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' Prepare court documents to be e-filed

To e-file your court documents, they must be saved as a text-searchable PDF file, whether you start from a
fillable PDF, handwritten form, or Word document.

e Fillable PDF forms

1. A Fillable PDF form is an electronic document that allows you to type in your information in the shaded
hoxes. To e-file this document, you want to make sure the document is no longer fillable (so no one
can type anything else).

2. You can save your document while you are working on it
by clicking File then Save As. This keeps the fields fillable
meaning you can keep typing in the document.

3. Once you have finished working on your document, click
File then Print. This does not mean you are going to print
the document. This is just the way to save the document in
the right format and so that no one can type anything else
in the document. :

“. incls Supreme Court and Is reguir

APPEARANCE
Pro Se

loner (Farsd, muddie, lasename or Cor

If your form is a Court Form found at http://www.illinoiscourts.gov/Forms/approved/default.asp
the fillable PDF form has the "Print Form" and "Save Form" boxes at the bottom of your document
and you can click Save Form to save your work while you are finishing your document or Print
Form when you are ready to save it to file it.

Y

—

H f e
| PRINTFORM {§ §| SAVE FORM | | RESET FORM |

4. When the "Print" box pops up click on the printer/destination labeled Adobe PDF or Save as PDF.
Click on Print or Save or OK. '

Rk

5. A "Save As" box will pop up. When it does, name your file. You
can choose to name it anything, but it should be something that
helps you and the court identify the document.

6. Make sure the "Save as type" box {under your file name) says | E .
PDF or Adobe PDF. Click Save. P =

7. Your document is now saved as a PDF on your computer.

@ You may now e-file your court documents.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-D 3705.2 Page 2 of 4 R (07/18)
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If you filled in your forms by hand, you will need to scan and save them as a PDF
to a computer.

1. Take your handwritten document to a scanner. Click Scan.

If you do not have a scanner at home, you may be able to scan your documents at the court,
vour public library, or other office supply store.

2. When it is scanned, the document will either:
a. Appear on the computer screen and you have to save it, or
b. It will be sent to a folder on the computer and you will want to open it and save it with a file
name that you choaose.

TSl o N 2

3. With the document up on the computer, click File and Save As. A
"Save As" box will pop up. When it does, name your file. You can || = 5 3z ools .
choose to name it anything, but it should be something that helps
you and the court identify the document. Make sure the "Save as
type" box (under your file name) says PDF. Click Save.

wig
EX 4

4. If your document scans in a different format like JPG or PNG, you
will need to save it as a PDF.

5. To do that, select Print. This does not mean you are going to
print the document. This is just the way that you can save the
document in the right format.

6. When the "Print" box pops up click on the printer/destination
labeled Adobe PDF or Save as PDF. Click on Print or Save or
OK.

7. A '"Save As" box will pop up. When it does, name your file. You
can choose to name it anything, but it should be something
that helps you and the court identify the document. Make sure
the "Save as type" box (under your file name) says PDF. Click
Save.

@ You may now e-file your court documents.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-D 3705.2 Page 3 of 4 {07/18)
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if you created your own document in Word, you will need to save it asa

PDF document. There are two ways to do this.

N

Option 1

1. Click File then Save As. ol L

2. A "Save As" box will pop up. When it does,
name your file. You can choose to name it
anything, but it should be something that
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helps you and the court identify the
document.

3. Select the dropdown arrow for Save as type. Xl

B Pl { wevia 65+ 00 4w}
Click on PDF or Adobe PDF. Click Save.

b

Option 2

1. Click File then Print. This does not mean you are going to print the

document. This is just the way that you can save the document
in the right format.

2. When the "Print" box pops up click on the printer/destination
labheled Adobe PDF or Save as PDF. Click on Print or Save or OK.

3. A"Save As" box will pop up. When it does, enter your file
name. You can choose to name it anything, but it shouid be
something that helps you and the court identify the document,

4. Make sure the "Save as type" box (under your file name) says PDF.

£33 You may now e-file your court documents.
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Click Save.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
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Register to e-file

Before you can electronically file (e-file) your court documents, you need to create an account.

NOTE: if you have created an account in any lilinois Electronic Filing Service Provider (EFSP) you do NOT need to
create another new account, but you can go directly to sign in. This instruction guide only contains information
far efiling in the Odyssey EFSP.

.

Go 1o the Odyssey website

Go to efile.illinoiscourts.gov.

‘ ODYSSEY X
74~ eFilell  E-filing for Minois Gourts
Filers: Reviewers ™ ! Prauiders § Courts FAQs re:Searchils

Click on Providers or EFSPs. |

‘ QDYSSEY i o

& a eFilell’  E-Filing for lllinois Courts
This page will show you all of the currently
approved EFSPs. P I——]

Service Providers
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EFSPs with Free E-filing Optocex
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Sy Chooss o register 3 new account
B sk

Court Information

Are you a Pro Se or Sell-Represented filer and need help?

1. The Actions pane[ is Where you Sign into I you are an independent or pro se Sler and need hslp lacating ¢ourt documents please visit
. waw ilinsislegalaid org. Hera you will find suppert, documents and legal informatien ratated lo your
Odyssey or register as a user. a0 type. g
eFielL Informational Website: bitptielés.dne govi T-E

Active Cotrts: hitoiefils Binerstoyria.coviacive-couts.fitm

Naed Help?

SRR

FAQs

Web Training Sesslons

2. Click Register.

The Register button takes you to the page where you can register in the system by using your name and
contact information. If you have already registered as a user for any lllinois EFSP, click Sign In. For detailed
instructions on how to Sign In to your account see How to E-File in Odyssey Step 3: Sign In.

You will need:

v Email address. If you do not have an email address, you will need to create one. Commonly
used email accounts include: Gmail www.google.com/gmail, Yahoo https://mail.yahoo.com,
and Mail.com www.mail.com (Note: Mail.com does not require cell phone verification).

¥’ Mailing address that is not a P.O. Box.

v" Telephone number

EF-R 3701.3 Page 3 of 6 (07/18)
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1. Enter your name, an existing email address {that you can check regularly), and create a password.

s The password can be new or a one you have used for other purposes. This password is what
you will use to sign into Odyssey.

2. Make up a security question and answer that you can easily remember. For example:
e Security Question: Whatis my dog's name? or Whatis my wedding anniversary?
e Answer: Fido 1/1/2011

If you forget your password, you may have to correctly answer your security question to be able

k) to access your account again. It is a good idea to write down and save your password as well as
your security question and answer.

Ragistar »

3. Then click Next Uagt pbdroative  Fam inematon  Termiaed Conatons  CoTgiets
Fleat Hame Riide Last Nama
Emod Addraas Pasnward
Secwriry Question
ré.: e 0 penp paeatan hat S 210 L wmarnd be yah Bxaipie PR At e I
Sequity Anvwer

] 2 2 L HN .
sty Register a5 2 self-represented litigant

1. If you do not have an attorney, you need to register for a self-represented litigant account and not a

firm account,

2. C“ck on the Circle to register User infsrmaticn + Flimataemation  Terms and Conditizns - Complele
as a self-represented litigant.

Ragistration Oplions

s Register lor a Fims Account

Register for a Sell-Represented Account

Perfaclfor; Pesfact for:
- Attormaya - Fra Se Fiary
« Firms with multple fers - Pracess Servecs
- Solo Altemey Practiohers G - Landiords f Tenants {_‘\3

Previous

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
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When you click on the button above, this alert will pop up.

3. Click on Cantinue as Pro Se.

& gefore you register for
a Self-Represented
Account...

i 4 st AL i N e T MR b
o M AT e & e ey

Enter yvour contact information

1. Select the country where you live, The United States e S b,
of America is the default country. e a—— :
R P o
2. Enter your address and telephone number. crsatamraton :
] !
[ orms vt ot e |ﬁ -;
3. Click Next. ' | = ]
1 ] [ |

S e e R ]
= Read the Terms and Conaitions et St et e z

Odyrsey File B Secvn Usage Apreermen) A
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1. Read the Terms and Conditions. .

2. Ifyou agree, click | Agree — Create My Account tecton L es

et
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After you agree to the Terms and
Conditions, you will see this screen:

dserinlormakon  Fom iaformaten  Terms and Conditions  Cornpletr

COnAURLONS. you NEvg Surcessioil repisiersal
Emais Address:

A vertfcaten eira? has b2en senl 1o you, CHEX 6n e Ik itsde yowr emait la compiele e venSzain process

@ You must verify your email address to complete the registration process.
1. Login to the email account you listed during registration to see the verification email.

2. Open the email and click the link to confirm your email address. The email will look like this:

/"—’f,‘_ ;DF\;i;iii_ New User Activation

You have been registered with the E-Filing System. Please, click an the link below to activate your account.

{IClick |2 Activate Account

[ the link above is not accessible, copy this URL into your browser's eddress bar lo view the document
s Mlinois tlerhast net'ActivateActount aspxd=e6b4ihde.23¢8-4b%e-a043-
316/5bcab083&0id=0FSIPRODAcd=ILPROD

Plpase updale your passwoid after you log inlo your account
Fortechnica) assistance, contac! your sefvice provider

Odyssey File & Serve
(B00) 2975377

Please do not reply to his ematl. k was sutomatically generated.

@ The email wilt be from no-reply@tylerhost.net. If you do not see the email in your inbox, check
your junk mail or spam folder in your email account.

3. Click on Click to Activate Account.

A page will open with confirmation that your ..

account has been created. It wiil look like this:
Your Odyssay Fla & Serve account hae besn achavared.

You have successfully registered with Odyssey.

Need Help? Call Odyssey's Filer Support Number: 1-800-257-5377
EF-R 3701.3 Page 6 of 6 ' {07/18)
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=" Signin to e-file

After you have created an account with Odyssey, you need to sign in ta e-file your documents. If you have not
registered as a user, click Register. For detailed instructions on how to register for an account see How to E-
File in Odyssey Step 2: Register to E-File.

(,:1';:- Click S!gﬁ in

1. To sign in to your account visit: https://iflinois.tylerhost.net/ofsweb

2. The Actions panel is where you sign into Odyssey or register as a user.

3. Click Sign In.

Actiori's

Register

%

§ @ Please sign in to confinue

ki
I

& Enter your email and password

Email
1. Enter the email address and password you used when
vou registered for your e-filing account. _
Password
2. Click Sign In. ———

Odyssey Step 4: Create a New Password for
instructions on creating a new password. Forgot Password?

@ If you forgot your password, see How to E-file in

@ You have successfully signed in to your Odyssey account.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-S 3702.3 Page 2 of 2 (07/18)
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How to E-File in Odyssey
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Step 4: Create a New Password if You Forgot It

E-filing Steps

Y | ¢ Prepare Documents

30 Register

3| ° Sign In

o Create New Password

g

pes
e
D,

| Add Payment Account

R
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)
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10! Review Summary / Submit

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
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Create a new password

If you forget your passw
system, your account will

1. At the login screen, click Forgot Password?

Click Next.

EF-P 3703.3

Enter the email address you used when you
registered for your Odyssey account.

Check the box next to I'm not a robaot.

Click Reset Password.

ord, you need to create a new one. After several failed attempts to sign in to the
be locked. You will need to create a new password.

forgot you passworn

¥
4

}

0 Please signin to continue

Emall
Password

Pagswere

Forgot Pagswerd?

Please enler the emall acdress asscciated vath your account.

Email Address

Email Address

I'm not a robot

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377

Page 2 of 3 (07/18)
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6. The following message will pop up. Check your email to find the link to reset your password.

A password resel iak has been sent 1o he emal! address assoclated with yous astount. If you do not see the password reset email in your inbox, please check 10 seg if it was Selivered to

your spam folcer.

7. This is what the email will look like.
Click click here.

The email will be from
no-reply@tylerhost.net. Check your
junk or spam folders if you don't see
the email in your inbox.

&

8. Enter your new password in the first box

then enter the same new password again,

9. Click Change Password.

10. This message will pop up and confirm you

successfully changed your password.

Odyssey account.

A oFiell

A request la reset your passwond has been processed Hyoul did not request a password reset, taka rio action. Your
account will be [eft unaltered,

Password Reset Request

0 complele your password reset, eliek hers

ff the llnk above {s nol accessibie, copy and paste e URL befow inte your web browser,
https-illingis blerhost netReselPassyord ason?iid=1haSaiod 85204 17.90c0-12574 26258458 skey=79F E4AEBATDS.
457F-0631.3ECH0T4E5505
Fortechnical assistance, eantact your service provider
Odyssey File & Seve
(800) 2975377

Please do notreply (o this emall, R was aulomatically generaled

and

To tomplete Me process of tasefing your password fof youT aceounl, vou wil need 10 selecl a new password
Ematt Address

MNew Password

Repeat New Password

Your password has been changed soccessiully.
I Ratum to Oovesey File & .5;&4'

You have successfully created a new password. You can now login to your

Need Help? Call Odyssey's Filer Support Numbet: 1-800-257-5377

EF-P 3703.3

Page 30f 3
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E-filing Steps
 1° Prepare Documents J
3| Register J
| Sign In ]
i1° Create New Password 1

| *Add Payment Account

e Case Information

| Party Information

g Upload Filings

g | ° Pay Fees )

.
10! Review Summary / Submit

Need Help? Call Odyssey's Filer Support Number: 1-800-257-5377
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Add a payment account

Before you can e-file your court documents, you must add a payment account. If there is a filing fee due, it
must be paid at the time of e-filing. If you cannot afford the filing fee, you still have to follow the steps to
create a payment account, but can select "Waiver." This does not mean your waiver will be approved, and you
may have to create another payment account and pay filing fees if the waiver is denied.

If you can afford to pay your filing fee, you must have a credit card or a checking account to pay online.
If you do not have a credit card or checking account, one option is to buy a pre-paid debit card from

@ most major stores such as Walgreens, Walmart, or Target. If you want to pay in cash, you need to ask
your focal court to find out if they accept cash payments and what their process is for paying the filing
fee in person.

1. From the Home Page above Filer Dashboard, _
click the orange button for Actions. “Filor Dashbodrd

Wind aet e b T 51T Sar i verk Lo e ML e ML ‘.
) - Aoy pagrest At} -
Ched o T ATTEas Linen Aot To 23 3 Pl ran Ard o ol

L)

kiy Filing Activity © Neny Fiing

e BEES:  ocuis=e
Accrpird q
oo coma o B

A Pl WA et T

ok As

=y &
LI RES
e Trenen!
Fller Dashboard SeohaKied Cone
—roe ECCT— T ——— e Féeim Ermep ot
| wowwa ke azr ty e Sigs 3ne §CU Lo Pre KRG g ::;:‘:q
2. Under Actions click Payment Account. | enrewmen D SevenCeris
S Jn Bim ££500G LT Al V3 231 B Py erd Ao " Doamss
Rvats
T E " Cariiactintomaton:
My Fillag Activily & New Fiing Proataen ]
oo e womees ™
Rechpind
==
Rrtwrard
Trerrg oy slaied?
« Db
St
Wy A%

Need Help? Call Odyssey's Filer Support Number: 1-800-287-5377
EF-PA 3704.3 Page 2 of 7 {07/18)



3. Click Add Paymenf Account.

,‘ ODYSSEY
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4, This pop up box will appear. Read the information and click
| Understand and Agree.

.5. Enter a name for the account payment. You may name it
anything. This name is just so you can identify the payment
account. This name will appear in Step 9: Pay Fees.

6. Select how you want to pay. The options are: Credit Card,
eCheck, Gov. Agency Filing, Pay at Counter, or Waiver.
a. Credit Card also includes prepay debit cards.
b. eCheck means direct payment from a checking or
savings bank account.

c. Gov. Agency Filing option will not apply to a self-
represented litigant.
Pay at Counter means that you want to pay in cash.
Waiver means that you are requesting the court to
waive your filing fees because you cannot afford
the fees.

See the following pages for detailed information about each
payment account type.

Pracessing of Credit Cards
Your actount is never charged untll your filing is
accepted, If you see any pending charges on
your account prior 1o acceptance, the pending
charges are an aushorization hold to ensuze
thas the funds are available so your Biing can be
accepied without delay.

**|f ehe fillng is canceled or rejected,

the funds will ke released and will return to
yoRIr acCount according 1o your financial
institution's policies (rypically three (3} o ten
(10) business oays).

;M("\,.qm ro e W g er
¥
‘l_lenaergtgnd_dugma

Paymaet Accounts
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Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
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¥ Credit card or prepay debit card

@ There is a convenience fee for paying by credit card. You will pay an extra 2.89% of the total filing fee.
If using a prepaid card, make sure to purchase it for the total filing fee plus 2.89%.
7 s

Paymant Accounts *

Fou % Bk 2 AT A 3 L ATON T 1T o -
© s Fauat e LE

1. To use a credit card or prepay debit card, choose TR ST et &
Credit Card in the drop down menu and create a I
Payment Account Name. This name is just for you  fuemmamns  mecsmier om
to know which card you entered.

2. Click Enter Account Information.

Iethod of Pasment

¥ fmgtfaq
FReteyy

Cardhoidar laformatinn

3. Click the Credit Card bubble at the top. Enter your credit

card or prepay debit card information and click Continue. , - !
Ap b E frup. .
- [ cem
»»»»» — J
The card must be Discover, Master Card, or Visa. If you . R
want to use American Express, please check ot e —
@ http://efile.illinoiscourts.gov/active-courts.htmitlegend it e eninn i
to see if your Location acceptsiit. - :I_—_El : '
ven 7
i ]
Terms and Condifons
4. Review your card information, read the Terms and o
Conditions, and click Save Information.
5. If approved, the payment account will be listed inthe -, - ="~
box and the word "Yes" will be listed under active. Pomehicomtese Pereiicnilpe i

[erstcae CrezaCrd Tl ) [ T——

You may now e-file your court documents and pay with a credit card.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-PA 3704.3 Page 4 of 7 (07/18)



¥ ocheck (bank account)

@ There is a convenience fee for paying by eCheck. You will
pay an extra flat fee of 25 cents.

1. To pay using your bank routing and account number, choose
eCheck in the drop down menu and create a Payment
Account Name. This name is just for you to know which

account you entered.

2. Click Enter Account Information.

3. Click the eCheck bubble at the top. Under Account Type,
select whether you want to pay from your checking or

savings account.

4, Enter that account information including account number
and routing number. Click Continue. :

5. Review your checking or savings information, read the

e

If you need help finding your account or routing
numbers on your check, click Routing Number
Help under the Routing Number box.

Terms and Conditions, and click Save Information.

6. If approved, the type of payment will be listed in the

box and the word "Yes" will be listed under active.

@ MaPameaAcsoce -
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@ You may now e-file your court documents and pay with an eCheck.

Need Help? Call Odyssey's Filer Support Number: 1-800-257-5377

EF-PA 3704.3

Page 5 of 7
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o Pay at Counter (cash)

o
Payment Accountx
F VW T T I T T L T~ HATLT, -
1. If you want to pay in cash (and you've confirmed your local | mmms T
court accepts cash payments) choose Pay at Counter in the ! - — — o
drop down menu and create a Payment Account Name, This NN
name is just so you can identify the payment account. :
2. Click Save Changes. e
)
e m“ -

PaymentAccounts

3. If you successfully chose Pay at Counter, "Pay at % seitormasenas 22 1
Counter" will be listed in the box and the word Semenrcomiom o
"Yes" will be listed under active. [

Cretq Carg CrvieCed o Actions -+
wchzck 1est alnock. Hs Actions =
Wanat Waow Ya Autions =

Important note about the Pay at Counter payment account

> Selecting the Pay at Counter Payment Account does NOT mean you are allowed to pay in cash. You
must contact your local court BEFORE e-filing to find out if they accept cash payments. If they do not,
you CANNOT use the Pay at Counter Payment Account for the purpose of cash payments and your
filing may be rejected. Some courts may also require that you e-file in person at the courthouse to be
able to use the Pay at Counter payment account.

@ You may now e-file your court documents and Pay at Counter in cash.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-PA 3704.3 Page Gof 7 (07118)



.| Fee waiver

A i

-

S5EY

B
1. If you are going to file a fee waiver choose Waiver in the drop |} =& TR
down menu and create a Payment Account Name. This name |~ —
is just so you can identify the payment account. ;:.::::‘ s e
.“,.;_-*,a_. - o
2. Click Save Changes. Pt Y
k o |
3. If you successfully chose Waiver, "Waiver" e - !
will be listed in the box and the word "Yes" Pomenidecomim  PeynedArtoatTyee i
will be listed under active. — — e
X I
Important note about the Waiver payment account
% Selecting the Waiver Payment Account does NOT mean you will get your fees waived.
» |If you are asking the court to waive your fees for the first time in this
case, you must upload an Application for Wuaiver of Court Fees as a T |
Lead Document. A judge will review your application and may il I
require you to appear in court. You will receive an order either N
granting or denying your application. If your application is denied,
you will need to create another payment account and pay your filing I .

fees. If you do not upload the Application, your filing may be
rejected.

v

An Application for Waiver of Court Fees can be found under Fee Waiver for trial/circuit courts or under

Appellate for appellate courts: http://illinoiscourts.gov/Forms/approved/default.asp. For more

information about how to upload the Application as a Lead Document, see How ta E-File in Odyssey

Step 8: Upload Your Documents in the Filings Section.

# If the court already approved your Application in this case, you do NOT need to submit another
application, but you MUST upload a copy of the signed Fee Waiver Order when you submit your court

filing. You still select "Waiver" as your payment account.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377

EF-PA 3704.3 Page 7 of 7

You may now e-file your court documents with an application for fee waiver.
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E-Filing Guide for
Self-Represented Litigants

How to E-File in Odyssey A e
1
Step 6: Enter your Case Information v

E-filing Steps

y1° Prepare Documents

¥l Register

3 * Sign In

J\.,__JL—JL—/

il Create New Password

X Add Payment Account

| o Case Information

Y| e Party Information

5" Upload Filings J

» Pay Fees

5 J
\10/ * Review Summary / Submit]

Need Help? Call Odyssey's Filer Suppert Number: 1-800-297-5377
EF-C 3706.2 Page 10f 7 {07/18)
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—— Enter Your Case Information

This manual will go over starting a new case and filing into an existing case.

% To start a new case, you will need to know three pieces of information: (1) Location; (2) Category;
and (3) Case Type.

> To file into an existing case, you will need to know two pieces of information: (1) Location; and
(2) Case Number OR Party Name. (NOTE: Party Name is not searchable in same counties)

- New Case — Click Start a New Case

Filer Dashboard

My Filing Activity & New Filing

[ - . : E : - - .
E Accepted “_ i —_— eemm e e
; i - Fite fito Existing Case: 2]

| Returned :

i : Need help getting started? :
¢ Drafts - J— -
i Seryed

! View Al

o Choose the Locetion
'3_’1;;1

1. The Location means the where the case will be heard.
a. New cases will be filed in the trial court in the County
where your case will be heard.

Case Information

i. Family law cases can be filed in the county that ] e
you or your spouse/the other parent live in. b __ 3 ow
ii. Cases for maney or property can be filed where  “stossesmsseceit =7 787 [«

the defendant lives or where the events
happened that you believe give you the right to
sue. For example, where the accident occurred,
contract was signed, or leased premises is
located.

iii. Name change cases can be filed in the county where you live.

. Need Help? Call Odyssey's Filer Suppart Number: 1-800-297-5377
EF-C 3706.2 Page 2 of 7 : (0718)
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iv. If the County you are looking for does not show up, it means that County isn't using
Odyssey yet. Contact your local court to find out how you should be e-filing your
documents.

0 FOR COOK COUNTY: in the Location box you will need to know three pieces of information to make
your selection

¥l ciick to sefect Location
¢

1. County (Cook)

2. Division (in Cook County the Division is what is described below as Category).

The options are Chancery, Civil, County, Criminal, Domestic Relations, Domestic
Violence, Juvenile, Law, Probate)

District (in Cook County there are 6 different districts, divided up by location.
Chicago is District 1). To figure out what District your city is in, go to:

http://www.cookcountyclerkofcourt.org/NewWebsite/Departments.aspx?deptT.
ype=Districts ‘

If you are filing to appeal a trial court's decision, select the
Appellate District that your County is in.

If you are filing to appeal an appellate court's decision, select
Supreme Court of l{linois.

for more information abaout how to e-file in those courts.

@ If you are filing in an Appellate or Supreme Court, please see the E-filing Guides specific to Civil Appeals

2. Click in the Location box and a drop down menu will appear. Scroll down through the list until you find
the correct location and click on it.

B, Ly - -
@y Choose the Category and Case Type

Case Information

Need Help?

it Bureau County

| Click 1o setect Category

=
y

Save Cnasges -

C

1. The Category for e-filing is the way the court has divided up and labeled groups of Case Types.

a.

Categories are official legal terms used by the court and may not be easy to understand or
guess which types of cases would be in which Category.

b. The Case Type is the topic you want to address with the court.

EF-C 3706.2

Need Help? Call Odyssey's Filer Support Number: 1-800-257-5377 i
Page 3 of 7 (07/18)



Dissalution
means
Divorce

%

The common Categories (called Divisions in Cook County) are:

Adoption

Arbitration

Chancery Civil

Dissolution (Divorce)

Eminent Domain

Family Law

Law Magistrate

Miscellaneous Remedy

Mental Health | Municipal Corporation

Order of Protection

Probate

Small Claims Tax

To figure out what Category to select, you need to know what kind of Case Type you have. Here are

commonly used Case Types and which Category they are in:

Category (called Division in
Cook County)

Common Case Types

Chancery

Foreclosure

Law Magistrate
(Civil in Cook)

Eviction (rent under $50,000} NOTE: Forcible Entry and Detainer
means Eviction

Order of Protection
{Domestic Violence in Cook)

Order of Protection; Stalking No Contact Order; Civil No Contact
Order

Small Claims
(Civil in Cook}

Contract; Tort; Small Claims $10,000 or less

Dissolution (Domestic
Relations in Cook)

Dissolution of Marriage/Civil Union or Legal Separation

Family (Domestic Relations
in Cook)

Parentage/Paternity; Custody/Visitation/Child Support

Probate

Guardianship of a Minor

Miscellaneous Remedy
(Chancery in Cook)

Certiorari {to review administrative decisions), Administrative
Review

Miscellaneous Remedy
(County in Chicago, Civil in
suburban Cook)

Change of Name

Law

Contract or Tort-Money Damages

Criminal

Expungement

Once you have figured out your Case Type and Category, you must first click the Category. Then the

Case Types will show up, click on your Case Type.

All Categories and Case Types can be found in the appellate or trial court Configuration Standards
on www efile.illinoiscourts.gov. Note, these standards do not apply to Cook County. Ask court staff

if you need help with Location, Category, or Case Type.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377

EF-C 3706.2

Page 4 of 7
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5. Click Save Changes.
Case Information Need Help? I g—

Dissplutlon of Marriage or Legal Separaticn - $207.00

e ez e R A e

@ You have successfully entered the Case Information for a Mew Case.

@ Important note for Cook County ONLY - Case Cross Reference Number

Antention Cook County Filers!

» There is one additional part of case information If you are an attorney, Insert Cook County Attorney Code
that app"es 0n|y in Cook County. Once you hit Number In the case cross reference number field and Click
. ‘Add’; if you are filing & motion, use the £ase cross reference
Save Changt_as, apopup box will apPear' Bead the field to add the word ‘motion’ and choose the motlon type from
message. Click Done and the new field will the drop down and click ‘Add".
appear.

Case Cross Reference Number

eS|
e

_¢ Click to select Case Cross Referenc

x5 Cook Colinty Atorey: Cote

» Even though you are representing yourself, you MUST fill out this section.
Type in 99500 in the Case Cross Reference Number box.
b. Click on Case Cross Reference Type drop down menu and select Cook County Attorney Code.
c. Click Add Case Cross Reference Number.
d. Click Save Changes. -
»> If you are trying to file a motion, type the word Motion in the Case Cross Reference Number box and
select Motion in the drop down menu.
a, Click Add Case Cross Reference Number, then click Save Changes.

[+H]

Need Help? Call Odyssey's Fiter Support Numbher: 1-800-297-5377
EF-C 3706.2 Page 50f 7 07118)
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b Existing Case — Click File Into Existing Case

Filer Dashboard

My Filing Activity 4

| Pending Wl starta New case [ Use a Template 5%

New Filing

i Accepted ‘
: *Foie into Existing Case. !@

! Returned | L :

P T : Need Relp getiing staried?
| Drafts : A

Served

M Adl

Choose the Location

1. The Location means where the case was filed.
a. Ifyou are filing as part of a case at the trial court, select the County where the case was filed.
i. For Cook County, the Location will contain the County, Division, and District. More
information can be found above.
b. If you are filing as part of a case on appeal, select the Appellate District or Supreme Court
where the case was filed. Please see the E-filing Guides specific to Civil Appeals for more
information about how to e-file in those courts.

2. Click in the Location box and a drop down menu will appear. Scrall through until you find the correct
location and click on it.

y Choose to search by Case Number or Party Mame

E .
¢_ o 1?"5"’-"""’7"1‘ File Into Exfsting Casa
:
H
q - LI . Y
File Into Existing Case
T
Exlznre Lasgtin
Lotaton
l Cir rsesingen }‘;f—'}
:
i it S by - .
Caza Numbar Farty W =
o ‘ -
us il Caw WP [TV
: w3 emwee BR
l‘q‘—.‘ O emrh
i Cear Seemt

Decide if you want to search by Case Number or by Party Name and click that button. NOTE: Party Name
searches are not available in Coak County.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-C 3706.2 Page 6 of 7 (07/18)
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1. Case Number
a. The Case Number can be found on the upper right corner of any court documents you've
received ahout the case.
b. The Case Number should be entered in a specific format, with no extra spaces or dashes.
i. .Use the full 4 digits of the year, capital letters, remaining numbers
1. For example: document says 15-d-1234, you would search 2015D1234
2. If the case does not appear, ask court staff about specific format for your court
ii. Exception: Cook County cases in Civil Division that have the letter "M" in the case
number, do NOT use the letter M when searching.
1. For example: document says 18-M4-123456, you should search 20184123456
¢. Type in the number and click Search.

2. Party Name
a. If you cannot find the Case Number, you can search by Party Name instead.
b. You must enter a first and last name and then click Search.
c. You can search by your name if you are a party in the case:

3. After you select Search, a list of cases will appear.
a. If nocases appear,

07-5C-GING Peoria County QSF HEALTHCARE SY...  Confession 8 Judgment Actions ~
double check the case , .
07-80-01917 Pearia County THPROFESSIONALA...  Confession & Judgmen!
number and contact ' T
b wed ¥ e
your local court to 12-5C-50070 Pearia Courty FULLER, CHESTER Gv...  Confessran 8 Judgment
confirm the case 71005293 Peona County SMITHCARCLE 73 §H_  Custody Hearing et v Temptte
number format 4-LrA-GETES Peoria Counly JOHN SKTH vs DEREK... Amitration & ward " igw Semce Contscly ’
BT.LMS0075 Peona County CECUvs SMITHICH _  Arbstusticn & Sward Brolma Tha

4. Click on the Actions arrow to the right of the case information.
a., Click on File Intc Case.

%f% Important Note

3 Not all existing cases have been put into the efiling system yet. If your existing case does not show up
after both a Case Number and Party Name search, you can still file into the case if you get the message
below. Click on File into an existing case, then you will need to enter the information manually as if it
were a new case, See the instructions above.

If your case is not listed above, you are attempting to efile into a case that has yet to recaive an electronic submission
and the case is not searchabie from the court's case management system.

You are stilt able to file into this case, but you will first be required to manuatly input the case information.
Any additional fllings on this case will not require the manual data entry.

I
into an existing case’,
. o]

)
Bwr A

> If your case is not found and this message does not display, ask court staff to verify the case number
and your next steps.

?g You have successfully selected the Case Information for an Existing Case.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377

EF-C 3706.2 Page 7 of 7 (07118)
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E-Filing Guide for
S@Efm%m@g@ﬂted Litigants

How to E-File in Odyssey y e
FilelL
Step 7: Enter the Party Information v ere

E-filing Steps

Yy | *Prepare Documents

| y | ® Register

y|° Sign In

il Create New Password

¥ Add Payment Account

£l Case Information

;| = Party Information

;3 * Upload Filings

* Pay Fees

»

9
\10/ * Review Summary / Submit

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-PI 3707.2 Page 1 of 4 (07/18)
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——  Enter Party Information

You need to enter information about yourself and the other party before e-filing.

1. The Party Type that you are entering information for will be highlighted. It will aiways start with the
Plaintiff or Petitioner.

If you are filing or

starting the case, you "Party Information Need Help?

are the Plaintiff or T T R P 0 T
Petitioner. If someone  { \ Party Name _ _ Lead Anomey
else filed or started the

case and you are
responding to it, you are
the Defendant or
Respondent.

2. Ifyouare the
highlighted party,
click the box that
says "l am this party."

3. The name, address, and phone number you used when you registered for e-filing will pop up in the

boxes. ety © R e TR e T

. Chicage

4. Click Save Changes.

Need Help? Call Odyssey's Filer Support Number; 1-800-297-5377
EF-PI 3707.2 Page 2 of 4 (07/18)
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=552 Enter the Details of the Othey Party or Parties

Once you have saved your information, the other Party Type will be Party Information

highlighted. P
| Party Type
% * Plainti
Other Party is a Person ‘ I

1. You must fill in their First Name and Last
Name.

% United States of America
2. You may also fill in the other Party's street  iasdsitps 5 7
address, city, state, postal code, and phone

number. None of those are required fields.

3. If the other Party has an attorney that has
already filed something in the case, they will
appear on the drop down menu under Lead
Attorney. You can select them. If you know .
the other Party is representing themselves, “RE
you can select Pro Se. This is not a required field.

© Grokto select Lead Al ey

ki

N Other Party is a Business or Agency

1. Click the box that says "Party is a
Business/Agency."

2. You must fill in the Business Name,

3. Youmay also fill in the Business's street address, city,
state, postal code, and phone number. None of those
are required fields.

4. [f the Business's attarney has already filed something
in the case, they will appear on the drop down menu
under Lead Attorney. You can select them. This is not
a required field.

iNeed Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-PI 3707.2 Page 3 of 4 (07/18)
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5. Once you have entered the Other .
Party's information, click Save D
Changes.

]

,'\:‘L 1 e il 3 [ Fr ins 3
&> Enter Additional Party's information

If there are more than two parties in your case, you can add another party to your e-filing by clicking on Add
Anather Party.

Party Information

2Rt P L g TEE gL AT S T R, e A Y

Party Type Party Name Lead Attorney
% Plaintif Piainiidff Petitioner Pro 88 Required Party =

, Defendant ABC Business Required Party _

1. Select the Party Type from a
drop down menu.

The Party Type drop down menu

will have every type of Party there
is from Adoptive Child to Ward or

additional Plaintiffs or Defendants.
If you don't know the party type,
ask court staff.

2. Ifitis a person, you must fill in their First Name and Last Name. If it is a Business, you need to select
that box and enter the Business Name.

3. You may fill in the remaining information, but it is not required.
4. Click Save Changes.

5. Repeat as needed until you have entered the Party Information for all Parties in the case.

@ You have successfully entered the Party Information.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-P| 3707.2 Page 4 of 4 {07/18)
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Self-Represented Litigants

How to E-File in Odyssey %" eFlelL
Step 8: Upload Your Documents in the Filings Section

E-filing Steps

yl° Prepare Documents
a2k Register

1| Sign In

il Create New Password

¥ Add Payment Account

s Case Information

A Party Information

" A A\ JL_ A AN JL J o\ /

N o Upload Filings

; * Pay Fees

—
* Review Summary / Submit
/

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-U 3708.2 Page 10f 7 (07/18)
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—°° Upload documents and complete the Filings section

The documents you want to file with the court have to be uploaded into the system. This all happens in the
Filings section after you have completed the Case Information and Party Information. The whole packet of
what you upload to file is called an "envelope" in the e-filing system.

1. Click on Efile.

Ty T T
T A S
. Gommants fo CourtdE Y :

This box should _be defaulted to Efile, but some Locations may also have Serve or EfileAndServe as
Filing Type options. Make sure you select Efile or talk to your court staff about the other options.
Note: selecting Serve or EfileAndServe does NOT qualify for service of process.

TR
2

the drop down menu. Filing
Code means the type of
document that you are filing tyou dresme v arg cove ponor e codesoomea oo
with the court (for example: et ing caa] "7 ne o M o e P
Complaint, Motion, Waiver). '

2. Click on the type of document
you are filing.

@ If you don’t know your Filing Code ask the court staff so there is no problem with your filing.

Need Help? Call Odyssey's Filer Support Number: 1-800-287-5377

EF-U 3708.2 Page 2 of 7 (07118)



3. Once you select the Filing Code, you have the
option of filling out four boxes, but they are not

required.

a. Filing Description (optional)

This is just for you to remember
what you are filing.

b. Client Reference Number (optional)

i.

This is a tracking number for

ODYSSEY

Ay~ eFilelL

)

Fi]ing'des_cﬁptiqn“ i .f .

' citenl_ﬁéfei_:eynge-Nurr!bgr .

Comments'to ggu:jt%i :

lawyers to use to know which
client's case they are filing in. T o Lo
Since you are representing : . 9
yourself, youwon'tuse thisbox. "~~~ T o e o
c. Comments to Court (optional}
i. These comments are for the court reviewer to read when assessing your document.
d. Courtesy Copies (optional)
i. You may enter a list of email addresses (separated by a comma) for where you want the
document sent.
Note: this is a courtesy and does NOT qualify for service of process or proper notice.

b2 Explanation of Lead Documents, Attachments, and Document Size

What is a Lead Document?

> Any document that you need the court to look at to be able to give you what you want.

o For example, if you want the court to grant your request to move your court date, upload your
Motion for a Continuance as a Lead Document.

¥ All notice documents (such as a Notice for Court Date, Notice of Motion} are Lead Documents.

» You can file more than one Lead Document at a time.

o For example, you could have Lead Document 1: Notice of Motion; Lead Document 2: Motion for
a Continuance; and Lead Document 3: Application for Waiver of Court Fees.

o An Application for Waiver of Court Fees is always a Lead Document and should be filed at the
same time as your other documents. If the court already approved your Application for Waiver
of Court Fees, you should file a copy of the approved Order as an attachment to anything you
file after that. -

What are Attachments?

5 A category of filing that is only an option in some counties and for some types of Filing Codes. If you
don't see Attachments as an option, file everything in the Lead Document section. You can do that by
making the Lead Document and any attachments/exhibits one PDF, and upload as a Lead Document.

¥ Any document that you reference in your Lead Document, but is not technicaily part of the Lead

Document. They are usually called exhibits or attachments.

o Far example, if you write an Answer in an eviction case saying why you shouldn't be evicted,
that written explanation is the Lead Document. In the Answer, you reference a receipt for
paying rent. The copy of the receipt could be [abeled Exhibit or Attachment 1 and would be an
Attachment, not a Lead Document.

What are the Document Size Limits?

» For Trial Courts, each document cannot be larger than 25MB and a combined total of 50MB per filing.

¥ For the Supreme Court and the Appellate Courts the file size limit is to 150MB.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377

EF-U 3708.2 Page 3of 7
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tipioad First Lead Document {Reguired

S

This means that you have to scan or save each Lead Document separately so you can upload it
separately. Generally speaking, most filings will have at least 2 Lead Documents: (1) the main
document you are filing and {2} a notice or proof of delivery document.

@ All Lead Documents MUST be uploaded as separate Lead Documents or your filing may be rejected.

If any Lead Document is more than one page long, all the pages of the same document should be
scanned/saved as one document and uploaded as one document. For example, if your Motion is 3
pages long, all 3 pages should be uploaded as one Lead Document.

1. Click on the Upload lcon under the
Lead Document heading.

Computer

2. A Window will pop up where you will select your document.
3. Find where the document is saved on the computer (desktop, documents folder, flash drive).
4. Select the document you would like to file and click Open. The document title will appear in the

Description Box.

Léad Doflment “Resas

5. Ifyou selected the wrong " Appearante_Approvad pd z
document, you can delete it by . Jeserption
clicking on the X in the right
corner.

- Appearance_Approved.pdf

Appearance_Approved.pdf 2u5 155
v Deseription .
. éAppearance_A;:pmved,pdr
6. Once you have the correct document, select
the drop down menu for the Security box.
Click whether the document is public (non-
confidential) or confidential.

Security
Click to select Security o

Most court documents are public (non-confidential) even though they contain personal information
@ that you may like to keep private. You may need a court order to be able to select confidential. Please
speak to court staff hefore selecting confidential because your filing may be rejected.

Need Help? Call Odyssey's Filer Suppart Number: 1-800-297-5377
EF-U 3708.2 Page 4 of 7 (07718}



A oFiell

LS DT e
Appeatante_Approved pd! i ra ks

If your Lead Document doesn't have bectpen sy
. - . . Apacaares_boprovelrdd Han-Lonfidantal

attachments or optional services, Click Save =~~~ — - = = o

Changes. If your Lead Document has Shorras

attachments or you want optional services, - ¢ ,

see below. : -
'I'-p%:c_{_fa_s .‘.‘-elw;c-s :_:.n‘d‘Fue;' ’ - B ) A
. Dprional Secvices and Fess Fee Amount Quantity Faa Tzt

* B ommn s i v

B e vl e

N Upload Attachments (Optional)
Click on the Upload Icon under the bead Document: et w2 ¥
Attachments heading_ i Appearance_Approved.pdf 209.33 5£

- Description _ o S?cgmy_ o

iAppearance_Approvedpdf 7 Nen-Confidential

A Window will pop up where you will ' ' .
select your document. .

[ Attachments

Computer
Find where the document is saved on 0% i)

the computer {deskiop, documents
folder, fiash drive).

Select the document you wouid like to file and click Open. The document title will appear in the
Description Box,

If you selected the wrong document, you can delete it by clicking on the X in the right corner.

Deseription Security
select the drop down menu for the T namniaemm TR e B 0
Security box. Select whether the LT ‘ L -
document is public (non-confidential)
or confidential.
.Opu;nQ Se;vi;srmd?ejes o - Feehrnt;um ) Quantity Fee Total

Click Save Changes (unless you want
Optional Services, see next page).

i @ A Opeunel Sarvicen dndfees
T et

Most court documents are public (non-confidential) even though they contain personal information
that you may like to keep private. You may need a court order to be able to select confidential. Please
speak to court staff before selecting confidential because your filing may be rejected.
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- Optional Services and Fees (Optional)
Unless you need something like certified _
copies of judgments, a jury demand, or an ]
alias summons, you do not have to do e Amount cusnty Fee ol

anything in this section.
1. Click Add Optional Services and Fees

Opﬂnnai SIMCH and Feu

and look through the drop down menu | snewssoromsevesmre [35

to see what is offered.

2. Click on the Service you want. Be sure
not to click anything you aiready
selected in the Filing Code, or you may
be charged twice.

3. If applicable, type the number of that service &=~ s ‘
N . (Mlsr.) Cuples-Cemﬁed -%5.00 each
you want in the Enter a Quantity box. e e

4, Click Save Changes.

Rocument

1. Add additional Lead Documents by clicking the Add Another Filing.

EE ke e

R @Add Anotrer Filng

2. Follow the instructions above for Uploading another Lead Document. el T

3. Repeat for all Lead Documents in your case.

Service Contacis

After uploading your
documents, if you see the
Service Contacts box it
means you selected Serve
or EfileAndServe for the
Filing Type.

Serve Name Emall

2 Acd From Service Contacts
e < Acd From Public Lis!

e e UL U R

1. Click Actions next to the party you want to send email notice to. Note: this gives notlce to the other
side, but NOT qualify for service of process.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
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2. Click on Add from Service Contacts or Add From Public List to find the email you want to send to.

3. If you find the email, Click on it.
a. Click Save Changes.

Add.From Service Contacls
4. If you get a message saying thereareno 1\ wame T e e e
contacts or no items to display, click _ S _ i
Close. . . oo There are no contacts Inyour fym master bt . ?é
‘ : : R
: =1

5. If you don't want to send anyone notice of the filing by email or if no contacts are listed, you can get rid
of this section by going back to the Filings Section. You will see all of the Lead Documents you have
uploaded.

a. Click on the first
document. It will Filings: Need 1leip?
now be shaded

[ e R e T

. Filing Code Client Ref # Flling Description
blue and the W__g b o
information about "k Pty
the document WI][ ‘ Proof Of Service/Cerdficale of Ser... _ _ ) . Aclions ¥ -'.;
open delow. Etterinede
b. Click on the Filing Type &
dropdown menu | EPeaqdSene
for Filing Type.
c. Change the Filing e N—
Type to Efile. s ; T T S T T T e s

d. Scroll down and click Save Changes.

e. Click on the next document and change the Filing .Type to Efile. Make sure all Lead Documents
have just Efile as the Filing Type.

You have successfully uploaded your documents/completed the Filings
section.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
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HLLINOIS SUPREME COURT COMMISSION ON ACCESS TO JUSTICE

E-Filing Guide for
Self-Represented Litigants

How to E-File in Odyssey
Step 9. Pay Fees

ODYSSEY

/% eFilelL

E-filing Steps
Y | ¢ Prepare Documents ]
¥ 1° Register J
| Sign In )
il Create New Password
¥ Add Payment Account
Y
e Case Information
Y | «Party Information
g1 Upload Filings
: ]
5 < Pay Fees A
10l Review Summary / Submit

Meed Help? Call Odyssey's Filer Support Number: 1-800-297-5377
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" Finalize Fees

Slomiear i mioe s s S s Loep el L

nj Selecta Payment Account " If you did not create a Payment Account when you
3 Wyou need to leave this page to create your payment account, - . df fill | H E-file i

“{  you can find and resume work on this draft envelope by clicking 1 registered for e-filing, please see How to E-file in

7} on"Drafts” on your Filer Dashboard. .. Odyssey Step 5: Add a Payment Account for

e instructions on how to do so.
2t {lick here to creste a paymant account if it Is not fisted in the

dmpdown.

=ty Review the Documents te he Fiied

1. Make sure that
the Fees section
lists ali the

Ammrmtr

: $0.00
documents you F‘Hng Tom: 50,00
want to file.

. Amo'ul_"ill
.. safd
.. Filing Total: 50.00
2. Ifnot, returnto :
the Filings section
to add or delete
documents.

Arlr.luiznl'
. 300
Filing Total: $2.00 -

" 50 an;
Enve!one Total: SD oo

Party Responsible o ymiofit AcColint £
for Fees actually L e
@ " means whois o
submitting the —
filing. Always | S
select yourself for
this field.

&0

T

Click Yo select Payment Account

Click to selet! Party Responsible for Fees

¥ This field called Ad Damnum may appear
in the fees section. It means the amount

of money you are asking for. You must

type in the tatal amount of money you ask -
for in your document. If you don't type in the amount your document cou]d be rejected
a. For example, if you are file a small claims case asking for $4000 in your complaint, type $4000
into the Ad Damnum hox.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
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1. Click on the drop down menu.

2. Select the Payment Account (that you created during registration) you want to use for this filing
(Credit, eCheck, Pay at Counter, or Waiver).
a. Select Pay at Counter if:
i. You want to pay in cash and you have confirmed that your court accepts cash.
b. Select Waiver if:

i. You are filing an Application
for Waiver of Court Fees and
one of your Lead Documents
is the Application; or

ii. You have been approved for
a Fee Waiver and one of your
Attachments is the signed

order from the judge. pame“mccwm%,

" Waiver

3. Click Save Changes.

4, If you used Credit or eCheck, you have paid
your court fees.
5. If you selected Pay at Counter you will need to pay in cash before your filing will be processed.
6. If you have submitted an Application for Waiver of Court Fees, you will need to check with the court

about what you need to do next, if anything. Some courts require you to go to an in-person hearing
before a judge will decide if you get the waiver. Make sure you follow your court's process. Your
application could be denied if you don't follow the court's process. If your application is denied, you
will need to pay your filing fees.

If something has changed about your Credit or eCheck accounts since they were approved during
registration, this could cause your filing to be rejected when you e-file. Make sure your payment
account information is up to date and accurate before e-filing.

You have now successfully completed the Fees section for e-filing. Please
see next page if filing in Cook County.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
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important note for Cook County ONLY

There are two additional fields under the Fees section only in the Cook County efiling system.

"‘a -
ff:} RBeturn Dat

The Return Date is the first court date for certain Divisions.
-
1. Click Verify. e e Y

a. If your type of case does not require a return date,
the system will place a check in the "Return Date
Note Applicable" box. Click Save Changes.

b. If your type of case requires a return date, the - Sathet b Ratarn Date'and Verity
system will list the first available date. | meryy

B —

i. If you are available that day, click Save Changes.

- Select a Return bate'and Yerdy 5.3, *

i amiz018 -

ii. If you are unavailable that day, click on the Calendar button.

fii. Select a later date you want.

iv. Click Verify. ‘

v. Ifyour date is available, the system will say "Return Date has been verified." If your date
is not available, they system will give you the next available date and say "Return Date
has changed!" ‘

vi. Click Save Changes.

Need Help?

2. Click the box to check off that you have read the message.

If you have questions about the Return Date or the Submission Agreement, ask your court staff.

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
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o Guide for

Seif-Represented Litigants

How to E-File in Odyssey /%« eFilell
Step 10: Review the Summary & Submit Your E-filing

E-filing Steps
® Prepare Documents _,
y | Register |
3 |° Sign In )
il Create New Password 1
e Add Payment Account ;
g | *Case Information T

Y| Party Information

4
] S

g | Upload Filings

%] o Review Summary / Submit

g » Pay Fees _ ]
)

Need Help? Call Odyssey's Filer Support Number: 1-800-297-5377
EF-SU 3710.2 Page 1 of 3 {07/18)



ODYSSEY

eFilelL

in

Q Review E-file Summary & Submit E-file

Once you have completed all the e-filing steps (Case Information, Party Information, Filings, and Fees}, you can
review a Summary of your filing before submitting it. After you review your Summary, you must Submit your
filing to the court to complete e-filing. The whole packet of what you submit to the court is called an
“envelape” in the e-filing system.

Case information

B T}'We.j-'--‘.‘ )
Dmmhmd}!mwl:;al“mﬂm 3800

P

o

oy Click Surmary
Parny Information
1. Scroll to the bottom of the webpage S
' | Perty Type Party Name Lead Atterney
after you've completed the Case ' srsPetlons a0 e ose A
Information, Party Information, Filings, , seenommespoent sormpos | reasspuy -~

and Fees sections.

i Fiflng Code Client Ref & Fifing Description

H  Molion Wiction Actions » * 7

2. Click Summary. .
= Vaiver Tes Waivid Actons > | -

:_'_ Motice Nofise of Motion Actions ~

I B
: Filing Total 8300

If you have not entered all the
@ required information for your e-file,

OEREN)

you will not be able to review a T Aot
Summary of your e-filing envelope. ) AT
2 s

- Flllnn‘l'oml SGCU

s;r;u

< SIEEA0
Envelope Total: Sl&S.Eﬂ

Fave ns Dadt -

Need Help? Call Odyssey's Filer Support Number: 1-800-287-5377
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Hevizy and submd your enveiope

ez Review youy e-file Summary

Case lnformaton

T hmetype L TLnnS s T
¢ . . Dissolubion of Malage or Legel Secarstion

S PR

1. After you click Summary, review the Case

. . ™ ,‘-;:._I-Pmﬂ‘w- o ‘ Paftyum VLradlunmq
Information, Party Information, Filings, e - e '
and Fees. ¥ DersndanyRespendent ot D02 S

Fiing Code ﬁll;é Dacﬂpmn
" Maon Mation -
2. If anything is incorrect, click Back. Once o Vi Fes iaves
on the previous page, you can click into el FUR

any section that is incarrect and make the
changes you want.

1. Once you review your e-file summary and make sure the information is " Back
correct, click Submit.

You have successfully reviewed and submitted your e-filing envelope to the court.

Submitting your e-filing envelope in the system is the first step in giving your

@ documents to the courts. Once you submit the e-filing envelope, the Circuit Clerk's
office will review the filing. The Clerk will either accept or reject your filing. Check
your email for notification from the court about whether your filing is accepted or
rejected.

Meed Help? Call Odyssey's Filer Support Number: 1-800-297-5377
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