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Notice of New Process for Documents
Requiring Judicial Review

E-filing procedures for documents requiring judicial review and signature will change starting 4/23/2019.
CaseFileXpress has created a dashboard to allow judges to review and edit motions, oppositions, proposed
orders and other documents requiring judicial review and signature. Filers will no longer be required to
separately email non-write protected motions and proposed orders to a judge’'s chambers.

These new procedures apply only to documents that are single filed, and not to batch filing.

These procedures also do not apply to motions, or other filed documents in matters scheduled for
hearing in the Landlord & Tenant or Small Claims courtrooms. However, these procedures do apply
to Landlord & Tenant and Small Claims motions or other filed documents in matters to be decided
by or certified to a specific judge (in other words, not scheduled for hearing in the Landlord &
Tenant or Small Claims courtrooms).

The changes in the filing process are described below:

» After logging into CaseFileXpress, click on “Submit New Filing” button to initiate a Single Filing
which will open the filing workflow as you currently do.
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1. Tab 1 remains the same.
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1.Enter Filing Information

Please select the Filing Type and enter the required Filing Details. Create your service list, if needed. You may also modify the service list for existing cases. Click Next to continue.

Filing Type & Create Service List
® gFile and eServe Discovery Service Add Attorneys & Judges
Filing Details ()
Filing Attorney: [wkhani v] Last Name First Name Organization Bar Number Email Role Service
Jurisaiction: [ ] Khan Warda DavidGrammier 9999999 wikhan@fileandserve.com Nze il
Court Assignment: [ ] Khan Warda WK Firm 999999 wkhan@fileandserve.com \j
) Chen Lucy Xiaolei Law Firm 401375 mpanochkin@fileandserve.com |
New ComprinyPelition’, | @ Yes: @ o Panochkin  Max Max's Law Office 401375 mpanochkin@fileandserve.com B
Case Number Kravitz Judge Washington DC Superior Court 384747 mpanochkin@fileandserve.com AT
Smaltwood ve Jameson Judge Isabella Isabella Law Firm 1234567 mpanochkin@fileandserve.com vl ®
Case Titie/Style: Max Judge Max Court 999999 mpanochkin@fileandserve.com A

Client Matter [

e

Use Promocode: Yes ® NO [ Enter Promo Code -
- T

© 2018 File & ServeXpress. All rights reserved.




CaseFﬂeXpress

www.CaseFileXpress.com

2. Partof Tab 2 will remain the same, where you select the type of Motion you are filing from the

Document Type drop down menu. Then click “Choose File” button to locate the document from
your computer and click “Upload.”
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a. Akey change in the new process is that now you must upload the original documents
in Microsoft Word in an editable format instead of the PDF file. The CFX system will
automatically convert the filings to PDF as part of the upload process as it does currently, and
it will also retain the original editable format of the documents that requires Judge Review.

Note: The Court requires editable documents to be in Microsoft Office Word (.doc or .docx)
only.

b. As seen below, a sample Motion to Continue document and a sample Proposed Order
document are in the original Microsoft Word format instead of the PDF files. Please be sure
when you are uploading the documents, that they are in the Microsoft Word format or Pages
documents saved as Microsoft Word documents (Pages for Mac users only).
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c. After you upload the Proposed Order as a supporting document in a Microsoft Word format, you
must then click “Merge All Documents” as you routinely do today.
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d. Another key change in the new Proposed Order process for a single filing is that now you must
indicate if a filing contains a Proposed Order so that it can be routed to the Judge's Dashboard. If

you click No and the filing does have a proposed order, the Judge will not receive the proposed
order on the Judge’s Dashboard.

@ This filing contains a proposed order: Yes ' No

e. Asusual, check the box to verify that the filing has been converted correctly and continue the
filing process as you do now.
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2. Upload Documents

Please select your document type from the drop-down list. This will determine your court fee. Click the browse button to select your lead document, then click upload. Follow the same process to upload supporting

documents. Before submitting your filing. you must merge all of your documents into one lead document. Filenames are limited to 33 characters, not including the exiension, e.g. '_pdf'. CFX will convert most native formats
to PDF. The maximum size per filing is 30 megabytes.

Click Next to continue.
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3. Tab 3 the Services and Fees and the final Tab, Confirm and Submit remain the same.

*Note: All your notifications remain the same in the new Proposed Order process.
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