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File & Serve Delaware Resources

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

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

 File & Serve Delaware Web Page is available from the File & Serve Delaware homepage by
clicking on the link in the center of your screen. The web page contains our training
registration information, jurisdiction specific rules and procedures, user guides, pricing, and
more. Click https://www.fileandservexpress.com/delaware/#DETraining to access the web

page.

* File & Serve Delaware Login Page is where you can find password help, a link to the
registration page, and links for help and contact information. Click
https://www.fileandservedelaware.com/ to access the login page.

Court Resources Page is where you can find the court’s user guides for court specific
processes and procedures. Click here to access the Court’s Resources Page.
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File & Serve Delaware Navigation

Below are some general tips for navigating through the File & Serve Delaware system:

File & Serve Delawaré

Welcome back, Test Douglas !

 To get Help, click on the icon.

e To view/edit your Profile, click on the icon. You can view a guide on user profile on our
microsite at https://www.fileandservexpress.com/delaware/#DETraining.

 To Logout, click on the icon.
e Anyinformation marked with a * is a mandatory field.

e If you try to move forward without completing mandatory information, a pop-up box will
appear to let you know what needs to be completed to move forward.

* If you are on a page with tabs, click the previous tab(s) or the Back button to move backward
through screens and the Next button to move forward through screens.

e Click on the Home link at the bottom of the page to navigate back to the login page.
e Click on the About link at the bottom of the page to view links to court information.

e Click on the Contact Us link to view our Client Support contact information and an online
form to submit comments/questions.

Home | About | Contact Us
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Clerk Review Overview

This File & Serve Delaware User Guide provides a convenient source of
information to help you efficiently utilize the features available within Clerk
Review in order to process File & Serve Delaware transactions from law firms,
organizations, and individuals.

Before You Begin

1. Refer to the appropriate court rules on electronic filing prior to using

File & Serve Delaware to ensure that you are in compliance with local
requirements If you need assistance, call our Client Support line at 1-
888-529-7587.

Clerk ID Types

There are two types of Clerk IDs: the Court Clerk ID and the Clerk Manager ID.
This User Guide will be focused on the Court Clerk ID user type.

The Court Clerk ID - Users with this ID can review, accept and/or
reject transactions and edit case information as needed.

The Clerk Manager ID — In addition to the functionality of a Court
Clerk ID, users with the Clerk Manager ID can assign/reassign
transactions to other clerks within their Courts and can release
transactions to the Master Queue to be reassigned to other clerks.
The Clerk Manager Alerts page will also display any Clerk and Judge
Review items pending longer than the appropriate hours.
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Logging in to File & Serve
Delaware

Email

Password

1. Before using File & Serve
Delaware, you must have an
ID and Password. Please
contact your Court
Administrator if you don’t
have an ID and Password.

2. Open your internet browser
and click here to access the
login page.

3. Enter your State email address
and password and click Login.



http://c3.cfd10.casefiledelaware.com/

Clerk Review Overview (continued)

‘1le & Serve Delawaré’ Welcome back, Nicholas !

Clerk Review Reporting

Court Master Queue Clerk Review My Queue Alert(2)

To access the Clerk Review queue, simply login to File & Serve Delaware. Your page will immediately load into the
Clerk Review queue page. All transactions in your assigned Courts, pending Clerk Review will be listed. This includes
any transactions assigned to you, unassigned transactions and transactions assigned to other Clerks. In this queue,
you can assign pending transactions to your personal queue, print documents, download documents and view
details.
From this page, you can also access the tabs for Court Master Queue, Clerk Review, My Queue and Alert.
e Court Master Queue — access transactions in all cases in your assigned Courts regardless of the
transaction status or Clerk Review stage.
* My Queue —all transactions pending Clerk Review that are assigned to you.
e Alert —any transaction in your queue beyond 48 hours, including the option to assign yourself email
notifications and forward email notifications.

6/5/2020 © 2020 File & Serve Delaware 6



CLERK REVIEW- FILTER OPTIONS



Filter Options

Clerk Review Reporting

Court Master Queue

Clerk Review

My Queue

Alert(342)

Filing Overview

1 Received During

Select

Document Type

Select

2 Date From

Filing Status

w Select

b

2 Date To

Other

Select

3 Court Location
m Select e Select
w Select w

Case Type

w Select e

Apply Fitter Reset Filter

Document Flnn Ruling
Transaction d Date f Time Location Document Type Case Number Case Type
Document

Court of

552020 2:28:10

! DEQOOO3E42

Connmon
PM
Pleas

Court of CCPF -

SME2020 3:12:52

| DEDOOCZ541

NEW
CASTLE

Conmmnon
P
Pleas

COMPLAINT - DEET

ACTION

COMPLAINT -
ABANDONED
PROPERTY

Tes Pending
Test Title
&u',{ TBD DEET for Clerk
Deployment i
Title review

_ Pending
Test Est ABAMNDON

- TED | for Clerk
Document Deployment  PROFPERTY

review

To Be

Assigned Select Action |

To Be

= Select Action |

The Court Master Queue, Clerk Review, and My Queue are all laid out similarly. All

gueues contain a filter list section.

Note: If a column cuts off of the screen, use the scrollbar at the bottom of the list.
*Note: Each row is one transaction and is equivalent to one filing.
**Note: If there are multiple documents in the transactions, this will only show the first one.
***Note: For Download Document, if there are multiple documents, you will be prompted to open
each separately to download. For Print Document, if there are multiple documents, they will open
in separate browser windows to print.
6/5/2020
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Filter Options
1. Select a number of past days to
search

Received During

Select ~

Select

Last 7 Days
Last 30 Days
Last 60 Days
Last 90 Days

2. Click on the calendaricon to
select a date range

&

Date From Date to

|

3. Select a Court

Court

Select v

I
Select

Court of Common
Pleas




Filter Options (continued)

Clerk Review Reporting

Court Master Queue Clerk Review My Queue Alert{342)

Filing Overview

Received During Date From Date To Court 4 Location 5 Case Type
Select v m m Select v Select v Select v
6 Document Type Filing Status Other
Select w Select w Select w Select w

Apply Fitter Reset Filter

Document Filing Ruling
Transaction d Date f Time Location Document Type Case Number Case Type
Status Document

Court of Tes Pending
5115/2020 3:26:10 COMPLAINT - DEBT Test Title To Be
| DEOQO03542 Commaon &u',{ TBD DEET for Clerk Select Action |
PM KENT ACTION Deployment . Assigned
Pleas Title review
) Court of CCF - COMPLAINT - Pending
5M15/2020 3:12:52 Test Test ABAMDON To Be
| DEQODO3541 Commnon MEW ABANDONED TBD for Clark . Select Action | ~
P Document Deployment PROPERTY . Assigned
Pless CASTLE PROPERTY

Additional optional filter selections (continued from the last page).
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Filter Options (continued)
4. Select a Location
Location

Lelect wr

Select

CCP-KENT

CCP - NEW CASTLE
CCP - SUSSEX

5. Select a Case Type

Case Type
Select e
|
Select -~
ABANDON
PROPERTY

ADMINISTRATIVE
MV APPEAL

6. Select a Document Tvpe
Document Type

Select v

Select —

15T PLURIES
FRAECIPE &
SUMMONS




Filter Options (continued)

Clerk Review Reporting

Court Master Queue Clerk Review My Queue Alert{342)

Filing Overview

Received During

Date From Date To

Select - m ﬁ
8 other 8

Select w

Court Location Case Type

Select e Select w Select e

Document Type 7 Filing Status

Select w Select w Select w

8a
9 10

Document Flnn Ruling
Transaction d Date f Time Location Document Type Case Number Case Type
Document

Court of Tes Pending
5115/2020 3:26:10 COMPLAINT - DEBT Test Title To Be
| DEOQO03542 Commaon &u',{ TBD DEET for Clerk Select Action |
PM KENT ACTION Deployment i Aszigned
Pleas Title review
) Court of CCP- COMPLAINT - _ Panding
5M15/2020 3:12:52 Test Est ABAMNDON To Be
| DEQODO3541 Commnon MEW ABANDONED TBD ~ for Clerk Select Action | ~
P Document Deployment  PROFPERTY . Assigned
Pless CASTLE PROPERTY review

Additional optional filter selections (continued from the last page).
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Filter Options (continued)
7. Select a Filing Status
Filing Status

Select e

|

Select

Judge Ruling Done

Judicial Review

i Complete — Pending
8. Use the Other drop downs to

select additional filters and
parameters (8a. Enter the value
you are looking for in the type

field)
Other

Select v Select W
I

Select Select

Case Mame Begins With

Case Mumber End VWith

Transacticnld ‘ Equal
Contains

9. Click Apply Filter to conduct
the search.

10. Click Reset Filter to clear the
search and begin a new search.
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CLERK REVIEW- TRANSACTION LIST
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Transaction List Overview

Clerk Review Reporting

Court Master Queue Clerk Review My Queue Alert(342)
Filing Overview
Received During Date From Date To Court Location Case Type
Select w ﬁ ﬁ Select b Select b Select b
Document Type Filing Status Other
Select “ Select “ Select b Select b

Apply Filter Reset Filter

Document | Document

[Filing

Date / Time Court | Location Clerk | RulingDocument
Type Title Status
AMNME Pending
Court of
118/2017 CCP- RESPOMSE ) REIGLE For Micholas _
CEDOOD4424 ‘Caormmon Maotion CPUS-17-000702 DEET Select Action
10:33:43 AM - KENT  TO MOTION WS JAN Judge Wiynn
=
JANLEY Ravizw
Judicial
Review
Charles
o Court of COMPLAINT Complete §
2! DE0000#401 B P DEET 3 Complsint £f CPUS-17-000701 fEen v DEET Hensias Jcompisint.odi 5 select Action
== PM - KENT = 4 — Grag ) Wynn = :
Pleas ACTION = Pending
rego
=y Clark
Approval

The Court Master Queue, Clerk Review, and My Queue are all laid out similarly. All
gueues contain a transaction list section.

Note: If a column cuts off of the screen, use the scrollbar at the bottom of the list.

*Note: Each row is one transaction and is equivalent to one filing.

**Note: If there are multiple documents in the transactions, this will only show the first one.
***Note: For Download Document, if there are multiple documents, you will be prompted to open
each separately to download. For Print Document, if there are multiple documents, they will open in
separate browser windows to print.
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Transaction List

1. All of the column headers are
sortable. Click on the individual
Column Headers once to sort
by that field and a second time
to sort in reverse order. Click
Reset Filter to return to original
order.

2. Click on the Transaction ID
number to go to the
transaction details page where
you will find more details
about the filing*.

3. Click on a Document Title link
to view the document**.

4. Click on the Case Number to
view the Case Information.

5. Click on the Select Action drop
down to choose an action for
the transaction***

Select Action

I
Zelect Action
View Details

View Case
History

Print Documents

Download
Documents
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Transaction List Overview (continued)

1252017 33434 o IEERLIES EDNTED BY' MESME T BT
1 oeoonisia = Commcn PRAECPES g CPUsfOmEE =~ " |uLmT i w““ Salzct Action | w
Flass  SUMMONS o i g
Review

Case Information Additional Information
Case Number: CPU4-17-00:0B83 Transaction I0: DEDOLOZ418
Case Mame: EDITED BY CLERK Transaction Comments:
Filed on: 1252017 3:34:24 PM Total Fees: £325
Court: Coun of Common Pleas
Case Status: Pending For Judgs Review
Claim Amount: SOBRERERERED
Motes to Clerk: =

Case Parties Information

TEST PARTY 5t PARTY PLAINTIFF B George P B Mega Law Firrn
TEST ORG (EARRITT 561 PARTY DEFENDANT
Authorizer: GEORGE PAZLINIAK - B s Mega Law Firm
Documents
-—---_ﬁ--
2 1307 15T PLURIES PRAECIFE & SUMMONS -Action- -‘f W
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Transaction Details Page

1. If you click on the Transition ID

Number, it will open the
Transaction Details Page.
2. Click on the Document ID

number to view the document.
3. Click on the Document History
icon to view document details

including filing status and
reviewer information.

4. Click on the Action drop down

to choose an action for the
document

Mo Action Req... | w

Me Action Required
Download

Document

Print Document
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Transaction Details Page

Dacuments

--——mm-m
g [ et o, @

E-Filing & E-Serving

Document Id Filing Status Document Status Reviewed By

2825

0&/20/2017 12:21:30

08202017 12:11:35

v Delaward

e Ancecoed

Transaction Summary & Details

Reporting

Clark Reviewsd

Initislly Filed

Pending

e

=

Clk Mgr Robert Swaiford

Firmn A Filkeri

5 Judgment Information m

Transaciion Summary & Detalia

E-Flling & E-Sarving

Judgment Information for Dooumant 1D 236

Dcoument Tl

Dafaul Jscgmant

Princapal
5 200
Frocecc Zerdcs Fee
 TEOL0D
Fost Judgmend interect Rets
£33.30
Dcoument Tile
Dafaulk Judgmant
Princapal
5 200
Frocecc 2srdos Fas
 TEOLD

Fost Judgmend interect Rets

£33.00

6/5/2020

cdner Judgmant amount

Atiarney Fon

Total

cdner Judgmant amount

Atiorney Fss

Total

F 30.00

 1000.00

£ 3004.00

% 30.00

 1000.00

£ 3001.00

Farty Mamae

amc

Fra Judgment Indenst

Callection Coct

Farty Mamae

TYL NG

Fra Judgment Indenst

Calisstion Coct

5 300.00

5 150000

§ 300.00

5 150000

Faing Faa

Court Cosk

Faing Faa

Court Coct

$ 50000

5 37500

§ 50000

5 37500

o =

© 2016 File & Serve Delaware

Transaction Details Page:

Judgement Filing Types:

1. Click to view document.

2. Click to view document history
(i.e. all actions taken on the
document).

3. Select an action.

4. Click Back to return to the last
gueue you were in.

5. Click on Judgement Information
will display the Judgement
Information as approved by the
Clerk during Clerk Review and
the screen will be “view only”.

6. Click Back to return to the last
queue you were in.
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Transaction List Overview (continued) Case Number

1. If you click on the Case
Perdding

Coridl ST PLURIES i o .
e 1.-233:;;1:::@:. P [t et et ] cru e Eaﬂr:rE::*r AWMMEISI:_WT :gL axw'_r.:-r:u T Number, it will open the Case
Plass  SUMMONS = P e Information Page and show the

entire case docket.
2. Click on the Document Title to

Case Summary for Case: CPU4-17-000883

EDITED BY CLERK view the document.
3. Click Back to return to the
Case Information Additicnal Information Queue y0U Where y0U cIicked
Case Number: CPLM4-1T-000883 Court : COURT OF COMMON FLEAS on the case number.
Case Type: MESME ATTACHMENT Location : COURT OF COMMOMN PLEAS NC
Opened : 012372017 07:05:38 PM Judge :
Status : MNEW Jury Status Mo Jury
TEST

Show/Hide Full Participants

15T PLURIES PRAECIPE FILED
Filed by or in behalf of GEORGE PAZUNIAK
2 15T PLLFRIES PRAECIPE FILED “"DE CTRADDC SERVICE CODE ISSUED TO
SDE CTRADOC SERVER MAME ON “DE CTRADOC SERVICE SIGNED DATE FOR
DEFENDANT **0E CTRADNDC TO BE SERVED NAME
SERVICE DOCUBENTS - 010252017 0337457

017257017 033745 Pl

MESNE ATTACHMENT FILED
Filied by o in befaif of: GEORGE PAZUNIAK
HE2372017 0705238 PM MESHE ATTACHMENT FILED COMPLAINT, BOND. PRAECIPE AND SUMMONS FILED. MESHE

ATTACHMENT FILED ON 23 JAN-17
3

THITIAL FILINGS - 017232017 070536 PM
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CLERK REVIEW- COURT MASTER
QUEUE



Court Master Queue

Clerk Review Reporting

Court Master Queue Clerk Review My Queue Alert(342)
Filing Overview
lReceived During Date From Date To Court Location Case Type
Select w ﬁ m Select b Select b Select b
Document Type Filing Status Other
Select “ Select

i . 1242017 2:00:00

DEDO02171 T

DCo00na{7a 1242017 1022710
A

The Court Master Queue screen provides access to transactions in all cases in your
assigned Courts, regardless of the transaction’s status or Clerk Review stage. At the
bottom of the screen the entire queue will be displayed, but if you wish to filter the
list you can select from the available filters. You can search for specific transactions
by entering any number of filter options clicking on the Apply Filter button.

6/5/2020

“ Select b Select

Apply Filter Reset Filter

B AL CMIL ACTIONS
Cartdl . CMLACTIONS ﬂ Coil Coma 1232007 o ra e
ammen o TOENFORCE  ManDoc  CPUG-17.0005% Tesst e R
Fless WORKMAN 5 sweditinmnmIn T e
COMPENSATION

Cand COMPLAINT U 3‘;:"9 56

Cammen | | ABMDONED | MsnDor = CPUSTT.00055 | Chl Came 1232017 S pge | S
Plezs PROPERTY WHITE

Rervioma

Reviewing Your Results

1.

See Filter Options section of
this guide.

See Transaction List Overview
section of this guide.

© 2020 File & Serve Delaware
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CLERK REVIEW- CLERK REVIEW TAB



Clerk Review

Court Master Queue Clerk Review My Queus Alert(342)

Clerk Review

lﬂeceived During Date From Date to Court Location Case Type
Select v ﬁ m Select - Select - Select v
Filing Status Document Type Other Clerk Name
Select ~ Select w Select w Select w Select w

Apply Filter Reset Filter

. Date Document Case [Filing
Assign | Transacion Document Case Mumber Case RulingDecument
2 Panding

1242017  Courtaf

T o (@ CONSUMER CD e in T GO corme CONSUMER ST Tl e
e SR LA ERT FILED — i Sussex DERT e e CEIROEEL
Akl Pleas review
Conx R T -y
KEDOOI2 115 1‘3;]21;? :w.d ;.gl:“l:gl:-_r“ Main Dhoc TED i pERman *:’L:d . Tabe 2 ned =t At
DEl 11 0 Camman DONED ain Doz D ComaTio T Clerl | T e iy Salect Action
PM Plasars PROPERTY rerviena

Clerk Review lists all transactions in your assigned Courts that are pending Clerk
Review. This includes any transactions assigned to you, unassigned transactions and
those assigned to other judges. In this queue, you can assign pending transactions to
your personal queue.

6/5/2020 © 2020 File & Serve Delaware

Reviewing Your Results

1. See Filter Options section of
this guide.

2. See Transaction List Overview
section of this guide.
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Clerk Review (continued)

1242017  Courtal

pEmuw | tou CONSUMER  CD ea . CDeme  CONSUMER tr{'.l
1 — Camman e FLED Syssex i Sussex DEET ="
A Py renvieen

| g | 2, Prarici
DEDOOEHS 1;23:?;;? fw N ig:.‘u;;]:-'rn Main D TED ol BANDON | e .
—_—t e - S 1222017 | PROPERTY =

P Plesrs PROFERTY review

Sl
taaE “ EEEL ?;; 2017 ADMINISTRATIVE 311

DEDOOIE4Y  11407:H  Comman ADMINISTRATVE MsnDo-  CPUS-17-000550 'T' o p ¥
A Pless MV APPEAL = - Poring

R Clerk
Aepyoval

I - Repreeant Expadits fling
I - Rgprasant Fas walvar Tliing
| - Repressnt transaction pending for revisw from mors than 48 hre

3 4

Select Transactions

*Note: You can select several transactions at one time.

6/5/2020

Tabe assigned

Ta e armmigrwesd

56 Clark:
WHITE

Sata FEX Judge B

wlirig ol

© 2020 File & Serve Delaware

2

Select Action

I
Selzot
Action
Wisw

Diztails

\iew Case
Histaory
Assign o
my Qusus
Print

-

Assigning a Transaction to My

Queue

To clerk review a transaction, you

must assign it to your queue.

1. Click on the Assign check box
of a transaction that is not
already assigned to a clerk (i.e.
Generic Judge)*.

2. Under the Action column
select on Assign to my Queue.

OR
3. Click on the Select Transactions

checkbox to select ALL
unassigned transactions.

4. Click on Assign to My Que.
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CLERK REVIEW- MY QUEUE



My Queue Reviewing Your Results

1 See Filter Options section of
this guide.

Court Master Queue Clerk Review My Queue Alert(342) 2

The only additional
Filter/Column you will see in

i I+ my Queweis processing status.

1

Received During Date From Date to Court Location Case Type PI‘DCESBiI‘IQ Status
Select % ﬁ ﬁ Select ¥ Select ” Select »
Select b
2Filing Status Processing Status Document Type Other
Select v Select e Select w Select o Select v
Select
] .
All Transactions
Mot Started
D ent o] Fil Processi
.-- oo
Filings with Errors
Court of COMPLAINT -
DEDO021244 TamsEeT Commen BREACH OF doc1 TBD Wivs  BREACHOF  Pendngfer  \ isred  Select Acti 3. SeeT ti List O i
£ C
- 11:04:43 AM - N1 CONTRACT  Clerk review == on | v . €€ Iransaction Lis verview
Pleas CONTRACT . . .
section of this guide.
) Court of COMPLAINT - )
DEQ00Z1220 1onaznty Comman ABAMDONED fdhhgfh TED rdfg ABANDON | Pending for MNotStarted  Select Action
e 22533 PM S s PROPERTY  Clerk review ¥
Flaas FPROFERTY

My Queue contains all transactions pending Clerk Review that are assigned to you
from all of your assigned Courts.
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My Queue (continued)

. . Document Case Processing .
o = n = Tvpe Fling =

Court of COMPLAINT -
101342017
%] 1 DE00021229 Common ABANDOMNED
2:26:33 PM
Fleas PROPERTY
Court of COMPLAINT -
10202017
(] DE00021216 Common ABANDOMED
T12:13 AM
Fleas PROPERTY

IC1- Represent Expedite filing
I3 - Represent Fee waiver filing

! - Represent transaction pending for review from more than 48 hrs

Select Transactions LA Release to Master Queus

6/5/2020

fdhhafh

TBD

TED

grdfg

OPF1
by prose

ABANDON Pending for
PROPERTY  Clerk review

Not Started ~ Select Action

ABANDON  Pending for View Details
X Mot Started

PROPERTY  Clerk review View Case

History
2 Release to

Master
Queue
Print
Documents

| o T | P |

© 2020 File & Serve Delaware

L

Releasing a Transaction to Master

Queue

To release a transaction to the

Master Queue so someone else

canruleonit

1. Click on the Assign check box
of the transaction that you
want to release.

2. Under the Action column
select on Release to Master
Queue.

OR

3. Click on the Select Transactions
checkbox to select ALL
transactions.

4, Click on Release to Master
Queue.
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CLERK REVIEW- MY QUEUE:
COMPLETING CLERK REVIEW



My Queue- Completing Clerk Review Completing Clerk Review

1. Click on the Transaction ID
Transaction Id Date { Time Document Ty DeEumEat ‘Case Number sase Case Type F'mg Prmﬂ .
- number to go to the transaction

T Cowte L consunz details page where you will find
—= = 1oizeizntr Common docl TED DEBT Fending .for Mot Started Select Action | w d I b h f I H
11:04:43 AM - N1 Clerk review more aetails about the tiling.
Top of Clerk Review Screen
Clerk Review Reporting 2. Use the dropdown to select a

judge to rule on the transaction*.

Case Information rd

Court Filing Fee(s) == i
Case Number: ———
-
. - . COMSUMER DEBT FILED $0.00 S Judge Test ROCANELLI
Case Name: CD case in Sussex
' 5G Test Judge REIGLE
Filed andlor Served on: 1/24/2017 1:55:58 AM Court Security Fee $0.00 Test Clark
Court: Court of Commaon Pleas Test Kenneth JB Clark
Case Status: Pending For Clerk Review Tech Fee §1.25 e
Generic Judge
Claim Ameunt gese.00 Total Filing Fees §1.25 Hone =
Notes to Clerk: test
Assign to Judge Gueue: MNone 2 o 3. USE the drOp dOWﬂ tO Se|eCt a
* %k
comment
Other Fees
- . MNone w
Additional Information
File & ServeXpress Filing Fees $2.00 T T N
Transaction ID: DEQOOO2250 SG Judge Test ROCAMELLI
' SG Test Judge REIGLE
Transaction Comments: Salect 3 — Other Fees Total $2.00 it
Test Clark
oOR Total Fees $3.25 Test Kenneth JB Clark

Testing DL Clark
q_ Generic Judge

Total Fees: §3.25 Or
4. Use the type field to enter
comments**.

Note: if a transaction contains multiple documents, they will be listed as separate line items
with identical functionality.

*If the document does not require a judge’s ruling, leave the selection at “none”.

**If no comments are needed, do not add any Transaction Comments.
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My Queue- Completing Clerk Review

Court Filing Fee(s)

COMSUMER DEET FILED
Court Security Fee
Tech Fee

Total Filing Fees

Other Fees

File & Servexpress Filing Fee

Other Fees Total

Total Fees

Edit Fees Zero Fees

6/5/2020

£0.00

£0.00

§1.25

§1.25

$2.00

Court Filing Fee(s)

CONSUMER DEET 2

FILED |D' 0o |

Court Security Fee |EI.DD |

Tech Fee [1.25 |

Total Filing Fees $1.25
Other Fees

File & ServeXpress
Fees 2 |2'DD |

Other Fees Total $2.00

Total Fees ==

Court Filing Fee(s)
CONSUMER DEBT |0 |
FILED
Court Security Fee |D |
Tech Fee |0 |
Total Filing Fees 0

Other Fees
File & ServeXpress |0 |
Fees
Other Fees Total o
Total Fees o

© 2020 File & Serve Delaware

Completing Clerk Review-
Top of Clerk Review Screen

(continued)
1. Click Edit Fees to make
adjustments.

2. Use the type fields to adjust the
fees.

3. After making any changes to the
fees, click Save.

4. Click Zero Fees to “zero out” the
fees.
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My Queue- Completing Clerk Review Completing Clerk Review-
Case Parties Information 17 Middle O_f Clerk Review Screen

To edit case party and address

information:

1. Click on the Pencil icon under
Case Parties Information.

DEECT T EE TN 2. Click on Pencil icon next the

party you would like to edit.

Sussex plaintifl 5th PARTY PLAINTIFF Bk George Pazuniak Bi's Mega Law Firm

Authorizer: Bk George Pazuniak - BK's Mega Law Firm 3 I\/Iodlfy Party informatlon using
Parties the drop downs, type fields, and
calendar icon.
First Name  Middle Name  Last Mame  Organization Name Party Type Attorney(s) of Record Attorney Firm/Agency Modify  Delete 4 Modlfy AddreSS information
Sussex plaintiff1 Sth PARTY PLAINTIFF BK George Pazuniak BK's Mega Law Firm 2 # using the type fields and drop
Sussex org Sth PARTY DEFENDANT P downs.

Party Information

3 * Entity Type * Party Type
Individual ~ 5th PARTY PLAINTIFF w
* First Name Middle Name * Last Name * Date of Birth
Sussex plaintiff1 01012017 E
{Mairmun 15 Choracters) {Madrmurn 60 Choracters)

Address Information

q’Address‘i Address 2

1243 Prose Lang

* City * State *Zip Code Phone Number
Redmond Alabama v 54455

* Address Type
CURRENT w Confidential Address?
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My Queue- Completing Clerk Review

Parties
First Name  Middle Name Last Name  Organization Name Party Type Attorney|s) of Record Attorney Firm/Agency Modify  Delete
Sussex plaintiff Sth PARTY PLAINTIFF BK George Pazuniak BK's Mega Law Firm r
Sussex org 5th PARTY DEFENDANT v

Party Information

Address Information

AddView Alias AddiView Address

Note: You can click Next at any time to return to the Clerk Review Screen.
Note: You can click Save Party at any point in the process to be sure your changes are saved.
6/5/2020 © 2020 File & Serve Delaware

Completing Clerk Review-

Middle of Clerk Review Screen

(continued)

3. Click Add/View Alias to edit or
add an alias.

See next page for additional steps...
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My Queue- Completing Clerk Review

Entity Type

Individual
First Name Middle Name Last Name

Sussex plaintiffi
* Alias Type

Select v
* First Name Middle Name * Last Name

{Mamirmurn 15 Characters {Masimern 8] Characters
[ Add Alias
Aliases

T T
27 8i

Also known a5 Suss Plairtiff1

>

Note: All fields with an asterisk (*) are mandatory fields.
*If you choose to edit an existing alias, the alias information will populate the screen. Follow
steps 4-6 on this page to make changes to the existing alias.

6/5/2020 © 2020 File & Serve Delaware

Completing Clerk Review-
Middle of Clerk Review Screen
(continued)

4.

5.

10.

Use the drop down to select the
alias type.

Enter the First Name, Middle
Name (optional, and the Last
Name.

Click Add Alias.

Use the Pencil icon to edit an
existing alias*.

Use the Trashcan icon to delete
an alias.

Click Next when you have
finished making updates.

Click Cancel to return without
saving your updates.
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My Queue- Completing Clerk Review

Parties
First Name  Middle Name Last Name  Organization Name Party Type Attorney|s) of Record Attorney Firm/Agency Modify  Delete
Sussex plaintiff1 5th PARTY PLAINTIFF BK George Pazuniak BK's Mega Law Firm rd
Sussex org Sth PARTY DEFEMDANT rd

Party Information

Address Information

AddView Alias AddView Address

6/5/2020 © 2020 File & Serve Delaware

Completing Clerk Review-

Middle of Clerk Review Screen

(continued)

11. Click Add/View Address to edit or
add an Address.

See next page for additional steps...
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My Queue- Completing Clerk Review

Entity Type

Individual

First Name

Sussex

Middle Name

Last Name

plaintiff1

* Address 1 12

* City

* State

Select

Address 2

*Zip Code

Phone Number

*Address Type

Select

Addresses

N “

CURRENT

13 . 1%

Confidential Address?

1243 Prose Lane Redmond

Note: All fields with an asterisk (*) are mandatory fields.
*If you choose to edit an existing address, the address information will populate the screen.
Follow steps 12-15 on this page to make changes to the existing address.

© 2016 File & Serve Delaware

6/5420202020

15 Add Address

= =1 =]
AL 16~ 171

I T

Completing Clerk Review-

Middle of Clerk Review Screen

(continued)

12. Use the fields to enter address
information.

13. Use the drop down to select the
Address Type.

* Address Type
Select W
Select -

DVISION OF MOTOR VEHICLE
INCARCERATED
MAILING

14. Check the box to make the
address confidential.

15. Click Add Address.

16. Use the Pencil icon to edit an
existing address*.

17. Use the Trashcan icon to delete
an address.

18. Click Next when you have
finished making updates.

19. Click Cancel to return without
saving your updates.
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My Queue- Completing Clerk Review

Documents ] () Accept Al Reject All

bt iAo = SRR -H

2 1165

CONSUMER DEET FILED

6/5/2020

CD case in Sussex

‘f -Action-

© 2020 File & Serve Delaware

v BEdit

Completing Clerk Review-

Bottom of Clerk Review Screen

1. Select the radio button to Accept
All or Reject All.

2. Click on the Document ID to
view the document.

3. Click the History icon to view a
list of actions that were
performed on the document.

4. Use the Action drop down to
download or print the document

-Action- v

-Action-
I Download I

Documents

Print
Documents

5. Click Edit to add a new document
and/or delete the current
document.

See next page for additional steps...
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My Queue- Completing Clerk Review

* Document Category * Document Type * Document Title
All Document Types 1 " Please Select Document Type 2 wr 3
*Choose File Main Supporting?

Choose Files | Mo file chosen 5 PY

(.PDF Formang only up to 2MB)

3 s I

&« v <« DE2017 » DESample Docs v | O Search DE Sample Docs »
* Please fill out the required fields.
Organize * Mew folder ==~ [ o
@ OneDrive 2 MName Date modified Type
4173 _Proposed Order 117, 3:40 PM Adobe
I This PC = St _
@ Certificate of Service 1 11:43 AM  Adobe
_ Desktop L Complaint 1/11/2017 11:43 AM  Adobe
| Documents FL Mation with Oreler 111/2017 11:43 AM Adake ¥
M Paumlaade N >
File name: | w ‘ Adobe Acrobat Document ~

Main Supporting? *Main Document

5 @ Please select Main Document

Please Select Main Document

CD case in Sussex

*Your document must be in pdf format. Double click the document title or highlight it and click
Open to select the document.
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Completing Clerk Review-

Bottom of Clerk Review Screen

To add or edit documents:

1. Use the drop down to select the

Document Category.

* Document Category

All Document Types

Please Select Document Category
All Document Types

Alias Filings

2. Use the drop down to select the

w

Document Type.

* Document Type

* CONSUMER DEBT FILED -
15T PLURIES PRAECIPE & SUMMONS
ZND PLURIES PRAECIPE & SUMMOMNS

Enter the Document Title.

Click Choose File to open your
computer’s hard drive and select
your document*,

Choose the radio button for Main
or Supporting. If you chose
supporting, you will need to
select which document it
supports.

Click Attach Document.
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My Queue- Completing Clerk Review

Attached Document|s)

SL # or Doc
D Document Type

1 CONSUMER DEBT
FILED

FILED

Document Title Access

CD case in Suss

ex

CONZUMER DEET 7CD in Case

Private

Private

Main/ Supporting

Document Edit Delete
Iain
Main 87 9

Note: All fields with an asterisk (*) are mandatory fields.

*If you choose to edit an existing document, the document information will populate the
screen. Follow steps 1-6 on the previous page to make changes to the existing document.

6/5/2020

Court Filing Fee(s)

COMNSUMER DEBT FILED
COMSUMER DEBT FILED
Court Security Fee

Tech Fee

Total Filing Fees

Other Fees

File & ServeXpress E-Filing Fees

Other Fees Total

2o

© 2020 File & Serve Delaware

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

Completing Clerk Review-

Bottom of Clerk Review Screen

7. Click the Document Title to view
the document.

8. Use the Pencil icon to edit an
existing document*.

9. Use the Trashcan icon to delete
an document.

10. Click Next when you have
finished making updates.
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My Queue- Completing Clerk Review

Case Information

Court Filing Fee(s)

Case Mumber:
Case Mame:

Filed and/or Served on:

CD case in Sussex

V2472017 1:55:58 AM

CONSUMER DEBT FILED

Court Security Fee

Court: Court of Commaon Pleas
Tech Fee
Case Status: Pending For Clerk Review
Claim Amount: 2ee0.00 Total Filing Fees
Notes to Clerk: test
Assign to Judge Queue: MNaone ~
Other Fees
Additional Information
File & SeneXpress Filing Fees
Transaction 10: DEO0002250
X Other Fees Total
Transaction Comments: Select w
OR Total Fees
care
Total Fees: 5325

Case Parties Information

50.00
50.00
§1.25

§1.25

§2.00

$2.00

T e

‘Sussex plaintiff1

Sussex org

Authorizer:

Bk George Pazuniak - BK's Mega Law Firm

Documents () Accept AN Reject All

Sth PARTY PLAINTIFF BK George Pazuniak BK's Mega Law Firm

5th PARTY DEFENDANT

‘CONSUMER DEET FILED

6/5/2020

CD case in Sussex

-Action-

© 2020 File & Serve Delaware

e

Completing Clerk Review-

Bottom of Clerk Review Screen

1. Click Back to return to My
Queue.

2. Click cancel to end clerk review
without submitting.

3. Click Submit to complete clerk
review of this transaction.
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My Queue- Processing Status

Clerk Review Reporting

Court Master Queue Clerk Review My Queue Alert(3927)

Successfully submitted the Clerk Review!

2 Case Number: TBD
Case Name: M1 ws N1
Filed and/or Serve Date: 102472017 11:04:43 AM

Accepted Date and Time:
] Case Status: Review submitted to Processing Qusue

3 Transaction Id: DEOOO21244

6/5/2020 © 2020 File & Serve Delaware

Completing Clerk Review-

Processing Status

1. Assoon as the clerk clicks the
‘Submit’ button, the system will
capture the payment and display
the message stating “Review
Submitted to Processing Queue”.
This will allow the clerk to start
reviewing the next transaction
without waiting.

2. For an OPF, the case number will
not display until the transaction
has been completely processed.
For a SubF, the case number will
already be displayed.

3. Theclerk can find the case
number in the Master Queue
once the transaction is processed
by looking it up with the
transaction ID.
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My Queue- Processing Status

Court Masier Queue Clerk Rewe % Queue Judge Queue Alert(1079)

Received During Date From Date to Court Location Case Type

Select w ﬁ ﬁ Select w Select e Select W
Filing Status Processing Status Document Type Other

Select v Select e Select w Select v Select e

Reset Filter

Apply Filter

mm

COMPLAINT -
ABANDONED
Pleas PROPERTY

Coun af
10652017

30817 PM

Brokar  ABANDOM
stop  PROPERTY

Pending fur Errar - F5
Clerk review  DE Ratrying

DE021028 Common

Select Action

1 - Represent Expedite filing
. Represant Fes waiver filing

! - Represant transaction pending for review from maore than 48 hrs

Note: if an error occurs and the transaction falls into an error state, court clerks should NOT call
the help desk. Once a resolution is provided, the clerks will be notified and they will follow the
directions provided in the resolution.

*See Alert List section of this guide.
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Completing Clerk Review-
Processing Status

1.

If there is an error on the
transaction, the system will
automatically retry processing
the transaction. While the
system is retrying to process the
transaction, its status is updated
to “Error — FS DE Retrying”.
For all transactions that do not
qualify for automatic retries, the
status of that transaction will be
marked as “Error — FS DE
Reviewing”. If a clerk has
subscribed to receive
notifications*, then they will be
notified (via email) as soon as
the transaction is marked as
“Error — FS DE Reviewing”.
When a transaction has a
processing status of “Error — FS
DE Retrying” OR “Error — FS DE
Reviewing” OR “Error — FS DE
Review Complete” —
a) The text of that
transaction is in red font.
b) A red badge with the
number of such
transactions will appear
as a superscript to the left
of the “My Queue” menu
item.
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COMPLETING CLERK REVIEW FOR
JUDGEMENT FILINGS



My Queue- Completing Clerk Review

Case Information

Court Filing Fee(s)

Case Number: CPU4-17-D0G124
Case Name- MG Y TYL NG DEFAULT JUDGMENT $0.00
Filed andior Served on: Q2072017 11:45:50 AM Court Szcurity Fee £0.00
Court: Court of Commen Pleas
Case Status: Pending For Clerk Review Tech Fes $1.25
Claim Amount: 300.00 Total Filing Fees £1.25
Motes to Clerk:
Assign to Judge Queue: Mane w
Other Fees
Additional Information
File & ServeXpress Filing Fees £2.00

Transacfion I0: DENDDDZ264
Transaction Comments: Selact w Other Fees Total $2.00

OR Total Fees $325
Total Fees: 5323

Case Parties Information

Judgment Information

oMG 2505067
TYL INC @2505068
Authorizer: CLIFFORD HEARN - Training Firm A

Documents () Accept A0 Reject Al

PLAINTIFF

Altorney Heam

Training Firm A

Defaull Judgment

6/5/2020

e
@ a

-Action-

W

rd

| o]

Edil

ErTEEE BRI

© 2020 File & Serve Delaware

Completing Clerk Review-

Judgment Filing Type with Additional
Judgment Information

1. Judgment Information button will
only be available for transactions
containing the following filing types:

¢ Consent Judgment,

¢ Default Judgment,

¢ Foreign Judgment Entered, or

e Stipulation of Judgment

39




My Queue- Completing Clerk Review

Judgment Information for Document 1D 325

Document Tite Party Hame
Diefaull Judgment ARST PLAINTIFF
Principal Other Judgment amoant Pré Judgmént Inbenest
5300 3 30.00
Process Service Fee Atiomey Fee Collection Cost
575000 3 906600.00
Post Judgmend Interest Rate * Tobal
130 % 5 3501 .00
Document Tiths Party Name
Defaud Judgmert SECOND DEFENDANT
Principal Qiher Judgment amount Pre Judgment Inferest
S300 530,00
Process Service Fee Atiomey Fee Collection Cost
STS000 5100000
Post Judgmeent Imeresl Rage * Tokal
33000 % 53601 .00

3 300.00

5 1500.00

£ 300.00

51500.00

Filing Fea

3 b 0D
Court Cost

537500
Filing Fee

5 600 0
Court Cost

5375

= T

Note: Only the fields with numeric values (dollars/percentages) will be editable by the Clerk during
initial Clerk Review. Document Title and Party Name will be VIEW ONLY fields.

If a judgment field is edited during initial Clerk Review, the edited amount will be sent to Contexte.

If no changes were made during Clerk Review, the initial judgment amounts entered by the filer will

be sent to Contexte.

6/5/2020 © 2020 File & Serve Delaware

Completing Clerk Review-
Judgment Filing Type with
Additional Judgment Information
* Document Title and Party Name
will be View only fields.
2. Click Save to update the values
edited by the Clerk and will keep
the Clerk on the Judgment
Information Screen.
3. Click Cancel to revert any changes
back to what the filer initially
provided when the filing was
submitted and will keep the Clerk
on the Judgment Information
Screen.
4. Click Done to return the Clerk
back to the main Clerk Review
screen to complete processing of
the pending transaction.
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Alert- Email Notifications & Alert List

Clerk Review Reporting

Court Master Queue Clerk Review My Clueue

Alert(0)

Notification

Email Notification options

[] Receive daily email with the cases that are pending for my Review (No attachments)
[] Receive email when Judge completes the Ruling and assign to my Queue (No attachments)
Receive email when a Reviewed Transaction results in an error during processing (No attachments)

] 1 do not want to receive email notifications.

gl Save Email Options

Forward my emails to:

Select a v b
I ™ NN

Alex Smalls CCP - KENT.CCP - NEW CASTLE ,CCP - SUSSEX C ﬁ
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Email Notifications & Alert List
1. Click on the banner to expand
the options.
a) Select email
notifications option.
2. Click Save Email Options to
save your changes.
3. Click on the banner to expand
the options.
a) Select user
Forward my emails to:

Select

I

Select -
Bhushan SWAFFORD

bhushan_clerk m BASARA

Bhushan_Clk_m BASARA

b) Add user.
c) Remove User.
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Alert Email Notifications & Alert List Email Notifications & Alert List

{continued)
1. Click on the banner to expand

4 DE0D004420 b EMLIR - DE0O0G4284 Case fittle name 912312016 12:04:51 PM Pending for Clerk review a) C|iCk on the Transaction

ID Number to view the

DE00004421 EMLTR - DE0OO04284 Case tittle name 9123/2016 12:05:58 PM Pending for Clerk review
Transaction Details
DEQOO04422 EMLTR - DEQOO04284 Case tittle name /2342016 12:07:10 PM Pending for Clerk review

Page.
b) Click on the Case
Number to view the
Case Information.
2. Return to My Queue to review
transactions from your Alert
List.

The Alerts screen displays any items pending Clerk Review within your queue for more than 48
hours. These items are notated on the Clerk Review and My Queue screens by a red
exclamation point (!) next to the Transaction ID number.
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Reporting

Dissign our Own Report

Satect Table Columns

O Transacton i

1 Fifing Dude

i FarmvDrganization Company/ Hate Ageney

El ‘Organizaton/Company Typs
O Cace Numbsr

] Care Hame

O Cace Trpe

1 Faing Matug

O Dosumant Category

0 Documsnt Trps

O Dosument Feex

O CourtFees

O Teoh Frer

O Fiie & Bervediprecs SFng Feer
O Totad Fees

O Payment Hatuc

O ‘Clark Mame

Fee Miodiied by Clerk
O

6/5/2020

2 Duts From

IR1ZRT

Dais To

oinaznT

Report

Created Date
THARNT T:12:10 AM
1227 11:539:25 PM
122017 10:20:42 AM
11152017 7:38:09 PM
1M 12017 2:27:55 PM
1M0F2017 4:38:25 PM
1B2017 122636 PM
1B2017 12638 PM
1B2017 122636 PM
1BZ01T 1:2835 PM
1BZ01T 1:14:54 PM
VBZ01IT 1:38:16 AM
VTR201T B:44:34 PM
ATRZ0IT 45127 PM
1TR201T 4:45:51 PM
1TR20T 25114 PM
VTR201T 2:48:368 PM
172017 2:18:52 PM
1TR0IT 12428 PM
1TR20IT 1:2X53 PM
VTR201T 1:50aT AM

Filing Status
Clerk Accapted
Clerk Accepted
Clerk Accepted
Clerk Accepted
Clerk Ascepted
Clerk Ascepted
Clerk Ascepted
Clerk Ascapted
Clerk Ascapted
Clerk Accapted
Clerk Accapted
Clerk Accepted
Clerk Accepted
Clerk Accepted
Clerk Ascepted
Clerk Ascepted
Clerk Ascepted
Clerk Ascapted
Clerk Ascapted
Clerk Accapted
Clerk Accapted

e e e e

© 2020 File & Serve Delaware

Reporting

1.

P w

Use check boxes select your
report Table Columns.

Enter your Parameters for each
selected Table Column.

Export PDF report.

Export XLS report.

Generate report to view it in
your web browser.

Save current report selections
to use for your next report.
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