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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.

e Court Resources Page is where you can find the court’s user guides for court specific
processes and procedures. Click
http://courts.delaware.gov/commonpleas/efilingwelcome.aspx 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 Manager/Court Administrator Overview

What is a Clerk Manager and Court Administrator?

A Clerk Manager is an individual or group of individuals who have been granted
special File & Serve Delaware permissions. They can access and manage all of
the transactions in clerk and judge review. Court Administrators can make
changes to user information and maintain other information pertaining to the
Court’s File & Serve Delaware Profile. Every court registered with File & Serve
Delaware must have at least one user selected as an Administrator.

Where are the permissions accessed?
After logging into File & Serve Delaware, you will see options for managing your

account. The first option, Clerk Manager, will be open by default.

What permissions are given to the Clerk Manager?

. View the Court Master Queue
. Assign Filings for Clerk Review
. View My Queue

. View Judge Queue

. Admin Tab

. Alerts

. Reporting

What additional permissions are given to the Court Administrator?
. Create and edit users
. Create and Edit Court Profiles
. Create and Edit Clerk Review Types
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Log in to File & Serve Delaware
Email

Password

1. Before using File & Serve

Delaware, you must have an
ID and Password.

2. Openyourinternet browser
and click
www.fileandservedelaware.co
m to access the login page.

3. Enter your File & Serve (FSD)
Delaware Logon ID (your State
email address) and FSD
password and click Login.



http://www.fileandservedelaware.com/

Clerk Manager/Court Administrator Overview (continued)

Clerk Manager, No Court Administrator Rights

Clerk Manager Reporting

Court Master Queue Clerk Review My Queue Judge Queue Admin Alert(b44)

Clerk Manager, With Court Administrator Rights

Clerk Manager Court Users Court Profile Predefined Clerk Review Reporting

Court Master Queue Clerk Review My Queue Judge Queue Admin Alert(B645)
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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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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 (contmued

Document
Transaction Id Diate / Time Document Type Case Mumber Case Type Clerk | RulingDocument
Namea Status

Court of COMPLAINT -
VEF2017 4:37.33 OPF Hello ABANDON fur To Be X
1 DE 540 Common  ABANDONED ltem Mew TBD X Select Action
PM FSD PROPERTY Clerk  Assigned
Pleas PROPERTY §
rEvisw

Case Information Additional Information

Case Number: Transaction ID: DEOD002548
Case Name: OPF Hells FSD Transaction Comments:

Filed on: 1/27/2017 4:37:33 PM Total Fees: 58825
Court: Court of Common Pleas

Case Status: Pending for Clark review

Claim Amount: 5100000.00

Notes to Clerk:

Case Parties Information

_ e (e e _

PETITICNER: FileAndServe LUFADEJL FSD Automstion
Mozsto Rice DEFEMDANT
Authorizer: FileAndServe LUFADEJU - FSD Automation
Documents
T T e e P e e T
2 1346 COMPLAINT - ABAMDOMED PROPERTY Item Mew E7E.00 ‘f -Action- i
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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

Documents

--__Em-“
P e S

E-Filing & E-

Document Id Filing Status Document Status Reviewed By

2825

Serving

0&/20/2017 12:21:30

08202017 12:11:35

v Delaward

Transaction Summary & Details

S Ancecord

Reporting

Clark Reviewsd

Initislly Filed

Pending

3 -Action- | w

=

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

Number, it will open the Case
Panding  SG

Coutor | GOMPLAINT - Information Page and show the

DEDDO002405 VTt Common  ABANDOMED  Msin Doc ] CPUS-17-000878 Gl Cas= ABANDON for danus Select Acti entire case docket
- 12:30:17T PM — FrTET 1-27-2017 PROPERTY Clark Clrmigr =8 an *
review  Bany 2. Click on the Document Title to

view the document.

Case Summary for Case: CPU5-17-000878 3. Click Back to return to the
Queue you where you clicked
on the case number.

CIVIL CASE 1-27-2017

Case Information Additional Information

Case Number: CPUS-17-000878 Court : COURT OF COMMON PLEAS
Case Type: ABAMDOM PROPERTY Location : COURT OF COMMOM PLEAS KC
Cpened : 01/27/2017 03:58:38 PM Judge :

Status : MEW Jury Status : Mon Jury

Show/Hide Full Case Caption

CIVIL CASE 1-27-2017

Show!Hide Full Participants

S

ABANDON PROPERTY FILED
Filed by or in behslf of: HARRY FISHER
2 ABANDON PROPERTY FILED
INITIAL FILINGS - 01/27/2017 03:58:30 PM

01272017 03:58:38 PM

e
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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

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)

Date / Document Document
Transaction |d Case Mumber Case Mame | Case Type RulingDocument
Type Status

12772017 Court of  COMPLAINT - SEErew Pending
1 1 DEDDO02540 43733 Common  ABANDOMED  ltem Mew TBD for Clerk
F5D PROPERTY ) assugned
PM Pleas PROPERTY review
V272017 Court of  COMPLAINT - . Pending
Complsin E ABANDON To be
DEDDD02531 3:53:05 ‘Commaon ABANMDONMED TBD Ebby Bharsth for Clerk k
benezer PROPERTY ) mszigned
PM Pleas PROPERTY review
272017 Courtof  COMPLAINT - Pending
Performanc i ABANMDON To be
DEDDD02E2T 33211 Common  ABANDOMNED i TBD New Telerik for Clerk §
& Telerik PROPERTY ) assigned
PM Pleas PROPERTY review
12772017 Court of  COMPLAINT - Pending
dsddsssdef Every ABANDON Tobe
DEDOO02621 1:20:44  Common = ABANDOMED TBD for Clerk Rk
dsf Performance PROPERTY ) mzzigned
PM Plamz PROPFRTY i

1. Represent Expedite filing
=1 Represent Fee waiver filing
! - Represent transaction pending for review from more than 48 hrs

Clerk Name
3

Select Transactions "f’ Assign fo my Queue Release o Master Queue Select w

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

6/5/2020 © 2020 File & Serve Delaware

Select Action

Select Action
Wiew Details

View Case
History
Assign to my
Queue

Print
Documents

Assign to Clerk

e

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.
To be assigned)*.

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 (continued)

12712017 Court of COMPLAINT -

Pending = Patricia

_ Test Susse Test Suzzex  ABAMDON
o 1 DEDOD02471 10:13:00  Comrnon ABAMDONED TBD o  for Clerk JPB
) x OPF Case-1/27717 PROPERTY .
AM Pleas PROPERTY review  Thomas
12345 MNedt

=1- Represent Expedite filing

1 Represent Fee waiver filing

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

Clerk Name
Select Transactions Select w

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

6/5/2020

Assign fo my Queue 2- Release io Masier Queue

© 2020 File & Serve Delaware

Select Action

Assign fo Clerk

LY

Release to Master Queue

To release a transaction to the

Master Queue and set it back to

status To be assigned

1. Click on the Assign check box
of the transaction(s) that you
want to release*.

2. Click on Release to Master
Queue.
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Clerk Review (continued)

12712017 Court of
* 1 DED0D02471 10:13:00  Common
AM Pleas

=1- Represent Expedite filing

1. Represent Fee waiver filing

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

Assign to my Queue

Select Transactions

Test Susse

% OPF

Pending  Patricia
Test Sussex  ABANDON

TBD for Clerk JPB

Case-1/2717 PROPERTY )
review  Thomas

Clerk Name

Release o Master Queue Select 2 v

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

6/5/2020
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Select Action

] Assign to Clerk

s

Assign to Clerk

To release a transaction to the

Master Queue so someone else

can review it

1. Click on the Assign check box
of the transaction(s) that you
want to release*.

2. Select a Clerk to assign it to.

|
Select

Alex Smalls

Bhushan
SWAFFORD

bhushan_clerk m
BASARA
Bhushan_Clk_m
BASARA

Select e

3. Click Assign to Clerk.
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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.

6/5/2020 © 2020 File & Serve Delaware 24



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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My Queue- Completing Clerk Review

Clerk Manager Court Users Court Profile Predefined Clerk Review Reporting

Court Master Queue Clerk Review Judge Queue Admin Alert(537)

Received During Date From Date to Court Location Case Type

Select o ﬁ ﬁ Select e Select v Select v
Filing Status Processing Status Document Type Other

Select w Select v Select v Select w Select w

Apply Filter Reset Filter

Assig Transaction Id D, D t T H Ek Lo MNumber Ci N G T iy | Froce Action
n = iocument Type = ase Mum ase Name ase Type Sl e
Pending

212017 Court of
MOTICN FOR DEFAULT DON DONALDS VS WILL for Mot Started

1DEEBOO2394 TAZD4 ‘Commmon CrTETET Motion CPLU4-17-D00BRS T DEBT ke Select Action |«
PM Pleas -
6/5/2020 © 2020 File & Serve Delaware

Completing Clerk Review

This section of the user guide will

focus on the completion of Clerk

Review.

1. Click on the transaction
identification number to view
the transaction details and clerk
review options.

The following page shows what the
clerk review page looks like after you
click on the transaction identification
number.
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My Queue- Completing Clerk Review

Case Information rd .
Court Filing Fee(s)
Case Number:
CONSUMER DEBT FILED $0.00
Case Name: CD case in Sussex
Filed andior Served on: 1242017 1:95:55 AM Court Security Fee $0.00
Court: Court of Common Pleas
Tech Fee $1.25
Case Status: Panding For Clark Review
Claim Amount: 9559.00 Total Filing Fees $1.256
Notes to Clerk: fest
Assign to Judge Gueue None w
Other Fees
Additional Information
File & ServeXpress Filing Fees 52,00
Transaction 1D: DE0D002250
X Other Fees Total §2.00
Transaction Comments: Select v
OR Total Fees $3.25
Total Fees: 5325

Case Parties Information

I ST __

Sussex plaintiffl Sth PARTY PLAINTIFF BK George Pazuniak BK's Mega Law Firm
Sussex ong Sth PARTY DEFENDANT
Authorizer: BK George Pazuniak - BK's Mega Law Firm

Documents () Accept AN Reject Al

--_l

CONSUMER DEBT FILED CD case in Sussex -Action- W

ECEE I B

6/5/2020 © 2020 File & Serve Delaware

Top of
Clerk
Review
Screen

Middle of
Clerk
Review
Screen

Bottom of
Clerk
Review
Screen

Completing Clerk Review

This section of the guide will cover
the same Clerk Review screen in
three sections:

* Top of Clerk Review Screen.
¢ Middle of Clerk Review Screen.
¢ Bottom of Clerk Review Screen.
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My Queue- Completing Clerk Review/Top of Clerk Review Screen

Case Information v 45t |
Court Filing Fee(s) ‘
Case Number: |
CONSUMER DEBT FILED $0.00 |
Case Name: CD cazs in Sussax |
Filed andlor Served on: V242017 1:55:58 AM Court Security Fee $0.00 |
Court: Court of Comman Pleas |
Tech Fee §1.25 |
Case Status: Pending For Clerk Review |
Claim Amount: 0880.00 Total Filing Fees $1.25 | To of
Notes to Clerk: test | p

Assign to Judge Queus None 2 ‘ CIerk

Other Fees .
Addiionsl information ‘ Review
File & ServeXpress Fiing Fees $2.00 |
T acti 1D: DEDO002250 | S
sl _D" Other Fees Total $2.00 | creen
Transaction Comments: Select £
i Total Fees $3.25
Total Fees: 53325

BTN EETE EETEE
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My Queue- Completing Clerk Review/Top of Clerk Review Screen Completing Clerk Review
o " 1. Click on the Transaction ID
Transaction Id Date / Time Document Type SEE Case Number = Case Type Filing Status .
number to go to the transaction
1/24/2017 Court of CD case in CDcasein  COMSUMER  Pending for details page where you will find
1 DEDDOOZ250 e — CONSUMER DEET FILED Sussex I DEBT Clerk review Select Action | ~ 3 -
more details about the filing.
Top of Clerk Review Screen
Clerk Revie Reporting
2. Use the dropdown to select a
Case Information judge to rule on the transaction*.
Court Filing Fee(s)
None e
Case Number:
Case Name: CD case in Sussex CONSUMER DEBT FILED $0.00 Tt T s
SG Judge Test ROCANELLI
Filed andlor Served on: 1/24/2017 1:55:56 AM Court Security Fee $0.00 ' SG Test Judge REIGLE
Court: Court of Common Pleas Test Clark
Case Status: Pending For Clerk Review Tech Fee $1.25 Test Kenncth JB Clark
Testing DL Clark
Claim Amount: 8888.00 Total Filing Fees $1.25 Generic Judge
Motes to Clerk: test Mene -
Assign fo Judge Gueue: M e
o 2 3. Use the drop down to select a
%k 3k
Other Fees comment
Additional Information None .
File & ServeXpress Filing Fees $2.00
Transaction |D: DEDD0D2250 e .
Transaction Comments: Select 3 b Other Fees Total s2.00 | zz :ir::tgj;e:; ;EIEG‘E;ELLI
Test Kenneth JB Clark
q' Testing DL Clark
Edil Fees Zero Fees 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 viewable in the transaction
details page. Only the first document will show in the transaction in My Queue.
*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/Top of Clerk Review Screen

_ s rinarEeE

CONSUMER DEET
FILED 2 [pao |
Court Fl"ng FEE[S] Court Security Fee |D.DD |
Tech Fee [1.25 |
COMSUMER DEET FILED $0.00 Total Filing Fees $1.25
Court Security Fee $0.00
Tech Fee §1.25 Other Fees
File & ServeXpress
Total Filing Fees $1.25 | | Fees 26m |
Other Fees Total $2.00
Total Fees 325
4
Other Fees Court Filing Fee(s)
CONSUMER DEET 0 |
FILED
File & Servexpress Filing Fee $2.00
Court Security Fee |Eh |
Other Fees Total Tech Fee b |
Total Filing Fees 0
Total Fees
Edit Fees Zero Fees Other Fees

File & ServeXpress

Fees |0 |

Other Fees Total o
Total Fees o
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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. Click Zero Fees to “zero out” the
fees.

4. After making any changes to the
fees, click Save.
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My Queue- Completing Clerk Review/Top of Clerk Review Screen

Case Parties Information ra

' Middle
of Clerk

Sussex plaintiff1 Eth PARTY PLAINTIFF B George Pazuniak E¥s Mega Law Firm o
Review
Sussex ong Eth PARTY DEFENDANT
Screen
Authorizer BK George Pazunak - BK's Mega Law Firm

B IS B
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My Queue- Completing Clerk Review/Middle of Clerk Review Screen

Case Parties Information 17
F S e
Sussex plaintiff1 Sth RARTY PLAINTIFF BK Georgs Pazurisk BK's Mega Law Firm

Sussex org Sth PARTY DEFENDANT

Authorizer: Bl George Pazuniak - BK's Mags Law Firm

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 BEK George Pazuniak BK's Mega Law Firm 2 d

Sussex org 5th PARTY DEFEMDANT rd

Party Information

3 * Entity Type * Party Type
Individua v Sth PARTY PLAINTIFF w
* First Name Middle Name * Last Name * Date of Birth

Sussex plaintiff1 01/01/2017 E

{Mapimum 15 Characiers) {Manimum 60 Characiers|

Address Information

* Address 1 5 Address 2
1243 Prose Lane

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

* Address Type

CURRENT ~ Confidential Address?

Add/View Alias AddiView Address

Save Party

*The Clerk can only edit newly added parties on a subsequent filing. Previous parties have already been
added to Contexte so only newly added information to these filings for these parties can be edited during

Clerk Review.
**Previously entered address information is not returned to FSD during a subsequent filing so the filer
can only add new address information during their subsequent filing.

***This is for an OPF only- there would be no previously entered address so the clerk would be able to

edit all information entered during the transaction.
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Completing Clerk Review-
Middle of Clerk Review Screen
To edit case party and address
information:

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

2. Click on Pencil icon next the
party you would like to edit.

3. Click on the party Information
banner to view the party
information*.

4. Click on the Address Information
banner to view the address
information**.

5. Modify Address information
using the type fields and drop
downs***,
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My Queue- Completing Clerk Review/Middle of Clerk Review Screen

Parties

First Name  Middle Name

Sussex

Jason

Party Information

Address Information

Last Name

plaintiff1

Stout

Organization Name

Sussex orgl

Party Type Attorney(s) of Record Attorney Firm/Agency Modify  Delete
Sth PARTY PLAINTIFF BK Gecrge Pazuniak BK's Mega Law Firm r

5th PARTY DEFEMDANT r

Sth PARTY PLAINTIFF s i

L
Addniew Alias AddView 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.
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Completing Clerk Review-

Middle of Clerk Review Screen

(continued)

6. 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/Middle of Clerk Review Screen

Entity Type

Individual
First Name Middle Name Last Name

Sussex plaintiff1
* Alias Type 7

Select w
* First Name Middle Name * Last Name

{Mairmuem 15 Characes Wamirmurn 60 Chorac
9 Add Alias
Aliases
m
Also known as Suss Plaintiff1 10 ". 11 ﬁ

i - B

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.
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Completing Clerk Review-
Middle of Clerk Review Screen

(continued)
7. Use the drop down to select the
alias type.

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

9. Click Add Alias.

10. Use the Pencil icon to edit an
existing alias*.

11. Use the Trashcan icon to delete
an alias.

12. Click Next when you have
finished making updates.

13. Click Cancel to return without
saving your updates.
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My Queue- Completing Clerk Review/Middle of Clerk Review Screen

Parties

First Name  Middle Name

Sussex

Jason

Party Information

Address Information

6/5/2020

Last Name

plaintiff1

Stout

Organization Name

Sussex orgl

Party Type Attorney(s) of Record Attorney Firm/Agency Modify  Delete
S5th PARTY PLAINTIFF BK George Pazuniak BK's Mega Law Firm rd

Sth PARTY DEFEMDANT g

5th PARTY PLAINTIFF rd m

Addniew Alias Adaniew Address

© 2020 File & Serve Delaware

Completing Clerk Review-

Middle of Clerk Review Screen

(continued)

14. 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/Middle of Clerk Review Screen

Entity Type

Individual

First Name

Sussex

Middle Name

Last Name

plaintiff1

* Address 1 15

* City * State

Select

Address 2

*Zip Code

Phone Number

* Address Type

Select 16~ 17

Addresses

Confidential Address?

o

e _m_

CURRENT

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

1243 Prose Lane

19~ 201

-~ N - |

*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

6/5/2020

Completing Clerk Review-

Middle of Clerk Review Screen

(continued)

15. Use the fields to enter address
information.

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

* Address Type
Select W
Select -

DVISION OF MOTOR VEHICLE
INCARCERATED
MAILING

17. Check the box to make the
address confidential.

18. Click Add Address.

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

20. Use the Trashcan icon to delete
an address.

21. Click Next when you have
finished making updates.

22. Click Cancel to return without
saving your updates.
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My Queue- Completing Clerk Review/Top of Clerk Review Screen

Documents () pccept A Reject Al

-.

CONSUMER DEBT FILED CD ease in Sussex

~ | Edit

6/5/2020

B IS B

© 2020 File & Serve Delaware

Bottom
of Clerk
Review
Screen

38



My Queue- Completing Clerk Review/Bottom of Clerk Review Screen

Documents () Accept Al Reject Al

Document Document Judicial Comments from Ruling
Document Type Document Title
History Document

Ques

COMSUMER DEBT FILED

6/5/2020

CD casein Sussex

3 -Action-

© 2020 File & Serve Delaware

o e

Completing Clerk Review-

Bottom of Clerk Review Screen

1. Click on the Document ID to view
and review the document.

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

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

-Action- v

-Action-
I Download I
Documents

Print
Documents

4. 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

Clerk Manager Court Users Court Profile Predefined Clerk Review Reporting
* Document Category * Document Type * Document Title
All Document Types 1 w Please Select Document Type 2 e 3
*Choose File Main Supporting?
Chooge Files I Mo file chosen 5 Py

{.PDF FoNgats enly up to 2MB)

€ Open X ‘
&« v <« DE2017 » DESample Docs v | O Search DE Sample Docs »
Organize * Mew folder ==~ [ o
@ OneDrive 2 MName Date modified Type
B This PC m A173_Proposed Order Adobe
— This
— @ Certificate of Service Adobe
! Desktop '@ Complaint Adobe
| Documents T Mation with Order 1/11/2017 11:43 AM Adohe ¥
M Paumlaade N >
File name: | w ‘ Adobe Acrobat Document ~
Main Supporting? *Main Document

5 @ Please Select Main Document e

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 documents:

1. Use the drop down to select the

2.

w

Document Category.

* Document Category

All Document Types w

Please Select Document Category

All Document Types

Alias Filings
Use the drop down to select the
Document Type.

* Document Type

Please Select Document Type e

* CONSUMER DEBT FILED -
15T PLURIES PRAECIPE & SUMMONS
2MD PLURIES PRAECIPE & SUMMONS

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.

Follow steps 1-6 to attach additional
documents.
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My Queue- Completing Clerk Review Completing Clerk Review-
Bottom of Clerk Review Screen

Attached Document|s) Court Filing Fee(s) 7. Click the Document Title to view
the document.

SL#or Doc Main/ Supporting COMSUMER DEET FILED §0.00 . )
ID Document Type Document Title  Access Document Edit Delete 8. Use the Pencil icon to edit an
1 CONSUMER DEBT  CDcaseinSuss Private Main CONSUMER DEST FILED $0.00 existing document that you have
L - Court Security Fee $0.00 added to the transaction*.
2 CONSUMER DEBT 7/ CDinCase Private  Main 87 9ﬁ 9. Use the Trashcan icon to delete
FILED Tech Fee $0.00 ’
an document.
Total Filing Fees 0001 10. Click Next when you have
finished making updates.
Other Fees
File & ServeXpress E-Filing Fees $0.00
Other Fees Total 50.00

2o

*The document information for the document that you added will populate the screen. Follow
steps 1-6 on the previous page to make changes to the existing document. You will not be able
to edit or delete any documents that that the filer has previously uploaded.

Note: All fields with an asterisk (*) are mandatory fields.
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My Queue- Completing Clerk Review Completing Clerk Review-

Bottom of Gl Review Sreen

1. After reviewing the document(s)

Case Information £

Court Filing Fee(s) and making any changes, select
z::a:“’ e CouSUMER DEET E1LED P either Accept All or Reject All.
Filed andior Served on: 1242017 1:55:58 AM CERTIFIED COPY OF JUDGMENT FROM JP | o0 o0 2- USE the drop down to SeIeCt the
Court: Courtof Common Pleas COURT . d t t m F'I'n th t h n t
Case Status: Pending For Clerk Review Court Security Fee $0.00 ate sta p. 1 gs a ave 0
Cisim Amoun: een.00 been returned for rejection will
Hoes o ik = o e ly have the original date in the
i n
Assignto Judge Queue: None ~ Total Filing Fees $1.25 only g
dropdown.

Additional Information 017242017 D1:55.. o
Transaction ID: DEONOOZZ50 Other Fees |
Transaction Comments: Salact W ; .

Filz & Seryzipress Filing Feas $2.00 0172452017 0165658

R Other Fees Total $2.00 .
) 3. Click Back toreturn to My
Total Fees $325
Queue.

Total Fees: $325 . .
h 4. Click cancel to end clerk review
Case Parties Information * Without Submitting.

T T N 5. Click Submit to comlete clerk

review of this transaction.

Susax plairgf Sth PARTY PLAINTIFF B Gaarge Paruriak Bi'= Maga Law Firm

Sumom argl 5t PARTY DEFENDANT

Jarman St St PARTY PLAINTIFF
Authorizer: BH Geonge Pazuniak - BH's Mega Law Firm
Documents ] (%) Accept A1) Reject Al Dstamp Datel Time 0172472017 0155, | v 7
1185 CONSUMER DERT FILED I corme i Suszex: _Action- | ~ || Bt

CERTIFIED COPY OF JUDGMENT FROM JP Corsuner Detd

1385 a -Action- Edit
1383 couRT e @ Actio w | Ed

- N — K —
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My Queue- Completing Clerk Review

Case Information rd -
Court Filing Fee(s)
Case Number:
Case Mame: John Jonathan vs Raymond Ray COMPLAINT - DEET ACTION $75.00
Filed and/or Served on: 2172017 9:31:28 PM Court Security Fee $10.00
Court: Court of Common Pleas
Case Status: Pending For Clerk Review Tech Fes $1.25
Claim Amount: 3000.00 Total Filing Fees $86.25
Notes to Clerk:
Assign to Judge Queue: MNone -
Other Fees
Additional Information
File & ServeXpress Filing Fees $2.00

Transaction 1D: DEQNDDO2784
Transaction Comments: Select — Other Fees Total $2.00

OR Total Fees $88.25

caro

Total Fees: §8B.25

Case Parties Information

_ RS S S _

John Jonsthan PLAINTIFF Test Nicholas Rodriguez December Law Firm
Raymond Ray DEFENDANT
Authorizer: Test Nicholas Rodriguez - December Law Firm
Documents 1 @ Accept AlIC Reject Al Stamp Date/ Time  Select 27
e e e e e e e e
COMPLAINT - DEBT ACTION ‘Complaint -Action-
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Completing Clerk Review-

Bottom of Clerk Review Screen

RETURNED FOR CORRECTION

1. After reviewing the document(s)
and making any changes, select
either Accept All or Reject All.

2. Since Accept or reject pertains to
the entire transaction, each
document will get the same
Stamp/Date Time. The only time
you will see more than one
date/time is if it was refiled with
corrections. You may select the
original filing date/time or the
date/time it was resubmitted.

Select e

Select
01312017 16:02:17
Q2012017 21:31:26

3. Click Back to return to My
Queue.

4. Click cancel to end clerk review
without submitting.

5. 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
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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.

44




My Queue- Processing Status

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

Received During Date From Date to Court Case Type Filing Status

Select " m m Select ~ Select ~ Select v
Processing Status Document Type Other

All Transactions w Select w Transactionld - Equals ~ DECO021028

Reset Filter

Apply Filter

Processi

COMPLAINT -
ABANDONED
Pleas PROPERTY

Coun af
10652017

30817 PM

Brokar  ABANDOMN
stop  PROPERTY

Pending fur Errar - F5
Clerk review  DE Rabrying

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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COURT ADMINISTRATOR/CLERK
MANAGER- JUDGE QUEUE



Judge Queue Reviewing Your Results

Clerk Manager Court Users Court Profile Predefined Clerk Review Reporting 1. See Fllter Optlons section Of
this guide.

Court Master Queue Clerk Review My Queue Judge Queue Admin Alert(537) 2. See Transaction List Overview
section of this guide.

1 Received During Date From Date to Court Location Case Type
Select v m m Select - Select - Select -
Filing Status Processing Status Document Type Other
Select v

Apply Filter Reset Filier

Assig T ction Id S Location | Jud D t Type Sesiment C Number & C Type < Action
n TENSS: oca] e ocumen ase Mum ase
Time = Title MName Status
2 Pending

12772017 Court of COMPLAINT -
CCP-  5GJudge Civil Case 1- ABANDOMN F

or
DEDDOO2400 12:18:53 Common ABAMDOMED Main Doc CPUS-17-0008TS Select Action | w
KENT SMALLS 272017 PROPERTY Judge
PM Pleas PROPERTY )
Review
— Pending
1272017 Court of COMPLAINT - o
CCP-  SG.Judge i Civil Caze 1- ABAMDON For i
DEDDOO2480 11:53:00  Common ABAMDOMED Main Doc CPUS- 17000875 Select Action | w
KENT SMALLS 272017 PROPERTY Judge
AM Plaaz PROPERTY T
Eview

Judge Queue lists all transactions in your assigned Courts that are pending Judge
Review. This includes any unassigned transactions and those assigned to judges. In
this queue, you can release transactions to the Court Master Queue.
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Judge Queue (continued)

# ]

DEDDO02418

DED0D02410

DEDOD02404

172502017
33424
PM

V252017
2:40:27
PM

1/25/2017
2:03:28
PM

Court of
Conninnon
Pleas

Court of
Commaon
Plasz

Court of
Common
Pleas

CCP-

B Judge
NEW
Clark
CASTLE
CCP-  SG.Judge
KENT SMALLS
CCP- Test
NEW Hanneth
CASTLE = JB Clark

! - Represent transaction pending for ruling from more than 72 hrs

3

Select Transactions

Release o Masier Queue

15T PLURIES
PRAECIPE & testl CPU4-17-000BE3
SUMMONS
COMPLAINT -
ABANDOMED Main Dioc: CPU5S-17-D00B53
PROPERTY
MOTION FOR
ENLARGEMENT Motion CPU4-17-000885
OF TIME
12345 Next
Judge Name
Select 5 e

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

6/5/2020
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EDITED BY MESNE
CLERK ATTACHMENT
Civil Case - ABANDON
262017 PROPERTY
DON
DONALDS
i DEET
VS WILL
WILLIAMS

T oo |

Pending
For
Judge

Review

Pending
For
Judge

Review

Pending
Faor

Select Action

I
Select Action
View Details

Download
Document

Print Document

Release to

Judge 2’ Master Queue

Review

e

Releasing a Transaction to Master
Queue and Assigning to Judge

To release a transaction to the
Master Queue so someone else
can rule on it

1.

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

Under the Action column
select on Release to Master
Queue.

OR

Click on the Select Transactions
checkbox to select ALL
transactions.

Click on Release to Master
Queue.

To Assign to a Judge use either
steps 1 or 3 above and

5.

Use the dropdown to select a
judge.

6. Click Assign to Judge.
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COURT ADMINISTRATOR/CLERK
MANAGER- ADMIN



Admin

Clerk Manager Court Users Court Profile Predefined Clerk Review Reporting

Court Master Queue Clerk Review My Queue Judge Queue Alert(538)
3

| First Name Last Name Location Name Court | Reset Edit Delete

Clerk MULRIME CCP - NEW CASTLE Court of Common Pleas 1 & rd 3 m
bhushan_clerk m BASARA CCP - MEW CASTLE Court of Common Pleas & rd m
BK Clerk Mulrine CCP - NEW CASTLE Court of Commoen Pleas & rd m
BK Tamu White CCP - KENT,CCP - NEW CASTLE CCP - SUSSEX Court of Common Pleas & e m
Bhushan_Clk_m BASARA CCP - NEW CASTLE,CCP - KENT,CCP - SU3SSEX Court of Common Pleas & rd m
3G Clrmgr BASARA CCP - KENT,CCP - MNEW CASTLE CCP - SUSSEX Court of Common Pleas & rd m
Test Michael-JP Mulrine CCP - NEW CASTLE Court of Common Pleas & rd m
3G Clerk Dele JOMNES CCP - KENT,CCP - NEW CASTLE CCP - SUSSEX Court of Common Pleas & rd m
SG CiriAgr Dele BASARA CCP - MEW CASTLE CCP - KENT.CCP - SUSSEX Court of Commaon Pleas & rd m
S0 Test CirMar MULRIME CCP - KENT,CCP - NEW CASTLE,CCP - SUSSEX Court of Comman Pleas & rd m

n 2 » (f'

Selecting the Admin option will display a list of users.

*Clicking on a column header the second time will return the list to how it was before you sorted.
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Password Options

1. Reset will send a system-
generated email to that user so
they can reset their password.

2. Click the Pencil icon to edit the
user’s profile. This will take you
to the Court Users- Modifying
Users option that is discussed
in detail in the Court Users
section on page 52.

3. Click Delete to delete the user
from the system.

4. Use the numbers and arrow at
the bottom of the page to
scroll through the users.

OR

5. Use the column headers to sort
the users (i.e. alphabetically by
first name or last name, or
group locations or courts)*.
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COURT ADMINISTRATOR/CLERK
MANAGER- ALERT TAB



Alert- Email Notifications & Alert List

Clerk Manager Court Users Court Profile Predefined Clerk Review Reporting

Court Master Queue Clerk Review My Queue Judge Queue Admin Alert(614)

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

Alert List

T e I =

8 DEQD004420 b EMLTR - DEOOO04284 Case little name 9/23/2016 12.04:51 PM Pending for Clerk review
DE00004421 EMLTR - DEDDO04284 Case tittle name 9123/2016 12:05:58 PM Pending for Clerk review
DEQOO04422 EMLTR - DEQOO04284 Case tittle name /2342016 12:07:10 PM Pending for Clerk review

The Alerts screen displays any items pending Clerk Review within your queue for
more than 48 hours (2 business days). These items are notated on the Clerk
Review and My Queue screens by a red exclamation point (!) next to the
Transaction ID number.

6/5/2020 © 2020 File & Serve Delaware

Email Notifications & Alert List
(continued)
1. Click on the banner to expand
the options.
a) Click on the Transaction
ID Number to view the
Transaction Details
Page.
b) Click on the Case
Number to view the
Case Information.
2. Return to My Queue to review
transactions from your Alert
List.
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COURT ADMINISTRATOR/CLERK
MANAGER- COURT USERS



Court Users (Only Available to Court Administrator)

Clerk Manager Court Users Court Profile Predefined Clerk Review Reporting
*First Name ] * Last Name *User Type 3 * Case Class Type 4
Select i

{Mamirmurn 15 Characters) {Maeirmurm 80 Characters)

* Court Access

* Court Management System * System Id for the User

Selact

5 3y ]
* Location

Court of Comnmon Pleas E

* Email Address * Confirm Email Address

e J i

The Court Users display is divided into two sections. The top of the page is where
new users can be added.

* The System ID and Last Name will go through a validation process and must match Contexte to
create an account. Use the Trashcan icon will remove the System ID.
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Adding Users

1. Enter First Name.
2. Enter Last Name.
3. Select User Type.

* User Type
Select b

|
Select
Clerk
Judge
Clerk Manager
4. Select Case Class Type.
*Case Class Type

I
Civil
5. Select Court Management
System.

* Court Management System

Select e

Select

Court of Common Pleas

6. Enter the System ID and click
Add*.
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Court Users (Only Available to Court Administrator)

Clerk Manager

* First Name

Court Users

Court Profile

* Last Name

{Mamirmurn 15 Characters)

* Court Management System

Select

6/5/2020

Predefined Clerk Review Reporting

* User Type * Case Class Type

Select an option

Select e

{Mamirmum 80 Characters)

* System Id for the User

w

* Court Access

? Select an option

Court Management System System |d Remaove

* Location

8 Select an option

* Email Address

9 9

* Confirm Email Address

11
0

© 2016 File & Serve Delaware

Adding Users
7. Select Court Access.

* Court Access

Court of Comman Pleas

8. Select Location(s).

* Location

CCP - KENT
CCP- NEW CASTLE
CCP - SUSSEX

9. Enter and confirm the Email
Address.

10. Click Cancel to quit without
saving.

11. Click Add User to complete the
registration.
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Court Users- Modifying Users (Only Available to Court Administrator)

Clerk Manager Court Users Court Profile Predefined Clerk Review Reporting
* First Mame * Last Name * User Type *Case Class Type
Kent clerk SWAFFORD Clerk w

{Mapdrmum 15 Characters| {Mandmum 80 Characters|

SSREERESEREEE— m

Court of Common Pleas

* Court Management System * System ld for the User

Select w

CPSWASHE i

Kent clerk SWAFFORD ‘Court of Comman Pleas
BK Judge Clark Judge Court of Common Pleas
CMananger SWAFFORD Clark Manager ‘Court of Common Pleas
Al Smalls Clerk Manager Court of Common Pleas
Winayak Smalls Clerk Managar ‘Court of Common Pleas

) Civil

*Court Access

(& Court of Common Pleas

* Location

() CCP-KENT

* Email Address * Confirm Email Address

mozatotest+12-2%-kelerk @eutlock co

m“ SRR S S

CCP - KENT 1a 2#
CCP - KENT,CCP - NEW CASTLE,CCP - SUSSEX 8, rd
CCP - KENT &, ra
CCP - KENT a, rd
CCP - KENT a, ra

moz atotest+12-29-kelerk @ outleck .col

3

B B B Bk

=[]

The Court Users display is divided into two sections. The bottom of the display shows a

list of current users.

*If you click the Pencil to modify the user, follow steps 1-11 in the adding users section above to make

modifications and re-add the user with the updates.
**Clicking on a column header the second time will return the list to how it was before you sorted.

6/5/2020
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Password Options

1. Reset will send a system-
generated email to that user so
they can reset their password.

2. Click the Pencil icon to modify
the user’s profile*.

3. Click the Trashcan to delete the
user from the system. You will
be prompted to confirm the
deletion.

www.cfd10.casefiledelaware.com says:

Are you sureyou want to delete?

Fancel

4. Use the numbers and arrow at
the bottom of the page to
scroll through the users.

OR

5. Use the column headers to sort
the users (i.e. alphabetically by
first name or last name, or
group locations or courts)**.

57




COURT ADMINISTRATOR/CLERK
MANAGER- COURT PROFILE



Court Profile (Only Available to Court Administrator)

Clerk Manager Court Users Court Profile Predefined Clerk Review Reporting
Court Case Type

Select - Select an option
Clerk Review Reason Codes Judicial Action Codes
Select an option Select an option

Court Level

Case Type Level

Profile Name

Document
Profile Name Party Type Report
Type Fee

5th PARTY DEFENMDANT,5th PARTY PLAINTIFF,APFPELLEE APPELLANT, COUNTERCLAIM DEFENDANT, COUNTERCLAIM

Court of Comiron TEE LT PLAINTIFF, DEFENDANT, FOURTH PARTY DEFENDANT, FOURTH PARTY PLAINTIFF, PETITIONER, PLAINTIFF, THIRD PARTY 1 Vi 2 Vi 3 3
Pleas ' DEFEMDANT, THIRD PARTY PLAINTIFF,CROSS APPELLEE CROSS APPELLANT, CROSSCLAIM DEFEMDANT, CROSSCLAIM .
PLAINTIFF

The Court Profile page is where you can view and edit the existing court Profile. Only
one court profile can be set up per court and edited on this page.
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Profile Options
1. Click on the Pencil icon to edit
the existing Court Profile.

2. Click on the Pencil icon to edit

the Document Type fees.

3. Click the Page icon to generate

a spreadsheet report of all
Profiles currently in use.
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Court Profile (Only Available to Court Administrator)

Document
Profile Name Party Type Report
Type Fee

5th PARTY DEFEMDANT,Sth PARTY PLAINTIFF,APPELLEE APPELLANT, COUNTERCLAIM DEFENDANT, COUNTERCLAIM

Court of Common P PLAINTIFF, DEFENDANT, FOURTH PARTY DEFENDANT, FOURTH FARTY PLAINTIFF, PETITIONER, PLAINTIFF, THIRD PARTY
l
Pless DEFENDANT, THIRD PARTY PLAINTIFF,CROSS APPELLEE CROSS APPELLANT, CROSSCLAINM DEFENDANT, CROSSCLAIM
PLAINTIFF
Case Level
Court Case Type
Court of Commen Pleas v (% ABANDOM PROPERTY & ADMINISTRATIVE My APPEAL

(X) BREACH OF CONTRACT

) CIVIL ACTIONS TO ENFORCE WORKMAN'S COMPENSATION

() COMFIRMATION OF ARBITRATOR AWARD

% COMSUMER DEBT (& DEET

(%) DECLARATORY JUDGMENTS () DOG PANEL APPEAL

(¥) FOREIGN JUDGMENT () HABITUAL OFFENDER PETITION

() INTERPLEADER (%) JP APPEAL WITH FEES

(# JP APPEAL WITHOUT FEES () MESNE ATTACHMENT

() MEGLIGENCE-PERSOMAL INJURY ACT

(# MEGLIGENCE-PROPERTY ACTION (# PERSONAL INJURY

(&) RED LIGHT APPEAL (& REPLEVINS (% SPEED CASE

(& SPEED JP APPEAL
& STATUTORY CIVIL ACTIONS COMSUMER FRAUD

(¥) SUBROGATION (¥ TORT CLAIMS FOR COMNVERSION

Clerk Review Reason Codes Judicial Action Codes

@ A SERVICE RETURM HAS NOT YET BEEM FILED OM THIS CASE. YOU @ Denied in Part () Deny () Grant
CAMNOT PROCEED WITH THE CURRENT FILING UNTIL THE
SERVICE RESULTS HAVE BEEN SUBMITTED TO THE COURT. ® Granted in Part 2

(# COURT STANDARD REQUIRES MO PUNCTUATION IN NAME,
ADDRESS OR CAPTION DESCRIPTION FIELDS.

(& DUPLICATE FILING 2

() FEE WAIVER DENIED, PLEASE RESUBMIT WITH PAYMENT BY COURT
DEBIT ACCOUNT OR CREDIT CARD.

(# FILING SUBMITTED TO WRONG JURISDICTION. PLEASE FILE IN
RIGHT COURT/LOCATION.

*The drop down values in the Clerk Reason Codes field are set up by the user on the Predefined Clerk

Review tab.

Note: Additional pick list items need to be set up by FSX before they are available to be added.
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Editing the Case Level

If you have clicked on the Pencil to

edit the profile, the profile options

will be displayed.

1. Click on the “X” on the
selected values in the Case
Type, Clerk Reason Codes*, or
Judicial Action Codes fields to
remove a case type.

) ADMINISTRATIVE MV APPEAL

2. Click in the Case Type Box to
view the current list of
available values to add and
click on them to select.

CHANGE OF NAME PETITION
CIVIL JUDGMENT

COMMISSIONS

CP CIVIL CASE TYPES
DEFAMATION AND LIBEL ACTIONS
ERRORS & OMISSIONS AGTIONS
JP ABANDOMED PROPERTY
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Court Profile (Only Available to Court Administrator) Editing the Court Level

expand the field.

2. Use the dropdown to select
the time zone for the Court.

3. Use the check box to make the
Birthdate field a mandatory
entry for filers. If it is not
selected, DOB will be an
optional field.

Time Zone Birthdate Required

(UTC-05:00) Eastern Time (US & Canada) 2 o 3 ,
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Court Profile (Only Available to Court Administrator)

Case Type Level

Party Information

Party Type

35 5th PARTY DEFENDANT (%) Sth PARTY PLAINTIFF
(%) APPELLANT (¥) APPELLEE
(% COUNTERCLAIM DEFENDANT
(%) CROSS APPELLANT (%) CROSS APPELLEE
(%) CROSSCLAIM DEFENDANT (%) CROSSCLAIM PLAINTIFF
(%) DEFENDANT (%) FOURTH PARTY DEFENDANT
(X FOURTH PARTY PLAINTIFF (X PETITIONER
{® PLAINTIFF (® THIRD PARTY DEFENDANT

(%) THIRD PARTY PLAINTIFF

Entity Type

@ Individual (%) Organization

Alias Type

@ Also known as

Address Type

@ CURRENT ) DIVISION OF MOTOR VEHICLE

) INCARCERATED ) MAILING ) PHYSICAL

REMNTAL ® SCHOoOL * WORK
@

Profile Name tf

CCP Profile

Note: Additional pick list items need to be set up by File & ServeXpress before they are available to be

added.

6/5/2020

() COUNTERCLAIM PLAINTIFF

Document and Others
Document Category

@ Alias Filings

(X) ATTACHMENTS (¥) Case Update

(%) Initial Filings/Complaints ) Motions

® Results/Outcomes/Dispositions

® Service Documents - REQUEST FOR SERVICE
(®) Service Documents - RETURN OF SERVICE

(¥ Subsequent Filings/Complaints

>

(%) Answers () Appeals

¥ Motice/Requests

© 2016 File & Serve Delaware

Editing the Case Level

1. Click on the Case Type Level
banner to expand the field.

2. Click on the “X” on the
selected values in theParty
Type Document category,
Entity Type, Alias Type, Address
Type, or Profile Name fields to
remove them..

(& ATTACHMENTS

3. Click in any open section of the
fields to view the current list of
available values to add and
click on them to select.

AFFILIATED PARTY-SYSTEM SET-UP
ARBITRATOR

ASSIGMEE

ATTORMEY

BABY BOY

BABY GIRL

BOMD PERSON

4. Enter a Profile Name. Although
this field is provided here, you
should not change the profile
name.

5. Click to save your changes.
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Court Profile (Only Available to Court Administrator)

Document
Profile Mame Party Type Edit Report
Type Fee

Sth PARTY DEFENDANT, Sth PARTY PLAINTIFF,APPELLEE APPELLANT, COUNTERCLAIM DEFENDANT,COUNTERCLAIM
TrrEee PLAINTIFF, DEFENDANT,FOURTH PARTY DEFEMDANT, FOURTH PARTY PLAINTIFF, PETITICNER, PLAINTIFF. THIRD PARTY Vi Vi B
i
DEFEMDANT, THIRD PARTY PLAINTIFF,CROSS APPELLEE, CROSS APPELLANT, CROSSCLAIM DEFENDANT, CROSSCLAIM E

PLAINTIFF

Court of Cormnaon
Plazz

* Document Type * Document Type Code

1ST PLURIES PRAECIPE & SUM...] | ~ 2. 4F1ST

* Statutory Fees 3 * Court Security Fees &

0 0

Document Level Access

Public Private

® )5
6 Add Document Type
e S = Iy Ty I

4F1ST 15T PLURIES PRAECIPE & SUMMONS ﬁ
4F2ZND 2ZND PLURIES PRAECIFE & SUMMONS Q 0 True e ﬁ
4F3RD 3RD PLURIES PRAECIPE & SUMMOMS o] 0 Trus i ﬁ
4F4TH 4TH PLURIES PRAECIPE & SUMMONS a L] True d ﬁ

Document Type/Fee allows you to add document types that have already been set
up in your court and have note already been added, modify fees, and shows a list of
current document types/fees which can be edited or removed.

Note: You must contact File & ServeXpress directly to add any new document types or fees before
they will be available for selection in the Court Profile.
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Adding Document Types

If you have clicked on the Pencil to
edit the Document Type Fee, the
profile options will be displayed.

1.

vk wnN

o

Use the drop down to select a
document type that is not
already on the list.

Enter Document Type Code.
Enter the Statutory Fee.
Enter the Court Security Fees.
Select a value for the
Document Level Access.

Click Cancel to exit without
saving changes.

Click Add Document Type to
save your changes.
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Court Profile (Only Available to Court Administrator) Editing Document Type Fees

* Document Type * Document Type Code 1. Click to edit the document type
15T PLURIES PRAECIPE & SUM... | v~ 2D 4F1ST fee. The document type values

will populate the fields in the

top of the screen.

Edit Document Type Code.

Edit the Statutory Fee.

Edit the Court Security Fees.

Select a value for the

Document Level Access.

Click Cancel to exit without

p
2
saving changes.
True 17

save your changes.
8. Click the Trashcan icon to

* Statutory Fee53 * Court Security Fees lf
0 0

Document Level Access

Public Private

vk wnN

o

4F1ST 15T PLURIES PRAECIPE & SUMMONS

4F2ND 2MD PLURIES PRAECIPE & SUMMONS o 0 True rd ﬁ remove the document type_
AF3RD 3RD PLURIES PRAECIPE & SUMMONS 1] 0 Trus rd ﬁ
4F4TH 4TH PLURIES PRAECIPE & SUMMONS 1] 0 True rd ﬁ
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Court Profile (Only Available to Court Administrator)

Document
Pmofile Mame Party Type Report
Type Fee

Eth PARTY DEFEMDANT, 5th PARTY PLAINTIFF,APPELLEE APPELLANT, COUNTERCLAIM DEFENDANT,COUNTERCLAIM

FTEEL PLAINTIFF, DEFENDANT,FOURTH PARTY DEFENDANT, FOURTH PARTY PLAINTIFF, PETITICNER, PLAINTIFF, THIRD PARTY # y
i
DEFENDANT, THIRD PARTY PLAINTIFF,CROSS APPELLEE, CROSS APPELLANT,CROSSCLAIM DEFENDANT,CROSSCLAIM

Court of Connrnon
Pleas

1w

PLAINTIFF

H ©- =  Court Report [Compatibil..  Robert Rodriguez Ea|
Home QlEE) ‘ Page Layc‘ Formulas ‘ Data | Review | = | ACRDE‘-A‘I| 2 Tell me
"‘D a6 i = % %Conditional Formatting - iil o)
By - S

Paste B Font  Alignment Number GFormat as Table Cells  Editing

- - = +  [C¥cellStyles~ - -
Clipboard Styles -~
Al ~ fe || Document Type ¥

A . B | C . D E | F | G
1 [Document Type |Statutory Fee Court Security Fee
2 [COMPLAINT ON,50.00 "0.00
3 |ADR STATEMEN'0.00 "0.00
4 |AMSWER TO 3RI0.00 "0.00
5 |ANSWER FORM '0.00 '0.00
6 |ANSWER FORM '0.00 "0.00
7 |ANSWER TO 4TH0.00 '0.00
8 |ANSWER TO 5THD.00 "0.00
9 |ANSWER TO AMD.00 "0.00
10 |AMENDED ANSYD.00 "0.00
11 |ANSWER - ABAND.00 "0.00
12 |/ANSWER & cOU'D.00 '0.00
13 |/ANSWER & CRO'0.00 '0.00
14 |DELETE - INCOR'D_00 "0.00
15 |/ANSWER & REQ'D.00 '0.00
16 |ANSWER & MOT'0.00 "0.00 =
_Sheew | @ o D]

Ready B HH H =—F——+ 100%
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Generating the Report
1. Click the icon to generate the
profiles report in Excel.

65




COURT ADMINISTRATOR/CLERK
MANAGER- PREDEFINED CLERK REVIEW



Predefined Clerk Review (Only Available to Court Administrator) | pofile options

1. Enter the Code.

2. Enter the Description.

3. Click Add/Edit Review to save

it. The new Code and

code Description will appear on the
1 bottom of the screen , where

all currently available Review

Codes and associated

Descriptions are listed.

Clerk Manager Court Users Court Profile Predefined Clerk Review Reporting

Predefined Clerk Review

* Description

2

: I

The Predetined Clerk Review screen allows you to create a new clerk review type by
entering a code as well as a description for the review. It will also display the current
Clerk Review types available and allow you to edit or remove any listed review type.
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Predefined Clerk Review (Only Available to Court Administrator)

“redefined Clerk Review

‘Codez

CCP CLAIM LIMIT = 350,000

" Description 3

YOU HAVE SUBMITTED A CASE WITH & CLAIM VALUE IN EXCESS OF 350,000 TO CCP. CCP
JURISDICTION 15 LIMITED TO 550,000, PLEASE RE-FILE IN THE SUPERIOR COURT USING
LEXISMEXIS FILEASERVE.

¢ I

I S 7

CCP CLAIM LIMIT =

550,000 IN THE SUPERICR COURT USING LEXISNEXIS FILEASERVE.

THIS CASE HAS BEEM CLOSED IM CCP. YOU MUST SUBMIT THIS FILIMG TO THE ACTION PEMDIMG IM THE SUPERIOR COURT WA LEXISHEXIS

CLOSED IN CCP

FILEASERWVE.

6/5/2020
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rd

YOU HAVE SUBMITTED A CASE WITH A CLAIM \WWLUE IN EXCESS OF 550,000 TOCCF. CCP JURISDICTION IS LIMITED TO 550,000. PLEASE RE-FILE 1/- 5 ﬁ

i

Editing a Code

1.

w

Click the Pencil icon for the
code you would like to edit.
Edit the Code.

Edit the Description.

Click Add/Edit Review to save
it. The new Code and
Description will appear on the
bottom of the screen , where
all currently available Review
Codes and associated
Descriptions are listed.

Click the Trashcan icon to
delete the code.
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Reporting Design Your Own Report
1. Use check boxes to select your

report Table Columns.
2. Enter your Parameters for each
selected Table Column.
m] Export PDF report.
Export XLS report.
5. Generate report to view it in
L your web browser.
- : 6. Save current report selections
to use for your next report.

Cark Managar Court Uisars Court Profile Prodafined Clark Review Raporting

Diaalgn Your Own Raport ACH Repart

w

Filing Daje Dats From Duds To

2 o10zET m O1ETET ﬁ

B

= Onganizaon'Company Trps

Cabe Humber

Cace Name
Report
@ e
Law
Fiea
Docume Firn  Orgeniz
Transac Created nt Docume Case Case Case Filing Docume Court  Tech ServeXp youal Filer Clerk 1O iz ationiCo Lokable Payme
9 ress Ea rgani Clerk nt
i} tonld Dse  Cstegor niType Number Name Type  Ststus miFee Fee  Fee  foo™ Fee  Mame Name stion  mpamy (oo .
E|1 Filing 3vtus 2 B y Tang Kompa Ty Statu
stz comeL. ben e
" cout. e Decersts
oeoon 7 Ao U o e moo om s 200 mam Dage MO DT M e
Al Types oonsss SV a cons Fom ™
o Agmion Watams .
Dacument Crisgary w20 i CONSU et Tat Tew
* oo 7 flewe NER GO come GRS DL 00 o ovas am s News Mees DR b g
2268 42121 omplaini  DEBET e Dett Rodrigu  JP
otosss oEmT Fim
En FILED oeF e e
12z consu B Tew ks
" cPue consu cenc
R s O B M T e B TN w0 o s om am Sop e R e o
= i Y% e T e Fem
B
o T A S e gy P -
2107 preees DEW-AI 17 Vs SSIONS 000 000 0.00 000 0.00 Vliam  Tawa gl Fim Yes Dene
[ Comenife 4832 i Tymes SO ooowsz  doggiey H Derma oy
ceovon 7 S e oo gy 006 e e BS
oo 7 regue SO0 U DR P A s oo 2m  2o0 s SO Ty Mo lmo o
N o DaNEL 000880 deny  APPEAL 4
Court Fesc P e ® Firm
BxaT
oo Y o cu mgws 003 e I
2089 34240 im REDAC 17- weSmall PANEL Acceple 0.00 1000 2.5 200 13950 PMVF Tamu =g Fr Na Dene:
s oman $E00° e 57 IEL P Il Fm
TeanFasc vERSIO
N
comsL.
T oecin
e TP DO cue wew  woR oem B e B
= < TR 00000 7 o Docume RATOR 17 deewe ¥ Acoegle 7500 1000 250 200 Mes0 oot Tews M L g
Fit & lerveioress EFNg Faes e VT oars emee” Supcu

Totai Fean

Payment Hatur

Cherk Name

[ | FooModied by Chork Sedoet -
3 i
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Reporting

Clerk Manager

Design Your Own Report

Date From

01/0272017

Court

® Court of Common Pleas

+ 17252017 &

+ 1126502017 2:
+ 11252017 1:

+ 1242017 4

*You can make multiple selections by clicking in the field and making selections multiple times.

34:24 PM Bi's Mega Law Firm
03:26 PM Decernber Law Firm
5B:44 PM Decemnber Law Firm
21:21 PM December Law Firm

6/5/2020

Court Users Court Profile
ACH Report
Date To
1 m 01/272017
Location

2

(¥) CCP - NEW CASTLE

DEDOOO2418  CPUM4-17-000B83

Predefined Clerk Review

EDITED BY CLERK

Reporting

4

Generate Report

B Tamu White CPWHITAM

DEDDOO2404  CPU41T-000885 DON DOMALDS VS WILL WILLIAMS ~ Test Michssh-JP Mulrine  CPMULMIC

DEDDOC2403  CPU4-17-000885

DEDOO0Z2265  CPU4-17-000B85

Dion Donalds vs Will Williams

Test Consumer Dabt OFF

Test Micheel-JP Muline  CPMULMIC

Test Micheal-JP Muline CPMULMIC

© 2020 File & Serve Delaware

Export Repori{XLS) View Breakdown report

ACH Report

1. Select a date range.

2. Choose a court by clicking in
the field. (You can remove a
selection by clicking on the
“X").

3. Choose a location by clicking in
the field*. (You can remove a
selection by clicking on the
“X").

4. Click Generate Report to use
the selected filters.

5. Click to Export the report to an
Excel document.
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ACH Report (continued)
6. Click the “+” to see additional

Reporting

Design Your Own Report ACH Report information for the line item.
7. Click the “-” to view less
Date From Date Tor details.
m ﬁ 8. Click the case number to view
the case summary page.
Court Location
Select an option Select an option

Generate Reporl Export Repori{XLS) View Breakdown report

e | e

0
017 1:20:20 AM Tst BVT CPUS 17-000042 Kent clerk SWAFFORD

Invoice Late ‘Organization Name Transaction Id Case Title Total Fee | ChargeBack

= 202017 1:20:20 AM Tst BVT DF'UE—W—DDDD-E Kent clerk SWAFFORD CPSWASHE
m Document Title Document Type Statutory Fee
Documents ©
1517 test1 COMPLAINT - ABANDOMED PROPERTY

Court Security Fee : 50.00
Court Tech Fee : 5000

File & ServeXpress E-Filing Fee : 50.00
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Reporting

Clerk Manager Court Users

Design Your Own Report

Date From

02022017

Court

@ Court of Commen Pleas

6/5/2020

ACH Report

Court Profile Predefined Clerk Review

19

Date To

01312017 2 ﬁ

Location

3 ccP-KENT

(¥) CCP- NEW CASTLE

© 2020 File & Serve Delaware

Reporting

ACH Report (continued)

If you need to clear the fields to

run a new report

9. Choose a new date in the
Date From field.

10. Choose a new date in the
Date To field.

11. Click the “X” on your selected
Court and selected Location to
remove the selections.
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Reporting

Clerk Manager Court Users Court Profile Predefined Clerk Review Reporting
Design Your Own Report ACH Report
Date From Date To
01/022017 ﬂ 012002017 m
Court Location

{# Court of Common Pleas

Omganization Mame

+ 11772017 11:35:33 PM December Law Firm

+ 111772017 10:54:38 AM Law Firm 1-12-2017

6/5/2020

(%) CCP- NEW CASTLE

‘Generate Report
Transaction |d

B Thomas

Test Mew Castle Case- 20170117

CPU4-17-DO0BTS

CPU4-17-D00ET3 CIVIL CASE 1-17-2017 204255 ichash-JP Mulring

=  ACHReport (1) [Compatibili... Robert Rodriguez ) [}

8 share

“D &% A = % % Conditional Formatting El el

g - o

Paste & Font Alignment Mumber D e T2 Cells  Editing
. ™ - - - [Zicellstyles~ - -

Clipboard Styles S
Al & fe | Invoice Date v
A B | c | D | E | F | G | H | |

1 |Invoice Da!OrganlzatnTransactlo Case Num Case Title Reviewer I Reviewer lc Charge Ba Doc Id

2 |1M7/2017 December DE000018 CPU4-17-(Test New (Patricia JF CFTHOPA No 316

S

4: 1M17/2017 Law Firm *DE000018 CPU4-17-C CIVIL CAS Test Mich: CPMULMI Mo 178

5 |1/17/2017 Law Firm *DE000018 CPU4-17-LCIVIL CAS Test Mich: CPMULMIt Mo 778

6

7: 1172017 SG Law Fi DE000018 CPU4-17-C CIVIL CAS SG Clerk \ CPWHITAI No us

8

9 |117/2017 SG Law Fi DE000018 CPU4-17-CCivil Case SG Clerk \ CPWHITAIMa 773

10

11: 1/17/2017 SG Law Fi DE000018 CPU4-17-C Civil Case Test Mich: CPMULMINo 784

12

13 [ 116/2017 DE000017 CPU417-C New castle Test Mich: CPMULMIt Mo 758

14

15 | 1/16/2017 December DE000017 CPU4-17-LTest Case- BK Clerk N CPMULMI'Mo 729 =
Shoet | @ T — bl

H O -———+ 10m

Exprri Repori(XLS)

CPTHOPAT

CPMULMIC

View Breakdown report

Reviewer N .me ‘ Reviewer Id |TutﬂlFee ‘ ChameBack

58825

3325 Mo

© 2020 File & Serve Delaware

ACH Report (continued)

12. Click to change the view to the
breakdown report. This will
change the column headers
and values.

13. Click to Export the Report to
XLS.
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