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eFiler Responsibility

This document is designed to assist Wyoming District and County Attorneys in initiating
electronic filings (eFilings) using File & ServeXpress (FSX). 'This guide supplements the
FSX training provided for Wyoming attorneys with information specific to eFiling in
Wyoming courts. In addition to reviewing this guide, all eFilers should attend the FSX
training and become familiar with the information found at the following links:

Links

e https://www.courts.state.wy.us/efiling/
e https://www.courts.state.wy.us/supreme-court/court-rules/
e https//www.fileandservexpress.com/wyoming/

eFiling into Circuit Court and District Court

When eFiling a new case, select the correct court and jurisdiction. New criminal cases are
eFiled in circuit court and new juvenile cases are eFiled in district court.

Case Class Abbreviation | Circuit District | Chancery
Court Court Court
Citation CcT v N/A N/A
Criminal CR v N/A N/A
Juvenile v N/A v N/A
Juvenile Delinquency v N/A v N/A

1 This guide is offered as a courtesy for attorneys who eFile in Wyoming courts and is not intended as legal advice. It
serves as a supplementary resource and should not be considered a replacement for adhering to court rules and relevant
statutes. It is imperative for filers to thoroughly review and adhere to all court rules and statutes pertaining to eFiling, as
well as the Wyoming Rules Governing Redactions from Court Records.
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Juvenile Case Information
There are three main Juvenile case types in Wyoming:

e Abuse & Neglect
e Child in Need of Supervision (CHINS)
e Delinquency

The court’s Case Management System (CMS) handles cases with distinct workflows.
Consequently, there are two separate methods for initiating juvenile cases in FSX: one for
Abuse & Neglect and CHINS cases, and another for Delinquency cases.

Both methods are outlined below. It's important to note that Juvenile cases require “State
of Wyoming” to be entered as the Initiating Party (IP) with a party type of “Petitioner”.

Abuse & Neglect and CHINS Case Initiation

The process for eFiling Abuse & Neglect and CHINS cases is similar, except when adding

Additional Parties (AP). In CHINS cases, the minor is the only AP listed. However, Abuse &
Neglect cases can have multiple APs, including the minor and the party with allegations
(usually a parent or guardian), who is listed as a “Respondent.” Other parties, such as DFS
and CASA can also be added to Abuse & Neglect cases.

1. From the FSX Home Page, hover over the Filing & Service tab and select Start a
Transaction from the drop-down.

HOME FILING & SERVICE ALERTS SEARCH

o Start A Transaction

Saved Transactions

» Quick Start

Wyoming Scheduled Transactions -

WY i 1 Court Sandbox v

[ caseNumber OR caseName |

File/Serve Set Track Case
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2. Complete the following fields:

a. Cl

ick the File a New Case radio button.

b. Select the correct District Court.

c. Cl

ick Find.

File & Serve X press

FILING & SERVICE

Start A Transaction Saved Transactions Scheduled Transactions

3/3/24 7:24 PM MST

Select Court and/or Case for Filing

OFile andror Serve in an Existing Case o @File 2 New Case

To narrow the list below, select a court and/or enter the county and click Find.

o Court: | WY District Court Sandbox ~ |

© e

3. Click the arrow for Case Class type Juvenile.

Click [(§ beside a court to select the court for your case.

o

ourt List 1 through 7 of 7 Show results per page

« Court Name Case Class

WY District Court Sandbox Civil

WY District Court Sandbox Domestic Relations

WY District Court Sandbox Adoption

WY District Court Sandbox Criminal

IWY District Court Sandbox Juvenile |

WY District Court Sandbox Civil - Restricted

FIEEFEH=ENE

WY District Court Sandbox Juvenile Delinquency

1 through 7 of 7
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4.0n the Case tab:

a. Ensure the Case Class is Juvenile.

b. Select New Case Filings from the Case Type drop-down.
c. Enter a Case Name.

d. Click Submit.

File&Servexpress

FILING & SERVICE ALERTS SEARCH

Start A Transaction Saved Transactions Scheduled Transactions

2/5/25 419 PM MST

Add New Case Transaction ID:

Enter a case name and select a case type. Then click Submit.
Court WY District Court Sandbox

Case Class

o Juvenile

Case Type

Mew Case Filings o

Case Name *

o In the interest of Abigail jones

Maximurm length of text is 200 characters

o Emn
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5. Upload and attach documents on the Documents takb:

a. Select Petition of Initial Filing * in the Type field.

NOTE: The asterisk [*] indicates an initiating document. Do not enter more than one

initiating document.
b. Enter the document title in the Title field.
NOTE: Leave the Access level to the default of Secure Public.

c. Inthe File box, either drag and drop a document, or click the box to open a File

Explorer window to browse and select a document to be uploaded.
d. Click Attach Document.

NOTE: To add additional documents, repeat the steps a. - d. and ensure the correct
document type is selected. Initiating documents should only be selected one time.

e. Click Continue once all documents have been attached.

HOME FILING & SERVICE ALERTS SEARCH

Start A Transaction Saved Transactions  Scheduled Transactions

215025 4:25 PM MST case QORETLMLINW Caso Parties  Review & Submit

Attach Documents Transaction ID: 296595 Cancel Save & Close
In the interest of Abigail Jones WY District Court Sandbox

with no asterisk are valid subsequent document types for this court.

Type* File* (Statutory Transaction Fee: $0.00]
Petition of Initial Filing * 9 ©°
Title * o Drop Document Here
Petitian or Browse a document
4 DOC, DOCX, TXT, RTF, PDF, GIF, TIF, TIFF, BMP, PG, JPEG
mum length of text i 510 characters

"
Max file size 143.05 MB
Access
{required)
secure Public L]

The File field is reqi

ired.
o o

Attached Documents List

Initiatin,
D Document Type Access Conversion Status Main / Supporting Linked To: Actions
None >
® 24919829 Petition of Initial Filing * Secure Public ® Converted Main ° &
PDF File Size: 696661 bytes Edit Link

Document Title: Petition of Initial Filing

oz

File&serve)xpress Pay My Invoice | Preferences | Sign Out

Prosecutor, Fremont | Fremont County Attorneys Office

For each document, complete each field and click Attach Documen t. A (%) indicates a document type that may be an originating document; a (**) indicates a document type that may be an originating or subsequent document; dacument types

T Refresh © 1Total Documents - 0.66 / 143.05 MB Used
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6. Add the petitioner on the Case Parties tab:

@ "0 Q0T

Select the Initiating Party radio button.

Select Petitioner from the Party drop-down.

Select Organization in the Entity box.

Type State of Wyoming in the Organization Name field.

Select the authorizing attorney from the Attorney drop-down.
Select Attorney in Charge in the Attorney Type box.

Click Save Party.

File&Servexpress

FILING & SERVICE ALERTS SEARCH

Start A Transaction Saved Transactions Scheduled Transactions

2/5/25 4:39 PM MST Case | Documents QRETEYLETIEIE Review & Submit

Add Case Parties Transaction |D: 296595

In the interest of Abigail Jones WY District Court Sandbox

Enter or select information for each party you want to add to this case. Then click Save Party.
To edit a party, select the party from the Party List.

o @Initiating Party (e.g. plaintiff, petitioner)

(OAdditional Party (e.g. defendant, respondent)

Party * Entity *
o Petitioner o Organization (4]
Party Name *

Organization Name

o State of Wyoming

Phone Ext.
Phone Ext
Address

Address line 1

Address line 2

City State Zip
City Select a State L] Zip
Email
Email
Attorney * Attorney Type *

° Prosecutor, Fremont o Attorney in Charge o
o
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7. Add the minor on the Case Parties tab:

Select the Additional Party radio button.

Select Minor from the Party drop-down.

Enter demographic information in the remaining fields.

Click Save Party.

NOTE: For Abuse & Neglect cases, add the minor then add the party with
allegations, usually a parent or guardian, with a party type of Respondent.
Other parties, such as DFS and CASA, can be added if known. Do not add a
GAL as an additional party to either case type.

oo0oTo

8. After adding all parties, click Continue.

File &Serve»(p ress Pay My Invoice | Preferences | Sign Out

Prosecutor, Fremont | Fremont County Attorneys Office

HOME FILING & SERVICE ALERTS SEARCH

Start A Transaction Saved Transactions Scheduled Transactions

2/5/25 5205 PM MST Case | Documents EEENENESE Review & Submit

Add Case Parties Transaction ID: 296595 Cancal Save & Close =

In the interest of Abigail Jones WY District Court Sandbox
Enter ar select information for each party you want to add to this cace. Then dlick Save Party.
Ta edit a party, select the party from the Party List.

Added Case Parties:

(Initiating Party (e.g. plaintiff, petitioner) IERRS =tsl{hnmne

o @additional Party (e.g. defendant, respondent)
Party * Entity *
Miner @ ©  Individual o

Party Name *

First Name Middle Name Last Name Suffix

o Abigail Middle Name Janes Suffix
Phone Ext.
(307) 771-5236 Ext.
Address

1845 Sandbox Lane

Address lina 2
City State Zip
sandbox Wyoming @ 12345
Emall
Emai
Date of Birth social Security #

MM/DDAYYY

© = Oozm
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9. On the Review & Submit tab:

a. Select the authorizing attorney from the Authorizing Attorney drop-down.
b. Enter the billing reference.
NOTE: Refer to FSX for guidance.

c. Inthe Note to Clerk box, enter essential information regarding the filing that needs
to be communicated to the clerk. For example, the name of a Guardian Ad Litem, if
known.

d. Select whether to submit the filing immediately or schedule the transaction for
release at a later date.

e. Click Next.

File & Serve X press

FILING & SERVICE

Start A Tranaaction Saved Tranuscticna Scheduled Tramiactiona

126724 156 PM MET Case Decuments Caie Parties Rarview & Submig

Authorize Transaction

In the Interest of Abigail jones WY Court Sandbax

Salect an attorney to autherize this transaction.
o sk srsing Attaeney | Kereethy, Ateerey W

Delivery Options:

Cham sending these dagumerss as "Coum-Appointed CourselADR

Add billing reference. This reference will appear on your invoice. (required)

Foeve [V Case

Note to Clerk (optional):

f oy wigh 1o sand & Aote 1 the Court lomg with your TTRREECTon, pleale Erer it in the 1080 provided

d 83 B official mathod of communization wish the court

o Choose te submit transaction now, or schedule the transaction for later release,
(.-'=.-'.'."IEE¢":|' £ Moy
":=.-'.':"'!t3":|' & On

] ! at . | [memediyey] ot (Rbemen) MT

IMPORTANT Your crangsstion has not yot Been submitzed. You will ngas Be ssked 12 rrview and gubmit your transaction

O m
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10. After reviewing the transaction, proceed by clicking Submit Transaction.

NOTE: An alert message will appear to confirm the successful submission of the

transaction.

File &Servexpress

Start A Transaction Saved Transactions Scheduled Transactions

HOME FILING & SERVICE ALERTS SEARCH

2/5/255:13 PM MST

File & ServeXpress Transaction ID:
Submitted by:

Authorized by:

Authorize and file on:

© You have successfully submitted your transaction!

Begin a New Transaction

Return to My File & ServeXpress Transaction Report

296595
Fremont Prosecutor, Fremont County Attorneys Office
Fremont Prosecutor, Fremont County Atterneys Office
Feb 52025 514PM MST 1]

Pay My Invoice | Preferences | Sign Out

Prosecutor, Fremont | Fremont County Attorneys Office

& Print

Court:

Case Class:
Case Type:
Case Name:

WY District Court Sandbox
Juvenile

New Case Filings

In the interest of Abigail Jones.
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Juvenile Delinquency Case Initiation

Only the petitioner and defendant are added on Juvenile Delinquency cases. Enter
additional parties, such as parents, agencies, or interested parties in the Note to Clerk
comment field.

1. From the FSX Home Page, hover over the Filing & Service tab and select Start a
Transaction from the drop-down.

HOME FILING & SERVICE ALERTS SEARCH
o Start A Transaction

Saved Transactions

» Quick Start

Wyoming Scheduled Transactions -
wy i 1 Court Sandbox v
[Casel\!umber OR CaseName ]

File/Serve Set Track Case

2. Complete the following fields:

a. Click the File a New Case radio button.
b. Select the correct District Court.
c. Click Find.

File&Servexpress

FILING & SERVICE ALERTS SEARCH

Start A Transaction Saved Transactions Scheduled Transactions

2/5/2511:11 AM MST

Select Court and/or Case for Filing

Ofkile andror Serve in an Existing Case o ®File a New Case O
To narrow the list below, select a court and/or enter the county and click Find.
Court: IWV District Court Sandbox v ] 0
o m
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3. Click the arrow for Case Class type Juvenile Delinquency.

Click [£] beside a court to select the court for your case.

Court List 1 through 70of 7 Show results per page

4 Court Name Case Class

WY District Court Sandbox Civil

WY District Court Sandbox Domestic Relations

WY District Court Sandbox Adoption

WY District Court Sandbox Criminal

WY District Court Sandbox Juvenile

WY District Court Sandbox Civil - Restricted

SRS R+

WY District Court Sandbox Juvenile Delinquency

©

4. Select a case type and enter a case name:

Ensure Case Class is Juvenile Delinquency.

Select New Case Filings from the Case Type drop-down.
Enter a Case Name.

Click Submit.

oo0oo

FILING & SERVICE ALERTS

Saved Transactions Scheduled Transactions

Start A Transaction

2/5/25 11:15 AM MST

Add New Case Transaction ID:

Enter a case name and select a case type. Then click Submit.

Court WY District Court Sandbox

Case Class

o Juvenile Delinquency

Case Type

o New Case Filings (4]

Case Name *

o In the interest of Connor McHenry

Maximum length of text is 200 characters

© Eno

SEARCH
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5. Upload and attach documents on the Documents takb:

a. Select Petition Alleging Delinquency * in the Type box.
NOTE: The asterisk [*] indicates an initiating document which will create a new
case. Do not enter more than one initiating document.

b. Type the document title in the Title box.
NOTE: Leave the Access level to the default of Secure Public.

c. Inthe File box, either drag and drop a document, or click the box to open a File
Explorer window to browse and select a document to be uploaded.

d. Click Attach Document.

NOTE: Add additional documents if needed, ensuring the correct document type is

selected.

e. Click Continue when all documents have been attached and are displayed in the

Attached Document List.

File & Serve Xpress

\AJ

1Ly el Do vt Ll

Hoa L LIy Tl H

e e, o

L 1 e’ D 080 | R PO WA Wl
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6. Add the petitioner on the Case Parties tab:

Select the Initiating Party radio button.

Select Petitioner from the Party drop-down.

Select Organization in the Entity box.

Enter State of Wyoming in the Organization Name field.

Select the authorizing attorney’s name from the Attorney drop-down.
Select Prosecutor in Charge in the Attorney Type box.

Click Save Party.

@ ™0 Q0T

File&Servexpress

Pr

FILING & SERVICE ALERTS SEARCH

Start A Transaction Saved Transactions Scheduled Transactions

2/5/25 1:29 PM MST Case Documents EWEEEET IS Review & Submit

Add Case Parties Transaction ID: 296593
In the interest of Connor McHenry WY District Court Sandbox

Enter or select information for each party you want to add to this case. Then click Save Party.

To edit a party, select the party from the Party List. Added Case Pa

@)Initiating Party (e.g. plaintiff, petitioner)
(OAdditional Party (e.g. defendant, respondent)

Party * Entity *

Petitioner 0o © Organization (V] o

Party Name *

Organization Name

State of Wyoming o

Phone Ext.
(307) 771-5236 Ext
Address

450 N 2nd Street

Address line 2
City State Zip
Sandbox Wyoming v 12345
Email

co.attorney@email.com

Attorney * Attorney Type *

o Prosecutor, Fremont ] Prosecutor In Charge (V] o
(2
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7. Add the defendant on the Case Parties tab:

oo oo

Click Save Party.

Select the Additional Party radio button.
Select the Defendant from the Party drop-down.
Enter demographic information in the open fields.

NOTE: Do not add any other parties. Enter parents, agencies, interested parties or
other participants of the case in the ‘Note to Clerk’ comment box.

8. Click Continue.

File&Servexpress

In the interest of Connor McHenry WY District Court Sandbox

To edit a party, select the party from the Party List.

Onitiating Party (e.g. plaintiff, petitioner)
o @Additional Party (e.g. defendant, respondent)

Party *
o Defendant
Party Name *
First Name Middle Name
o Connor Middle Name
Phone Ext.
(307) 771-5236 EXT
Address

15245 Sandbox Lane

Address line 2

City State
sandbox Wyoming
Email
Email
Date of Birth Social Security #

MM/DD/YYYY

HOME FILING & SERVICE ALERTS SEARCH

Start A Transaction Saved Transactions Scheduled Transactions

2/5/25 1:56 PM MST Case | Documents QEREELEEE Review & Submit
Add Case Parties

Transaction 1D: 296593

Enter or select information for each party you want to add to this case. Then click Save Party.

Entity *
o o Individual [

Last Name Suffix

McHenry Suffix

zZip
/] 12344

© X

Pay My Invoice | Preferences | Sign Out
Prosecutor, Fremont | Fremont County Attorneys Office

Cancel Save & Close -

Added Case Parties:

IP  State of Wyoming

o |
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9. On the Review & Submit tab:

a. Select the authorizing attorney’'s name from the Authorizing Attorney drop-down.

b. Enter the billing reference.
NOTE: Refer to FSX for guidance.

c. In the Note to Clerk box, enter essential information, including additional parties,

that needs to be communicated to the clerk.

d. Select whether to submit the filing immediately or schedule the transaction for

release at a later date.
e. Click Next.

File & Serve Xpress

Schrduled Transctions

Start A Trarmaction Sarved Tranuncicms

12614 T50 PO AT i Docamentd Caie Parties Braire & Submet

Authorize Transaction
Irs Ehe Ieterest of Conner Mckerary W Court Sandton

Saluct an attorney 1o authorize this transaction,
o Augnorizing Aoty | Kemeonmny, Amerngy e

Delivery Opticns:

A am sending these Jo0sments as "CouT-Appoirred CourselADR

add billing referancs. This reforence will appear an your invelce. [regulred)

kg [ Cagas

Mote Lo Clerk (opticnal):

FILING & SERVICE

F s SR D5 S8R B RO 15 TR 0T ARG WA e EATTION, [IERTE enter I in Ihe Spade rovised
e i [§ sk 56 e S et B Sheri et S witS 1R £yt

s BB BETT

Thee Mingr's P e & e

Chaase to submit transaction new, or schedule the transactien for later release,

o

| f 9
I, r & 3 W [T B2 FRECITS

IMPORTAMNT Your DFSFEaCTION MBS NOT PET Deen Submitned. You will et De a5ioed 1D PEVEEW BNd SUDMIL YOUr [ansamon

O
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10. After reviewing the transaction, proceed by clicking Submit Transaction.

NOTE: An alert message will appear to confirm the successful submission of the
transaction.

File&Servexpress

HOME FILING & SERVICE ALERTS SEARCH

Start A Transaction Saved Transactions Scheduled Transactions

2/5/25 5:21 PM MST

@ You have successfully submitted your transaction!

Transaction Report

Begin a New Transaction Return to My File & ServeXpress

Pay My Invoice | Preferences | Sign Out
Prosecutor, Fremont | Fremont County Attorneys Office

I & Print

File & ServeXpress Transaction ID: 296596

Submitted by: Fremont Prosecutor, Fremont County Attorneys Office
Authorized by: Fremont Prosecutor, Fremont County Attorneys Office
Authorize and file on: Feb 52025 521PMMsT (i)

Court: WY District Court Sandbox

Case Class: Juvenile Delinquency

Case Type: New Case Filings

Case Name: In the Interest of Connor McHenry
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Criminal Case Initiation
Submit an eFiling for a new criminal case in circuit court.

1. From the FSX Home Page, hover over the Filing & Service tab and select Start a

Transaction from the drop-down.

HOME FILING & SERVICE ALERTS
o Start A Transaction

> Quick Start Saved Transactions

Wyoming Scheduled Transactions

WY Circuit Court Sandbox

SEARCH

CaseNumber OR CaseName

File/Serve Set Track Case

2. Complete the following fields:

a. Click the File a New Case radio button.
b. Select the correct Circuit Court.
c. Click Find.

File&Servexpress

Saved Transactions Scheduled Transactions

Start A Transaction

2/5/25 3:06 PM MST

Select Court and/or Case for Filing

OFile andfor Serve in an Existing Case

To narrow the list below, select a court and/or enter the county and click Find.

FILING & SERVICE

a ®File a New Case

o Court: | wy Circuit Court Sandbox

ALERTS
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3. Click the arrow for Case Class type Criminal.

Click [(J beside a court to select the court for your case.

Court List 1 through 5of 5 Show results per page

o WY Circuit Court Sandbox Criminal
WY Circuit Court Sandbox Administrative
WY Circuit Court Sandbox Civil
WY Circuit Court Sandbox Citation
WY Circuit Court Sandbox Domestic Relations

1 through 5 of 5

4. Select a case type and enter a case name:

oo oo

Ensure the Case Class is Criminal.

Select New Case Filings from the Case Type drop-down.
Enter a Case Name.

Click Submit.

File &Servexpress

FILING & SERVICE ALERTS SEARCH

Start A Transaction Saved Transactions Scheduled Transactions

2/5/25 3:17 PM MST

Add New Case Transaction ID:

Enter a case name and select a case type. Then click Submit.

Court WY Circuit Court Sandbox

Case Class

Criminal
Case Type

New Case Filings (4]
Case Name *

State of Wyoming vs. Steven Johnson

Maximum length of text is 200 characters

© ena
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5. Upload and attach documents on the Documents tab:

a. Select Information * in the Type field.
NOTE: The asterisk [*] indicates an initiating document. Do not enter more than one

initiating document.

b. Enter the document title in the Title field.
NOTE: Change the Access to Sealed, electronic for unredacted documents or sealed

criminal cases.

c. Inthe File box, either drag and drop a document, or click the box to open a File
Explorer window to browse and select a document to be uploaded.

d. Click Attach Document.

NOTE: To add additional documents, repeat the steps a. - d. and ensure the correct
document type is selected. Initiating documents should only be selected one time.
e. Click Continue once all documents have been attached.

File&Servexpress

Start A Transaction Saved Transactions

2/5/25 323 PM MST

Attach Documents
State of Wyoming vs. Steven Johnson WY Circuit Court Sandbox

with no asterisk are valid subsequent document types for this court.

Type *
Information *
Title *

Felony Information

Maximum length of text |5 510 characters
Access

Public

Public - These documents are electronically submitted and available fo
ServeXpress customers

Attached Documents List

Initiating

Document D Document Type

[O] 34919828 Information *

Document Title: Felony Information

Scheduled Transactions

Case QUCLUTLICE Case Parties | Review & Submit

Public

Access Conversion Status

HOME FILING & SERVICE ALERTS SEARCH

Transaction ID: 296594

For each document, complete each field and click Attach Document. A (*) indicates a document type that may be an originating dacument; a (**) indicates a document type that may be an originating or subsequent document; document types

File*

Drop Document Here
or Browse a document
DOC, DOCX, TXT, RTF, PDF, GIF, TIF, TIFF, BMP, JPG, JPEG
Max file size 14305 MB

(required)

The File field is required.

© ===20

@ Converted Main
PDF File Size: 656661 bytes

Z Refresh @

Main / Supporting Linked To: “

Pay My Invoice | Preferences | Sign Out
Prosecutor, Fremont | Fremant County Attorneys Office

Cancel Save & Close =

[Statutory Transaction Fee: $ 0.00)

1 Total Documents - 0.66 / 500.00 MB Used

None @ @[

Edit Link

Ip
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6. Add the petitioner on the Case Parties tab:

Select the Initiating Party radio button.

Select Petitioner from the Party drop-down.

Select Organization in the Entity box.

Type State of Wyoming in the Organization Name field.

Select the authorizing attorney’s name from the Attorney drop-down.
Select Prosecutor in Charge in the Attorney Type box.

Click Save Party.

@ ™0 0000

File&Servexpress

FILING & SERVICE ALERTS SEARCH

Start A Transaction Saved Transactions Scheduled Transactions

2/5/25 3:27 PM MST (LY ET Pl Review & Submit

Add Case Parties
State of Wyoming vs. Steven Johnson WY Circuit Court Sandbox

Enter or select information for each party you want to add to this case. Then click Save Party.

To edit a party, select the party from the Party List.

Case Documents

Transaction ID: 296594

@Initiating Party (e.g. plaintiff, petitioner)
(OAdditional Party (e.g. defendant, respondent)

Party * Entity *

Petitioner Organization

Party Name *

Organization Name

o

State of Wyoming

Phone Ext.
Phone Ext
Address

Address line 1

Address line 2

City State Zip
City Select a State (V] Zip
Email
Email
Attorney * Attorney Type *

Prosecutor, Fremont Prosecutor In Charge [+

© =
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oo0oTo

Click Save Party.

7. Add the defendant on the Case Parties tab:

Select the Additional Party radio button.
Select the Defendant from the Party drop-down.
Enter the demographic information in the remaining fields.

8. After adding all parties, click Continue.

File&Serveypress

Start A Tran

saction Saved Transactions Scheduled Transactions

215025 334 PM MST Case | Documents QNEUNFHEEN Review & Submit

Add Case Parties
State of Wyeming vs. Steven Johnson WY Circuit Court Sandbox

FILING & SERVICE

Transaction ID: 296554

Enter or select infarmation for each party you want to add to this case. Then click Save Party.

To edit a party, select the party from the Party List.
(Cinitiating Party (e.g. plaintiff, petitioner)

Party (e.g. . resp )

Party *

Defendant

Party Name *

First Name Middle Name

o Steven

Phone Ext.

Middle Name

(307) 771-5236 Ext
Address

250 Sandbox Lane

F
City State
Sandbox
Email
Email
Date of Birth Social Security #

MM/DDAYYY

Entity *
® ©  individual
Last Name Suffix

Johnson Suffix

Zip

wyoming @ | 12345

ALERTS

SEARCH

o Save Party

Added Case Parties:

1P State of Wysming

Prosecutor, Fremont | Fremont County Attorneys Of]

Pay My Invoice | Preferences | Signd

Cancel Save & Close
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9. On the Review & Submit tab:

o

Select the authorizing attorney from the Authorizing Attorney drop-down.

Enter the billing reference.

NOTE: Refer to FSX for guidance.

c. Inthe Note to Clerk box, enter essential information regarding the filing that needs
to be communicated to the clerk. For example, the name of a Guardian Ad Litem, if
known.

d. Select whether to submit the filing immediately or schedule the transaction for
release at a later date.

e. Click Next.

o

File &serve)xpl’ess Pay My Invoice | Preferences | SignOut

Prosecutor, Fremont | Fremont County Attorneys Office

HOME FILING & SERVICE ALERTS SEARCH

Start A Transaction Saved Transactions Scheduled Transactions

205425 3:39 PM MST Case | Document ts  Case Parties [CEMEMPATT

Authorize Transaction Transaction ID: 296594 Cancel Save & Close =

State of Wyoming vs. Steven Johnson WY Circuit Court Sandbox

Select an attorney to authorize this transaction.

o Autharizing Attorney: | Prosecutor, Fremont -

Add billing reference. This reference will appear on your invoice. (required)
o NiA |

Note to Clerk (optional):
U wish to send & note to the court along with your transaction, plesse enter it in the space provided. I
i

= that this field is not to be used as an official method of communication with the court.
This field will nly be viewable by you and the court users.

Maximum length of text is 500 characters

Choose to submit transaction now, or schedule the transaction for later release.

o ® authorize and file now

O authorize and file on

/ / at - AN~  {mmiddlyyyy) at thhemm) MT

IMPORTANT:Your transaction has not yet been submitted. You will next be asked 1o review and submit your transaction.

o m

Back
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10. After reviewing the transaction details, proceed by clicking Submit Transaction.

NOTE: An alert message will appear to confirm the successful submission of the
transaction.

File&serve)xp ress Pay My Invoice | Preferences | Sign Out

Prosecutor, Fremont | Fremont County Attorneys Office

HOME FILING & SERVICE ALERTS SEARCH

Start A Transaction Saved Transactions Scheduled Transactions

2/5/25 3:44 PM MST

@ You have successfully submitted your transaction!

Begin a New Transaction Return to My File & ServeXpress Transaction Report

& Print

File & ServeXpress Transaction ID: 296594

Submitted by: Fremont Prosecutor, Fremont County Attorneys Office
Authorized by: Fremont Prosecutor, Fremont County Attorneys Office
Autherize and file on: Feb 52025 344PM MST [T

Court: WY Circuit Court Sandbox

Case Class: Criminal

Casa Type: New Case Filings

Case Name: State of Wyoming vs. Steven johnson
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