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Contact the Tybera Help Desk for assistance with the 
eFiling system.

 Email: iasupport@tybera.com

 Phone: 877-200-1811
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 Acceptable Formats

◦ PDF  (all documents except Proposed Documents)

◦ Microsoft Word-Editable (Proposed Documents only)

.doc Microsoft Word 95 – 2003

.docx Microsoft Word 2007

.wpd Word Perfect V. 6 – 16

.rtf Rich Text Format

.odt Open office -may not be compatible with Word 2003
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Arial

Times New Roman/Times 

Courier New 

Tahoma/Geneva

Helvetica 

Calibri 

Cambria
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 Login and password are a filer‟s signature per 
Rule 16.306(1)

 Additionally filings that require a signature must have one 
of the following:
◦ Actual signature
◦ The symbol “/s/” - /s/ John Doe
◦ Digitized signature

 For those with the “/s/” signature the following must be 
typed or printed under the signature
◦ Name
◦ Law Firm
◦ Mailing Address
◦ Telephone Number
◦ Email address; and
◦ Email addresses of any other persons at the firm who are to be 

notified
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 All eFile users must register. 

 Access the following website:
https://www.iowacourts.state.ia.us/EFile/

 Registration is accessible by clicking Request 
Account.
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 Access the following website:
https://www.iowacourts.state.ia.us/EFile/

 Enter in the account User Name and Password 
created in the Registration process.
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 From the home page – click New Case



9EDMS - Electronic Document Management System

 Select the desired case type.
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 Select the Case Sub Type.
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 Enter in the required data fields –
◦ County

◦ Case Title
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 Click Add My Parties and Other Parties to 
enter in party data.
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 Complete the required party data fields. 
 Note! This process replaces the Confidential Information 

Form.
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 Select the Document Category and Type.
Note! Category is not a required field.
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 Documents that have an existing order to 
seal, may submit those using the sealed 
checkbox. The date of order must be 
included.
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 To add a document, browse and select the 
desired document. Click Add.
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 Once added, the document will populate 

in the lower portion of the screen.
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o Repeat the process to add multiple documents to 
the filing.

o 20 MB size limit per submission
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 Multiple documents may be submitted per 
filing. The limitation is the size limit can not 
be greater than 20 MB.

 Do not combine documents into one – for 
example, a motion and a proposed order. 
These are filed as two documents. Two 
documents may be filed in the same filing at 
the same time, but must be submitted as two 
documents.
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 After submitting the documents, review the 
filing. Additional documents, party data and 
real estate can be added as needed.
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 If filing fees are required, enter payment 
information.

 If applicable, payment must be received before a 
clerk can process the filing.
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 Click Submit the Filing to submit the new case to 
the clerks office for processing. 

 Click OK to the pop confirmation of submission.
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 A submission confirmation will display after a 
filing is submitted to the clerk‟s office.
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 For those cases that have already been 
created, additional documents can be eFiled 
on them as well. Click Existing Case from the 
home page.  The process for eFiling is the 
same as a New Case.
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 Enter in the required data –
◦ County of case

◦ Case Number

◦ Last Name of any party to the case

 Click Submit.
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 Repeat the process for adding documents in 
the previous slides of this presentation.
◦ See pages 14 - 18
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 After documents have been added to the 
filing, review and approve the filing.
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 To review and double check the status of a 
Filing, click My Filings from the home page. 
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 Enter in a date range, or other data to filter 
and search for submitted filings. Click Go to 
populate the data.
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 Each filing that has been submitted during 
the search criteria will display with a status.

 Click the Status field to review the entry.
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 Package Pending - Documents and data are being prepared in 
an electronic package to be sent to the Court's Clerk Review 
system.

 Received – documents and data have been received by the 
Clerk Review system and the file stamp has been applied

 Awaiting Approval – submission is awaiting approval by the 
court clerk. It has not yet been reviewed or docketed.

 Filed – The clerk has docketed the information and returned 
an electronic receipt of the results. 

 Returned Not Filed – Submission was not docketed and has 
been returned to the filer. This entry can be resubmitted after 
errors have been corrected.

 Resubmitted – The filing has been resubmitted
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 If a filing has submission errors, it may be 
returned by the clerk.  These include errors 
such as:
 Illegible, page orientation, pages split out (24 

documents, instead of 1), combined document types in 
one (petition, original notice, verification of accounts, 
affidavits all in one document)

 Missing party data
 No attorney listed, parties are not listed 
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 Review the Email Notification for the 
submission. Information about why the filing 
was returned will be included in the email 
notification.

 Make corrections to the document, if 
indicated in the email notice.

 Return to the eFiling website to resubmit the 
filing.
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 Click the Resubmit button next to the 
Returned Not Filed Status.

 This will create a „new‟ version of the filing. 
All of the data entered previously will be 
available. Make corrections and resubmit the 
filing.
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 A submission may be saved as a draft if you 
need to complete or finish it at another time.

 At any time, click Move to Draft to save a 
filing to finish at a another time.
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 To access a filing saved as a draft. Click Draft 
Filings from the eFile menu.
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 Draft filings from the last 90 days will display. 
Click the Filing Description to reopen the 
draft to finish the submission.
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 Cases are displayed that the eFiler is an active 
party to the case. Click the Case Number to 
access the full case history.
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 Notice of Electronic Filing or Presentation will 
be sent to all registered parties to a case 
when documents are submitted to the courts. 

 These notifications should be reviewed 
carefully.
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 Click Notifications from the home page.

 Delete or mark notifications accordingly. 
Once deleted the notification is no longer 
available in the eFiling system.
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 Users are able to update their personal 
information and change passwords. Click My 
Profile from the My Profile menu.



42EDMS - Electronic Document Management System

Contact the Tybera Help Desk for assistance 
with the eFiling system.

 Email: iasupport@tybera.com

 Phone: 877-200-1811

The information contained in the training materials for the Iowa Judicial Branch Electronic Data 
Management System (EDMS) is for instructional purposes only and is not intended to and does not 
constitute legal advice under any circumstances.


