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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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Judicial Staff Overview Logging in to File & Serve

This File & Serve Delaware User Guide provides a convenient source of Delaware
information to help you efficiently utilize the features available within Judge .
Review in order to Review or Rule on File & Serve Delaware transactions o
submitted to the court from law firms, organizations and individuals.

Before You Begin Password

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

File & Serve Delaware to ensure that you are in compliance with local
requirements. ik

2. If you need assistance, call our Client Support line at 1-888-529-7587. Forgot Password | Registar Now

Login URL: www.fileandservedelaware.com.

4. Your user name and password will be emailed to you once your File &
Serve Delaware court administrator has created your account.

w

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

2. Open your internet browser to
www.fileandservedelaware.co
m to access the login page.

3. Enter your State email address
and password and click Login.
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Judge Review Overview (continued)

File & Serve Delawaré Welcome back, FSDE Judstaff! () & & [

Judge Review

Court Master Queue Judge Clueue Alert{l)

To access the Judicial Staff Queue, simply login to File & Serve Delaware. Your page will immediately load into the
Judicial Staff queue page. All transactions in your assigned Courts, pending Judge Review will be listed. This includes
any transactions assigned to you, unassigned transactions and transactions assigned to other Judges. In this queue,
you can assign pending transactions to your personal queue, print documents, download documents and view
details.

From this page, you can also access the tabs for Court Master Queue, My Queue and Alert.

e Court Master Queue — access transactions in all cases in your assigned Courts, regardless of the

transaction’s status or Judge Review stage.
* Judge Queue — all transactions pending Judge Review that are assigned to you.
e Alert —any transaction in your queue beyond 72 hours, set email notifications, and select judge delegates.
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Alert- Judge Delegates

Judge Review Reporting

Court Master Queue

Judge Review My Queue Alert(3

File & Serve Delawaré’ Welcome back, FSDE Judge !

Judge Review Reporting

Email Netification options

Email Forwards

Judge Delegates

Choose from the list below to designate court personnel from your court to review transactions for judicial action on your behalf.
Court User: b

CHARLES WELCH a =

“

FEDE-Judstaff HICKS

Court and Location

T

e Save Access Lewvel

Judicial Staff CCP - KENT,CCP - NEW CASTLE CCP - SUSSEX

c
I:‘ Read only AJIow Ruling

Alert List

Note: A Judge must assign a Judge Delegate from her own profile in order for the Judicial staff to

receive access and complete Judge Review on her behalf.

* Once access is given, Judicial Staff can log into their profile using their own login user id and
password and complete Judge Review.
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Judge Delegates in the Judge

Profile:

1. Click on Alert to see
Notification screen.

2. Click on the Judge Delegates
banner to expand the options.

a)

b)

Court User:
Select

Jonathan Smalls
Jonathan Smalls
Jonathan Smalls
Jonathan Smalls
Jonathan Smalls
Jonathan Smalls

Jonathan Smalls

c)

e)

Select a Court User
from the drop down
list.

Click Add. The Court

llser will now show in

Assign Access Level to
Read only or Allow
Ruling but not both
access.

Click i icon to remove
a user from the list.
Click Save Access Level
to save your selection.
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Filter Oi tions

I Court Master Queue I Alert(3)

1 Received During 2 Date From 2 Date to 3Court Location Case Type

Select b m m Select o Select o Select b

Judge

Judge Queue

Document Type Other Filing Status

Select Judge o Select e Select o Select e Select o

Apply Filter Reset Filter

COMPLAINT clk

waazn Sourttel e ABANDON oooE®
DEODOCIGE Sl Common Jud;e d1 CPLI5 17-002760 A Ruling Seletr-Actan. |
11:30:36 AM KENT ABANDONED — stamp  PROPERTY
Eioas Clark Diane
PROPERTY st
COMPLAINT
Court of K Fzw Janige
i - AT ccp ABANDON . Judoe ning dac
DEnooo2Ees Crmmen Judge d1 ] Rl | e || o eson | e
TRA1T AR &Y KEMNT 0 ABANDOMNED - PROFPERTY % s | - -
Ples Clack case Diane =
PROPERTY
dusdiczal
| e —_— Pq._-.-r_-n-
et aMeROTT AaT O ST cocP Stnmp PLURIES  SUBF usin = = or  ABANDON i f RN TS e
DENooDzIET e COUS 17002753 TE! Selact Act r
R P T KEMT | Judgel PRAECIPE&  golifiom o PROPERTY |~ i E L L LARDNL
= Clark SUMIMONS enigi b
Chark
Appraval
= 8K 2MD
afsmoir et oY | eoe Starn PLURIES | SUBF wsin ABANDON | o toe nding dac
DEODOO2FED i Common | i oL R ===| CPUS17-DOZFE3 | TEST e Bl | Select Action |
P = KENT | Judgel | PRAEGIFE & g own fimm PROPERTY | pf
b e
Clack SUMMONS

The Court Master Queue, and Judge 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.
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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

5 |

3. Select a Court

Court

Select v

I
Select

Court of Common
Pleas

10




Filter Options (continued

Judge Review

I Court Master Queue I Judge Queue Alert(3)
Received During Date From Date to Court 4 Location 5Case Type
Select . ﬁ ﬁ Select . Select . Select -
6 Judge Document Type Other Filing Status
Select Judge e Select e Select e Select e Select o

Apply Filter Reset Filter

2 - o Document | Dociament Case Filing A
Transzction i Date [ Ti Location Case Nuamber Case T g RulingDocurment

COMPLAINT ek
wEE0F Coutel | i ASANDON e da
DENODOE2E Lans & 1 c rrinraey || : e nding doc. -
DEOCDOZIEE 11-:3:0-:5 iy Cemmen thge: | a1 CoUs 17005780 Lo Ruling =0 "r' Sl seiecracton | s
=k Pleas EEE | e £ it 2 Dane el
PROPERTY fest
COMPLAINT
arztanty Pt eco o Mew | amanpon: | 9E°
30201 C Judge nifing da
G Commen ducdge % d1 CPUSIT-D027E | stamp | -y | Ruling | SRS EEEIE | o o | e
10:38:12 AM KENT | ABANDONED —_— PROFERTY o
Pl Clark canE D
PROPERTY
dudicial
S BK R0 j""_:'"
S SHH20T B18:17 C""'" ccp Stomp  PLURIES  SURFusin o ABANDON RN g
DEDOO 1 T CRPUS-1T-0 E. - 3
e, PM :"l:"”" KEMT  Judgel FRAECIPEE gd#ifim — PROPERTY 7 et EECE OO |2
= Clark  SUMMONS i
Clark
Approval
BK 2ND
arseiTaiam . oY eep 5 FLURIES | SUBF ABANDON o oo® o
120 - 14:07F CCl =i 1 o =4 1) alCTy e Fu o,
DEODIOZIRE : Common o =TSR epSq7-00S7EY | TEST it o s e | [
PA = KENT | Judgel PRAECIPE& | g ownfimm PROPERTY pf
Pleas D e

Clark SUMBMONS

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 w
I
Select -
ABANDOM
PROPERTY

ADMINISTRATIVE
MV APPEAL

6. Select aJudge

Judge

Select Judge

Select Judge
ALEX SMALLS
ALEX SMALLS

Bhushan_judge
H REIGLE

11




Filter Options (continued Filter Options (continued)

Judge Review 7. Select a Document Type
I Court Master Queue I Judge Queue Alert(3) Document Type
Select e
Judge Review
Received During Date From Date to Court Location Case Type
Select v m m Select o Select v Select W Select -
15T PLURIES
Judge 7 Document Type 80ther 8 86 Filing Status PRAECIPE &
Select Judge v Select o Select v Select o Select v SUMMONS |

8. Use the Other drop downs to

select additional filters and
parameters (8a. Enter the value

ou are looking for in the type
: 2 o Document | Doctment Casa Filing A y
= R R EE ST | G

clk

COMPLAINT

[ Bl | 22 = ABANDON  E®
DEOGOCEZEE 11_@_; ay Commea chaign | 41 CEUS 17-003760 : i Ruling Select Action | v Oth
i Piows. | R = FEA = Doane ther
PROPERTY tet
= Select v Select e
IOPONT fns P i AR e ABANDON | O
P o Judoe nding do
DEOO002EEE Sl Crmmon Judge e a1 CRUSAT-METSS | sbanp | | Ruling | Tom S | oo migian | e |
10:38:12 AM KENT | ABANDONED FROSERTY pf
Floas Clark cane Drarvee
PROPERTY
Select Select
dudiczal
I BK IRD f“-_ﬂ: Case Mame Begins With
e SER0AT 8817 C"“"‘ cce Stamp  PLURIES  SUBFusn . o ABANDON i S Case Mumber End With
S P :;m“" KENT = Jurgel PRAECIPER  pesifm  — —erea | TEST ppnne oy o EIEEL TN | 2
= Clark SUMMONS i )
Gk Transactionld Equal
Approal
Contains
afisemT AT Co Y | cop ,}BK P i;?:e suBF ABANDOH | UEE
i i :14:07 CiC Six L = =) Eiul dudne nifing de

DEOOO0ZIEE il i e =—48  cpust7o0EFEl | TEST Ruding Salirr Retiar, | %
S PM o | KENT | ludgel | PRAECIPES | gomnfm | - PROPERTY| paf :

Clask SUMMONS

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

Judge Review

I Court Master Queue I Judge Queue

Received During Date From
Select w

Judge Document Type
Select Judge v Select

wEwmnIT

DEOOOOEZ6E -
11:30:38 AM

[

DEODOOETES SlEniEnn
10:38:12 AM

R AIWDO1T 81817

E— PM

O — WN201T 8:14:07

P

Court of
Common
Floas

Ciourt of
Common
Pleas

Coourt of
Common
Fleas

Court of
Commen
e

™

w

KEMNT

ooP
KEMT

cCcp
KEMNT

CCP
KENT

Alert(3)

Date to

Other

Select

.Judglc
Clark,

BK
Judge
Clark

BK

Stamp

Jucige
Clark

BK

Stamp

Juciged
Clark

COMPLAINT

ABAMDOMNED
PROPERTY

COMPLAINT

ABANDONED
PROPERTY

3RD
PLURIES
PRAECIPE &
SUMMONS

2HD
FLURIES
FRAECIPE &
SUMMONS

™

w

SUBF usin

ol R

SUBF usin

q oram firrm

Court Location
Select w Select
Select w

mgr ABANDON
stamp  PROPERTY
et

CPUS-1 T-0027ED

Mew | mANDON
CPUS-17-002759 | stamp | -
— PROFERTY
cane
cPus17ooprss  TEST oM
e PROPERTY
ABANDON
CPUS17-002783 | TEST | '
— PROPERTY

Judge
Ruling
Draarme:

Jutige
Ruling
Diane

Jusdicial
Review

Complele

Pending
Ciark
Appraval

Judge
Ruling
Diane

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

6/5/2020

Case Type

e Select

9 Filing 5tatus

Select

10

Apply Filter Reset Filter

Date I Ti Case T

dudge niing dac.
=1

Judoe ruling dac.
=1

© 2020 File & Serve Delaware
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Select Action |

Select Action |

Select Action | w

Select Action |

Filter Options (continued)
9. Select a Filing Status
Filing Status

Select e

|
Select
Judge Ruling Done

Judicial Review
Complete — Pending

10. Click Apply Filter to conduct
the search.

11. Click Reset Filter to clear the
search and begin a new search.
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Transaction List Overview

Judge Review

Court Master Queue

Judge Review

Received During

Select

Judge

Select Judge

Judge Queus

Date From

Document Type

e Select

Date / Time

Court

™

Location

Alert(3)

Date to

Court

Select

Other

Select e

Judge

Select

Document
Title

Type

Case Number

Location

Select

Case Type
e Select v
Filing Status
Select o

Apply Fitter Re=et Filter

RulingDocument
5

2 DEDDOO17E

DEDD001780

11132017
10:20:02 PM

1132017 83754
PM

Court of
Commaon
Plazz

CCP -

Judge
SMALLS

=18
Judge

Clark

COMPLAINT

3 Msin Doc & CPUS-17-000738

ABANDOMED
PROPERTY

COMPLAINT
- BREACH
oF
CONTRACT

Breach doc

) CPU5-17-000737
for ruling

Civil
Coze
1-12-
2017
205062

Judge
ruling
retest

EREACH
oF
CONTRACT

Judge
Ruling
Dione

Judge
Ruling
Dione

3 Saba FSX Judge -
Ruling. pef == eng v
sample pdf4. pdf Select Action | w

The Court Master Queue and Judge 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.
6/5/2020
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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 | w

I
Zelect Action
View Details

Download
Document

Print Document

15



Transaction List Overview (continued)

Test COMPLAINT civil

Court of Judge
1202017 7:18:28 CCP-  Kenneth - case  ABAMDOMN
1DEIIII]|&D2 Common Main Doc ~ CPUS-17T-0D0715 Ruling Select Action |
PM KENT JB ABANDOMED 1-12- PROPERTY
Pleas Done
Clark PROPERTY 2M7

Case Information Additional Information

Case Number: CPU5-17-000715 Transaction ID: DEOOOO1682

A SERVICE RETURN HAS NOT
YET BEEM FILED ON THIS CASE.

Case Name: civil case 1-12-2017 Transaction Comments:

Filed on: 1/12/2017 7:18:28 PM
YOU CANMOT PROCEED WITH

Court CourtefCommon Flzas THE CURRENT FILING UNTIL THE

Case Status: Pending For Judge Review SERVICE RESULTS HAVE BEEN

SUEBMITTED TO THE COURT.

Claim Amount: §20000.00

Total Fees: 5BB.25

Case Parties Information

_ S O _

Deborsh Cooke Sth PARTY PLAINTIFF Lew Firm 1-12-2017
Tracy Davis (@2485705 Sth PARTY DEFEMDANT
Authorizer: Robb Pearce - Law Firm 1-12-2017
Documents

COMPLAINT - ABANDOMED
T PROPERTY

Document Document Document Diocument Review Judicial Comments from Ruling
Document Type
Status Judge Document
2 881 il

Msin Doc Mo Action Reg...&| ~

6/5/2020 © 2020 File & Serve Delaware

Transaction Details Page

1.

If you click on the Transition ID
Number, it will open the
Transaction Details Page.

Click on the Document ID
number to view the document.
Click on the Document History
icon to view document details
including filing status and
reviewer information.

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

- Document Type Document Histery | Document Review Status | Comments from Judge Judieial Action | Ruling Document m

Clerk Accepted

1 2835

E-Filing & E-Serving

Document Id Filing Status Document Status Reviewed By

2825

DEFAULT JUDGMENT  Default Judgment

0&/20/2017 12:21:30

08202017 12:11:35

v Delaward

E-Flling & E-Sarving

2 @

Transaction Summary & Details

Reporting

Clark Reviewsd

Initislly Filed

Transaciion Summary & Detalia

Judgment Information for Dooumant 1D 236

Dcoument Tl

Dafaul Jscgmant

Princapal

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

Pending

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

-Action- | w

‘=

Clk Mgr Robert Swaiford

Firmn A Filkeri

5 Judgment Information m

$ 50000

5 37500

§ 50000

5 37500

o =

© 2020 File & Serve Delaware

Transaction Details Page -

Judgement Filing Types:

1. Click to view document.

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

3. Select an action.

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

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

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

Judicial
_ Test  COMPLAINT Test BME" Number, it will open the Case
I:IH")HE .
11112017 5:01:39 CCP-  Kenneth - 201782 ABANDOM l
DEDDOO1551 o Comman o= o congp Dot Jceusizooomz P - Test paf Sedect Action |+ Infqrmatlon Page and show the
Flea= Clak  PROPERTY SUBF P:‘::E entire case docket.
Approvl 2. Click on the Document Title to

view the document.
3. Click Back to return to the

Case Summary for Case: GPU5-17-00 Queue you where you clicked
TEST 201762 FOR SUBF
on the case number.

Case Information Additional Information
Case Number: CPU5-17-000702 Court : COURT OF COMMON PLEAS
Case Type: ABAMDON PROPERTY Lecation : COURT OF COMMON PLEAS KC
Opened : 01/11/2017 05:02:24 PM Judge :
Status : MEW Jury Status : Mon Jury
ShowHide Full Case Caption
TEST

Show'Hide Full Participants

S

ABANDON PROPERTY FILED
Filed by or in behalf of: HEMRY HEIMAN
2 ABANDOM PROPERTY FILED
INITIAL FILINGS - 017112017 05:02:24 PM

011172017 056:02:24 PM

d
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Court Master Queue

Judge Review

I Court Master Queue I Judge Queue Alert(3)
Judge Review
Received During Date From Date to Court Location Case Type
Select w m ﬁ Select w Select w Select w
Judge Document Type Other Filing Status
Select Judge o Select v Select i Select o Select e

Apply Filter Reset Filter

’ Document Case [Filing
2 RulingClocument
2 Perding

v anets Y oopl e | AN femsiemiin ABANDON  For
DED00N220 Camman - ABANDONED di COUS 17-000885 % Select Action
Pl g T =t PROPERTY  bucdge
Fleraens
_— Caried CCP BX | 15T PLURIES _— [P
DENIIZ41A 12‘9:': I anenen| MEW Judge | PRAECIPER st CPLI-17-000883 """T':: “EGN"_ oy Salect Action
iz Plars CASTLE Clrk | SUMMONS HEESERIC ACTACEMEN q::‘

The Court Master Queue screen provides access to transactions in all cases in your
assigned Courts, regardless of the transaction’s status or Judge 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
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Reviewing Your Results

1. See Filter Options section of
this guide.

2. See Transaction List Overview
section of this guide.
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JUDGE REVIEW- JUDGE QUEUE



Judge Queue

Judge Review

Court Master Queue Judge Queue Alert(3)

Iﬂeceived During Date From Date to

Court Location Case Type
Select % m m Select ¥ Select ¥ Select ¥
Judge Document Type Other
Select Judge o Select v Select v Select v

Apply Fitter Reset Filter

Ti ction Id B Docul t T SeSmEnE Case Mumbs Case T Filing
Tansa; Time ment Type rmibser ype Stahus

peooonzzre e mmon Cor Kenneth m;uﬂ;n 1 CPUS-17-000856 oon FPendmm Select Acti
1
D 21E12AM o KENT " = 202221 PROPERTY @ " = N | W
Pleas JBClrk  PROPERTY Review
e R D . oo KET Etm BRE:IL:ﬁ'gI—:- gidsf | CPUSAT000701  TEST | o oohon OF FPETudgemu Select Acti
O 20305 AM o WENT nne £ = CONTRACT @ = " = 1N |
Pleas JBCiark  CONTRAGT Review

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

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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Judge Queue (continued)

i Ti ction Id S Court Lcatio Jud| e e Case Mumbe|
Assign ransal Tame m pe T Title iase r
Counrt of GCP

AMB20M7
1 DEQDDD4444 11:A7:20 Commaon MNEW
AM Flzas CASTLE

Fred RESPONSE
Sikverrman  TO MOTION

Court of GCP -
11132M7 Fred
O | DEOOOR4382 Common MEW

Pleas CASTLE

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

'cf' Release to Master Cueue

Select Transactions

6/5/2020

Mofion with

COMPLAINT -
4:24:52 PM Siverman  DEBT ACTION

ROBERT

RODRIGUEZ W5 Pending
CPU4-17-001542 DEBT For Judge
FRANK _
Revizw
FRANKLES
CPU4-17-001M 521 s s en DEBT FPETudgeIW
- ws Don Donalds o -
Rewizw

© 2020 File & Serve Delaware

Case M Fling Action
S| Type | Status

Select Action | v

|
Select Action
iew Details

Download
Document

Print Document

2 Release fo
Master Queue

Releasing a Transaction to Master
Queue

To release a transaction to the
Master Queue so someone else
can review 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.
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Judge Queue- Completing Judge Review

Date / Document Filing
Transaction |d Location Judge Document Type Case Mumber Case Name | Case Type i
S

17262017 Court of - MOTION FOR Pending
(] 1 DEDDOD2404 2:03:26 ‘Common NEW Kenneth  EMLARGEMENT OF Motion CPU4-17-000885 DON“.:_IEILE Vs DEBT For Judge Select Action | ~
\ PM Flaas CASTLE  JB Clark TIME TS Raview
Case Information Additional Information
Case Number: CPU4-17-000885 Transaction ID: DEQDDD2404
Case Name: DON DONALDS VS WILL WILLIAMS Transaction Comments:
Filed on: 1/25/2017 2:03:26 PM Total Fees: §4.50
Court: Court of Common Pleas
Approving Clerk: Test MichaskJP Muline
Case Status: Pending For Judge Review
Claim Amount: $2500.00

Case Parties Information

_ FRREeEEE (RO _

(@24B5180 PLAINTIFF Test Micholas Rodriguez December Law Firm
WALL WILLIAMS @2485181 DEFENDANT
Authorizer: NICHOLAS RODRIGUEZ - December Law Firm
Documents
Document Document Document Document Review Judicial Comments from
Document Type Ruling Actions
[1s] Status Action Judge
MOTION FOR EMLARGEMENT OF e
2 1288 e Mtion Clerk Accepted No Action Req. f| +
= MOTION FOR EMLARGEMENT OF Ordar @ Clerk ed 50 Mo Action Re
- TIME Accept o Action Req... |~
Select the Clerk
Test Michael-JP Mulrine v

> I

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

with identical functionality.
6/5/2020 © 2020 File & Serve Delaware

Completing Judge Review
1. Click on the Transaction ID

number to go to the transaction
details page where you will find
more details about the filing.
Click on the Document ID(s)
number to view the
document(s).

Click on the Document History
icon to view document details
including filing status and
reviewer information.

4. Here, may choose to:

5.

a) Print the document so
you can sign it, scan it,
and re-upload in the next
step.

b) Download it to your
computer to
electronically sign it.

Rule on this d... w

Rule on this
document

Mo Action Required
Print Document

Diownload
Document

In the Action column select Rule
on this Document, click Next.
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Judge Queue- Completing Judge Review (continued)

Judicial communication options

DEDOO01722 COMPLAINT - DEET ACTION

Clerk who reviewed: Robert Mulring

Send Ruling document(s) to

Complaint

e

Select the Clerk

Robert Mulrine

6/5/2020

1~

© 2020 File & Serve Delaware

Completing Judge Review

(continued)

1. Select a clerk for final review. The
default will be the clerk who
originally reviewed the case.
Select Generic Clerk if you do not
want to assign it to a specific
clerk.

2. Click Rule Order or Edit to open
the ruling options.
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Judge Queue- Completing Judge Review (continued) Completing Judge Review

__________________________gn (continued)
x 1. Select the ruling Document Type
* Ruling Document Type * Judicial Action Code
Select e
Select 1 - Select 2|~
Select
Choose from my Stamps * Choose the ruling document CCP - CONTINUANCE
DEMIED
Select 3/~ % |choose File | Mo file chosen

CCP - COMTIMUANCE
GRAMTED

2. Select the Judicial Action Code

* Judicial Action Code

Additional information (Include the following in the Judgment order)

Case Number |:| Court Transaction Id |:| Judge Signature
Case Mame I:l Judge |:| Current Date FEE kS
Other Comments: |
Select
Denied in Part
Preview the Order document Deny

3. Select the Stamp*

Choose from my Stamps

Select e
Deny

*Note: The Stamp will appear as an overlay on the document you uploaded in step 4 of the first Grant
page of the Completing Judge Review section above.

**Note: Choose File will open your computer’s hard drive and allow you to find the folder where
you have stored your ruling document. When you find your document you can either double-click
on it or highlight and click Open (Note: the file must be in pdf format).

Select

4. Click Choose File to open your
computer’s hard drive and
select the document**.

6/5/2020 © 2020 File & Serve Delaware 27




Judge Queue- Completing Judge Review (continued)

X
* Rulimg Document Type * Judicial Action Code
Select v Select ~r
Choose from my Stamps * Choose the ruling document
Select w Choose File | Mo file chosen

Additional information (Include the following in the Judgment arder)

5

Case Number |:| Court Transaction |d |:| Judge Signature

Case Name I:l Judge I:l Current Date

Other Comments:

EF’review the Order document

d - ] - |

6/5/2020 © 2020 File & Serve Delaware

Completing Judge Review

(continued)

5. Choose the Additional
Information to Include. This
information will appear on a
separate page at the end of the
document.

6. Preview the ruled on document
to make sure the selected
options appear as you would
like.

7. Click Save to save your changes.

8. Click Cancel to discard your
changes.
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Judge Queue- Completing Judge Review (continued) Completing Judge Review
(continued)
Click Submit. This will send it back to

______ e e o o view before being
Transaction 1D Document Type Diocument Title Judicial Acfion Code Ruling order i
released to the filer.
oo e - =2

Clerk who reviewed: Joseph Wright

Judicial communication options

Send Ruling document(s) to

Select the Clerk

Joseph Wight w

6/5/2020 © 2020 File & Serve Delaware 29



JUDGE REVIEW- JUDGE QUEUE:
COMPLETING JUDGE REVIEW WITH
READ ONLY ACCESS



Judge Queue- Completing Judge Review

Date / Document Filing
Transaction Id Location Judge Document Type Case Number Case Name | Case Type i
S

17262017 Court of MOTION FOR Pending
1 DEDDOD2404 2:03:26 ‘Common NEW Kenneth  EMLARGEMENT OF Maotion CPU4-17-000885 DEET For Judge Select Action
PM Flaas CASTLE  JB Clark TIME Raview

File & Serve Delawaré

Judge Review

Case Information Additional Information

‘Case Number: CPUB-17-002520 Transaction ID: CEQDRI2070
Case Name: Clerk Upload test Transaction

Filed on: 292017 10:28:54 AM Commens

Court: Court of Commen Pleas TataliFeen: ]
Appraoving Clerk: PC-Clerk-All lo BWAFFORD

Case Status: Pending For Judge Review

Claim Amount: a720aT 00

Case Parties Information

Mickey @2504782 Gth PARTY PLAINTIFF CHARLES GRUVER BWT LAW Frim
Maurse E2504T33 Gth PARTY DEFENDANT

Authorizer: CHARLES GRUVER - BWT LAW Frim

Documents

Dummsﬂm C-nmnmlsl‘rmn
TrIie

COMPLAINT - ABANDONED

Clerie & =] E75.00
PROPERTY AR Hoictian Req i

=
Note: if a transaction contains multiple documents, they will be listed as separate line items

with identical functionality.
6/5/2020 © 2020 File & Serve Delaware

L¥]

Completing Judge Review
1. Click on the Transaction ID

number to go to the transaction
details page where you will find
more details about the filing.
Click on the Document ID(s)
number to view the
document(s).

Click on the Document History
icon to view document details
including filing status and
reviewer information.

4. Here, may choose to:

a) Print the document so
you can sign it, scan it,
and re-upload in the next
step.

b) Download it to your
computer to
electronically sign it.

Rule on this d... w

Rule on this
document

Mo Action Required
Print Document

Diownload
Document

5. Click Back to go back to

Transaction list.
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JUDGE REVIEW- ALERT TAB



Alert- Email Notifications, Email Forward & Alert List

Judge Review

Email Notification options

] Receive daity email with the cases that are pending for my Review (No attachments)

D | do not want to receive email notifications.

Save Email Options

Email Forwards

Forward my emails to:

Select a|

o 23
I T N

Alex Smalls CCP - KENT follii]

Alert List

A DE0004420 D EMLIR - DEO0004284 Case litle name 972312016 120451 PM Pending for Clerk review
DEOO04421 EMLTR - DECO004284 Case littie name 9232016 12:05:58 PM Pending for Clerk review

DE00004422 EMLTR - DE00004284 Case title name 9232016 12:07:10 PM Pending for Clerk review

The Alerts screen displays any items pending Judge Review within your queue for more than 72 hours.
These items are notated on the Judge 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, Email

Forward, & Alert List
1. Click on the banner to expand
the options.

a) Select email
notifications option.

b) Click Save Email
Options to save your
selection.

2. Click on the banner to expand
the options.
a) Select user

Forward my emails to:

Select e
I
Select —
ALEX SMALLS
ALEX SMALLS

b) Add user.

c) Remove User.
3. 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.
4. Returnto My Queue to rule on
transactions from your Alert
List.
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