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File & ServeXpress Resources

_File & ServeXpress has many resources available to you in order to address your questions and concerns.

e File & ServeXpress 24/7 Client Support is available to assist you with technical, ID, functionality and any other
guestions you may have. You can contact Client Support at 1-888-529-7587.

e File & ServeXpress Resource Center is available within File & ServeXpress by clicking on the Resource Center link at the
bottom of your screen. The Resource Center contains our training registration information, jurisdiction specific rule &
procedures, user guides, best practices, pricing and much more!

e File & ServeXpress Login Page https://secure.fileandservexpress.com/Login/Login.aspx is where you can find
password help, what’s new and any important information like scheduled maintenance or system changes.

e File & ServeXpress Notices is an information page that is available on the top, right-hand side of the File & ServeXpress
Home tab, once you sign into File & ServeXpress. This page will provide you with any critical information, such as system
maintenance or downtime, changes in fees, legal notices, litigation launches and much more.
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Tracked Items Overview Tracked Items Tins:

The Tracked Items feature is a monitoring tool that allows users to track specific cases from

their home page. Tracked Items is accessible on the File & ServeXpress home page in the
v Functions: automated case management
tool that provides an alphabetic “File
Cabinet” view of your cases with hyperlinks
Prefi sign Out i B . ;
File & Serve Xoress references | Sign Ou to save time when e-filing, e-serving, and

Lawyer, Lucy | Mock Firm B . . .
The e-Filing & e-Service Experis accessing case information.

Track & Manage tools box.

HOME FILING & SERVICE ALERTS SEARCH . . .
v’ Pricing: Tracked Items is a complimentary

case management tool provided to Users by
File & ServeXpress.

» MailBox » Quick Start » Track & Manage
Inbox (26624) Washington - Transaction ID
e Mock Court-Filing & Serving =) m

Rejected Items (6) Alerts

saved Transactions | |
File/Serve Case Search Set Track Case ’ Edit Tracked ftems

' Calendar
Message Boards (5)

My Attorneys

Document Upload

Case & Party Management
Billing Information

View Submitted SOP Orders

Custom Document Lists

Click on the Tracked Items hyperlink to view your cases. From this page you can File &
ServeXpress into your selected cases, view the case history and party information, and
check for newly received, recently filed and rejected documents. You may also view any
new Alerts you have set for that particular case.
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Tracked Items

Flle & Se['Ve X!D!'eSS v Preferences | Sign Out

Lawyer, Lucy | Mock Firm B
The e-Filing & e-Service Expert

Iim Filing & Service | Alerts | Search

Home > Tracked Cases & Groups

Tracked Cases & Groups (5) Tracking Setup Show records
1-5of 5 item(s)

Case Case Rejected
case Name Or caSEGm Nam ME-

Allen vs Asbestas Defendants (Eraytan) 275802 CA Superior Court County of 5an Francisco- View File &
Civil Serve

Allen, Vikki vs Raybestos Manhattan Inc et al . CA Superior Court County of San Francisco- |, File &

) 274798 o View

{Wartnick) Civil Serve
Cal Murphy L vs Hines et al 473750 CA.SU perior Court County of San Francisco- o File &
Civil — Serve

Depuy ASR Hip System Cases 004645 Cf!\.Su perior Court County of San Francisco- e File &
Civil — Serve

Depuy Finnacle Hip System Cases 004852 CA_SU perior Court County of San Francisco- View File &
. Civil — Serve

1-5 of 5 items)

To file directly into one of your tracked cases click the File & Serve hyperlink in the furthest
column to the right for the case. This link will take you directly to the Documents tab by
bypassing the Filing & Service tab.

To view new rejected items, click the View hyperlink in the Rejected Documents column for
the respective case.

To view new sent items, click the View hyperlink in the Sent Items column for the
respective case.

To view new Inbox items, click the View hyperlink in the Inbox column for the that case.
To view the Case History (all transactions in that case), click the Case Number hyperlink.

To sort the Court column, click the Court hyperlink in the top row.
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Tracked Items Tips:

v

“View” hyperlink: if there is no View
hyperlink in any respective column. There
are no new items to view for the respective
case.

Column Headers: all columns and the
information therein can be added and
deleted from Tracked Items at the user’s
discretion. Please see below for more
information on this function.



Tracked Items Setup

There are two ways to begin tracking cases: in the File & ServeXpress Quick Start box on

home page and on the Tracked Items Setup page.

File & ServeXpress Quick Start

Preferences | Sign Out
Flle & SCI’VCXPI’ESS Lawyer, Lucy | Mock Firm B
The e-Filing & e-Service Experts
FILING & SERVICE ALERTS SEARCH
» MailBox P Quick Start

Inbox (26624)
Sent Items (5)
Rejected Items (6)

Saved Transactions

Washington

Meock Court-Filing & Serving

|1 Scvd321

/

Set Track Case

» Track & Manage
Transaction 1D

I o |
Alerts

Tracked [tems

Edit Tracked Items
Calendar

Message Boards (5)

My Attorneys

Document Upload

Case & Party Management
Billing Informaticn

View Submitted SOP Orders

Custom Document Lists

On the File & ServeXpress home page, the Quick Start box is located in the center of the
page. To create a new Tracked Case:
1. Choose the appropriate State or Jurisdiction from the first dropdown list in the Quick

Start box.

2. Choose the Court or e-Service project from the second dropdown list in the Quick

Start box.

3. Enter the Case Number.

4. Click the button for Set Tracked Case.
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File & ServeXpress Tracked Items link

You can also access the Tracked Items set up page by clicking on the Tracking Setup
hyperlink on the Tracked Cases & Groups page.

F 1 & S X Preferences | Sign Out
e crve ,Dress Lawyer, Lucy | Mock Firm B
The e-Filing & e-Service Experts”
Filing & Service | Alerts | Search
Home > Tracked Cases & Groups
Tracked Cases & Groups (5] Tracking Setup Show records
T —ee A
1.5 of 5 itemis)
Case Rejected
La5e Mame Ur Lase Lroup Name N
(Case Name Or Case Group Name History Inbax; e ——
Allen vs Asbestos Defendants (Brayton) 275m0 Q.Superlor Court County of 5an Francisco- View File &
= Civil Serve
Allen, \u_'Tkkl vs Raybestos Manhattan Inc et al 274795 Cf\\.Superlor Court County of 5an Francisco- View File &
(Wartnick) = Civil — Serve
Cal Murphy LLC vs Hines et al 473750 Q\_Superlur Court County of San Francisco- View File &
— Civil Serve
Depuy ASR Hig System Cases 004640 Q\.Superlur Court County of 5an Francisco- View File &
— Civil — Serve
Depuy Pinnacle Hip System Cases 04667 Q.Superlur Court County of 5an Francisco- View File &
Civil e Serve
1.5 of 5 itemi(s)
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Tracked Items Tips:

To set your case to track, scroll down to the second area of the Tracked Cases & Groups v To choose which columns you want

Setup Page. The Find Items tab is displayed by default. displayed for the cases you are

1. To retrieve a list of cases in which you are directly involved, select a jurisdiction and tracking. Select the columns by clicking
Court from the drop-down menu, click the My Cases radio button, and then click Find. the check box for the available column.
All cases in which you are involved in that court will appear. Click the Save button.

2. Select the case(s) or group(s) you would like to show up on Tracked ltems:

Iim Filing &
Iﬂ”ﬂ Selected Items

Home > Tracked Cases & Groups > Tracking Setup
& i . I i o
Jurisdiction: |'u"‘.ash|ngt:|r| | 1. Select which data items you would Iike to display for your tracked items:
Court: | _ Select — W | Case Mame or Case Group Name
- (zse number
I:I Al Cases M courtname
'-:?:-' Wy Cases M cse Histary Link
L Firm Cases M noox
(O Case Groups in Court [ sent tems
Case number | | i Rejected Documents
M Alers
Case name: | | I File & ServeXpress Link

2. To select the cases you want to track, click the check box by the case name, then click

the Ul lllON b tton. If you wish to choose all of the cases, place a

checkmark in the checkbox on the gray header bar (screenshot on next page). The case
will be added to the list of cases on your Tracked Items screen.
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Add Tracked ltemi(s)

Tracked Items Tips:

Mock Court-Filing & Sending

Case name

CLOSED Smith, Jane vs Rawl 5ales Corp

1-11 of 11 caze(s)
Case number

i!

05-C-997 MNG

Mock Court-Filing & Senving

Doe, James et al vs Johm Smith et al

2012 MNA 00001-8888

Mock Court-Filing & Senving

Doe, Janews G H I Corp

201 TNADD00T-335

Mock Court-Filing & Senving

Doe, johnws A B C Corp

201 2CV999591-538

Mock Court-Filing & Senving|Doe, John vs Rawl Sales Carp 05-C-959 MNG
Mock Court-Filing & Senving|lohn, Smith vs Acme Corp et al 20131 999951

Mock Court-Filing & Senving|lohnson, Janet vs Rawl Sales Corp 06-C-998 MNG
Mock Court-Filing & Senving|CQ'Brian, Brian vs Acme Asbestos Inc et al 12-999952-NP

Mock Court-Filing & Sending

Robertson, Robert vs Acme Asbestos Inc et al

12-9955950-NP

Mock Court-Filing & Senving

Smith, James vs A B C Auto Inc

150012345

ANE W& & EEREE]E

Mock Court-Filing & Senving

Stevenson, Steven vs Acme Asbestos Inc et al

12-9959951-NF

1-11 of 11 case(s)

Add Tracked ltemi(s)

3. Users may also search for a case by entering a Case Name or Case Number then clicking

Last

Find.

Once the list of cases appears, to select the cases you want to track, click the check box
by the case name, then click the Add Tracked Items button. If you wish to choose all of
the cases, place a checkmark in the checkbox on the gray header bar. The case will be

added to the list of cases on your Tracked Items screen.

Once you have created a list of cases to track on your home page, they will remain there

until you remove them.
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v' Toretrieve a list of cases in which all

attorneys at your firm are involved,
select a court from the drop-down

box and click the  Firm Cases radio
button and click Find. All cases in
which attorneys at your firm are
involved will appear.

You may choose to select cases to
track individually or track cases in
which your firm is not directly
participating by selecting the Court
Name from the drop down menu,

selecting the © All Cases radio button.



Tracked Items Tips:

Managing Tracked Items

From the Selected Items tab of the Tracking Setup page, you can remove Tracked Items you

are no longer interested in Tracking ¥v" Tracking Cases A Firm is Not Involved In:
' If you are tracking a case that you or an

affofniey at your firm is not involved in,
Items Currently Tracked (10) you will still be able to view the list of all
transactions in a case. However, you will
Cases Currently Tracked {10) be charged research fees to view the
docket and documents.

1-10 of 10 case(s)

[] |cA superior Court County of San Francheg-Civil|Allen vs Asbestos Defendants (Brayton) 275802

[ ]|cA Superior Court County of San Francisco-Civil[Allen, Vikki vs Raybestos Manhattan Inc et al (Wartnick)| 274798

[] |ca superior Court County of San Francisco-Civil|Cal Murphy LLC vs Hines et al 473750

Mock Court-Filing & Serving CLOSED 5mith, Jane vs Rawl 5ales Corp 05-C-997 MNG
mu perior Court County of 5an Francisco-Civil|Depuy ASR Hip Systermn Cases 004649

[] |ca subdgrior Court County of San Francisco-Civil|Depuy Pinnacle Hip Systern Cases 004662

[]{Meack CD!}I’I—Fiﬁﬂg & 5ending O'Brian, Brian vs Acme Asbestos Inc et al 12-999552-MNP

[] |Meck Court-Filing & Serving Robertson, Robert vs Acrne Asbestos Inc et al 12-955550-NF

[] |Meck Court-Filing & Serving Smith, James vs A B C Auto Inc 15012345

[][Mock Court-Filing & Serving Stevenson, Steven vs Acme Asbestos Inc et al 12-999551-MP

1-10 of 10 case(s)

Case Groups Currently Tracked (0)

M Court Group Name

You have O tracked itermns.|

Remowve Tracked ltemi(s)

1. From the Tracking Setup link on the Tracked Items page, scroll down to option # 2.

2. Click on the tab for Selected Items.

3. Alist of all Tracked Items will appear. Place a checkmark next to the case/case group
you wish to remove from your Tracked Items and click the Remove Tracked Items
button. This will remove the case/case group from your Tracked Items list.
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