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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 
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:

• To get Help, click on the         icon.
• 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.
• Any information marked with a * is a mandatory field.
• 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.
• Click on the Home link at the bottom of the page to navigate back to the login page.
• Click on the About link at the bottom of the page to view links to court information.
• Click on the Contact Us link to view our Client Support contact information and an online 

form to submit comments/questions.
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Log in to File & Serve DelawareClerk 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

1. Before using  File & Serve 
Delaware, you must have an 
ID and Password.

2. Open your internet 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/
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Clerk Manager/Court Administrator Overview (continued) 

Clerk Manager, No Court Administrator Rights

Clerk Manager, With Court Administrator Rights



COURT ADMINISTRATOR/CLERK 
MANAGER- FILTER OPTIONS

File & Serve Delaware Court of Common Pleas
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Filter Options Filter Options
1. Select a number of past days to 

search

2. Click on the calendar icon to 
select a date range

3. Select a Court

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

1 2 2 3
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Filter Options (continued) Filter Options (continued)
4. Select a Location 

5. Select a Case Type

6. Select a Document Type
Additional optional filter selections (continued from the last page).

4 5

6
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Filter Options (continued) Filter Options (continued)
7. Select a Filing Status

8. Use the Other drop downs to 
select additional filters and 
parameters (8a. Enter the value 
you are looking for in the type 
field)

9. Click Apply Filter to conduct 
the search.

10. Click Reset Filter to clear the 
search and begin a new search.

Additional optional filter selections (continued from the last page).

7 8
8a

8

9 10



COURT ADMINISTRATOR/CLERK 
MANAGER- TRANSACTION LIST 
OVERVIEW

File & Serve Delaware Court of Common Pleas
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Transaction List Overview 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***

The Court Master Queue, Clerk Review, and My Queue are all laid out similarly. All 
queues 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 Overview (continued) 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



Transaction Details Page
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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 

queue 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 

Number, it will open the Case 
Information Page and show the 
entire case docket.

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

3. Click Back to return to the 
Queue you where you clicked 
on the case number.



COURT ADMINISTRATOR/CLERK 
MANAGER- COURT MASTER QUEUE

File & Serve Delaware Court of Common Pleas
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Court Master Queue

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. 

Reviewing Your Results
1. See Filter Options section of 

this guide.
2. See Transaction List Overview 

section of this guide.

1



COURT ADMINISTRATOR/CLERK 
MANAGER- CLERK REVIEW TAB

File & Serve Delaware Court of Common Pleas
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Clerk Review Reviewing Your Results
1. See Filter Options section of 

this guide.
2. See Transaction List Overview 

section of this guide.

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. 

1
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Clerk Review (continued) 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.

*Note: You can select several transactions at one time.
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Clerk Review (continued) 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.

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



6/5/2020 © 2020 File & Serve Delaware 22

Clerk Review (continued) 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.

3. Click Assign to Clerk.

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



COURT ADMINISTRATOR/CLERK 
MANAGER- MY QUEUE

File & Serve Delaware Court of Common Pleas
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My Queue Reviewing Your Results
1. See Filter Options section of 

this guide.
2. The only additional 

Filter/Column you will see in 
My Queue is Processing Status.

3. See Transaction List Overview 
section of this guide.

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

1

2
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My Queue (continued) Releasing  a Transaction to Master 
Queue
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.

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.



COURT ADMINISTRATOR/CLERK 
MANAGER- MY QUEUE: COMPLETING 
CLERK REVIEW

File & Serve Delaware Court of Common Pleas
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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.

My Queue- Completing Clerk Review
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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.

My Queue- Completing Clerk Review

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

Top of 
Clerk 

Review 
Screen
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Completing Clerk Review
1. Click on the Transaction ID 

number to go to the transaction 
details page where you will find 
more details about the filing.

Top of Clerk Review Screen
2. Use the dropdown to select a 

judge to rule on the transaction*.

3. Use the drop down to select a 
comment**

Or
4. Use the type field to enter 

comments**.

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

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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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.

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

Middle  
of Clerk 
Review 
Screen
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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***.

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

*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 
(continued)
6. Click Add/View Alias to edit or 

add an alias. 

See next page for additional steps…

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

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)
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.

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. 

My Queue- Completing Clerk Review/Middle of Clerk Review Screen
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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…

My Queue- Completing Clerk Review/Middle of Clerk Review Screen
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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.

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.

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. 

My Queue- Completing Clerk Review/Middle of Clerk Review Screen
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My Queue- Completing Clerk Review/Top of Clerk Review Screen

Bottom 
of Clerk 
Review 
Screen
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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

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

See next page for additional steps…

My Queue- Completing Clerk Review/Bottom of Clerk Review Screen
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Completing Clerk Review-
Bottom of Clerk Review Screen 
To add documents:
1. Use the drop down to select the 

Document Category.

2. Use the drop down to select the 
Document Type.

3. Enter the Document Title.
4. Click Choose File to open your 

computer’s hard drive and select 
your document*.

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

6. Click Attach Document.

Follow steps 1-6 to attach additional 
documents.

My Queue- Completing Clerk Review

*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 
7. Click the Document Title to view 

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

existing document that you have 
added to the transaction*.

9. Use the Trashcan icon to delete 
an document.

10. Click Next when you have 
finished making updates.

My Queue- Completing Clerk Review

*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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Completing Clerk Review-
Bottom of Clerk Review Screen 
1. After reviewing the document(s) 

and making any changes, select 
either Accept All or Reject All.

2. Use the drop down to select the 
date stamp. Filings that have not 
been returned for rejection will 
only have the original date in the 
dropdown.

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.

My Queue- Completing Clerk Review
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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.

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.

My Queue- Completing Clerk Review
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Completing Clerk Review-
Processing Status
1. As soon 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. The clerk can find  the case 
number in the Master Queue 
once the transaction is processed 
by looking it up with the 
transaction ID.

My Queue- Processing Status
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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”.

2. 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”.

3. 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.

My Queue- Processing Status

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.



COURT ADMINISTRATOR/CLERK 
MANAGER- JUDGE QUEUE

File & Serve Delaware Court of Common Pleas
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Judge Queue

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. 

Reviewing Your Results
1. See Filter Options section of 

this guide.
2. See Transaction List Overview 

section of this guide.

1
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Judge Queue (continued)

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

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*.

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.

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.



COURT ADMINISTRATOR/CLERK 
MANAGER- ADMIN

File & Serve Delaware Court of Common Pleas
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Admin

Selecting the Admin option will display a list of users.  

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)*.

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



COURT ADMINISTRATOR/CLERK 
MANAGER- ALERT TAB

File & Serve Delaware Court of Common Pleas
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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

b) Add user.
c) Remove User.

Alert- Email Notifications & Alert List
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Alert Email Notifications & Alert List

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.

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.



COURT ADMINISTRATOR/CLERK 
MANAGER- COURT USERS

File & Serve Delaware Court of Common Pleas
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Court Users (Only Available to Court Administrator) Adding Users
1. Enter First Name.
2. Enter Last Name.
3. Select User Type.

4. Select Case Class Type.

5. Select Court Management 
System.

6. Enter the System ID and click 
Add*.

* 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.

The Court Users display is divided into two sections.  The top of the page is where 
new users can be added.  
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Court Users (Only Available to Court Administrator) Adding Users
7. Select Court Access. 

8. Select Location(s).

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)

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

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.

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)**.

*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.



COURT ADMINISTRATOR/CLERK 
MANAGER- COURT PROFILE

File & Serve Delaware Court of Common Pleas
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Court Profile (Only Available to Court Administrator) 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.

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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Court Profile (Only Available to Court Administrator) 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.

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

*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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Court Profile (Only Available to Court Administrator) Editing the Court Level
1. Click the Court Level banner to 

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.
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Court Profile (Only Available to Court Administrator) 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..

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.

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

5. Click to save your changes.

Note: Additional pick list items need to be set up by File & ServeXpress before they are available to be 
added.
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Court Profile (Only Available to Court Administrator) Adding Document Types
If you have clicked on the Pencil to 
edit the Document Type Fee, the 
profile options will be displayed.
1. Use the drop down to select a 

document type that is not 
already on the list.

2. Enter Document Type Code.
3. Enter the Statutory Fee.
4. Enter the Court Security Fees.
5. Select a value for the 

Document Level Access.
6. Click Cancel to exit without 

saving changes.
7. Click Add Document Type to 

save your changes.

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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Court Profile (Only Available to Court Administrator) Editing Document Type Fees
1. Click to edit the document type 

fee. The document type values 
will populate the fields in the 
top of the screen.

2. Edit Document Type Code.
3. Edit the Statutory Fee.
4. Edit the Court Security Fees.
5. Select a value for the 

Document Level Access.
6. Click Cancel to exit without 

saving changes.
7. Click Add Document Type to 

save your changes.
8. Click the Trashcan icon to 

remove the document type.
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Court Profile (Only Available to Court Administrator) Generating the Report
1. Click the icon to generate the 

profiles report in Excel.
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Predefined Clerk Review (Only Available to Court Administrator) Profile Options
1. Enter the Code.
2. Enter the Description. 
3. 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.

The Predefined 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) Editing a Code
1. Click the Pencil icon for the 

code you would like to edit.
2. Edit the Code. 
3. Edit the Description.
4. 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.

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

report Table Columns.
2. Enter your Parameters for each 

selected Table Column.
3. Export PDF report.
4. Export XLS report.
5. Generate report to view it in 

your web browser.
6. Save current report selections 

to use for your next report.

Reporting
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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.

Reporting

*You can make multiple selections by clicking in the field and making selections multiple times.
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ACH Report (continued)
6. Click the “+” to see additional 

information for the line item.
7. Click the “-” to view less 

details.
8. Click the case number to view 

the case summary page.

Reporting



6/5/2020 © 2020 File & Serve Delaware 73

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.

Reporting



6/5/2020 © 2020 File & Serve Delaware 74

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.

Reporting
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