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

Å File & Serve TexasClient Supportis available to assist you with technical, ID, functionality 
and any other questions you may have. You can contact Client Support at 888.529.7587.  
They are available 24/7/365.

Å File & Serve TexasResource Centeris available to assist you with How-To Guides, register for 
Live Webinars, watch On-Demand videos, and much more!  Please visit 
http://www.fileandservexpress.com/texas/trainingresources.htmlfor more information.

FILE & SERVE TEXASRESOURCES

http://www.fileandservexpress.com/texas/trainingresources.html
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SUBSEQUENT FILING OVERVIEW

TheFile & Serve TexasUser Guideprovidesa convenient source of 
information to help you efficiently e-File into an existing case.

Before You Begin

1. Referto the appropriatecourt ruleson electronicfiling
prior to using File & Serve Texas to ensure that you are 
in compliance with local requirements.

2. Checkour minimumsystemrequirementsto be sure 
your computer is correctly configured for using File & 
Serve Texas.

3. If youneedassistance,callour ClientSupportline at 1-
888-247-2051.  They are available to help you 
24/7/365.

Logging in to File & Serve Texas

1. Open IE, Chrome, or Firefox 
go to 
www.fileandservetexas.com.

2. Enter your Username and 
Password and click Login.

3. If you do not have a 
Username/Password, please 
contact your Firm 
Administrator.
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1. Access the File & Serve Texaslogin page via www.fileandservetexas.com
2. 9ƴǘŜǊ ȅƻǳǊ ¦ǎŜǊƴŀƳŜκtŀǎǎǿƻǊŘ ŀƴŘ ŎƭƛŎƪ άLoginέΦ

GETTING STARTED

http://www.fileandservetexas.com/
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3. Once you are logged into your account, you will be taken to Case Details page to begin your filing. The 5 steps 
to complete and submit a filing will be displayed. Or, you will be taken to the Incomplete Filings page if you 
have any unfinished filings to complete and submit. 

4. ¢ƻ ōŜƎƛƴ ǘƘŜ ǎǳōǎŜǉǳŜƴǘ ŦƛƭƛƴƎΣ ȅƻǳ Ƴŀȅ ǎǘŀȅ ƻƴ ǘƘƛǎ ǇŀƎŜ ŀƴŘ Ǝƻ ǘƻ ǘƘŜ άIs this filing for an existing case?έ 
field. Click on the drop-Řƻǿƴ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ άYesΦέ hǊΣ Ǝƻ ǘƻ ǘƘŜ /ƻƳǇƭŜǘŜŘ CƛƭƛƴƎǎ ǇŀƎŜ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά+έ 
sign next to a transaction that has been accepted by the clerk.  Please see next slides for screen shots.

GETTING STARTED (continued)
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GETTING STARTED (continued)
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5. LŦ ȅƻǳ ǎŜƭŜŎǘŜŘ άYesέ ƛƴ άIs this filing for an existing case?έ ŦƛŜƭŘΣ ȅƻǳ ǿƛƭƭ ōŜ ǘŀƪŜƴ ǘƻ ŀ ƴŜǿ ǎŎǊŜŜƴ ǘƻ 
ŜƴǘŜǊ ǘƘŜ ƧǳǊƛǎŘƛŎǘƛƻƴ ŀƴŘ ȅƻǳǊ ŎŀǎŜ ƴǳƳōŜǊΦ  /ƭƛŎƪ ƻƴ άGoΦέ

6. ¸ƻǳǊ ŎŀǎŜ ǿƛƭƭ ŀǇǇŜŀǊ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻƴ ǘƘŜ ǇŀƎŜΦ  /ƭƛŎƪ άStart FilingΦέ  ¢Ƙƛǎ ǿƛƭƭ ƻǇŜƴ ǳǇ ǘƘŜ ŎŀǎŜ ǘƻ 
begin the 5-step process to complete your transaction and submit it to the court. 

GETTING STARTED (continued)

Enter Case 
Information

Once your case appears, 
ŎƭƛŎƪ ƻƴ ά{ǘŀǊǘ CƛƭƛƴƎΦέ



© 2017 File & Serve Texas 9

7. LŦ ȅƻǳ ǎŜƭŜŎǘŜŘ ǘƘŜ ά+έ ƛŎƻƴ ƻƴ ǘƘŜ /ƻƳǇƭŜǘŜŘ CƛƭƛƴƎǎ ǇŀƎŜΣ ȅƻǳ ǿƛƭƭ ōŜ ǘŀƪŜƴ ǘƻ ŀ ƴŜǿ ǇŀƎŜ ǿƘŜǊŜ 
the jurisdiction and case number will be auto-populated.

8. ¸ƻǳǊ ŎŀǎŜ ǿƛƭƭ ōŜ ƘƻǳǎŜŘ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ  /ƭƛŎƪ ƻƴ άStart Filingέ ǘƻ ƻǇŜƴ ǳǇ ǘƘŜ ŎŀǎŜ ŀƴŘ 
begin the 5-step process to complete your transaction and submit it to the court.

GETTING STARTED (continued)

Your case 
information will 
auto-populate

Click on 
ά{ǘŀǊǘ CƛƭƛƴƎΦέ
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To file into an existing case using File & Serve Texas, follow these steps:

1. The Case Number, Jurisdiction, Case Category, Case Type, Payment Account, and Client Matter ID will be 
auto-populated. 

Note: The Payment Account field will be auto-populated to the default payment account chosen by your Firm 
Administrator. If you do not see that it is auto-populated, please contact your Firm Administrator.  If you need to 
select Waiver, please click on the drop-Řƻǿƴ ƳŜƴǳ ŀƴŘ ƳŀƪŜ ǘƘŜ ǎŜƭŜŎǘƛƻƴΦ LŦ ȅƻǳ Řƻ ƴƻǘ ǎŜŜ ŀ ά²ŀƛǾŜǊέ ƻǇǘƛƻƴΣ 
please contact your Firm Administrator. See screen shots on next slide.

FILING INTO AN EXISTING CASE: Step 1- Case Type
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FILING INTO AN EXISTING CASE: Step 1- Case Type (continued)
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To file into an existing case using File & Serve Texas, follow these steps:

2. Select the Filer Type and Attorney.  Adjust the Client Matter ID if necessary.
3. /ƭƛŎƪ άNextέ ǘƻ ƳƻǾŜ ǘƻ {ǘŜǇ н-Parties and gain the ability to toggle between Steps 2-5.  The system will be 

auto-ǎŀǾƛƴƎ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀǎ ȅƻǳ ŎƭƛŎƪ άNextέ ƻǊ ǿƘŜƴ ȅƻǳ ǎŜƭŜŎǘ ŀ ά{ǘŜǇέ.  Please see next slide.

FILING INTO AN EXISTING CASE: Step 1- Case Type (continued)
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TOGGLING BETWEEN STEPS

4. Once you click άbŜȄǘέon Step 1-Case Type, you will be allowed to toggle between Step 1, Step 2, Step 3,  
Step 4, or Step 5 in any order of your choice. 

Example: You have completed Step 1-/ŀǎŜ ¢ȅǇŜ ŀƴŘ ŎƭƛŎƪŜŘ άbŜȄǘέΦYou can now complete Step 2-Parties 
and view/enter parties; or, click Step 3-Documents and upload a document(s); or, click Step 4-Service 
Contact and view/enter service contacts.Your selection does not have to be in sequential order. 

Note: If you did not enter information in one of the Steps, there will be error messages in Step 5-Review & Submit 
prompting you to completethose Steps/sections. The platform will not allow the transaction to be submitted if 
one of the Steps has not been completed.  Please see screen shot in the next slide.

FILING INTO AN EXISTING CASE: Step 1- Case Type (continued)
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FILING INTO AN EXISTING CASE: Step 1- Case Type (continued)
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To verify and/or create a new party in an existing case using File & Serve Texas, follow these steps:

1. The List of Parties (Party Type/Name) will be auto-ǇƻǇǳƭŀǘŜŘΣ ƛƴŎƭǳŘƛƴƎ ǘƘŜ άTotal Case PartiesΦέ
2. Select the Sending Party for this transaction by checking the appropriate box.
3. LŦ ƴŜŎŜǎǎŀǊȅΣ ŎǊŜŀǘŜ ŀ ƴŜǿ ǇŀǊǘȅ ōȅ ǎŜƭŜŎǘƛƴƎΣ άCreate New PartiesΦέ

FILING INTO AN EXISTING CASE: Step 2- Parties
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4. LŦ ȅƻǳ ǎŜƭŜŎǘΣ άCreate New PartiesΣέ ŀ ƴŜǿ ǎŎǊŜŜƴ ǿƛƭƭ ǇƻǇ-up.
5. {ŜƭŜŎǘ άParty Typeέ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-down menu.  Note: ! tŀǊǘȅ ¢ȅǇŜǎ ǿƛǘƘ ŀƴ άϝέ ƛǎ ǊŜǉǳƛǊŜŘΦ
6. {ŜƭŜŎǘ ǘƘŜ ǊŀŘƛƻ ōǳǘǘƻƴ ƛŦ ǘƘŜ ǇŀǊǘȅ ƛǎ ŀ άPersonέ ƻǊ ŀƴ άOrganizationΦέ
7. {ŜƭŜŎǘ ǘƘŜ ǊŀŘƛƻ ōǳǘǘƻƴ ǿƘŜǘƘŜǊ ǘƘŜ ǇŀǊǘȅ ƛǎ ȅƻǳǊ ŎƭƛŜƴǘ ƻǊ ƴƻǘ ōȅ ǎŜƭŜŎǘƛƴƎ άYesέ ƻǊ άNoέΦ
8. 9ƴǘŜǊ ǘƘŜ ǇŀǊǘȅΩǎ CƛǊǎǘ bŀƳŜΣ [ŀǎǘ bŀƳŜΦ Note: Only the party name is mandatory. You can add information 

into the Address and Phone No. fields at your discretion.
9. /ƭƛŎƪ άAdd Partyέ ǘƻ ŀŘŘ ǘƘŜ ǇŀǊǘȅ ǘƻ ǘƘŜ [ƛǎǘ ƻŦ tŀǊǘƛŜǎΦ
10. Walk through these steps for all remaining parties that need to be added until complete.

FILING INTO AN EXISTING CASE: Step 2- Parties (continued)



© 2017 File & Serve Texas 17

11. ¸ƻǳǊ [ƛǎǘ ƻŦ tŀǊǘƛŜǎ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎŎǊŜŜƴΣ ƛƴŎƭǳŘƛƴƎ ǘƘŜ άTotal Case PartiesέΦ
12. Make sure a Sending Party is selected for this transaction by checking the appropriate box.
13. /ƭƛŎƪ άNextέ ǘƻ ƳƻǾŜ ǘƻ {ǘŜǇ о-5ƻŎǳƳŜƴǘǎ ƻǊ ƻƴ ǘƘŜ ǘŀōΣ άStep 3-Documents.έ

FILING INTO AN EXISTING CASE: Step 2- Parties (continued)
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To upload and attach documents to be filed in an existing case using File & Serve Texas, follow these steps:

FILING INTO AN EXISTING CASE: Step 3 ςDocuments

1. Enter the party Responsible for Filing Fees for this transaction by clicking on the drop-down menu.

Note: Select the party responsible for the filing 
fees for this transaction by selecting/highlighting 
the party.
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нΦ  /ƭƛŎƪ ƻƴ άAdd Documentέ ǘƻ ƻǇŜƴ ǳǇ ŀ ƴŜǿ ǎŎǊŜŜƴ ǘƻ ōŜƎƛƴ ǳǇƭƻŀŘƛƴƎ ȅƻǳǊ ŘƻŎǳƳŜƴǘǎΦ

FILING INTO AN EXISTING CASE: Step 3 ςDocuments (continued)
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3. CƛƭƛƴƎ ¢ȅǇŜΥ 5ŜŦŀǳƭǘŜŘ ǘƻ άFile and ServeΦέ LŦ ȅƻǳΩŘ ƭƛƪŜ ŀ άFileέ ƻƴƭȅ ǘǊŀƴǎŀŎǘƛƻƴΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƳŜƴǳ 
ŀƴŘ ǎŜƭŜŎǘ άFileΦέ  

4. LŦ ȅƻǳΩŘ ƭƛƪŜ ŀ ά{ŜǊǾŜέ-only transaction, click on the drop-Řƻǿƴ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘΣ άServeΦέ Note: The Filing 
Code will auto-ǇƻǇǳƭŀǘŜ ǘƻ άServiceέΦ

FILING INTO AN EXISTING CASE: Step 3 ςDocuments (continued)

File & Serve Transaction(Default) File Only Transaction

Service Only Transaction
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5. Select the Filing Code.
6. Enter the Filing Description. This is the set of documents you are e-filing/e-serving in this envelope. Note 

the character limit of 200.
7. /ƭƛŎƪ ƻƴ άBrowseέ ǘƻ ǳǇƭƻŀŘ ǘƘŜ [ŜŀŘ 5ƻŎǳƳŜƴǘΦ bƻǘŜ ǘƘŜ ŎƘŀǊŀŎǘŜǊ ƭƛƳƛǘ ŦƻǊ ǘƘŜ ŦƛƭŜ ƴŀƳŜ ƛǎ рл 
ŎƘŀǊŀŎǘŜǊǎΦ ¢Ƙƛǎ ƛƴŎƭǳŘŜǎΣ ŜΦƎΦΣ άΦǇŘŦέΦ 

8. Select the Document Category.
9. Note the envelope size limit of 35MB.

FILING INTO AN EXISTING CASE: Step 3 ςDocuments (continued)
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FILING INTO AN EXISTING CASE: Step 3 ςDocuments (continued)

10. Enter the Document Description. Note the character limit of 200.
11. If your Lead Document has an attachment(s), select ά+Add More Attachment(s)έto upload.*

*Please check the local rules for document guidelines and specifications.
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12. /ƭƛŎƪΣ άBrowseέ ǘƻ ǳǇƭƻŀŘ ǘƘŜ ŀǘǘŀŎƘƳŜƴǘΦ  
13. Make sure to select the Document Category.
14. Enter the Document Description. Note the character limit of 200.

FILING INTO AN EXISTING CASE: Step 3 ςDocuments (continued)
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FILING INTO AN EXISTING CASE: Step 3 ςDocuments (continued)

15. {ƻƳŜ ƧǳǊƛǎŘƛŎǘƛƻƴǎ ǿƛƭƭ ƻŦŦŜǊ άOptional ServicesΦέ LŦ ŀǾŀƛƭŀōƭŜΣ ŎƘŜŎƪ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ōƻȄόes) and enter the 
number of desired copies.

16. bŜȄǘΣ ŜƴǘŜǊ ǘƘŜ /ƻǳǊǘŜǎȅ /ƻǇƛŜǎ ǘƻ άccέ ŀƴƻǘƘŜǊ ǎǳǇǇƻǊǘ ǎǘŀŦŦ ƳŜƳōŜǊόǎύ ƻǊ ŀƴ ŀǘǘƻǊƴŜȅ ƻŦ ǘƘŜ ŜƴǾŜƭƻǇŜΦ 
NoteΥ ¢ƘŜȅ ǿƛƭƭ ŀƭǎƻ ǊŜŎŜƛǾŜ ŀƴ άAcceptedέ bƻǘƛŦƛŎŀǘƛƻƴέ ŦǊƻƳ EfileTexas. 

17. 9ƴǘŜǊ ŀ bƻǘŜ ǘƻ /ƭŜǊƪΦ  ¢Ƙƛǎ ƛǎ ȅƻǳǊ άdirectέ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ǿƛǘƘ ǘƘŜ ŎƻǳǊǘ ŎƭŜǊƪΦ
18. /ƭƛŎƪ άSaveέ ǘƻ ŀǘǘŀŎƘ ǘƘŜ [ŜŀŘ 5ƻŎǳƳŜƴǘ ŀƴŘ !ǘǘŀŎƘƳŜƴǘ ǘƻ ǘƘŜ ŜƴǾŜƭƻǇŜΦ
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19. You will be taken back to the original screen to begin uploading additional Lead Documents and 
Attachments, if necessary. 

20. /ƭƛŎƪ άNextέ ǘƻ ƳƻǾŜ ǘƻ {ǘŜǇ п-{ŜǊǾƛŎŜ /ƻƴǘŀŎǘ ƻǊ ƻƴ ǘƘŜ ǘŀōΣ άStep 4-{ŜǊǾƛŎŜ /ƻƴǘŀŎǘέΦ

Note: Only the Lead Document will be displayed, including the Filing Code, Filing Type, and (Filing) Description.  
¸ƻǳ Ŏŀƴ ŜŘƛǘ ǘƘŜ [ŜŀŘ 5ƻŎǳƳŜƴǘ ŀƴŘ ƛǘǎ !ǘǘŀŎƘƳŜƴǘόǎύ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άǇŜƴŎƛƭέ ƛŎƻƴ ǳƴŘŜǊ ǘƘŜ !Ŏǘƛƻƴ 
ŎƻƭǳƳƴΦ hǊΣ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άǘǊŀǎƘ Ŏŀƴέ ƛŎƻƴ ǘƻ ǊŜƳƻǾŜ ŀƴŘ ǎǘŀǊǘ ŀƎŀƛƴΦ

FILING INTO AN EXISTING CASE: Step 3 ςDocuments (continued)
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The next few slides will explain how to add a service contact(s) to an existing service list.  Please note the 
following in all of the selections in an existing case using File & Serve Texas, follow these steps:

Å The service list will be auto-populated.
Å ¸ƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ǾƛŜǿ ǘƘŜ ƴǳƳōŜǊ ƻŦ ŎƻƴǘŀŎǘǎ ƻƴ ǘƘŜ ǎŜǊǾƛŎŜ ƭƛǎǘ ƴŜȄǘ ǘƻ ǘƘŜ άe-Serveέ ŎƻƭǳƳƴΦ
Å ¸ƻǳ Ŏŀƴ ƪŜŜǇ ǘƘŜ ōƻȄŜǎ ŎƘŜŎƪŜŘ ǳƴŘŜǊ άe-Serveέ ŦƻǊ ǘƘƻǎŜ ŎƻƴǘŀŎǘǎ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǎŜǊǾŜ ƛƴ ǘƘƛǎ 

transaction.
Å You can de-ǎŜƭŜŎǘ ǘƘŜ ōƻȄŜǎ ǳƴŘŜǊ άe-Serveέ ŦƻǊ ǘƘƻǎŜ ŎƻƴǘŀŎǘǎ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ bh¢ ǎŜǊǾŜ ƛƴ ǘƘƛǎ 

transaction.
Å Click on the drop-down menu under the Attach column to select either the case or a case party.*  
¢ƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ άŀǘǘŀŎƘέ ǘƘŜƳ ŀƴŘ ǎŀǾŜ ǘƘŜ ǎŜƭŜŎǘƛƻƴΦ ¸ƻǳ Ƴǳǎǘ ŎƻƳǇƭŜǘŜ ǘƘƛǎ ǎǘŜǇ ƛƴ 
ƻǊŘŜǊ ŦƻǊ ǘƘŜ ŎƻƴǘŀŎǘ ǘƻ άǎǘƛŎƪέ ǘƻ ǘƘŜ ǎŜǊǾƛŎŜ ƭƛǎǘΦ  

(See next slide for screen shot)

FILING INTO AN EXISTING CASE: Service Contacts
Step 4 ςService Contacts
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ϝ{ŜƭŜŎǘ ǘƘŜ ά/ŀǎŜέ ƛŦ ȅƻǳΩŘ ƭƛƪŜ ǘƘŜ {ŜǊǾƛŎŜ /ƻƴǘŀŎǘ ǘƻ ōŜ ŀǎǎƻŎƛŀǘŜŘ ƛƴ ǘƘŜ ƛƴǎǘŀƴǘ ŎŀǎŜΦ

ϝ{ŜƭŜŎǘ ƻƴŜ ƻŦ ǘƘŜ ŎŀǎŜ ǇŀǊǘƛŜǎ ƛŦ ȅƻǳΩŘ ƭƛƪŜ ǘƘŜ {ŜǊǾƛŎŜ /ƻƴǘŀŎǘ ǘƻ ŀǎǎƻŎƛŀǘŜκάŦƻƭƭƻǿέ ǘƘŜ ǇŀǊǘȅΣ ŜΦƎΦΣ ƛŦ ǘƘŜȅ ŀǊŜ 
involved in other cases.

FILING INTO AN EXISTING CASE: Service Contacts
Step 4 ςService Contacts
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To create service contacts in an existing case using File & Serve Texas, follow these steps:

FILING INTO AN EXISTING CASE: Step 4 ςService Contacts

1. Select Firm Service Contacts from the drop-Řƻǿƴ ƳŜƴǳ ǳƴŘŜǊ άAdd IndividuallyΦέ

2. Enter the first and last name of the support staff member(s) in your firm.  

3. {ŜƭŜŎǘ άSearchΣέ ŀƴŘ άAdd to ListΦέ
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4. ¢ƻ ŀŘŘ ŀƴ ŀǘǘƻǊƴŜȅ ƛƴ ǘƘŜ ǎǘŀǘŜ ƻŦ ¢ŜȄŀǎΣ ƛƴŎƭǳŘƛƴƎ ǘƘŜ ŀǘǘƻǊƴŜȅόǎύ ǿƛǘƘƛƴ ȅƻǳǊ ŦƛǊƳΣ ǎŜƭŜŎǘ άAdd Contact 
From Public Listέ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-Řƻǿƴ ƳŜƴǳ ǳƴŘŜǊ άAdd IndividuallyΦέ ¢Ƙƛǎ ƛǎ ƳŀƴŀƎŜŘ ōȅ ǘƘŜ {ǘŀǘŜ .ŀǊ ƻŦ 
Texas.

5. Enter the first and last name of the attorney(s).

6. {ŜƭŜŎǘ άSearchΣέ ŀƴŘ άAdd to ListΦέ

FILING INTO AN EXISTING CASE: Step 4 ςService Contacts (continued)
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7. ¢ƻ ŀŘŘ ŀ bŜǿ {ŜǊǾƛŎŜ /ƻƴǘŀŎǘΣ ǎŜƭŜŎǘ άAdd New Service Contactέ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-Řƻǿƴ ƳŜƴǳ ǳƴŘŜǊ άAdd 
IndividuallyΦέ

8. 9ƴǘŜǊ ǘƘŜƛǊ ŦƛǊǎǘ ƴŀƳŜΣ ƭŀǎǘ ƴŀƳŜΣ ŀƴŘ ŜƳŀƛƭ ŀŘŘǊŜǎǎΦ  /ƭƛŎƪ άSaveΦέ

FILING INTO AN EXISTING CASE: Step 4 ςService Contacts (continued)
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9. bŜǿ {ŜǊǾƛŎŜ /ƻƴǘŀŎǘǎ ǿƛƭƭ ōŜ ǎŀǾŜŘ ǘƻ ǘƘŜ ǎŜǊǾƛŎŜ ƭƛǎǘ ŀƴŘ ǘƻ άService Contactsέ  ǳƴŘŜǊ ȅƻǳǊ ŦƛǊƳΦ 

10. ¸ƻǳ Ŏŀƴ ǘƘŜƴ Ŝŀǎƛƭȅ ǎŜŀǊŎƘ ŦƻǊ ǘƘŜƳ ǳƴŘŜǊ άAdd Firm Service Contactsέ ŦƻǊ ŀƴȅ ŦǳǘǳǊŜ ŎŀǎŜǎΦ  

11. ¢ƘŜ CƛǊƳ !ŘƳƛƴƛǎǘǊŀǘƻǊ Ŏŀƴ ŀŎŎŜǎǎ CƛǊƳ {ŜǊǾƛŎŜ /ƻƴǘŀŎǘǎ ǳƴŘŜǊ άService Contactsέ ƛƴ ǘƘŜ CƛǊƳ !ŘƳƛƴ 
drop-down menu to edit, remove, or add any Firm Service Contacts.  Filers can access Firm Service 
/ƻƴǘŀŎǘǎ ǳƴŘŜǊ ά{ŜǊǾƛŎŜ /ƻƴǘŀŎǘǎέ ǳƴŘŜǊ ǘƘŜ άFilingέ ŘǊƻǇ-down menu to edit, remove, or add any 
Firm Service Contacts.

12. ¸ƻǳ Ŏŀƴ ŜŘƛǘ ƻǊ ǊŜƳƻǾŜ ŀ ǎŜǊǾƛŎŜ ŎƻƴǘŀŎǘ ŘǳǊƛƴƎ ǘƘŜ ŦƛƭƛƴƎ ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ άǇŜƴŎƛƭέ ƛŎƻƴ ƻǊ ǘƘŜ άǘǊŀǎƘ 
Ŏŀƴέ ƛŎƻƴ ǳƴŘŜǊ ǘƘŜ !Ŏǘƛƻƴ ŎƻƭǳƳƴΦ

FILING INTO AN EXISTING CASE: Step 4 ςService Contacts (continued)

моΦ /ƭƛŎƪ άNextέ ǘƻ ƳƻǾŜ ǘƻ {ǘŜǇ р-wŜǾƛŜǿ ϧ {ǳōƳƛǘ ƻǊ ƻƴ ǘƘŜ ǘŀōΣ άStep 5-Review & SubmitέΦ
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1. Using your scroll bar, 
review each section.

2. If you find a mistake in 
a section, click on the 
άǇŜƴŎƛƭέ ƛŎƻƴ ǘƻ ŜŘƛǘ 
that section.

3. The Document section 
will display the Lead 
Document(s), its 
Attachment(s), the 
original format(s), 
converted format(s) (if 
applicable), the 
Courtesy Copies, and 
any Filing Code fees.

FILING INTO AN EXISTING CASE: Step 5 ςReview & Submit

To review the envelope details prior to submitting to the court using File & Serve Texas, follow these steps:
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4. aŀƪŜ ǎǳǊŜ ǘƘŜ ŎƻǊǊŜŎǘ ǇŀǊǘȅ ƛǎ ƭƛǎǘŜŘ ƴŜȄǘ ǘƻ ǘƘŜ άResponsible for Filing Feesέ ǎŜŎǘƛƻƴΦ
5. ¢ƘŜ {ŜǊǾƛŎŜ /ƻƴǘŀŎǘ ǎŜŎǘƛƻƴ ǿƛƭƭ ŘƛǎǇƭŀȅΣ άYesέ ŦƻǊ ŎƻƴǘŀŎǘǎ ǘƻ ōŜ ǎŜǊǾŜŘ ǿƛǘƘ ǘƘƛǎ ŜƴǾŜƭƻǇŜΦ 
6. All fees associated with the transaction will be listed for your review.
7. ¸ƻǳ Ŏŀƴ ǇǊƛƴǘ ǘƘŜ ŜƴǾŜƭƻǇŜ ŘŜǘŀƛƭǎ ōȅ ǎŜƭŜŎǘƛƴƎ άPrintable VersionΦέ
8. ¸ƻǳ Ƴǳǎǘ ǎŜƭŜŎǘ άSubmitέ ŦƻǊ ƛƳƳŜŘƛŀǘŜ ŦƛƭƛƴƎ ǘƻ ǘƘŜ ŎƻǳǊǘ ŀƴŘ ǎŜǊǾƛŎŜ ƻƴ ǘƘŜ ǎŜƭŜŎǘŜŘ ŎƻƴǘŀŎǘǎΦ

FILING INTO AN EXISTING CASE: Step 5 ςReview & Submit (continued)
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9. !ŦǘŜǊ ȅƻǳ ŎƭƛŎƪ άSubmitΣέ ȅƻǳǊ 9ƴǾŜƭƻǇŜ L5 ǿƛƭƭ ǇƻǇ ǳǇΦ  /ƭƛŎƪ άOkΦέ
10. You will be automatically taken to the Completed Filings page.
11. ¸ƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ǾƛŜǿ ǘƘŜ ¢ǊŀƴǎŀŎǘƛƻƴ {ǳƳƳŀǊȅ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άŜȅŜōŀƭƭέ ƛŎƻƴ ƴŜȄǘ ǘƻ ǘƘŜ ŜƴǾŜƭƻǇŜ ǳƴŘŜǊ 
άSearch ResultΦέ ¸ƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ǇǊƛƴǘ ǘƘŜ ¢ǊŀƴǎŀŎǘƛƻƴ {ǳƳƳŀǊȅΦ

12. ¦ƴǘƛƭ ǘƘŜ ŎƻǳǊǘ ŎƭŜǊƪ !ŎŎŜǇǘǎΣ wŜƧŜŎǘǎΣ ƻǊ wŜǘǳǊƴǎ ǘƘŜ ŜƴǾŜƭƻǇŜΣ ȅƻǳ Ŏŀƴ ŎŀƴŎŜƭ ƛǘΦ /ƭƛŎƪ ƻƴ ǘƘŜ άXέ ƴŜȄǘ ǘƻ ǘƘŜ 
ǘǊŀƴǎŀŎǘƛƻƴ ǘƻ άCancel entire EnvelopeέΦ 

FILING INTO AN EXISTING CASE: Step 5 ςReview & Submit (continued)

/ƭƛŎƪƛƴƎ ǘƘŜ ά·έ ǿƛƭƭ ŎŀƴŎŜƭ 
the envelope so you can 
start over.
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13. hƴŎŜ ǘƘŜ ŎƭŜǊƪ ŀŎŎŜǇǘǎ ȅƻǳǊ ŦƛƭƛƴƎΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀ άҌέ ƛŎƻƴ ƴŜȄǘ ǘƻ ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴΦ  ¸ƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άҌέ ǎƛƎƴ 
going forward to e-file/e-serve into the existing case.

14. ¸ƻǳ ǿƛƭƭ ŀƭǿŀȅǎ ōŜ ŀōƭŜ ǘƻ ǊŜǾƛŜǿ ǘƘŜ ¢ǊŀƴǎŀŎǘƛƻƴ {ǳƳƳŀǊȅ Ǿƛŀ ǘƘŜ άŜȅŜōŀƭƭέ ƛŎƻƴ ƴŜȄǘ ǘƻ ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴΦ

FILING INTO AN EXISTING CASE: Step 5 ςReview & Submit (continued)
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Once you receive the Accepted notification from EfileTexas, you will be able to view your file-stamped document 
within File & Serve Texas.  Please follow these steps using File & Serve Texasto locate:
1. Go to your Completed Filings page.
2. Find the recently accepted transaction.
3. /ƭƛŎƪ ƻƴ ǘƘŜ άŜȅŜōŀƭƭέ ƛŎƻƴΦ
4. {ŎǊƻƭƭ Řƻǿƴ ǘƻ ǘƘŜ 5ƻŎǳƳŜƴǘǎ ǎŜŎǘƛƻƴ ŀƴŘ ŦƛƴŘ ǘƘŜ άStamped Documentέ ŎƻƭǳƳƴΦ
5. The link to your file-stamped document will be there. This link will remain available for viewing at any time.

LOCATING YOUR FILE-STAMPED DOCUMENT
Step In File & Serve Texas
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1. You will be able to print the transaction summary for your records by clicking, άtǊƛƴǘŀōƭŜ ±ŜǊǎƛƻƴέ.

REVIEWING YOUR TRANSACTION SUMMARY
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2. You will also be able to view the real-time status of service(see screen shot below).

REVIEWING YOUR TRANSACTION SUMMARY (continued)
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3. You will also be able to view the ŎƭŜǊƪΩǎ ŎƻƳƳŜƴǘǎunder the Documents section.

REVIEWING YOUR TRANSACTION SUMMARY (continued)
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1. You can review your submitted filings on the Completed Filings page.  Under the drop-Řƻǿƴ ƳŜƴǳ άFiling Ofέ 
ƛǘ ǿƛƭƭ ŘŜŦŀǳƭǘ ǘƻ άMy File & Serve Texas FilingsέΦ 9ƴǘŜǊ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴǘƻ ŀǘ ƭŜŀǎǘ ƻƴŜ ǘƘŜ ŦƛƭǘŜǊǎ ŀƴŘ ǎŜƭŜŎǘ άGoέΦ 
¸ƻǳǊ ǘǊŀƴǎŀŎǘƛƻƴ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ǳƴŘŜǊ άSearch ResultέΦ  

2. You can review submitted filings by firm members by clicking on the drop-Řƻǿƴ ƳŜƴǳ άFiling Ofέ ŀƴŘ ǎŜƭŜŎǘƛƴƎ 
άMy Firm FilingέΦ  9ƴǘŜǊ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴǘƻ ŀǘ ƭŜŀǎǘ ƻƴŜ ǘƘŜ ŦƛƭǘŜǊǎ ŀƴŘ ǎŜƭŜŎǘ άGoέΦ ¸ƻǳǊ ǘǊŀƴǎŀŎǘƛƻƴ ǿƛƭƭ ōŜ 
ŘƛǎǇƭŀȅŜŘ ǳƴŘŜǊ άSearch ResultέΦ

REVIEWING SUBMITTED FILINGS
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оΦ  ²ƘŜƴ ǎŜŀǊŎƘƛƴƎ ǳƴŘŜǊ άMy Firm FilingsΣέ ȅƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ǎŜŜ ǿƘƻ ǎǳōƳƛǘǘŜŘ ǘƘŜ ŦƛƭƛƴƎ ǳƴŘŜǊ ǘƘŜ ŎƻƭǳƳƴΣ 
άSubmitted ByέΦ

REVIEWING SUBMITTED FILINGS (continued)


