.
18. Click Save.

You return to the Manage Legal Organization screen. The Users Status is updated to Approved.

19. Click Search in the Legal Organization User Search container.

20. Click the View / Edit link from the Support Staff column of the Legal Organization Users display table.
The Authorized Support Staff window appears.
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Authorized Support Staff x

SUPPORT STAFF SEARCH ~

Name
Contains

Fig. 1.116: Authorized Support Staff window

The Authorized Support Staff window has a single container, Search.

21. Click Search.
The Support Staff Results display table and the Add Support Staff link appear.

Authorized Support Staff x

SUPPORT STAFF SEARCH ~

Name v
Contains

Name Address. Status

SUPPORT STAFF RESULTS

/'— o records were fou
Add Support Staff

Fig. 1.117: Support Staff Results display table - Add Support Staff link
22. Click the Add Support Staff link.
The Add Support Staff window appears.
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Add Support Staff ®

SUPPORT STAFF SEARCH ~

Name Contains

Fig. 1.118 Add Support Staff window
23. Click Search.

Add Support Staff x

SUPPORT STAFF SEARCH ~

Name Contains

SUPPORT STAFF RESULTS

Name Address E-mail Status
Gideon, Marie

420 Providence Rd margid22@yahoo.com Approved
{ Chester PA 19013

1to 1 of 1 records

Fig. 1.119: Add Support Staff results
24. Select the line item for the staff member you want to associate to your User Account.

You return to the Authorized Support Staff window. The staff members’ information appears in the Support Staff Results
display table.

25. Click X to return to the Manage Associated Legal Organization screen.
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