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CaseFileXpress (CFX) makes it easy to eFile and eServe court documents no matter
where you are and no matter what time it is. The process is simple and we guide you
through every step of the way!

Please review the District of Columbia Superior Court’s Administrative Order for further
information about eFiling rules and requirements at www.dccourts.gov/efiling or, from
the CaseFileXpress eFiling page at www.casefilexpress.com — click on “Jurisdictions” tab
and select “Washington” from the drop down list to access information about eFiling
with the District of Columbia Superior Court (Court).

Submit a Filing

Screen: “Submit New Filing”
3 easy steps to submit an eFiling (required fields are identified with an orange asterisk).

Step 1: Enter Filing Information

1) After login, the first screen presented is your Dashboard. To submit a filing, click on
the blue box entitled Submit New Filing in the upper right-hand corner of the
screen.

CaseFlleXPressn FAQs Cn—n{ac{Us LOGOUT

Danny Glover District of Columbia - Dafault

‘ Submit N

Notifications | @ Drafts (2]
€] The Drafts Section will remain empty until you save your first Draft filing. You may save a dratof your fiing ACCoUNt Settings
Items that appear in the Notifications Section are: 1) filing status notifications upon clerk action {either during the filing process. To complete the filing, click on the case title/style, follow the remaining steps and
confirmed or alerted}; 2) system noti from ileXpress; and 3) nofit from the Court. submit. Upon completion, the draft will be remaved from the Drafis Section. ViewiUpdate Profile
£) Ch: P: d
CASeS snowingtof 1 ViewAl Cases & i
5 Change Payment Info
~ John Smith v. ABC Corportation 2005 CA 123456 B Add Mew Filing
Ls Fi
Document Type Status  Action Clerk Comments Trace Number Case Number File Type Submit Date Clerk Proc Date Atiomey " i
t Motian fo File: Submitted  View ED301J000000962 2005CA 1234566 eFiling 4242012 4:58:45 PM Danny Glover
Links
Jurisdiction
Reports  viewan
Persanal Filings
eServiceleOrder/Discovery
Custom Filings
© 2003 - 2012 CaseFileXpress 0.0.0.28320 Home | Terms & Conditions |

®=  Yellow Exclamation Mark -Filing was submitted to the court and is awaiting
review by the Court Clerk
@ Green Check Mark - Filing was accepted by the Court Clerk.

@ Red Exclamation Mark — Filing was rejected by the Court Clerk; you must
correct and resubmit your filing
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http://www.dccourts.gov/efiling
http://www.casefilexpress.com/

2) Next, choose the Filing Type.
*Note: If you choose File and eServe, your filing will be submitted to the court clerk
and eService will be sent to the Judge and counsel, as well as pro se litigants
identified on the service list. The service list is created by our users and is not
retrieved from the court’s case management system.
*Note: If you choose Discovery Service, eService of your discovery documents will
be sent to all counsel and pro se litigants only. Your filing will not be submitted to
the court.

FAQs ConfactUs? LOGOU

Submit New Filing 1.Filing Information 2.Upload Documents 3.Services & Fees Confirm & Submit

1.Enter Filing Information
Please select the ang Type and enter the requlred ang Details. Create your service list, if needed. You may also mod\ry the service list for emstlng cases. Click Next to continue.

Filing Type@ Create Service L\stg
@ eFile and eServe O Discovery Service Add Attorneys & Judges
Filing Details (&)
Filing Atiomey:  dalover - LastName FirstName Organization Bar Number  Email Role Service
Jurisdiction: 0. Superior Cout . Glover Danny CaseFileXpress Training 654123 danny@cfrpress.com - Select- v | Mone
’ Add Case Parties
Complaint: ~ Yes @ No +Add Parties
Court Assignment: ~ Civi aciors - Name/Organization Party Type Attorney
Case Number [2005CA 123458 8 |
[John Smith v. ABC Corporation ;
Case Title/Style:
[iz21234 |
Client Matter: =
L
Use Promocode: O Yes @ NO[[EmerPromeCoce- |
| carce | ort>
©2003-2012 CaseFileXpress. 0.0.0.18158 Tems & Conditions |

3) Enter the Filing Details.

a. Click the drop down list to select the User ID for the Filing Attorney.

*Note: Delegates (legal staff) may file on behalf of an attorney and often are
designated to file for more than one attorney. If you are a delegate filing for an
attorney, please be sure to choose the correct filing attorney’s User ID.

*Note: If you do not see your attorney in the drop down list, then you must be
added as a delegate for the attorney. Please contact your firm administrator or
CFX Customer Support for assistance.

b. Click the drop down list for Jurisdiction and choose “D.C. Superior Court.”
*Note: At this time, only existing cases can be filed electronically in the D.C.
courts. Complaints, affidavits of service, sealed documents, and writs must be
filed on paper with the court clerk.

c. Click the drop down list to choose Court Assignment.

d. Enter case number in the field Case Number.

CaseFileXpress User Manual Page 2
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* Note: All case numbers must be entered in accordance with the Court’s case
number format, for example 2011 CA 000123 B You may look up your case
number on the court’s docket at https://www.dccourts.gov/cco. Be sure to enter
the case number in its correct format or your filing may be automatically
rejected.

e. Enterthe case title in the field Case Title / Style.

*Example: “John Smith vs. Exxon Corp.”. The full caption is not required.

f. Type in the firm’s internal client matter number in the field Client Matter
Number.

*Note: Client matter numbers are typically used by our firms for internal billing
purposes and can be any combination of numbers or letters. If you do not use a
client matter number, then you can enter “N/A”, a “1” or a client name.

g. If you have a Promotional Code, click yes and enter it. Otherwise, click no. If you
are filing on behalf of a court-approved In Forma Pauperis (IFP) party, please
contact CFX Customer Support and request the IFP promotion code to waive
court fees.

FAQs ContactUs? LOGOU

CaseFlleXpreSS'

Submit New Filing 1.Filing Information 2.Upload Documents 3.Services & Fees Confirm & Submit

1.Enter Filing Information

Please select the Filing Type and enter the required Filing Details. Create your service list, if needed. You may also modify the service list for existing cases. Click Next fo continue.

F\ImgTypeG Create Service Lislg
@ eFile and eServe © Discovery Service Add Attorneys & Judges
Filing Details i
Filing Attorney:  cglever - Last Name First Name Organization Bar Number Email Role Service
Jurisdiction:  D.C. Supsrior Caurt - Glover Danny CaseFileXpress Training 654123 danny@cfxpress com - Select- ¥ | Mene
) Add Case Parties
Complaint: Yes @ No +Add Parties
Court Assignment:  Civil Actions - Name/Organization Party Type Attorney
Case Number [z005ca 1224588 |
[+ehn Smith v. ABC Corporation -
Case Title/Style:
1231234
Client Matter: |,- |
Use Promocode:  © Yes ® No [Emmremetssn ]
| Conce | hext>

© 2003-2012 CaseFileXpress

0.0.0.18158

4) Create the Service List
a. To add the Judge and attorneys to the case, click on the link Add Attorneys &
Judge.

Terms & Conditions |
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https://www.dccourts.gov/cco

FAQs ContactUs? LOGOU

CaseFﬂeXpreSS'

Submit New Filing 1.Filing Information 2.Upload Documents 3.Services & Fees Confirm & Submit

1.Enter Filing Information

Please select the Filing Type and enter the required Filing Details. Create your service list, if needed. You mwdify the service list for existing cases. Click Next fo continue.
F\ImgTypeG Create Service Liﬁlg/
@ efile and eServe () Discovery Service Add Attorneys & Judges
Filing Details &)
Filing Attorney:  dglover - Last Name First Name Qrganization Bar Number  Email Role Service
Jurisdiction:  D.C Superior Court - Glover Danny CaseFileXpress Training 654123 danny@cfxpress.com - Select- v |Mone
} Add Case Parties
Complaint: Yes @ No +Add Parties
Court Assignment.  Civil Actions - Name/Organization Party Type Attorney

Case Number [2005 CA 122455 B |

[John Smith v. ABC Corporation =
Case Title/Style:
1221234
Client Matter: | = |
Use Promocode: € Yes © No [Ewmmmemm ]
Cancel

Next>
© 2003-2012 CaseFileXpress. 0.0.0.18158

Terms & Conditions |

b. You may search for the Judge by entering their last name or first name. For a list
of all DC Judges, you may also enter “DC Judge” in the organization field and
then click search.

* Note: You must add the Judge to the case or you will not be able to proceed to
the next step. You can find the Judge for your case on the court’s docket at
http://www.dccourts.gov/cco.

* Note: The name of the Judge must be the exact spelling that they used when
registering including hyphen or no results will be returned.

c. Once you have located the correct Judge, click +Add next to the name of the
Judge.

CaseFileXpress User Manual Page 4
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http://www.dccourts.gov/cco

Adding Attorney & Judges

MName Search

To locate a name, you can search by Last Name, First Name, Organization or Bar Mumber. If
you cannot locate a name, you can enter a name by selecting the add unregistered t

Last Mame First Name Crganization Bar Mumber
hedge | | |

Select LastM EaraTTE OTganiZation EmaEN
+Add Hedge Brook DC Superior Court bhedge@cfxpress.com 203166

Added Hames

d. Add attorneys to the service list by using the search criteria. You may enter a
first name, last name or bar number and click Search. Adding too many search
fields may yield no results. In this situation, enter one search field and try again.
Add each attorney to the service list by clicking +Add next to their name.

f. Each name you add will appear under the heading Added Names. You may
remove an attorney or Judge by clicking +Remove.

g. Once you have located and added all Judges and attorneys, click Done.

CaseFileXpress User Manual Page 5
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Adding Attorney & Judges

Mame Search

To locate a name,

can search by Last Name, First Name, Organization or Bar Number. I
you cannot loc

a name, you can enter a name by selecting the add unregistered tab.

Last Ma First Name Organization Bar Number
einits I ] I |
Select st Name First Mame Organization Email Bar Number

CaseFileXpress

+Add Seinfeld Jerry Training

jermy@cfxpress.com 222333

Added Na

#Remave 1 0MIN Lily CaseFileXpress Training lily@cfxpress com BB6555

cancel | Done

h. Once the service list is complete, choose the Role for each attorney or Judge
using the drop down list provided.
*Note: You may remove an attorney by clicking the trash can icon next to their
name. However, it’s best to click “None” in the service option if you do not want
to serve the attorney on the list unless, you are certain the attorney is no longer
on the case.
*Note: Judges will receive electronic copies of all documents filed with the court.
A Judge must be added to the service list before you may proceed to the next
step.
*Note: The service method for the filing attorney of record will read as “None”
next to their name. The filing attorney of record is not served but, will receive
the file-stamped copy of the lead document filed.

CaseFileXpress User Manual Page 6
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FAQs ContactUs? LOGOUT

CaseFﬂeXpreSS'

Submit New Filing 1.Filing Information 2.Upload Documents 3.Services & Fees Confirm & Submit

1.Enter Filing Information
Please select the Filing Type and enter the required Filing Details. Create your service list, if needed. You may also modify the service list for existing cases. Click Next to continue.

Filing Type & Create Service List &)
@ eFile and eServe () Discovery Service Add Attorneys & Judges
Filing Details (&)
Filing Attorney:  dalever - Last Name First Name Organization Bar Number  Email Role ervice
Jurisdiction:  D.C. Superior Court . Glover Danny CaseFileXpress Training 654123 danny@cfxpress.com Flaintiff Attomey v | Nane _
Tomlin Lil CaseFileXpress Training 666555 lity@chepress com Defendant Attomey v | aSanve
Complaint. ~ Yes @ No Y ! P ! 9 ly@chxp Lj
Seinfeld Jerry CaseFileXpress Training 222333 Jjerry@cfxpress.com  Other v |eSene m}
Court Assignment.  Civil Actions - Add Case Parties
Case Number [2005 ca 123458 & | +Add Parties
[Jhn Smith v. ABE Carporstion A Name/Organization Party Type Attorney
Case Title/Style:
Client Matter: == |

Use Promocode: O Yes @ o[ ]
o>

© 2003-2012 CaseFileXpress. 0.0.0.18158 Terms & Conditions |

i. Party information is turned off at this time. This will become available when
eFiling of complaints is accepted.
j.  Click Next.

CaseFileXpress User Manual Page 7
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Step 2: Upload Documents

1) Click on the drop down list for Document Type and select the type of document you
are filing.
*Note: Your selection determines the court filing fee. This list is not provided by
CFX; it is created by the DC Superior Court Clerk’s office. If you select the incorrect
document type and the actual court fee is higher or lower, the clerk will reject the
filing with the reason code, Incorrect Code Used / Use Correct Cost Code. You must

resubmit your filing with the correct document type. A rejected filing will not be
docketed.

FAQs ContactUs? LOGOUT
CaseFile X press

Submit New Filing 1.Filing Information 2.Upload Documents 3.Services & Fees

2. Upload Documents
Please select your document type from the drop-down list. This will determine your court fee. Click the browse button fo select your lead document,

then click upload. Follow the same process to upload supporting documents. CFX will convert most native formats to PDF. The maximum size per
filing is 30 megabyies. Click Mext to continue.

Upload Document for Filing &)

[Document Type: (520.00) Motion 1o File:

select a file to upload: |

Document Action Category Page Count (SI\'AZ‘;")
Merge Supporting Documents Q
[711 have verified that the documents have converted correctly

o>

Terms & Conditions |

© 2003-2012 CaseFileXpress. 0.0.0.18158

2) To attach your documents click the Browse button next to the field Select a File
to Upload.

FAQs ContactUs? LOGOUT
CaseFﬂeXpress*

Submit New Filing 1.Filing Information 2.Upload Documents 3.Services & Fees

2. Upload Documents
Please select your document type from the drop-down list. This will determine your court fee. Click the browse button to select your lead document,
then click upload. Follow the same process to upload supporting documents. CFX will convert most native formats to PDF. The maximum size per
filing is 30 megabytes. Click Next to continue.
Upload Document for Filing &)

Document Type: 1520.00) Motion to File: -

Select a file to upload- |

Document Action

Size
Category Page Count (MB)
Merge Supporting Documents Q
[C]1 have verified that the documents have converted correctly

o>

Terms & Conditions |

© 2003-2012 CaseFileXpress. 0.0.0.18158

a. Navigate through network/folders/desktop/peripheral devices, etc. on your
computer to locate your documents.

b. Highlight the document you want to attach and click Open.

CaseFileXpress User Manual Page 8
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= Choose File to Upload =]

@l\:‘/nv| J « Documents » CaseFileXpress - | 3 | | Search o |

1.Filing Infdg
By Organize ~ 228 Views ~ [ New Folder
ients Favorite Links Name Date modif... Type Size Tags
yeument type from g CascFileXpress _) ocument,
llow the same procg [l Documents +— ize per
5. Click Mext to cont B Music
FE Pictures
ing @& | Public
ype: (s20.00) Mg [ Recently Changed

yupload: [NNENEGNG I8 searches

tting Documents

:FileXpress.  0.0.0

= Recent Places
Ml Desktop

% Computer

Action

rified that the doct

Folders ~

CaseFileXpress + [ Al Files (") -

s TR

c. Click Upload.

*Note: Documents and exhibits uploaded are automatically converted to .PDF
format by the CFX application before submission to the Court.
*Note: The CFX application does not allow browsing documents stored in a
document management system (DMS) such as Imanage, Hummingbird or
DocsOpen. In order upload a document stored in a DMS, you must move the
document from your DMS to your desktop or a folder on your computer or
network.
*Note: Scanning documents at a high resolution creates larger files. Larger
documents will take longer to upload. Most new scanners have a default
resolution setting of 800 dots per inch (DPI). If a large supporting document or
exhibit document must be scanned, we recommend setting your scanner setting
to a lower resolution, such as 200 DPI.
*Note: The total filing size allowed per filing is 30MB. The total filing size is
calculated and displayed on the screen each time a document is uploaded or
removed. To file documents that are larger than 30MB, this will require multiple
filings. Please see the FAQs on our website or contact customer support at 877-
433-4533 for more information.
*Note: Valid document types are:

e Microsoft Word and WordPerfect documents

o textfiles

e images

e spreadsheets

e _TIF, .JPEG, BMP

e Adobe .PDF files

CaseFileXpress User Manual Page 9
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The lead document is the only document returned with a file stamped
watermark. Only the first page will be stamped with the time and date of
submission.
*Note: If your lead document is greater than 25 pages, the court requires that
you upload any remaining supporting documents, attachments, exhibits,
proposed order, etc. under “Attachment File Name”

d. To upload one or more documents, follow the same process as above to browse
and select documents.

e. Once all documents are uploaded, you can designate which document is to be
the lead document and which are attachments by using the drop down lists

under Category. You can also rename the documents at this time by clicking
Rename.

CaseFﬂeXpress-

Submit New Filing

1.Filing Information 2.Upload Documents 3.Services & Fees Confirm & Submit

2. Upload Documents

Please select your document type from the drop-down list. This will determine your court fee. Click the browse button to select your lead document,

then click upload. Follow the same process to upload supporting documents. CFX will convert most native formats to PDF. The maximum size per
filing is 30 megabytes. Click Next to continue.

Upload Document for Filing @ /
Document Type: (520.00) Mation i File [=]
Select a file to upload:
Size

Document Action Category Page Count (MB)
B caseFilexpress Rename Leading Document - 2 02 @
B attachment 1 Rename Supporting Document A ] 078 ©
B atachment 2 Rename Supporting Document A 34 056 O
[ Merge Supporting Documents ] 9

/1 have verified that the documents have converted correctly

cprevcrs o>

Terms & Conditions |

© 2003-2012 CaseFileXpress. 0.0.0.18158

f. To delete uploaded documents, click on the trash can icon.

g. To merge two or more supporting documents, click Merge Supporting
documents.
*Note: Supporting documents will be merged to form a single PDF document in

the order they were uploaded and with an automatic page break between each
document.

h. To review your document(s), click on the .PDF file name.
*Note: Adobe Acrobat Reader must be installed on your PC to open the
document. Older versions of Acrobat Reader can be an issue when viewing your
PDF documents. If you have difficulty opening the document to review, you can
save it to your computer and review it.

i. After reviewing the document, close the Adobe window and check the box, /
have verified that the documents have been converted correctly.

CaseFileXpress User Manual Page 10
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CaseFﬂeXpress*

FAQs ContactUs? LOGOUT

Submit New Filing

1.Filing Information 2.Upload Documents 3.Services & Fees Confirm & Submit

2. Upload Documents

Please select your document type from the drop-down list. This will determine your court fee. Click the browse bution fo select your lead document.

then click upload. Follow the same process to upload supporting documents. CFX will convert most native formats fo PDF. The maximum size per )
filing is 30 megabytes. Click Next to continue.

Upload Document for Filing @

Document Type: (520.00) Mation 1o File: [+]
Select afile to upioac: | NS (i
Document Action category Page Count (Sn‘fg)
B CascFilexpress Rename Leading Document - 2 02 @
B Attachment 1 Rename Supporting Document - 5 078 O
B Attachment 2 Rename Supporting Document - N 056 T
[ Merge Supporting Documents ] @

[11 have verified that the documents have converted correctly

cprovons [ o>
© 2003-2012 CaseFileXpress. 0.0.0.18158

Terms & Conditions |

j- Click Next.

CaseFileXpress User Manual Page 11
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Step 3: Services & Fees

1) There are no other services available at this time for D.C. Superior Court filers.

2) A detailed list of the fees associated with your filing is listed under the section
Filing Fees. Verify all fees are correct.

FAQs Contact Us*

CaseFxleXpress*

Submit New Filing 1.Filing Information 2.Upload Documents 3.Services & Fees

3.Services & Fees

Required
Please confirm your court fee. You may change the court fee by modifying the document type in Step 2. Click Confirm to review your information before submitting your filing to the clerk.
Filing Fees
No Services available at this time. Jurisdiction: D.C. Superior Court
Court Assignment: Civil Actions
Document Type: Motion to File: £20.00
CaseFileXpress Fees:
eFiling Fees $15.00
Subtotal $35.00
{Includes NIC Frocessin q) Total: $37.05,
. .
3) Click Confirm.
CaseFileXpress User Manual Page 12
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Confirm

& Submit

1) If you would like to submit your filing at a later time, click Save as Draft. Your filing

will be saved and can be retrieved from

the Drafts section of your dashboard when

ready to complete and/or submit your filing.

CaseFile Xpress:

L.Filing Information 2.Upload Documents 3.Services & Fees

Confirm & Submit

Flease review sll of the informstion below. You mey edit information as needed or navigate to s previous step by,
clicking the numbered tab. You may save this filing as  draft by dliding the Save as Draft button. Drafls are available
far filing from your Dashboard. If needed, enter instructions for the court clert in the Special Instructions window. Click
Submit Filing to complete the transaction

Filing Information

Case Title John Smith w. ABC Corporation

Jurisdiction: D.C. Superior Court

Court Assignment: Civil Actions

Case Number 2005 CA 123436 8

Document Type: Wlotion to File:

Spesial Instruction to the Clerk B

Document Information £
Fang:1

Cassrucprass Lead Document llotion to File:

Amanement | Wiotion to File:

‘Supporting Document

Payment Information

Seaz payemans oo ~Seine s o e mamos -

o]

©32003-2012 CaseFileXprass.  0.0.0.18158

Confirm & Submit

zat

Petitiener(s) Plaintiff(s):
Piintiff Atormays):

Danny Glover
Defendant Attomey(s): Lily Tomlin
Client Matier Numper. 1231234

Personal Information

Canny Clover
e e Canny Giover (agiover)

“aw Prmcronaszon ‘CassFRsKpress Training
e sz

o e Pnt attorns)

scres: 165 Decaer Court, rving T 75662
Sroee s

e (o) Ts5a70

e canny@enprss com

2) To proceed with your filing, review and verify all the filing information.
3) You can open and verify your attached documents to be filed by clicking on the file

name.

Caselile Xpress:

o 1.Filing Infarmation
Confirm & Submit

2.Upload Documents 3.Services & Fees Confirm & Submit

Plzsse review all of the information below. You may edit information as nesded o navigate to = previous step by
clicking the numbered tab. You may save this filing as a drsft by dlidking the Save as Draft button. Drfts are available
for filing from your Dashboard. If needed. enter instructions for the court dlerk in the Special Instructions window. Glidk
Submit Filing to complate the tansaction

Filing Infermatien

Case Titke; John Smith w. ABC Corporation

Jurisdiction D.C. Superior Court

Coun Assignment: Civil Actions

Gase Mumber 2005 CAN23456 B

Dooument Type Mogefi o File:

‘Special Instruction to the Clerk: i

tion 2

Document Infi

Payment Information
Seas ey oo
Eaymast e
o S Trve:
el
e e

Lead Document
Supporting Document

Wotion to File:
Wlotion to File:

cat
- Eeiec 2 payman maas -

=

©2003-2012 CaseFileXpress.  0.0.0.18158

ontact Us? LOGOUT|

et
Petitioner(s) Plaintiff{s)

Flaintiff Attorneyy{s): Danny Glover
Defendant Attomey(s) Lily Tomlin
‘Client Matter Number: 1221234
Personal Information

ey

At ot ez Danny Giowsr

Fie e Danny Glover {dgiover)
[TU— ‘CasaFiaipress Training

2o e ssurzs

e Fason Piaintift attorney

Maaress: 105 Decxer Court. Inving . TX, 75062
ereee s

Fac {288) 4755470

e dannyfictrpress com

[svom e

Terms & conatons |

4) Enter any Special Instructions for the Clerk in the provided field.

CaseFileXpress User Manual

Page 13

Revised May 2012



CaseFlleXpreSS'

FAQs Gontact L

Submit New Filing

1 filing Information 2.Upload Documents 3.Services & Fees Confirm & Submit
Confirm & Submit

Plesse review all of the information below. You may edit information ss nesded or navigate to s previous step by
dlicking the numbered tab. You may save this filing as a draft by dlicking the Save as Draft button. Drafis are available

for filing from your Dashboard. If needed, enter instructions for the court dlerk in the Specisl Instructions window, Clid
Submit Filing to complete the transaction

Filing Information

e
Case Titke: John Smith v ABC Corporation Petitioners) Plsintiff{s)
Jurisdiction D.C. Superior Court Plsintiff Attomey(s) Danny Glover
Court Assignment; Civil Actions D nt Attomey(s) Lily Tomlin
Case Number 2005 CA 123456 B Client Matter Number: 123.1234
Dogument Type. otion to File:
Spacial Instruction to the Clerk: i

Document Information =« Personal Information

Fang: 1 Fer o ogpover
CassFlsxpress g Lead Document Wotion to File: Az ot Rezerd Danny Glaver
J—— Supporting Document Motion to File: Frerems

Danny Giover [dgiover)
Low ErmiCmenizssion: CassFhaXpras Training

-
Payment Informaticn

sz
o P mmen piintitt attomsy
seies Py ozon ~Seez 2 oa e memos - Aasress. 105 Dechar Court, irving . TX.. 75662
=2 s Proce: (E77) 4534533
Crese Gar Type: Fa {558) 475-5470
Creat Cara e
o & danny@etipress.com

©3003-3012 CaseFileXpress. 0.0.0.18158

[soe - 0sn | s e

Terms & Conabons |

5) Under Payment Information, select one option, either to Use the stored credit card

information for this account or Specify payment information for this transaction.

CaseFile Xpress:

Submit New Filing

FAQs Contact Us? LO

1.Filing Information 2.Upload Documents 3.Services & Fees Confirm & Subrmit
Confirm & Submit

Please review all of the information below. You may edit information a5 nesded or navigate to s previous step by
clicking the numbered tab. You may save this filing =5 s draft by dlicking the Save a5 Draft button. Drafts are svailable
for filing fram your Dashbosrd. If nesded, enter instructions for the court clerk in the Special Instrudtions window. Click
Submit Filing to complete the transaction

Filing Information

o
Gase Tte: John Smith v ABC Corporation Petitioner(s) Plaintift(s)
Jurisdiction: D.C. Superior Court Flaimtitt Attomey(s) Danny Glover
Gourt Assignment Civil Actions Defendant Attomeyis): Lily Tomlin
Case Number: 2005 CA 123456 B Chent Matter Number: 1231234
Document Type: Mation to File:
Special Instruction 1o the Clerk: i
Document Information = Personal Information
Fing: 1 Fuer agiovsr
Lead Document Motion to File: ey o s Daniy Slover
i Fie N Dany iower [agiover)
Supporting Document Motion to File: il e o
— s
T o rosn Faintt Attorney
T rcress 105 Decar Court. Iving. TX . 75052
- s
(aee) rs-sar0
e asnnygerprsss com
OO A5 "

© 20032012 CaseFileXpress. 0.0.0.18158

[ o[ seomirng

Torms & constons. |

* Note: Individual filers may store payment information from their dashboard.

CaseFileXpress User Manual Page 14

Revised May 2012



My Account/eService

Payment Information

Name: |

Address: |

City: [

State: [Tx

Zip: |

Credit Card Type: [-Select a payment method. -
Credit Card Number:

Expiration Date: @

Note: Firm managers may store firm payment information for each office by using
the CFX management system.

CaseFile Xpress

Mgt Dastcana Uses Dastooscs Welcome CFX Admin/Firm Manager
Reports  view Al Reporis

o Detads | Fcm Filings | Firm Filers | Fis Managers
Personst Filngs

o T E— m gueon scx oo .
Firm Registration Practice Type: [Ctgszon 12 | [STT—— 1[5 cov agency .
Firm Name - Comariassres Trarng Time Zone: Case Toam Finas
Manager View A%
Offices || Prcing & Payment | invoices Manager Custom Fillng
Amin View A
Delete Office g vy

There are currently 1 Office(s)

office: Credit Card Name - [E =

Name: E— Credit Card Number

Agdress Linet | — Expiration Date:

Adaress Line 2 S — Steet

City. /|e— city

State / Zip EE=T State / Zip; EEEE
Credit Card Type: | — |

©2003 - 2012 CaseFileXpress  0.0.0.16713 Home | Terms & Comiions |

6) If you need to make any changes to any section of the filing information or, changes
to uploaded documents, use the Edit button provided in the header of each section.
You will be directed back to that section and can make any necessary changes.
*Note: Do not use your browser’s Back button. To cancel the filing, click Cancel.
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FAQs Contact Us? LOGOUT|

Caselile X; press’

Submit New Filing 1.Filing Information 2.Upload Documents. 3.Services & Fees Confirm & Submit
Confirm & Submit
Flease review all of the information below. You mey edit information as needed or navigate to a previous step by
clicking the numbared tab. You may save this filing a5 & draft by clicking the Save as Draft button. Drafts are available
for filing from your Dashboard. If needed, enter instructions for the court derk in the Special Instructions window. Clide o
Submit Filing to complete the transaction.

Filing Information

Case Titke: John Smith v ABC Corporation Petitionar(s) Plaintiff{s):

Jurisdiction: D.C. Superior Court Plaintiff Attoney(s): Danny Glover

Court Assignmant: Civil Actions Diefandant Attomayis): Lily Tomlin

Case Number 2005 CA 123456 B Giant Matter Number, 123.1234

Document Type: Wlotion to File:

z

Special Instruction to the Clerk. ‘

Document Infermation Personal Infoermation

Fung: 1 For agover

pross. e Lead Document Motion to File: Asomey of Recon Danny Glover
i P g Danny Giover (agiover)
. Supporting Document Motion to File: i by
E 1Y
Payment Information - Paintt attomsy

R — Som s e 165 Dectar Court, inving . T 75062

Creat Cara |2*ﬁ$
Wester :u. :hm:mplsumm
= 30T H00C 3588
Fannaier Nams. Danny Giover

©2003-2012 CaseFileXpress.  0.0.0.18158 Torms & Consitons |

7) To submit this filing, click Submit Filing.
*Note: By clicking on Submit Filing, your filing will be submitted to the DC Superior
Court Clerk’s office. We cannot cancel, retrieve, or make any changes to the filing
after it has been submitted. You may contact the clerk’s office to reject a filing if you
detect an error after submission. Payment is not processed until the clerk accepts
the filing. Payment will not be processed if the clerk rejects the filing.

FAQs Gontact Us? LOGOI

Caselile X; press’

Submit New Filing 1.Filing Information 2.Upload Documents. 3.Services & Fees Gonfirm & Submit
Confirm & Submit

Plesse review all of the information below. You may edit information ss nesded or navigate to 8 pravious step by
clicking the numbered tab. You may save this filing 85 a draft by clicking the Save s Draft button. Drafts are available
for filing from your Dashboard. If needed, enter instructions for the court derk in the Spedial Instructions window. Clid
Submit Filing to complete the transadicn.

Filing Information
Case Title: John Smith v ABC Corporation Petitionr(s) Plaintitf(s):
Jurisdiction: D.C. Superior Court Plaintiff Attoney(s): Danny Glover

Court Assignment: Civil Actions Defendant Attorney(s): Lily Tomlin
Case Number: 2005 CA 123456 B Ciiznt Matter Number. 123.1234
Document Type: Wotion to File:

Special Instructian ta the Clerk:

Document Information =« Personal Information

o

ng: 1

Lead Document Motion to File: Danny Glover
Supporting Document Motion to File: z:‘:lixm"fm:'
ez
Payment Information Paintr attomsy
Stem enmen cmon Erie e frmaton b i maon. 165 Deotar Court iving TX.. 75052

Credit Card - [E77) 4334533
= = m——
OICOOO03528
Danny Glover

©2003-2012 CaseFileXpress. 0.0.0.18158 nﬂi!ﬁl T

8) Print out the confirmation page for your records or, print screen to maintain an
electronic copy.

9) In addition, you will receive an Acknowledgement email notification upon
submission. You may review the details of your filing submission and monitor
the status of clerk processing from your Dashboard screen.
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