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- Prepare court documents to be e-filed

To e-file your court documents, they must be saved as a text-searchable PDF file, whether you start from a

fillable PDF, handwritten form, or Word document.

@ Fillable PDF forms

1. AFillable PDF form is an electronic document that allows you to type in your information in the shaded
boxes. To e-file this document, you want to make sure the document is no longer fillable (so no one

can type anything else).

2. You can save your document while you are working on it

by clicking File then Save As. This keeps the fields fillable
meaning you can keep typing in the document.

3. Once you have finished working on your document, click

File then Print. This does not mean you are going to print
the document. This is just the way to save the document in

the right format and so that no one can type anything else
in the document.

If your form is a Court Form found at http://www.illinoiscourts.gov/Forms/approved/default.asp
0 the fillable PDF form has the "Print Form" and "Save Form" boxes at the bottom of your document

and you can click Save Form to save your work while you are finishing your document or Print
Form when you are ready to save it to file it.

__PRINTFORM || || SAVE FoRM | | RESET FORM |

4. When the "Print" box pops up click on the printer/destination labeled Adobe PDF or Save as PDF.
Click on Print or Save or OK.

5. A "Save As" box will pop up. When it does, name your file. You |o == 0 o

can choose to name it anything, but it should be something that | v i
helps you and the court identify the document. =

6. Make sure the "Save as type" box (under your file name) says e
PDF or Adobe PDF. Click Save. B

7. Your document is now saved as a PDF on your computer.

‘ You may now e-file your court documents.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
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* Handwritten form:

©

If you filled in your forms by hand, you will need to scan and save them as a PDF
to a computer.

1. Take your handwritten document to a scanner. Click Scan.

If you do not have a scanner at home, you may be able to scan your documents at the court,
your public library, or other office supply store.

2. When it is scanned, the document will either:
a. Appear on the computer screen and you have to save it, or
b. It will be sent to a folder on the computer and you will want to open it and save it with a file
name that you choose.

3. With the document up on the computer, click File and Save As. A :
"Save As" box will pop up. When it does, name your file. You can i'._:_, [ s
choose to name it anything, but it should be something that helps
you and the court identify the document. Make sure the "Save as
type" box (under your file name) says PDF. Click Save.

4. If your document scans in a different format like JPG or PNG, you
will need to save it as a PDF.

5. To do that, select Print. This does not mean you are going to
print the document. This is just the way that you can save the
document in the right format.

6. When the "Print" box pops up click on the printer/destination
labeled Adobe PDF or Save as PDF. Click on Print or Save or
OK.

Masroom
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o
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7. A "Save As" box will pop up. When it does, name your file. You !‘!4
can choose to name it anything, but it should be something
that helps you and the court identify the document. Make sure l‘l‘
the "Save as type" box (under your file name) says PDF. Click o
Save. 5 ( . b =

‘\ ‘ You may now e-file your court documents.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-D 3705.2 Page 3 of 4 (07/18)
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% Microsoft Word Documents

If you created your own document in Word, you will need to save it as a
PDF document. There are two ways to do this.

‘ . i » Computer » LocalDisk (C) » Users » jroberts » Desktop » > [ 49§ Search Desidop »
optlon 1 Organize v Newfoldes E.ro
% Date modified Type Size

SALNITASI P File folder
82/M730PM  Shortcut K8

1. Click File then Save As.

2. A "Save As" box will pop up. When it does,
name your file. You can choose to name it
anything, but it should be something that
helps you and the court identify the
document.

3. Select the dropdown arrow for Save as type.
Click on PDF or Adobe PDF. Click Save.

‘ Option 2

1. Click File then Print. This does not mean you are going to print the
document. This is just the way that you can save the document
in the right format.

2. When the "Print" box pops up click on the printer/destination
labeled Adobe PDF or Save as PDF. Click on Print or Save or OK.

3. A"Save As" box will pop up. When it does, enter your file
name. You can choose to name it anything, but it should be
something that helps you and the court identify the document.

4. Make sure the "Save as type" box (under your file name) says PDF. Click Save.

‘ You may now e-file your court documents.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-D 3705.2 Page 4 of 4 (07/18)
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— Register to e-file J

Before you can electronically file (e-file) your court documents, you need to create an account.

NOTE: if you have created an account in any Illinois Electronic Filing Service Provider (EFSP) you do NOT need to
create another new account, but you can go directly to sign in. This instruction guide only contains information
for efiling in the Odyssey EFSP.

* Go to the Odyssey website

ﬁ, ODYSSEY
1. Gotoeileilinoiscourtszov. ~ 4~ @Filell  E-Filing for lllinois Courts

Reviewers Providers Courts FAQs re:Searchil

2. Click on Providers or EFSPs.

ODYSSEY
4y eFilelL  E-Filing for lllinois Courts | ()
3. This page will show you all of the currently
approved EFSPs.

Service Providers

Electronic Filing Service Providers (EFSPs) are weizome to participste s 2 pariner in the eFilell infistive
EFSPs are sble 1o offer their sokdions 1o Wincis flers, adding velue and utility that enhance the e-Filing experience o
all active courts. EFileil consists of 8 single electronic Fling menager service (EFM) which tonnects with all certified

1 H 1 EFSPs and integrates with each court's CMS. EFSP and CMS pariners sre required 10 be certified with their
4' CIICk on the OdysseyeFlle"' icon. infegration to the central EFM to ensure fiings and documents are using the established standards and e-ling occurs
in 3 uniform manner. Below is & list and active finks 1o all EFSP pariners thet sre certified 1o file through eFielL. The
comparison chart offers 3 brief summery of the feafures. costs. and contact information for each EFSP.

Currertly, there are a number of EF SPs working to become certified with eFileil. snd we expect the number of certited
EFSPs fo increase in the coming months.

Comperison Chart

EFSPs with Free £-Filing Options

% eFilell 6&N33Fiung File& Serve llinois-  filetime >

Court Filing Iinois File & Serve Xpress FieTime
®Gree: Filing  InfoTrack: 2File E ’& B
GreenFiling InfoTrack 12File Legal Document
Management inc.

Legal e Fil One Lioar QgL WiiSlogal PRO

Legsl o-File One Legal OnfFile US Legsl PRO

EFSPs with Additional Services and Related Costs

MyFileRunner J

EF-R 3701.3 Page 2 of 6 (07/18)
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& * Choose to Yt’:j‘iﬁ? ter & new account

Are you a Pro Se or Self-Represented filer and need help? 5

1 1 1 H If independent filer and need help locating court documents please visit
1. The Actions panel is where you sign into sisbrirso s i papasssigavsongiasamrsss b L
Odyssey or register as a user. €At ype.

eFilelL Informational Website: hitp://efile.illinoiscourts.gov/
Active Courts: httn://efile illinoiscourts.aoviactive-courts.htm

Need Help?

FAQs

Web Training Sessions

2. Click Register.

Sign in Register

-

The Register button takes you to the page where you can register in the system by using your name and
contact information. If you have already registered as a user for any lllinois EFSP, click Sign In. For detailed
instructions on how to Sign In to your account see How to E-File in Odyssey Step 3: Sign In.

0 You will need:

v' Email address. If you do not have an email address, you will need to create one. Commonly

used email accounts include: Gmail www.google.com/gmail, Yahoo https://mail.yahoo.com,

and Mail.com www.mail.com (Note: Mail.com does not require cell phone verification).
Mailing address that is not a P.O. Box.
Telephone number

= s

-

EF-R 3701.3 Page 3 of 6 (07/18)



1. Enter your name, an existing email address (that you can check regularly), and create a password.

® The password can be new or a one you have used for other purposes. This password is what

you will use to sign into Odyssey.

2. Make up a security question and answer that you can easily remember. For example:
® Security Question: What is my dog's name? or
Fido

e Answer:

If you forget your password, you may have to correctly answer your security question to be able
to access your account again. It is a good idea to write down and save your password as well as

your security question and answer.

3. Then click Next.

ﬁ Register as a self-represented litigant

1. If you do not have an attorney, you need to register for a self-represented litigant account and not a

firm account.

2. Click on the Circle to register

as a self-represented litigant.

Uset information

First Name

Enter email, password, and create a security question

1/1/2011

Firm information - Terms and Condiions - Complete

Last Name

|

What is my wedding anniversary?

1 CI1

Email Address

Password

] 1

Security Question

Security Answer

User information - Firm Information

Registration Options

Terms and Conditions . Complete

Perfect for:
- Pro Se Filers
- Process Servers
- Landlords / Tenants

Previous

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377

EF-R 3701.3
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When you click on the button above, this alert will pop up.

| - 3. Click on Continue as Pro Se.

Before you register for
a Self-Represented
Account...

1. Select the country where you live. The United States
of America is the default country. Prmesrmcno [l s st

Pertect a1

Apurren
Fams w2 e e
Seie Ao, Practbcners

2. Enter your address and telephone number.

- 5
3. Click Next. [ I e 10
. 1L ]

0 Enter an address where you can receive mail during your legal case. This cannot be a P.O. Box.

Odyssey File & Serve Usage Agreement -

1d the Terms an

1. Read the Terms and Conditions.

2. If you agree, click | Agree — Create My Account

EF-R 3701.3 Page 5 of 6 (07/18)
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After you agree to the Terms and
Conditions, you will see this screen:

Confirm your account through email

User Information - Firm Information « Terms and Conditions

Complete

Congratulations, you have successtully registeredt

Email Address:

A verification email has been sent to you. Click on the link inside your email to compiete the verification process.

6 You must verify your email address to complete the registration process.

1. Login to the email account you listed during registration to see the verification email.

2. Open the email and click the link to confirm your email address. The email will look like this:

i

ODYSSEY

A oFiell

Jllinois
316 id=OFS3PR

Odyssey File & Serve
(800) 297-5377

You have been registered with the E-Filing System. Please, click on the link below to activate your account

If the link above is not accessible, copy this URL into your browser's address bar to view the document

id=ILPROD

Please update your password after you log into your account.
For technical assistance, contact your service provider

Please do not reply to this email It was automatically generated

New User Activation

-23c8-4b%e-a043-

The email will be from no-reply@tylerhost.net. If you do not see the email in your inbox, check
your junk mail or spam folder in your email account.

3. Click on Click to Activate Account. ..
... Q.
L | | 0
A page will open with confirmation that your “

account has been created. It will look like this:

Your Odyssey File & Serve account has been activated,

Sign in now

‘ You have successfully registered with Odyssey.

EF-R 3701.3
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- Sign in to e-file

After you have created an account with Odyssey, you need to sign in to e-file your documents. If you have not
registered as a user, click Register. For detailed instructions on how to register for an account see How to E-
File in Odyssey Step 2: Register to E-File.

* Click Sign In

1. To sign in to your account visit: https://illinois.tylerhost.net/ofsweb

2. The Actions panel is where you sign into Odyssey or register as a user.

3. Click Sign In.
J

Register

Actions

@ Please sign in to confinue

* Enter your email and password
Email

1. Enter the email address and password you used when
you registered for your e-filing account.

2. Click Sign In.

Pasaword

I Password

If you forgot your password, see How to E-file in
Odyssey Step 4: Create a New Password for
instructions on creating a new password. Forgot Password?

én

You have successfully signed in to your Odyssey account. J

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-S 3702.3 Page 2 of 2 (07/18)
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%
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1

2

3

v e Create New Password

5

6

7

10

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
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— Create a new password ®

If you forget your password, you need to create a new one. After several failed attempts to sign in to the
system, your account will be locked. You will need to create a new password.

* Tell Odyssey you forgot you password

; _ ,
1. Atthe login screen, click Forgot Password? § OPhaw sign o cortiun

Password

Password

Forgot Password?

2. Enter the email address you used when you Please enter the email address assocated with your account.
registered for your Odyssey account. Email Address

3. Click Next.

4. Check the box next to I'm not a robot. e

D I'm not a robot
reCAPTCHA
5. Click Reset Password. _

°

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-P 3703.3 Page 2 of 3 (07/18)
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6. The following message will pop up. Check your email to find the link to reset your password.

Apasswordrese(mxhasbeensemtom“mressassocmedwﬂhywtaccwm‘Ifymdono(seemepasswomreseiemaimyourlnbox,pleasecneckloseeﬂlwasmmvedlo
your spam folder.

7. This is what the email will look like.
Click click here.

~

Amnmmmmmw If you did not request a password reset, take no action. Your
account will be left unaltered

ODYSSEY

eFilell

—

Password Reset Reques

ommmmm]

INWMBMWWWMMURLWMMMW
SpX?rid a0-4117-9

90c9-1257426258458 skey=T98E4AEB

451r 1-3EC60748
The email will be from For technical assistance, contact your sefvice provider
0 no-reply@tylerhost.net. Check your Odysany Efe & Serve
(800) 297-5377

junk or spam folders if you don't see
the email in your inbox.

Please do not reply to this email It was automatically generated

®

8. Enter your new password in the first box and
then enter the same new password again.

9. Click Change Password.

10. This message will pop up and confirm you
successfully changed your password.

©é

Odyssey account.

To complete the process of resetting your password for your account. you will need 10 select a new password.
Email Address

Your password has been changed successfully
| Retum to Odyssey File & Serve |

You have successfully created a new password. You can now login to your

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377

EF-P 3703.3
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- Add a payment account

Before you can e-file your court documents, you must add a payment account. If there is a filing fee due, it
must be paid at the time of e-filing. If you cannot afford the filing fee, you still have to follow the steps to
create a payment account, but can select "Waiver." This does not mean your waiver will be approved, and you
may have to create another payment account and pay filing fees if the waiver is denied.

If you can afford to pay your filing fee, you must have a credit card or a checking account to pay online.
If you do not have a credit card or checking account, one option is to buy a pre-paid debit card from

6 most major stores such as Walgreens, Walmart, or Target. If you want to pay in cash, you need to ask
your local court to find out if they accept cash payments and what their process is for paying the filing
fee in person.

'* Click Payment Accounts under Actions

5+ o .

1. From the Home Page above Filer Dashboard,
click the orange button for Actions.

My Filing Activity @ New Filing
Accepted
e e e
Returned
Served
A ion o oot o R
Filer Dashboard Start s New Case
File tnto Exsting Case
. e g @ Fiing History
2. Under Actions click Payment Account. : f P
Cex Bookmarks
Regons
Contact information
My Filing Activity @ New Filing
— B conece
Accepted
[hintevscee |
Returned
Drafts
Served

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-PA 3704.3 Page 2 of 7 (07/18)
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3‘ 3. Click Add Payment Account.

ODYSSEY |
4 eFilell
EoEmE o
o e=n

)\

Payment Accounts
|

You wil be abie o subm TaNgs Mer you complete e 1oRwing e
1
goow sbame
)
Payment Account Mame Paymeat Account Type Active
Processing of Credit Cards

4. This pop up box will appear. Read the information and click
| Understand and Agree.

, 5. Enter a name for the account payment. You may name it
g, anything. This name is just so you can identify the payment
account. This name will appear in Step 9: Pay Fees.

6. Select how you want to pay. The options are: Credit Card,
eCheck, Gov. Agency Filing, Pay at Counter, or Waiver.

a. Credit Card also includes prepay debit cards.

b. eCheck means direct payment from a checking or
savings bank account.

c. Gov. Agency Filing option will not apply to a self-
represented litigant.

d. Pay at Counter means that you want to pay in cash.

e. Waiver means that you are requesting the court to
waive your filing fees because you cannot afford
the fees.

See the following pages for detailed information about each
payment account type.

Your account is never charged until your filing is
accepted. If you see any pending charges on
your account prior to acceptance, the pending
charges are an authorization hold to ensure
that the funds are available so your filing can be
accepted without delay.

*+|f the filing is canceled or rejected,

the funds will be released and will return to
your account according to your financial
institution's policies (typically three (3) to ten
{10} business days)

s S
| 1Understand and Agree

2..“.. o tems o dughey  ©

@ Aoc Pyt e count

Fpremt Acinist s Pagmens Acxcases Type Active
Crode Cord Crante Cord o etions + *

achh tost “reck o Actions +

e 13 iem  ©

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377

EF-PA 3704.3 Page 3 of 7

(07/18)



p Credit card or prepay debit card
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0 There is a convenience fee for paying by credit card. You will pay an extra 2.89% of the total filing fee.
If using a prepaid card, make sure to purchase it for the total filing fee plus 2.89%.

1. To use a credit card or prepay debit card, choose
Credit Card in the drop down menu and create a
Payment Account Name. This name is just for you
to know which card you entered.

o e=n

- + B - - Nodeems o gy ©
2. Click Enter Account Information. e
== ]
Com— | | .
e
3. Click the Credit Card bubble at the top. Enter your credit e s G o T e ot 1 s
card or prepay debit card information and click Continue. F::l !
- ] o
[—— [ ]
The card must be Discover, Master Card, or Visa. If you e R
want to use American Express, please check - I
http://efile.illinoiscourts.gov/active-courts.htmilegend re— e
to see if your Location accepts it. . ':] ’
Mot =S
fissommas |
Terms and Conditions.

4. Review your card information, read the Terms and
Conditions, and click Save Information.

5. If approved, the payment account will be listed in the
box and the word "Yes" will be listed under active.

it s corfubii mad aee0 200 P Soms 8 Sssarmiom ¢ rdarts bt 13 S p e
i g e G2t e g 5 st he chect v A3 of o payman b Fime o hags v Sorone 8 9e s e
1 4 20k B P Coi B Sty e S kot Sl o 30 ARG e T avarng O ¥ ARSI 1 o e 4 640 &
Py

@ Add Payment Account

Payment Account Neme Payment Account Type Active

[Credt Card Crodit Card Yes |}

‘ You may now e-file your court documents and pay with a credit card.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377

EF-PA 3704.3 Page 4 of 7

(07/18)



L ™ oCheck (bank account)

i

There is a convenience fee for paying by eCheck. You will
pay an extra flat fee of 25 cents.

1. To pay using your bank routing and account number, choose
eCheck in the drop down menu and create a Payment
Account Name. This name is just for you to know which
account you entered.

2. Click Enter Account Information.

3. Click the eCheck bubble at the top. Under Account Type,
select whether you want to pay from your checking or
savings account.

4. Enter that account information including account number

and routing number. Click Continue.

o

If you need help finding your account or routing
numbers on your check, click Routing Number
Help under the Routing Number box.

5. Review your checking or savings information, read the
Terms and Conditions, and click Save Information.

6. If approved, the type of payment will be listed in the
box and the word "Yes" will be listed under active.

Payment Account Name

@ Add Payment Account

Payment Account Type

sCheck

sCheck

ves |

o
| PP e — o oy |
ot A0
o, s 23805 2 Py
=
& a2 oo i
o Ao e oyt Account Type e
« <EN- - P ——
Fh—‘— {
ccomm Troe o
~ -
Method of Payment
Condit Cart
* eOreck
Account Holder Information
Ertes e s s € 5t e o 5 e acicron |
Acconss Trpe 1 <}
Accour e [ I
F ‘::F ]
T
. | 1§
- [ ]
Adswss Tyoe ®US © Fomge
Aot tne l 1§
e
Asaenst
St e i o Yo o
> L I
- E=E8
Billing Detail
Aesount Type
Hame on Account
Adruns Type
Address Une
Addrass Line
cay
Suate
P Code
Terms and Conditions
T 2 4 coohaen o e s 0t s st Th ot -
o g » B 2o ot Toe et s o Eimcn Fige 4 Secvce e e o
g o Const 8, stacing oS00 st bt i P prcanar A P ot P

Actions * |

L ‘ You may now e-file your court documents and pay with an eCheck.

EF-PA 3704.3

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
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y at Counter (cash) J

1. If you want to pay in cash (and you've confirmed your local
court accepts cash payments) choose Pay at Counter in the
drop down menu and create a Payment Account Name. This e —
name is just so you can identify the payment account.

2. Click Save Changes.

3. If you successfully chose Pay at Counter, "Pay at
Counter" will be listed in the box and the word
"Yes" will be listed under active.

0 Important note about the Pay at Counter payment account

> Selecting the Pay at Counter Payment Account does NOT mean you are allowed to pay in cash. You
must contact your local court BEFORE e-filing to find out if they accept cash payments. If they do not,
you CANNOT use the Pay at Counter Payment Account for the purpose of cash payments and your
filing may be rejected. Some courts may also require that you e-file in person at the courthouse to be
able to use the Pay at Counter payment account.

‘ You may now e-file your court documents and Pay at Counter in cash.

>

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-PA 3704.3 Page 6 of 7 (07/18)
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“ e Fee waiver

1

If you are going to file a fee waiver choose Waiver in the drop
down menu and create a Payment Account Name. This name
is just so you can identify the payment account.

I - = e i
Click Save Changes. — 1 1
Ree—— |
If you successfully chose Waiver, "Waiver" © Add Payment Account
will be listed in the box and the word "Yes" Payment Account Neme _ Payment Account Type Acive

Warer Wanver Yes I Actions v

will be listed under active.

0 Important note about the Waiver payment account

Selecting the Waiver Payment Account does NOT mean you will get your fees waived.

If you are asking the court to waive your fees for the first time in this

case, you must upload an Application for Waiver of Court Fees as a areoreume.

Lead Document. A judge will review your application and may s T gl
require you to appear in court. You will receive an order either =

granting or denying your application. If your application is denied, ;_“::;__—_: .

you will need to create another payment account and pay your filing o e

fees. If you do not upload the Application, your filing may be
rejected.

An Application for Waiver of Court Fees can be found under Fee Waiver for trial/circuit courts or under
Appellate for appellate courts: http://illinoiscourts.gov/Forms/approved/default.asp. For more
information about how to upload the Application as a Lead Document, see How to E-File in Odyssey
Step 8: Upload Your Documents in the Filings Section.

If the court already approved your Application in this case, you do NOT need to submit another
application, but you MUST upload a copy of the signed Fee Waiver Order when you submit your court
filing. You still select "Waiver" as your payment account.

‘ You may now e-file your court documents with an application for fee waiver.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
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- Enter Your Case Information J

This manual will go over starting a new case and filing into an existing case.

» To start a new case, you will need to know three pieces of information: (1) Location; (2) Category;
and (3) Case Type.

> To file into an existing case, you will need to know two pieces of information: (1) Location; and
(2) Case Number OR Party Name. (NOTE: Party Name is not searchable in some counties)

R New Case — Click Start a New Case

o =m

Filer Dashboard

My Filing Activity @ New Filing
Pending Use a Template €
Accepted
File into Existing Case L% :
Retumned J
Need help getting started?
Drafts
Served

View All

* Choose the Location

1. The Location means the where the case will be heard.
a. New cases will be filed in the trial court in the County

where your case will be heard. P

i. Family law cases can be filed in the county that [ cre o stct ocanon B
you or your spouse/the other parent live in. 1 ‘ o]l
ii. Cases for money or property can be filed where 50 Disvt Appefae Court [
Agams
the defendant lives or where the events m:czm
happened that you believe give you the right to sy

sue. For example, where the accident occurred, _

contract was signed, or leased premises is
located.

iii. Name change cases can be filed in the county where you live. J

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377

EF-C 3706.2 Page 2 of 7 (07/18)
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iv. If the County you are looking for does not show up, it means that County isn't using
Odyssey yet. Contact your local court to find out how you should be e-filing your
documents.

)\

0 FOR COOK COUNTY: in the Location box you will need to know three pieces of information to make
your selection

rCItk to select Location

1. County (Cook)

L

2. Division (in Cook County the Division is what is described below as Category).

Cook County - Civil - District 1

Cook County - Civil - District 2 -
Cook County - Civil - District 3 -
Cook County - Civil - District 4 -
Cook County - Civil - District 5 -
Cook County - Civil - District 6 -

L

- Chicago The options are Chancery, Civil, County, Criminal, Domestic Relations, Domestic
- Violence, Juvenile, Law, Probate)
Moo 3. District (in Cook County there are 6 different districts, divided up by location.

Bridgeview Chicago is District 1). To figure out what District your city is in, go to:
MKty http://www.cookcountyclerkofcourt.org/NewWebsite/Departments.aspx?deptT
ype=Districts

If you are filing to appeal a trial court's decision, select the
Appellate District that your County is in.

If you are filing to appeal an appellate court's decision, select
Supreme Court of lllinois.

re filing in an Appellate or Supreme Court, please see the E-filing Guides specific to Civil Appeals

If you a
for more information about how to e-file in those courts.

Ps

2. Clickin

the Location box and a drop down menu will appear. Scroll down through the list until you find

the correct location and click on it.

* Choose the Category and Case Type

Case Information

Location
Bureau County
Category & Case Type
Click to select Category Click to select Case Type
Undo Save Changes
1. The Category for e-filing is the way the court has divided up and labeled groups of Case Types.

a. Categories are official legal terms used by the court and may not be easy to understand or
guess which types of cases would be in which Category.

g b. The Case Type is the topic you want to address with the court.

EF-C 3706.2

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
Page 3 of 7 (07/18)
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2. The common Categories (called Divisions in Cook County) are:
Adoption Arbitration Chancery Civil J
Dissolution (Divorce) | Eminent Domain Family Law
Law Magistrate Miscellaneous Remedy | Mental Health Municipal Corporation
Order of Protection Probate Small Claims Tax

3. To figure out what Category to select, you need to know what kind of Case Type you have. Here are
commonly used Case Types and which Category they are in:

Category (called Division in Common Case Types
Cook County)

Chancery Foreclosure

Law Magistrate Eviction (rent under $50,000) NOTE: Forcible Entry and Detainer

(Civil in Cook) means Eviction

Order of Protection Order of Protection; Stalking No Contact Order; Civil No Contact

(Domestic Violence in Cook) | Order

Small Claims Contract; Tort; Small Claims $10,000 or less

(Civil in Cook)
Dissolution i % . - g . s . " .
means () Dissolution (Domestic Dissolution of Marriage/Civil Union or Legal Separation ;
Divorce Relations in Cook) J

Family (Domestic Relations | Parentage/Paternity; Custody/Visitation/Child Support

in Cook)

Probate Guardianship of a Minor

Miscellaneous Remedy Certiorari (to review administrative decisions), Administrative

(Chancery in Cook) Review

Miscellaneous Remedy Change of Name

(County in Chicago, Civil in
suburban Cook)
Law Contract or Tort-Money Damages

Criminal Expungement

4. Once you have figured out your Case Type and Category, you must first click the Category. Then the
Case Types will show up, click on your Case Type.

All Categories and Case Types can be found in the appellate or trial court Configuration Standards
0 on www.efile.illinoiscourts.gov. Note, these standards do not apply to Cook County. Ask court staff
if you need help with Location, Category, or Case Type. i

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-C 3706.2 Page 4 of 7 (07/18)
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5. Click Save Changes.

Case Information

Location

Douglas County
Camgoy® 0 Case Type
Dissolution Dissolution of Marriage or Legal Separation - $207.00

Undo Save Changes

‘ You have successfully entered the Case Information for a New Case.

0 Important note for Cook County ONLY - Case Cross Reference Number

Attention Cook County Filers!
» There is one additional part of case information If you are an attorney, Insert Cook County Attorney Code
¢ that app"es only in Cook County_ Once you hit Number In the case cross reference number field and Click
t S Changes. a pop up box will appear. Read the ‘Add’; If you are filing a motion, use the case Cross reference
ave 8€s, a pop up pp i field to add the word ‘motion’ and choose the motion type from
message. Click Done and the new field will the drop down and click ‘Add’”.

appear.

Case Cross Reference Number

Case Cross Reference Number Case Cross Reference Type

@ Add Case Cross Reference Number

99500 Click to select Case Cross Referen

Case Cross Reference Number

Motion to Presiding Judge Calendar 12 Undo | | Save Changes
A Cook County Attorney Code |

» Even though you are representing yourself, you MUST fill out this section.
a. Type in 99500 in the Case Cross Reference Number box.
b. Click on Case Cross Reference Type drop down menu and select Cook County Attorney Code.
c. Click Add Case Cross Reference Number.
d. Click Save Changes.
k » If you are trying to file a motion, type the word Motion in the Case Cross Reference Number box and
select Motion in the drop down menu.
a. Click Add Case Cross Reference Number, then click Save Changes.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-C 3706.2 Page 5 of 7 (07/18)
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R Existing Case — Click File Into Existing Case

o
Filer Dashboard

My Filing Activity @ New Filing

Pending Start a New Case 7] Use a Tempiate €
Accepted

File into Existing Case P
Returned
Need help getting started?
Drafts
Served

View All

4 Choose the Location

1. The Location means where the case was filed.

a. If you are filing as part of a case at the trial court, select the County where the case was filed.
i. For Cook County, the Location will contain the County, Division, and District. More )
information can be found above.
b.

If you are filing as part of a case on appeal, select the Appellate District or Supreme Court

where the case was filed. Please see the E-filing Guides specific to Civil Appeals for more
information about how to e-file in those courts.

2. Click in the Location box and a drop down menu will appear. Scroll through until you find the correct

location and click on it.

* Choose to search by Case Number or Party Name

‘,_ File Into Existing Case
Locswon
File Into Existing Case o ek
slact 8 Locatior -
Location 5
I ik 10 setext Lozation :gg
s
< Case Number Pty Name First ame. wsate e Last wamme.
] Case Wpe Sort rasasts by
g o
e Tyom | - IR - |
Clowr tewen
Cley Seanh

Decide if you want to search by Case Number or by Party Name and click that button. NOTE: Party Name J
searches are not available in Cook County.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
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a. The Case Number can be found on the upper right corner of any court documents you've

received about the case.

b. The Case Number should be entered in a specific format, with no extra spaces or dashes.
i. Use the full 4 digits of the year, capital letters, remaining numbers
1. For example: document says 15-d-1234, you would search 2015D1234
2. If the case does not appear, ask court staff about specific format for your court
ii. Exception: Cook County cases in Civil Division that have the letter "M" in the case
number, do NOT use the letter M when searching.
1. For example: document says 18-M4-123456, you should search 20184123456
c. Type in the number and click Search.

2. Party Name

a. If you cannot find the Case Number, you can search by Party Name instead.
b. You must enter a first and last name and then click Search.
c. You can search by your name if you are a party in the case.

3. After you select Search, a list of cases will appear.

a. If no cases appear,
double check the case
number and contact

¢ your local court to
" confirm the case
number format.

07-SC-01010 Peona County OSF HEALTHCARE SY .. Confessicn & Judgment Actions ~

07-SC01917
| 10-MH-00061
12-5C-00010

71003288 Peoria County SMITH CAROLE ws SMI.  Custody Hearing

841105564 Peoria County JOHN SKSITH +s DEREK...  Arbitration & Award View Service Contacts
Bookmark This Case

871000015 Peora County CECU vs SMITH JOHN Arbration 8 Sward hie

4. Click on the Actions arrow to the right of the case information.

a. Click on File Into Case.

0 Important Note

> Not all existing cases have been put into the efiling system yet. If your existing case does not show up
after both a Case Number and Party Name search, you can still file into the case if you get the message
below. Click on File into an existing case, then you will need to enter the information manually as if it
were a new case. See the instructions above.

If your case is not listed above, you are attempting fo efile into a case that has yet to receive an electronic submission
and the case is not searchable from the court's case management system.

You are still able to file into this case, but you will first be required to manually input the case information.
Any additional filings on this case will not require the manual data entry.

File into an existing case [

» If your case is not found and this message does not display, ask court staff to verify the case number

ﬁ and your next steps.

‘ You have successfully selected the Case Information for an Existing Case.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
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— Enter Party Information J

You need to enter information about yourself and the other party before e-filing.

* Enter Your Information

1. The Party Type that you are entering information for will be highlighted. It will always start with the
Plaintiff or Petitioner.

If you are filing or
starting the case, you Party Information
are the Plaintiff or
Petitioner. If someone
0 else filed or started the

case and you are

. 4 Add Ancther Party
responding to it, you are f
the Defendant or Enter details for this Party
Respondent. 1 ;,,

Party is a Business/Agency
2. If you are the e

highlighted party,
click the box that
says "l am this party."

3. The name, address, and phone number you used when you registered for e-filing will pop up in the
boxes. city

Chicago

4. Click Save Changes. inois

312-793-2305

Lead Attorney
Pro Se

Undo

-

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-PI 3707.2 Page 2 of 4 (07/18)



ODYSSEY

eFilell

/%

L * Enter the Details of the Other Party or Parties

Once you have saved your information, the other Party Type will be Party Information

highlighted.

Party Type
Plaintiff

‘ .
Other Party is a Person

1. You must fill in their First Name and Last

First Name Middie Name Last Name
Name. | | [
Country
United States of Amenca
2. You may also fill in the other Party's street Address Line 1 Address Line 2
address, city, state, postal code, and phone
number. None of those are required fields. Ciry State

3. If the other Party has an attorney that has
already filed something in the case, they will
appear on the drop down menu under Lead

: Attorney. You can select them. If you know
g the other Party is representing themselves,
you can select Pro Se. This is not a required field.

N Other Party is a Business or Agency

Enter detalis for this Party

1. Click the box that says "Party is a | -
Business/Agency." pary s 2 Busimssingency
Party is a Business/Agency
2. You must fill in the Business Name.
Business Name

3. You may also fill in the Business's street address, city, Gy

state, postal code, and phone number. None of those s
are required fields. Adics el
City State
Click to select State
4. |If the Business's attorney has already filed something St
Postal Code Phone
in the case, they will appear on the drop down menu
6‘ under Lead Attorney. You can select them. This is not 2
a required field. & et M

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-PI 3707.2 Page 3 of 4 (07/18)
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Lead Attorney
5. Once you have entered the Other
Party's information, click Save
Changes.

If there are more than two parties in your case, you can add another party to your e-filing by clicking on Add
Another Party.

Party Information

Party Type Party Name Lead Attorney

Ptaintiff Plaintiff Petitioner Pro Se Required Party *

Defendant ABC Business Required Party _

@ Add Anather Party
1. Select the Party Type from a ,
Enter details for this Party
drop down menu. Pty Tywe Dt b s Bt
Click o select Party Type v

The Party Type drop down menu First Base Lt e
will have every type of Party there

is from Adoptive Child to Ward or
additional Plaintiffs or Defendants.  Country
If you don't know the party type, United States of America

ask court staff.
Address Line 1 Address Line 2

2. Ifitis a person, you must fill in their First Name and Last Name. If it is a Business, you need to select
that box and enter the Business Name.

3. You may fill in the remaining information, but it is not required.
4. Click Save Changes.

5. Repeat as needed until you have entered the Party Information for all Parties in the case.

‘ You have successfully entered the Party Information.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377

EF-P1 3707.2 Page 4 of 4 (07/18)



®

ILLINOIS SUPRENME COURT COMMISSION ON ACCESS TO JUSTICE

E-Filing Guide for
Self-Represented Litigants

How to E-File in Odyssey
Step 8: Upload Your Documents in the Filings Section

6

7

9

10

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377

EF-U 3708.2

E-filing Steps

® Prepare Documents

® Register

e Sign In

® Create New Password

e Add Payment Account

¢ Case Information

e Party Information

v e Upload Filings

* Pay Fees

~

iy

¢ Review Summary / Submit

Page 1 of 7

ODYSSEY

o eFilell

(07/18)



)/'—I"‘ eFilelL
—: Upload documents and complete the Filings section

The documents you want to file with the court have to be uploaded into the system. This all happens in the
Filings section after you have completed the Case Information and Party Information. The whole packet of
what you upload to file is called an "envelope" in the e-filing system.

@ Choose the Filing Type

Enter the details for this filing

EFie I Click to select Fiing Code

Q
1. Click on Efile. H

/ci—lmwa Comments to Court £}
Courtesy Copies

This box should be defaulted to Efile, but some Locations may also have Serve or EfileAndServe as
Filing Type options. Make sure you select Efile or talk to your court staff about the other options.
Note: selecting Serve or EfileAndServe does NOT qualify for service of process.

* Choose the Filing Code

1. Click on the Filing Code box for - okisil .
the drop down menu. Filing ,
Code means the type of
document that you are filing Enter the details for this fiing | 1 you don know the filingcode,look fo the code that e cosest
with the court (for example: Fig ype © e

EFile

. S . Click to sefect Fil
Complaint, Motion, Waiver). | S

Filing Description
2. Click on the type of document M s b ——_
you are filing. Compaint

0 If you don’t know your Filing Code ask the court staff so there is no problem with your filing.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-U 3708.2 Page 2 of 7 (07/18)
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3. Once you select the Filing Code, you have the
option of filling out four boxes, but they are not
required.

a. Filing Description (optional)

i. This is just for you to remember
what you are filing.

b. Client Reference Number (optional)

i. This is a tracking number for
lawyers to use to know which
client's case they are filing in.
Since you are representing
yourself, you won't use this box.

c. Comments to Court (optional)

A oFiell

o

Filing Description

Client Reference Number £}

Comments to Court &)

Courtesy Copies

i. These comments are for the court reviewer to read when assessing your document.

d. Courtesy Copies (optional)

i. You may enter a list of email addresses (separated by a comma) for where you want the

document sent.

Note: this is a courtesy and does NOT qualify for service of process or proper notice.

™ Explanation of Lead Documents, Attachments, and Document Size

What is a Lead Document?

» Any document that you need the court to look at to be able to give you what you want.
o For example, if you want the court to grant your request to move your court date, upload your
Motion for a Continuance as a Lead Document.
» All notice documents (such as a Notice for Court Date, Notice of Motion) are Lead Documents.
» You can file more than one Lead Document at a time.
o For example, you could have Lead Document 1: Notice of Motion; Lead Document 2: Motion for
a Continuance; and Lead Document 3: Application for Waiver of Court Fees.
o An Application for Waiver of Court Fees is always a Lead Document and should be filed at the
same time as your other documents. If the court already approved your Application for Waiver
of Court Fees, you should file a copy of the approved Order as an attachment to anything you

file after that.
What are Attachments?

» A category of filing that is only an option in some counties and for some types of Filing Codes. If you
don't see Attachments as an option, file everything in the Lead Document section. You can do that by
making the Lead Document and any attachments/exhibits one PDF, and upload as a Lead Document.

» Any document that you reference in your Lead Document, but is not technically part of the Lead
Document. They are usually called exhibits or attachments.

o For example, if you write an Answer in an eviction case saying why you shouldn't be evicted,
that written explanation is the Lead Document. In the Answer, you reference a receipt for
paying rent. The copy of the receipt could be labeled Exhibit or Attachment 1 and would be an

Attachment, not a Lead Document.
What are the Document Size Limits?

» For Trial Courts, each document cannot be larger than 25MB and a combined total of 50MB per filing.
> For the Supreme Court and the Appellate Courts the file size limit is to 150MB.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
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Q* Upload First Lead Document (Required)

2

This means that you have to scan or save each Lead Document separately so you can upload it
separately. Generally speaking, most filings will have at least 2 Lead Documents: (1) the main
document you are filing and (2) a notice or proof of delivery document.

o All Lead Documents MUST be uploaded as separate Lead Documents or your filing may be rejected.

If any Lead Document is more than one page long, all the pages of the same document should be
scanned/saved as one document and uploaded as one document. For example, if your Motion is 3
pages long, all 3 pages should be uploaded as one Lead Document.

Lead Document (Required)
1. Click on the Upload Icon under the
Lead Document heading. Computer
A ®

2. A Window will pop up where you will select your document.
3. Find where the document is saved on the computer (desktop, documents folder, flash drive).
4. Select the document you would like to file and click Open. The document title will appear in the J

Description Box.

Lead Document Requred)

5. If you selected the wrong Appearance_Approved pdf 05 =5 iz .
document, you can delete it by e oo \
clicking on the X in the right P R
corner.

Lead Document Requred;
Appearance_Approved pdf
o
Appearance_Approved.pdf
6. Once you have the correct document, select Sty

the drop down menu for the Security box.
Click whether the document is public (non-
confidential) or confidential.

Click to select Securty B ©

Click to select Secunfy
Al Confidential

[ ]

Most court documents are public (non-confidential) even though they contain personal information
o that you may like to keep private. You may need a court order to be able to select confidential. Please 3
speak to court staff before selecting confidential because your filing may be rejected.

- g

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
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Lead Document meques

: Appearance_Approved parf s =
k 7. If your Lead Document doesn't have Duecrgtos Sty —
. l . Appearance_Apgraved pdf Non-Confidential g?ﬁj o
attachments or optional services, Click Save -
Changes. If your Lead Document has
attachments or you want optional services, Compuer - i
see below.
Optional Services and Fees Fee Amount Quantity Fee Total
omiv-su_-ua-
Undo

R Upload Attachments (Optional)

Lead Document Requiredi

1. Click on the Upload Icon under the

Attachments heading. Afpeaiane Ny o
Appearance_Approved. pdf Non-Confidential

2. A Window will pop up where you will
select your document.

Attachmenls
Computer

3. Find where the document is saved on X e
g the computer (desktop, documents
folder, flash drive).

4. Select the document you would like to file and click Open. The document title will appear in the
Description Box.

5. If you selected the wrong document, you can delete it by clicking on the X in the right corner.

Attachments \

6. Once you have the coffi@fidocument, | 1325011 Approved pdf 2 &i»

Description Security
select the drop down menu for the ey B L .
Security box. Select whether the
document is public (non-confidential) =™ - .
or confidential.
Services and Fees Fee Amount Quantity Fee Total

7. Click Save Changes (unless you want

@ Acd psonst Servses am Fees

Optional Services, see next page).

that you may like to keep private. You may need a court order to be able to select confidential. Please

e 0 Most court documents are public (non-confidential) even though they contain personal information
speak to court staff before selecting confidential because your filing may be rejected.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
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R Optional Services and Fees (Optional) J

Unless you need something like certified
copies of judgments, a jury demand, or an

Optional Services and Fees

alias summons, you do not have to do Optional Services and Faes LR, Quantty Fee Total
anything in this section. : 00 1 w0 B
1. Click Add Optional Services and Fees .
Opticnal Services and Fees .
and look through the drop down menu e ——— "
to see what is offered. | Q
Chck fo select Cptional Service and Fee é s

(Miisc ) - Certified Copy of Judgment - $6 00 each
{ilisc ) - Certified Copy of Judgment page 1-

2. Click on the Service you want. Be sure $100 each
not to click anything you already epebinmaies i e —
selected in the Filing Code, or you may
be charged twice.

3. If applicable, type the number of that service . .

isc.) - Copies - Certified - $6.00 each
you want in the Enter a Quantity box. i) GO - Cuiing - 36.00 o

4. Click Save Changes.

* Upload Additional Lead Document J

1. Add additional Lead Documents by clicking the Add Another Filing. O Seueal Foes

2. Follow the instructions above for Uploading another Lead Document.

3. Repeat for all Lead Documents in your case.

* Service

Contacts

Please select at least one service contact for service

After uploading your
documents, if you see the
Service Contacts box it

Only contacts checked below will be served electronically

means you selected Serve "": .- i .
» 4

or EfileAndServe for the i

Filing Type. » Party:

Add From Service Contacts
Add From Public List

1. Click Actions next to the party you want to send email notice to. Note: this gives notice to the other J
side, but NOT qualify for service of process.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
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2. Click on Add from Service Contacts or Add From Public List to find the email you want to send to.

3. If you find the email, Click on it.
a. Click Save Changes.

4. If you get a message saying there are no Name ® Emai ®
contacts or no items to display, click :

Close. There are no contacts in your frm master st

5. If you don't want to send anyone notice of the filing by email or if no contacts are listed, you can get rid
of this section by going back to the Filings Section. You will see all of the Lead Documents you have
uploaded.

a. Click on the first
document. It will
now be shaded

blue and the .
; information about
L the document JI | " RS- NS
open delow. Enter the details for this filing
b. Click on the Fling Type ©
dropdown menu L ew
for Filing Type. 7
c. Change the Filing e 3

Type to Efile. St

d. Scroll down and click Save Changes.

e. Click on the next document and change the Filing Type to Efile. Make sure all Lead Documents
have just Efile as the Filing Type.

You have successfully uploaded your documents/completed the Filings
section.

<

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-U 3708.2 Page 7 of 7 (07/18)
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‘ ILLINOIS SUPREME COURT COMMISSION ON ACCESS TO JUSTICE

E-Filing Guide for
Self-Represented Litigants

How to E-File in Odyssey A oo
Step 9: Pay Fees W meh

E-filing Steps

Y| Prepare Documents

® Register

3 ¢ Sign In

a Create New Password

g Add Payment Account

el Case Information

X pe Party Information

sl Upload Filings

‘ * Pay Fees

e 10/ ° Review Summary / Submit

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-PF 3709.2 Page 1 of 4 (07/18)
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- Finalize Fees

Select a Payment Account
If you need to leave this page to create your payment account,

on "Drafts” on your Filer Dashboard. . Odyssey Step 5: Add a Payment Account

_ oL W instructions on how to do so.
Click here to create a payment account if it is not listed in the

dropdown.

* Review the Documents to be Filed

ODYSSEY

%-; eFilell

If you did not create a Payment Account when you
you can find and resume work on this draft envelope by clicking registered for e-filing, please see How to E-file in

for

the Fees section

I 'm
ists all the Description At
documents you G Filing Total: $0.00
want to file. -
FigPon T
Filing Total: 50 00
2. If not, return to
the Filings section T R— _
to add or delete Filing Pee Mrmg"g"
documents.
Mo~ e o S5
Party Responsible Payment Account )
for Fees actually Click to select Payment Account
0 means who is
submitting the p Ty Reapcsints for Fess @
filing. Always Click to select Party Responsible for Fees
select yourself for
this field.

o Important note for Cook County ONLY — Ad Damnum

» This field called Ad Damnum may appear

in the fees section. It means the amount Ad Damnum

of money you are asking for. You must
type in the total amount of money you ask

for in your document. If you don't type in the amount, your document could be rejected.
a. For example, if you are file a small claims case asking for $4000 in your complaint
into the Ad Damnum box.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-PF 3709.2 Page 2 of 4

, type $4000
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~

e‘ Select a Payment Agcount

1. Click on the drop down menu.

2. Select the Payment Account (that you created during registration) you want to use for this filing
(Credit, eCheck, Pay at Counter, or Waiver).
a. Select Pay at Counter if:
i. You want to pay in cash and you have confirmed that your court accepts cash.
b. Select Waiver if:
i. You are filing an Application Payment Account £
for Waiver of Court Fees and | Waiver -
one of your Lead Documents L e
is the Application; or
ii. You have been approved for
a Fee Waiver and one of your
Attachments is the signed
order from the judge.

3. Click Save Changes.

4. If y0u used Credit or echeck' you have paid e
your court fees.

5. If you selected Pay at Counter you will need to pay in cash before your filing will be processed.

6. If you have submitted an Application for Waiver of Court Fees, you will need to check with the court
about what you need to do next, if anything. Some courts require you to go to an in-person hearing
before a judge will decide if you get the waiver. Make sure you follow your court's process. Your
application could be denied if you don't follow the court's process. If your application is denied, you
will need to pay your filing fees.

If something has changed about your Credit or eCheck accounts since they were approved during
registration, this could cause your filing to be rejected when you e-file. Make sure your payment
account information is up to date and accurate before e-filing.

e You have now successfully completed the Fees section for e-filing. Please
: see next page if filing in Cook County.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-PF 3709.2 Page 3 of 4 (07/18)
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G Important note for Cook County ONLY

There are two additional fields under the Fees section only in the Cook County efiling system.

ot rm i)
nReturn uvat

The Return Date is the first court date for certain Divisions.

1. Click Verify.

Return Date

Return Date Not Applicable

a. If your type of case does not require a return date,
the system will place a check in the "Return Date
Note Applicable" box. Click Save Changes.

Out of State Service

b. If your type of case requires a return date, the Select a Return Date and Verify
system will list the first available date. Oy N

i. If you are available that day, click Save Changes.

Select a Return Date and Verify

8/6/2018

Return Date has changed!

ii. If you are unavailable that day, click on the Calendar button. J
iii. Select a later date you want.
iv. Click Verify.
v. If your date is available, the system will say "Return Date has been verified." If your date
is not available, they system will give you the next available date and say "Return Date
has changed!"
vi. Click Save Changes.

1. Read the message.

Submission Agreements —

. IMPORTANT NOTICE: REDACTION AND DISCOVERY RESPONSIBILITY REQUIREMENTS  All filers must redact Social Security and

taxpayer identification numbers, driver’s license numbers, financial account numbers, debit and credit card numbers, and any other information
ordered by the court, in compliance with lllinois Supreme Court Rule 138. This requirement applies to all documents, including attachmenis.
Further, no discovery may be filed except by order of court, in compliance with lllinois Supreme Court Rule 201.

2. Click the box to check off that you have read the message.

If you have questions about the Return Date or the Submission Agreement, ask your court staff. J

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-PF 3709.2 Page 4 of 4 (07/18)
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ILLINOIS SUPREME COURT COMMISSION ON ACCESS TO JUSTICE

E-Filing Guide for
Self-Represented Litigants

How to E-File in Odyssey
Step 10: Review the Summary & Submit Your E-filing

8

9

v»o Review Summary / Submit |

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377

EF-SU 3710.2

E-filing Steps

¢ Prepare Documents

® Register

e Sign In

¢ Create New Password

e Add Payment Account

¢ Case Information

e Party Information

* Upload Filings

® Pay Fees

~

i

Page 1 of 3
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—— Review E-file Summary & Submit E-file -

Once you have completed all the e-filing steps (Case Information, Party Information, Filings, and Fees), you can
review a Summary of your filing before submitting it. After you review your Summary, you must Submit your
filing to the court to complete e-filing. The whole packet of what you submit to the court is called an
"envelope" in the e-filing system.

Case Information

Category &/ Case Type
Dissolution . Dissolufion of Mamiage or Legal Separation - $136 DD

F x.» { ‘:%' 3 ab!}é,}z,i" 2\
Q’Qﬁg‘ﬁ’ CHCK Summary

1. Scroll to the bottom of the webpage
after you've completed the Case
Information, Party Information, Filings,
and Fees sections. ity

Filing Code Client Ref 2 Filing Description J
2. Click Summary. - o e B
Waiver Fee Wareer Actions v
Notice Hofice of Mofion Actions~
 Motion
w Amount
If you have not entered all the fisios Fiking Tota: 52,00
0 required information for your e-file, pA
you will not be able to review a P At
Summary of your e-filing envelope. T
 Notice
Description Amount
Fiing Fee 5000
Filing Total: 30.00
Cout Case Fee $188.00
Envelope Total: $186.00
Payment Account £}
Waiver

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-SU 3710.2 Page 2 of 3 (07/18)
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Review VOUr ¢ les

Case Information

1. After you click Summary, review the Case
Information, Party Information, Filings,

and Fees.
Filing Code Chient Ref 2 Filing Description
Idation Mdotion
2. If anything is incorrect, click Back. Once Wevees Fee Wekver
Notics Notice of kofion

on the previous page, you can click into
any section that is incorrect and make the
changes you want.

» Waiver
» Notice
Total Filing Fee 5000
Envelope Total: S0.00
Wawer selecied
Payment Account egiver

" . .gs
DMIT YOUTr ¢ fl“n

1. Once you review your e-file summary and make sure the information is Back
correct, click Submit.

‘ You have successfully reviewed and submitted your e-filing envelope to the court.

Submitting your e-filing envelope in the system is the first step in giving your
0 documents to the courts. Once you submit the e-filing envelope, the Circuit Clerk's
office will review the filing. The Clerk will either accept or reject your filing. Check
your email for notification from the court about whether your filing is accepted or
~ rejected.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
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