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S
FILE & SERVE INDIANA RESOURCES

File & Serve Indiana has many resources available to you in order to address your questions and
concerns:

" File & Serve Indiana Client Support is available to assist you with technical, ID, functionality
and any other questions you may have. You can contact Client Support at 888.529.7587.

" File & Serve Indiana Microsite contains helpful information for using the File & Serve Indiana
system. The File & Serve Indiana Microsite houses our training registration information, user
guides, pricing, and more. Click here to access the microsite.

" File & Serve Indiana Login Page is where you can find password help, a link to the registration
page, and links for help and contact information. Click here to access the login page.
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SU BSEQU ENT Fl LlNG OVERV' EW Logging in to File & Serve Indiana

This File & Serve Indiana User = ‘_'}, Deermame
Guide provides a convenient Filing = User profile =

source ‘of mformat‘lon to help Submit 2 New iy

you efficiently navigate your Filing Information Password
user dashboard. The dashboard Completed

contains the following e Change

. Password
dropdown lists:

Incomplete
Filings

Service
Contacts

Before You Begin . Before using File & Serve
Indiana, you must have an ID
and Password. If you do not
have these, click the Register
with Email link on the Login

1. Refer to the appropriate court rules on electronic
filing prior to using File & Serve Indiana to ensure that you

are in compliance with local requirements. page.
2. Check our minimum system requirements to be . Open your internet browser
sure your computer is correctly configured for using File & and click here to access the

login page.

Serve Indiana.

] ) . Enter your ID and password
3. If you need assistance, call our Client and click Login.

Support line at 1-888-529-7587.
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S
SUBMIT A NEW FILING TAB

This Tab is used to submit a new case filing or file a subsequent transaction into an existing case. For more
information on filing and serving documents, see our File & Serve Indiana user guides titled, “New Case Filing” and
“Subsequent filing”.

Case Details

STEP 1 - Case Type STEP 2 - Parties

STEP 3 - Documents STEP 4 - Service Contact STEP 5 - Review & Submit

Is this filing for an existing case? Case Type

Mo o Select L
Jurisdictian Payment Account

Select bl Select bl
Case Category Aftormey

Select L Select ot

Client Matter 1D

Mext
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COMPLETED FILINGS TAB

This Tab is used to search for and view any filings that you have successfully submitted to the court. Users may also
begin a new filing from this tab by clicking on “+New Filing”.

Completed Filings + Mew Filing

Search Jurisdiction

Select R Select ~
From Date (mmn/dd/yyyy) To Date (mmvddiyyyy)
Filing Of Filing Type

My File & Serve Indiana Filings ~ Select £
Case Category Filing Code

Select ~ Select ~
Transaction Id Envelope ID
Case Mumber Filing Status.

Select

Search Result

fransaction 18 Enveiope 10 mm

100843 6358 Floyd County 08/23/2018 Lol

100830 6276 Floyd County 02372018 Lo

Showing Page: 1of 1
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COMPLETED FILINGS TAB (continued)

There are 4 searches that can be performed on the Completed Filings Tab:

Select
Case History

Transaction Status

Note: For all searches, Firm Users can choose to access their own filings, or to access all firm filings. To select t

see

use

t he

“Fi

ng

filings you wish to
Filing Of
My Firm Filing

My File & Serve Indiana Filings
My Firm Filing
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S
COMPLETED FILINGS TAB (continued)

Case History Search

The Case History Search allows users to search for filings that they submitted in a specific case. Use the dropdowns
and type fields to enter your search criteria and click “Go” to run the search. “Clear All” will clear the search fields.

Search *Jurisdiction
Case History e Select o
* From Date (mmiddiyyyy) *To Date (mmdddiyyyy)
272G Q2720186
Filing OF “Filing Type
My File & Serve Indiana Filings b Select o
Case Category Filing Code
Select w Select W
Transaction Id Envelope ID
Case Mumber Filing Status
Select W
? =]
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S
COMPLETED FILINGS TAB (continued)

Transaction Status Search

The Transaction Status Search allows users to search for filings and view what Clerk Review status they are in. Use
the dropdowns and type fields to enter your search criteria and click “Go” to run the search. “Clear All” will clear
the search fields.

Search *Jurisdiction

Transaction Status W Selact L
* From Date (mmiddiyyyy) *To Date (mmfdd'yyyy)

9202016 272016
Filing OF Filing Type

My File & Serve Indiana Filings e Select e
“Zase Category “Filing Code

Select “ Select e
Transaction Id Envelope ID
Caze Mumber Filing Status

Select e

File & Serve Indiana
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COMPLETED FILINGS TAB (continued)

Return for Correction

The Court has the ability to return a filing to you for correction. If the Court rejects a document and returns it for
correction, follow these steps:

1. Click on the “Eyeball” icon to view the transaction details.

Transaction ID Case Number Jurisdiction

100525 5841 Madison County 08152018 o
100525 5840 CFI5821 Cass Circuit Court OB15:2018 @ <+
100520 5837 Cass County 08152018 %1’:
100520 5825 CFIGE21 Cass Circuit Court OBMa2018 = 4
100578 BEM CFI5821 Cass Circuit Court 0152018 o +

2. Find the rejected document.

Cocuments

Skt T Filing Origimal Converted Stamped Oyptional Document Document iy e (e =
. s Description Document Document Document  Services Category Description e es
Rejected .
Petition {Lead Document) SAMPLE Public
( DEM152016 . . Petifi WEHANM@MOZATCO.COM 50.00
veom Note to Clerk: =2 = PETITION. paf document @

File & Serve Indiana
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COMPLETED FILINGS TAB (continued)

Return for Correction

3. Hover over the document icon for the “Reject Reason”.

T - Filling Original Converted Stamped Optional Document Document e —— =
= 1ing L-oce Description Document Document  Document  Services Category Description ourtesy Lopies e

Filing Review Comments - Please bty bosis SAMPLE Public AN ATE GO -

resubmit with correct filing code. =] sHen FETITION.pdf document @ L :

Thanks Reject Reason -Rejected i I

. “ » a . . .
3. Click on the “Curve Arrow” icon to re-submit with corrections.

Transaction 1D Envelope ID Case Number Jurisdiction Created on Action
100555 BE41 Madison County oeMs2018 &
100525 BE40 CFI5&21 Cass Circuit Court 0852018 Lo
100530 5837 Cass County Return For Cormection %
100820 BE2E CFIS&21 Cass Circuit Court oeMe2018 (O]
100676 5821 CFI5&21 Cass Cincuit Court 0er52018 o +
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INCOMPLETE FILINGS TAB

This Tab is used to search for and view any filings that you or your firm has not completed and that have been saved
in the system. To search for a specific incomplete filing, enter your search criteria and click “Go”. Click “Complete
Filing” to resume and complete it. Users may also begin a new filing from this tab by clicking on “+New Filing”.

Incomplete Filings + New Filing

From Date (mm/dd/yyyy) To Date (mm/dd/yyyy)
Jurisdiction Transaction ID

Select v
Filing Of

My File & Serve Indiana Filings v

My File & Serve Indiana Filings
My Firm Filing

Search Result

fransaction (B _

103706 Floyd Superior Court 2 01/06/2017 Complete Filing | Delete Filing

102328 Marion County 10/27/2016 Complete Filing | Delete Filing

102320 Marion Superior Court, Civil Division 2 10/27/2016 Complete Filing | Delete Filing

101863 Floyd County 10/14/2016 Complete Filing | Delete Filing

101862 Floyd County 10/14/2016 Complete Filing | Delete Filing
Showing Page: 1 of 12 Next
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SERVICE CONTACTS TAB

This Tab is used to search for and view service contacts that have been saved by your firm or to add new service
contacts. To search for a specific service contact, enter your search criteria and click “Search”. This will populate the

screen with only the contact(s) that match your search criteria. Use the “Paper and Pencil” icon to edit the contact
and use the “Trashcan Icon” to delete the contact.

First Mame Last Mame

FZI Training

Email Id

FZI Training Attorney faked@fake.com

File & Serve Indiana
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R
SERVICE CONTACTS TAB (continued)

To add a service contact, follow these steps:

1. Click on the “Add New Service Contact” button:

2. This will open a new screen:

Create New Contact

First Name Middle Name Last Name
FSI1 Training Attorney
Email
fake@fake.com

Administrative Copy

] Make this contact public

BT ST

Enter the service contact’s information.

4. If anyone in your firm needs to be copied on the service contact’s service, enter one or more email
addresses separated by commas in the “Administrative Copy” field.

5. To add the contact to the public list, click the box for “Make this contact public”.

6. Click “Save” to add the contact to your list.

=

Email Id

FSI Training Attorney fake@fake.com i}

File & Serve Indiana
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MY INFORMATION TAB

This Tab is used to update your user information in the system. To update your information, make the changes in the
type fields and click “Submit” to save your changes.

My Information

First Mame

FSI Training

Email

fileandzerve_indiana2@outlook.com

Middle Mame

Last Mame

Paralegal

'y
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CHANGE PASSWORD TAB

This Tab is used to change your password and/or security question in the system. To change your password and/or
security question, enter the requested information in the type fields and click “Submit” to save your changes.

Change Password

Old Password Mew Password Re-anter Mew Password

Security Question

‘What is your favorite color?

Enter Security Answer
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