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Topic Overview
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Steps when eFiling

1.

W KN UEWN

Prepare the necessary documents.

Login to eFile.

Select New Case.

Select a Case Type.

Enter case information.

Add the case parties

Add documents.

Review the new filing and enter payment information,
Submit the filing.

Prepare Documents
Before initiating a case, you should prepare all necessary documentsin PDF format.

Create Documents — When creating PDF documents for eFiling, utilize standard fonts (Times
New Roman or Arial are the most common).

Document Size — There is a 50 MB limit per document. Multiple documents can be submitted
per case. The submission size limitis 150 MB.

Document Format — Any filing requiring a signature must be signed, with either an actual
signature, the symbol “/s/”, or a digitized signature per Chapter 16 rules (rules regarding
electronic filing). The following information about the person signing the filing, if applicable,
must be typewritten or printed under the person’s signature -

/s/Name
Law Firm
Mailing Address
Phone Number
Email Address
Paper Exhibits — Scanning — At times paper documents will need to be included with a case —

such as a copy of a contract, a copy of a bounced check, or some other item. These items must
be scanned in as an accepted electronic format to eFile them. This can be done utilizing a
scanner. Court requirements should be reviewed for information on file size, color, and
resolution. Most courts will reject a submission if images are larger than 1 MB per page. Black-
and-white scans with the resolution set to 200 dpi create pages that are 25-40 KB in size. Using
color adds to the size of the file. Only use color when it is a vital element of the exhibit.

Note! A 100-page document without images or graphs that has been saved in PDF format in
black and white is about 1 MBiin size.
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Registering for an eFile Account
If you have already registered for an account in either the District or Appellate Court System, you do not
need to register again. If you have forgotten your username, contact the Technical Help Desk.

Open a web browser (not illustrated).
Enter the following URL - https://www.iowacourts.state.ia.us/Efile or via the link provided on
the Judicial Branch homepage.

3. Click Request Account - If you have previously registered, even in the district court system, go to:
‘Logging into an eFile Account’.
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4. Read and review the User Agreement. Read and review Chapter 16: lowa Rules of Electronic
Procedure.
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5. Click the acceptance radio button to acknowledge the User Agreement and Chapter 16 Rules.

& [ have rend, inderstans, and agree 15 Comply Wi Bes user sgreement and the rbes and procadres aetaed n Ohapter
16 Bfes Pertaining to the Use of the Bleciront Doosmernt Managameant Syston.
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6. Click Submit.

7. Select a User Role.
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lowa Attorney — An attorney with an AT PIN who is licensed to Select your user role:
practice in lowa. [Shkiseca Attotacy
Government Agency — The non-lawyer staff for an agency such as Y
Department of Public Safety, Department of Transportation, 010 Hee Vice
Department of Human Services.

Registered Flier
Pro Hac Vice — An attorney not licensed to practice law in lowa who Cpenalized Nonparty Fler
is admitted to practice on a case under the sponsorship of a
licensed lowa attorney. | friteg Agert

Registered Filer — A registered party or self-represented litigant not t.nd@
filing on behalf of a company or association.

Specialized Non-Party Filers — A non-lawyer who files documents on multiple cases but is not a
party, such as a process server, health service provider, or bail bonds agent.

Agent - An officer, employee, or non-lawyer representative of a partnership, association,
corporation, or Tribe who is authorized by lowa code to represent that entity, for example an
employee of a property management company or a collector at a financial institution.

8. Click Next.
Note! Registered filers skip steps 9 and 10. Continue to step 11.

9. Select Existing and scroll through and select the desired organization. If the desired
organization is not listed, click New and type the Company Name.

ot % Campaay
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10. Click Next.
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11. Complete the required fields to set up a User Account.

User Name - select a unique user name.

This is used to log into the eFile system. Request 2 User Accoust
St vnd fesbde.
Password - choose a password that is at Gty Wvne e

least 4 characters long e Narw . ‘ =
Your pesesond et be o st 4 craracsen

L

AT PIN - attorney’s unique Personal

Cordee Pamword

Identification Number assigned by the =9
Office of Professional Regulation. Include @ | res we
capital AT prior to the numbers. Wil iamo
Lag Mxve ®

ICIS ID - For those eFile user accounts that | = s
request the ICIS ID, leave this field blankif | **™

Phoos (]

this information is unknown.
My

13 AdTte BV

Email - this address is used to receive
courtesy notifications.

204 dersate VL

® e My Conoany's Address
Alternate Email — include additional 558 My s
addresses to receive notifications Address Line 1) ©
A0 asE LU 2
Address - My Company’s Address will tddram Lse 3.
display for existing organizations. A new o ’ R e :
ooy Code Counyy  Unted Stntes «

organization will need to enter the
information

12. Click Submit.
13. A confirmation page will display for the requested User Account. Click OK.
User Account Requested

Your request 1o be registered as a user of the efex System has bee
vour request you will be able to login under the delow usemame witl

Mary Jones
User Hame Mlcnes
Fhane:
Faoc:
EMail: "o - -
Addrass: 1111 Tudip Lane
Storm Lake, LA 50588

us
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Note! An email confirmation is sent to the registered email address when the registration has
been approved.

Note! If an Attorney PIN and last name entered during the registration processis accurate, the
account request is automatically approved and immediate access to the eFile system is
available.

Logging into an eFile Account

1. Loginto Appelate Court Filer’s Interface at https://www.iowacourts.state.ia.us/acp , and enter
the User Name and Password just registered.

2. Click Log In.

Wolcome Login
A St yvea Uy A arat Paavwonil
sy U b
“_'—-z WHOIS Wi B (e B et "
YT whecsarmnly fimy noswr wot dorments it B —
peeSEAvryiyy e T -
BRI e - rce -
e
R " U S .
:f':_ USER s: PPORT S:!l(.t.
g 1 Sepport is provided In:
[ DATAMAXX Sapport
Fauall: segpects datamaxy. com
Phane | 577369 8324

Forgot Your Password

1. Click Forgot Your Password?

[OWA JUDICIAL BRANGH _

Wolcome Lagin
Hasas Sater yvua Uney Mssns anat Pasvwerit
U
m-‘m-‘ WHGOIS Wi B (AN B st
Iy Ti— derwranly Vomy noset Wt forwTens Wi Pu Pt
o 4=
BRI s - race |
1 b
"f"'.-_""“ USER SUPPORT NOTICE:
T Sepport is previded In:
i s :
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Phane | 577369 8324

2. Typein the User Name.
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3. Click Submit.

Request Password Reset

=€ ther dangs yrsr passerd %2 s of pasr theesng
Enter your user name helow:

T

AR baTRIINg YOUr st R, B0 aTRM W B e ST TD The DTy el J00ress BRd B et AccoU. The el wil contan 3
el ik Lo BOF 1t wil Qepley & 2age Conlanny & i riedon paswades You wil 3¢ 20k Lo by 1 L OO ang e faw plenund

4. After submitting the user name, an email is sent to the primary email address listed in the
account. This email will contain a secure link that will display a page containing a new random

password.

5. Return to the Log In page, and enter the User Name and Temporary Password just assigned.

6. Click Log In.

Loglin

rnter your User Name and Password,
User Nome: niahitks

Password:  essessss)

Note! Passwords can be reused.
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Support Contact Information
For technical problems or questions regarding eFiling, contact the Technical Help Desk. Find the number
by using the support link on the eFiling website.

IOWA [UDICIAL BRANCH
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Home Screen
Note! The Home Page buttons may change dependent on which role is selected when setting up the
account.
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Menu Options
Home — This is a link to return to the home screen of eFiling.

eFile — Four types of eFile options are available: New Case, Existing Cases, My Filings, and Draft
Filings.

Cases — Contains entries for My Cases, Notifications, and Filing Charges.
My Profile — Links to edit My Profile, Change Password, and Login History.
Log Out —This link will end the current session.

Note! A session will terminate automatically if there is no activity on the webpage for 20 minutes. A
session is considered active as long as there is interaction with the web server.

Home Page Buttons
Six action buttons are easily accessible from the home page — New Case, Existing Case, Status, My
Cases, and Notifications.

Appeilate

Wews Case

Fie subsequent document to essting case
Chach the satus of my Akngs

s af oy ECF cinben

) Riview your Metlicasons

Go 2o District

| 1L

New Case — Initiate a new case

Existing Case — File subsequent document to existing case
Status - Check the status of your filings

My Cases — List of my electronic cases

Notifications — Review electronic notifications

District — Go to District Court Filing System
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New Case
Initiate a case by clicking the New Case Button. The main types of cases to create are Appeals from
District Court, Attorney Disciplinary Board, Grievance, or Other.

**Important Note! If you are filing an Appeal from District Court, you are still required to file the Notice
of Appeal with the District Court as well.

Tip! Click Move to Draft to save a case to finish at a later time.

Important! All documents should be created or scanned prior to accessing or starting an eFile case.

1. Click New Case.

2. Select the Case Type.

Electronic Document Management System

Wew Cooe
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3. Complete the following fields:
a. Appeals from District Court
i. Enter Filer Reference No. (optional) — Number used for tracking within your
organization.
ii. Select County — Select the county of the trial court case.
iii. Enter Case Number — Enter the trial court case number.

Canr Intttatire: Yriad Cunrs Appes

(Btar yacr ST efwwn et - F apRACA)

iv. Click Add a Case.

Note! If a county is electronic, the system will pull in party information from the trial court case. Follow
the directions below to add additional parties as needed.

v. Enter aJudgment Date.
vi. Select the Trial Judge.

2 Woadhery + SCHTAATYS SORIVE, BEVESLY | VY HELEON, ALPWED, AAD STEVIN [ SRSE
Sasgrwect Bete: ERPAITIY I T dedge: SOPRMETLR, SO, (M | pe I

petcarmend reninwres ECCIESNE BECESIITNN
TS T T T T T L.

S DK MECDARSNY

*OEDARLY MOKRC

e
NERED VSO + m—ban ¢ PERe ecsv
DY

+ V1WA o' Tu wmoda t e AT MEIAEL | Y

(o Joow |

b. Attorney Disciplinary Board, Grievance, or Judicial Qualification Commission:
i. Enter Filer Reference No. (optional) — Number used for tracking within your
organization.
ii. Enter Attorney Disciplinary Board Case Number(s).
iii. Click Add a Case.

Case Inltiation: Attoraey Disclpinary Board

Fier Refermce No Exter your ofce refarence sumber - f appicabie)

Enter ose or moce Attormey Discipinary Soard Case Nambers:

Enter Case Mo I te-1564

&=
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4. Add Case Parties.

Electronic Document Management System Page 11 of 38

a. Toadd parties to the Appellant side, click Add My Parties.
b. To add parties to the Appellee side, click Add Other Parties.

Caw Intttatson; Trial Conrt Agpesd
o Furw s - N L L R
22 pow o most TYwd Court Coums
Soboet ity s k=

P e e

| s s e )

N Wack mwh  ACCRIBLEYS STATE VS WACTER BACKEY

-t b Towd hatoe

Note! To delete a party entered in error, click the red X in front of the party’s name.

Note! The Add a Party (Add Other Parties) data page defaults to Person. When enteringin a
company’s data, select the Business radio button.

Note! The Party Type defaults to Appellant and Appellee. For those case types that use
additional roles, select the drop-down menu to select other party roles.

Enter Party Information. Fields with an asterisk are required. Enter as much information as you
have.

R e

o v 1SN s
e (eg: 1D eag
N -t SRIT I
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6. Once all party data is complete, click Next.

Corfuun Adtess

Achvwun Love | 425 Sarewt S beeard

AAD b v
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2w one -
0 =T CITY .
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1 | Postl Codie |
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7. Once all parties have been added, click Next.

Aittrenat party ponts BT S
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8. Select a Document Category for the type of document to be added to the case.

Note! If unsure of what category to select, leave this field blank.
9. Select a Document Type.

Note! Use the drop down to select the document or type the name of the document in this field to
locate the Document Type.

Note! Additional Text — This additional text helps the clerk, judge, or other participants understand more
about the document.

Do Oy wolect 2 Occwmem Compory -~ + I
[ e 3 Oocwmem Tow -
e |

amet Oese ot orer b el i e L L

Fowed wwey S0 g aor 4 (BRI e
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10. If your document is public, skip to the next step, If If your document should not be a publicly

viewed document,
a. Check Filed under order to restrict access or Confidential.

s S o e e [ ed [DRR3]:
S io sl Domwe your tesmce b seometing seskor
rvens P et 1 (e v 0 g
R Bewma] 50 Wit
[ =}
b. Enter the Date of order to restrict access and Comment on Rule you are using. | ( commented [DRR4]:

11. Click Browse.

12. Locate the document to attach.

13. Click Open in the system window (not illustrated).
14. Click Add.

[ Commented [DRR5]:

e w—t 3 D Sy~
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Tip! If a document has been added in error, click the icon in the Remove column to delete the

document.

15. Click the File Name in the View Document column to review the document loaded properly.
16. Repeat this process to add additional documents.
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ted [DRR6]:

. - - =] - ”

Note! Your submitted document(s) will receive a file stamp with the time they were submitted by
you (when they hit our server).

Note! There is a 150 MB limit per submission (multiple documents may be in one submission). Multiple
documents can be submitted per case. Submissions that exceed 150 MB may be submitted in parts to
meet the size requirements. Select the category Attachment to add parceled documents.

Protected Information Note! It is your responsibility to ensure, according to the Chapter 16 rules, that
Protected Information is omitted or redacted from documents before the documents are filed. The Clerk
of Court will not review filings to determine whether appropriate omissions or redactions have been

made.

Tip! If a document has been added in error, click the icon in the Remove column to delete the
document.

Note! Click Move to Draft to save this filing to complete at a later time.

18. Review the filing information. Verify the information (Case Data, Documents, and Parties) that
has been added to the case.

19. Check the emergency box if your filing needs immediate attention. You are required to enter a
reason for the emergency in the Comment Box.

20. Type any Special Filing Instructions for the Clerk.

21. Select Payment Method if applicable.
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22. Click Submit the Filing.

Review and Approve Filag
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Credit Card Payment Process

When selecting to pay by credit card, follow this process.

1. Select Pay by Credit Card.

2. Select the Party you are paying in behalf of.

Tei Poe $150.00
[ -

Payrsant i hehwlt of:

& Fay by Creoe Cavd
Eivalne Fees $150.M

Py ut Courter =1 fwme
Defer Paporent ete gwaTarl Wes o b die Fay ¥
P Wi Pandag *uty ol e ey & ratend X v b
S T [ Savotin |

3. Click Submit the Filing.

4. Verify and Complete the Payment and Contact Information.

>

s

Frequeacy One T
PaY IR At 15000
Papmest Bate Pay ow

st Rome e

Lask Rame wonn

Company  Stane of lowa - hooal

AdSreaa 400 Land Ao

Oty/Tows Das Vows

Stabe/Province /Reglos 1A

Zip/Pestal Code L0112
Coumtry 1
Phane Numlier 152835000

Cmmil Address  (dat e O e ber cont

5. Complete the Payment Method section.

6. Verify the Card Billing Address.
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7. Click Continue.

Card Mumber e G W

Cxpiration Date Meoth v | e (o]
Card Sscurity Code L

Cord Biling Address] 3 Luw my CONLact iformanon addess

e a Stferent sddress

=

8. Verify the Contact Information.

9. The billing information will also be displayed. Make any changes as necessary.
10. Click Continue.

Cortact durmation

*Hagumnd Sk
CEMTATT TNPCRA

Pt R Tost
Lonh Mprm® b
Cavizers Neme

Phoos Resrber® 515 855-1212
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D L e L B i
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I3 4tk Strewt 5N
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Le Mars, Jowa 51001
UNITED RIATES
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Stomet Addvwns L T30 000 Sheeet SN
S At 1. md
Oty Vo™ Lu Mary
e e L S
Hp) Pastal Cadie” TLONL

11. The Review Payment page will display all entered data. Verify the email to receive payment
information.

12. Verify all information entered.

13. Click Confirm.
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Review Payment
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Lo Posket Code 29312
Casaloy Lrived Slaine

Pt Rasie e
Last Homee Hrcax
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14. The Payment Confirmation will display. This information will also be sent via email to the
account listed in step 8.

Confirmation
Plases baop ¢ iossel ol pas Tesbesobed Naebe, = gt S Aaas o e sl
c Mo 2354113

Pager Ruwn fey ik
Condt Wawhas 1111
Cond Type Win
Coaluraatos Foed casibndisao o

Addiwn S0 Gand Sewnn
oy [Tome Das Movwws
M) Privacn | Regae
T Poatel Cose 20010
Cowatry linted biatee
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Existing Case
After a case has been initiated or converted to electronic format, a registered party will file subsequent
documents to that case electronically.

Note! Prepare documents prior to accessing an existing case.

File on an Existing Case
1. Click Existing Case.

Appeiiat
(e Wi Cow
Fle minagaas sanevent ts eomng came
- Lhwok M3 atus of rry Mg

ot of ww BCF cpems

(W) Fevww pour Wtd e

2. Enter the Appellate Case Number.
3. Type the Participant’s Last Name.

Existing Cuses

Untir an Appelate case revsbur.

Apgedatn Cone Nanber (¢ SC3C126139) : | 149584

S ROpEE s LAl e o e

4. Click File on this case.

Note! Cases where you are an active litigant will display at the bottom the Existing Case screen. You
may click the Title of the case to file on that case.

Note! Forthose cases that you are a registered party to the case, click Search My Cases to locate a
case not displayed on the page.

Adding a Document
Documents can be added to any existing case(s). The Case Number will display in a yellow banner for
existing cases.

1. Select a Document Category for the type of document to be added to the case.
Tip! If unsure of what category to select, leave this field blank.
2. Select a Document Type.

Note! Type the name of the document in this field to locate the Document Type.
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3. Complete Additional Text if desired.

Note! This additional text helps the clerk, judge, or other participants understand more about the

document.

Case Number : 14-0164

s P! Ny seuir & DOCHINnt Category — =

Pocemen Type winct & Ducaraest Typw

AdMany Teut

23. If your document is public, skip to the next step. If your document should not be a publicly

viewed:
a. Check either Filed under order to restrict access or Confidential.

(c ed [DRR7]:

T

e

3

b. If Filed under order to restrict access is checked, specify the Date of order to restrict

access and the Rule you are using in the comment field.

c. If Confidential was checked, enter the reason for in the comment field.

Click Browse.
Locate the document to attach.
Click Open in the system window (not illustrated).

Click Add.

N o v s
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ed [DRR8]:
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Tip! If a document has been added in error, click the icon in the Remove column to delete the

document.

8. Click the File Name in the View Document column to review the document loaded properly.

9. Repeat this process to add additional documents.
10. Click Next. Your submitted document(s) will receive a file stamp with the time they were

submitted by you (when they hit our server).

Tip! There is a 150 MB limit per submission (multiple documents may be in one submission).
Multiple documents can be submitted per case. Submissions that exceed 150 MB may be submitted
in parts to meet the size requirements. Select the category Attachment to add parceled documents.

11. On the Review and Approve Filling page, verify all information being submitted to the case is
accurate and complete. Add additional information as needed (not illustrated).

Note! If applicable, complete the Payment Information.
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12. Click Submit the Filing.

Revirw and Apgrove Filing

00-0046  Casa Tithe 1 State v, Gaines

EOMTOENY — Cmmer & comvment on Wy tha & a9 ey
arwer] b be Senet [T —
I TR

TIALEER BRET OF Wil Do G o

el Png I be fe S

My Filings

1. From the eFile menu option, select My Filings, or click My Filings on the home page.

[OWA [UDICIAL BRANCH

.y Ot

s I
Appeilate Sabiing N

Mo Cane
Flo 200000 000 00 Sv0D) O
Chwth the stamas o ey Segs

Lint of vy 0OF comes

Fowwn yoa Wefcxes

2. Enter the date or date range of the filing in the search fields.
Note! Client # is the Filer Reference number if entered when creating a new case.

3. Enter additional fields as necessary.

4. Click Go.
My Filings
Judy Danne Johinson Flings
Report Criteria:
Wew Fings Betvaeen: 12/03/2012 ﬂ AND ZH
Fing D7 Court Cane ¢ Chert #: Status: Al -
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5. To review according to the Filing Status, click the Status heading.

Note! The status may take a few minutes to update. Refresh the status page to see the status of the

submission change.

Listed below are the filing statuses and definitions.

Package Pending — Documents and data are being prepared in an electronic package to be sent
to the Court's Electronic Document Management (EDMS) System.

Packaged — The submission is prepared and sent to EDMS.

Received — Documents and data have been received by EDMS and the filing time has been
recorded.

Awaiting Approval — The submission is available in Clerk Review but the court clerk has not yet
reviewed and approved the filing.

Filed — If the submission includes a proposed document, the status is ‘Filed’ once that document
has reached the Judicial Interface Queue is.

Return Not Filed — The clerk has found a problem that will prevent the submission from being
processed and has therefore returned the submission to you with an explanation. Click the
Resubmit button from the My Filings page to create a new submission based on the previous
submission. The potential new submission will include links to the documents from the returned
submission.

Resubmitted — The filing has been resubmitted.

My Filngs Between 1270372012 and Today

 Cutete |
(8 g wichens court e 8 _county [

3002 1293% Acpelale Court 123100151001 18 AM SUSPLEVENTAL DESIGNATION OF PARTS OF THE AFPENDIY Avebrg Aporove

£ 101 1202¢6 fopeipte Court 12-21-2012 TLOMC12 AM FINAL REFLY DRIIF OF APPELLANT Mg Aoorov

%3310 99-1254 Appetate Court 42 12 30C55: 14 AM 'WAIVER OF BRIE Avaiing Approvy

£ 33000 131582 Appelate Court 12 S7.09 AM AE0ED HPENOIx Awilg AQLavs

3 13-1%3 Appsiate Court 12312015 3035:00 AM FINAL REFLY BRIES OF APPRLLANT Mvatrg Nxrove
Humber of Flings 5

Resubmit a Returned Filing
If a filing has been returned for clarification by the Clerk of Supreme Court, it is returned to you. These
filings can be resubmitted. When a filing is returned, it is assigned a status of ‘Returned Not Filed’. A
Resubmit button will appear next to the filing. You can correct the error by either deleting the
document in question or correcting the information about the document.
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Note! If a submission is ‘Returned Not filed’, the receipt will include a reason field. Click Returned Not
Filed to see the reason the clerk provided for returning the filing.

1. Click My Filings from the homepage.

[OWA |UDICIAL BRANCH
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2. Type in search data to locate the case. For example, the date range the case was submitted.
Click Go.

Ay Fings

Test Flerd Flgs
Heport Criterbar

Vew Fibegs Setnwen. 33230010 LS Ao :ﬂm

Fg 0! Count Caie 5. e s Suus: A -

3. Locate the filing marked as Returned Not Filed in the Status column. Click Resubmit.

My Fings Detween 087772017 ard 00,00/2013

[t |
OO ST 2 1-
- oo 22 0URALIIMIN ALICATION FOR GERMEMENT ON NN At e

- B S oy ]

& o 2 RTLINO  ITES O e

This opens a new filing, copying the data from the original filing, but it will enable you to remove
the old document and replace with the corrected one. Make changes as needed and complete
the filing (not illustrated).

Draft Filings

At any time (prior to final submission) a case/filing can be saved as a draft to complete at a different
time. Draft filings can be accessed via the eFile menu, Draft Filings.
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1. From the eFile menu, click Draft Filings to access any cases saved as drafts.

IOWA J[UDICIAL BRANCH
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Note! When creating or filing to a case, click Move to Draft to save without submitting it to the clerk’s
office. Cases that have been moved to draft are available via the Draft Filings in the eFile menu
illustrated above.

2. Click the Filing Description to continue where you left off in the filing.

Drall Tilings

£

(ST plinoe o oo ¥ (v veis v ]
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Note! Draft filings remain in the eFiling system for 90 days. A Days until Deletion column displays the
days remaining to file on the case.

Note! Click the checkbox in front of a Draft Filing and click Delete to permanently remove the filing.

Draft Fillmgs
olchont fcoor Crne s Omocrstiood  CRMIRINIR| v 3 i
a7 o013 O Came O3 1812108 P ”
% T Court dpoey (254201509050 11 AM ~
30 Trd Court e 0343-20 1104101 PM| "
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Cases
Three options are available in the Cases menu — My Cases, Notifications, and Filing Charges.

My Cases
When a case is initiated or a follow-up has been filed, even if just a notification, the case number is
added to My Cases for those where the username matches the registered filer.

1. Select My Cases from the Cases menu or click My Cases from the home screen.
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2. Click the Case Number to access the case information and documents (if available).

[OWA JUupIciar BRANCH
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Note! Dependent upon your role and the case level security settings the case documents may be
available for downloading within My Cases listing.
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3. The case information will display in a separate window. Review any information that has been
submitted on the case.
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4. Click on Service List to display the service list notification generated by the system.
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W Ownn Coay Soate Bk v, Goler
et was

Tew s Code I o=

Service List
Thr slectronic €lng sytem has served the Sclovrg people

Service List RE: 111500

Case Nummbor! 11-1963
Judge:
Ceurt: ACP
Appeiine Courr
Case Tihe: Bovmth v Daniie Care Center

Thes centicate v aoromancally geseraad by Bie cowns asto- potticatos yysam.

Date Gonorated: 12-21-205211-3006
T herely contify that e 12-21.2012, 1 ok ically Gled the & g with he Olerk of the
Caurt by wsing the fowa F) ic Dy M Syatem which will send 3 potice of

wlectrosic Glisyg (o the Sollowing. Por rule 163170102, this comstitutes service of the
document(s) for purpases of the lowa Conrt Rules.
JUDY JOHENSON
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ROWLEY, NICHOLAS CHARLES for BOZARTH, MILDRED, BOZARTH. WAYNE
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Page Display

The page display defaults to 50 cases displayed per page. You can change the number displayed from
the drop-down menu as desired.

My Caves
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Search Fields

Use the searchable fields to locate non-confidential cases that are not displayed in the My Cases listing.

1. Click Search My Cases.

My Caves
Wb of Qoo Oaphoyed pir pege: 38
ml W Bves Actie (0 S v O Ghew tor BERE
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2. Type the Case Title and Case Number.

Search Cases

Search by:

Erftar 3 part of the Case tths o complete Case nuMbar #s ssarch ORete.
Case Tt

Case Number: (Ex: SCSC126139)

D

3. Click Search.
Inactive Cases

Mark cases as Inactive to remove them from the My Cases display. This does not delete them, instead it
hides them from the Active view. To return the case to the Active view, remove the Inactive status.
Registered participants of the case will continue to get electronic notifications on Inactive status cases.

1. Toinactivate a case, click the checkbox in the Inactive column.
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2. To view inactive cases, click Show Inactive.
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3. To reactive a case, uncheck Inactive. This moves the case back to the Active status.

Delete a Case

If you are no longer a participant or the case has been dismissed, you may want to delete a case from

your list.

1. Clickthe checkbox in the Delete column next to the case.

Aly Cases
3 Mavber of cses dheplaped per pege S0 =
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2. Click Delete.

3. A confirmation window will appear. Click OK to delete the case from the view.
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Note! Deleting a case from the My Cases view does not delete the case from the court server. It is
deleted from your My Cases view. Cases can be re-added if the need arises.

Notifications
EDMS Notifications fall into two categories:

Status e-mails that eFlex generates back to you on your own filings

Notification of Electronic Filing or Presentation (NEF) that the system sends to all parties
indexed on the case when something s filed or presented electronically. Call this second
category the ‘electronic service’ notifications; they are not send on case initiation, or if you don’t
have adequate security to see what was filed.

Status e-mails

These go to your email, not your Notifications page. These can be turned off in your My Profile page.
These notifications are sent when a filing has been received, when a filing has been approved, and when
a filing has been returned from the clerk.

NEFs (Notice of Electronic Filing)

These are sent as email and are posted to your account. These are sent for Service of a document when
a document you filed is being returned by the clerk, and a rescinded notice when a party’s filing is
returned.

The number next to Notifications represents the number of notifications not accessed. It does not
include the notifications already .

1. Click Notifications from the home screen or via the Cases menu.
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2. Notifications are displayed. Those that are not read will appear in bold. Click the Notification
Name to open the Notice of Electronic Filing (NEF).
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Note! Notifications are retained for 90 days, and are then deleted. The court sets the time period.
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3. The NEF will display. The NEF will also be sent to the registered email account for registered

filers.
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Tip! If NEFs are not received, check the SPAM filters for the registered email account.

Note! Follow the standard paper process whenever necessary to notify parties. The courtesy
notifications are not a replacement for the paper notices.

4. Click the Document Name to review the document that was submitted to the case.
5. To delete notifications, click the checkbox for the NEF and click Delete.
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Tip! To change the status of an NEF, select Mark as Read or Mark as Unread.

Filing Charges

For each case that requires a Filing fee and is paid online through the eFile system will display in the
Filing Charges window. The current month is displayed by default. Select a month from the Report
Month drop-down menu to change the view.

1. Select Filing Charges from the Cases menu.

o My Casan Mo Coms
R iead
My Cusl Megbeos

2. Filing Charges for the current month will display. Change the month drop down to view previous
month’s charges.
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My Profile
The My Profile enables you to edit profile information, change your log in password, and review login
history.
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My Profile
1. Click My Profile, from the My Profile menu.
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2. The User Profile information is displayed. Click the desired action button.

User Profile
N Hickes
Usar Naoa nlehics
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Des Moines, TA S0312-0001
us
Roke: Town Amomey
Date Approved: 2010-03-24 13:07:57.000
Expiration Dute-
Gatedmeper: Mone
] S |
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Modify User Profile
1. Edit details of the profile such as notifications status or other basic information (address, phone
number, email, etc.) provided during registration.
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2. Click Submit to accept changes.
Change Password

Passwords can be changed at any time. Passwords need to be 4 characters in length.
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1. Enter current password.
2. Enter new password and confirm new password.
3. Click Submit.

Change Password
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Note! Click the Forgot Password link on the Login screen to assign a temporary password. After logging
on with a temporary password, the password will need to be reset.

Note! Passwords can be reused.

Withdraw from EDMS

You can choose to withdraw a registration in the lowa Electronic Document Management System. This
action will cancel the login and password and remove you from the applicable electronic service lists and
case histories will no longer be available.
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Login History
The Login History will display any Login failures for the account profile. The list shows the attempts along
with the date, login result, and IP address.

The information contained in this document for the lowa Judicial Branch Electronic Document Management System (EDMS) is for
instructional purposes only and is not intended to and does not constitute legal advice under any circumstance.
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