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

Before You Begin

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

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

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

4. If there is an error at any point in the filing 
process, you will be alerted and the message will 
indicate that you need to contact Client Support.

Logging in to File & Serve Texas

1. Open your browser and go to 
www.fileandservetexas.com.

2. Enter your Username and Password 
and click Login.

3. You may also login with your Efile
Texas Username and Password if 
you already have one.

4. If you do not have a 
Username/Password, please 
contact your Firm Administrator.

SUBSEQUENT FILING OVERVIEW
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1. Access the File & Serve Texaslogin page via www.fileandservetexas.com
2. 9ƴǘŜǊ ȅƻǳǊ ¦ǎŜǊƴŀƳŜκtŀǎǎǿƻǊŘ ŀƴŘ ŎƭƛŎƪ ά[ƻƎƛƴέΦ
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GETTING STARTED

http://www.fileandservetexas.com/


3. Once you are logged into your account, you will be taken to the Completed Filings page to begin 
filing into your existing case. 

4. You may select from the Filing drop-Řƻǿƴ ƳŜƴǳ ǘƻ ά{ǳōƳƛǘ ŀ bŜǿ CƛƭƛƴƎΣέ ƻǊ Ǝƻ ǘƻ ǘƘŜ /ƻƳǇƭŜǘŜŘ 
CƛƭƛƴƎǎ ǇŀƎŜ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ άҌέ ǎƛƎƴ ƴŜȄǘ ǘƻ ŀ ǘǊŀƴǎŀŎǘƛƻƴ ǘƘŀǘ Ƙŀǎ ōŜŜƴ ŀŎŎŜǇǘŜŘ ōȅ ǘƘŜ ŎƭŜǊƪΦ

5© 2020 File & ServeXpress

GETTING STARTED (continued)



5. LŦ ȅƻǳ ŎƘƻǎŜ ǘƻ ǎŜƭŜŎǘ ά{ǳōƳƛǘ ŀ bŜǿ CƛƭƛƴƎΣέ ȅƻǳ ǿƛƭƭ ōŜ ǘŀƪŜƴ ǘƻ ǘƘŜ /ŀǎŜ 5Ŝǘŀƛƭǎ ǇŀƎŜΦ
6. Lƴ ǘƘŜ άLǎ ǘƘƛǎ ŦƛƭƛƴƎ ŦƻǊ ŀƴ ŜȄƛǎǘƛƴƎ ŎŀǎŜΚέ ŦƛŜƭŘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ŘǊƻǇ-Řƻǿƴ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ά¸ŜǎΦέ 
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GETTING STARTED (continued)
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GETTING STARTED (continued)

7. ¸ƻǳ ǿƛƭƭ ōŜ ǘŀƪŜƴ ǘƻ ŀ ƴŜǿ ǎŎǊŜŜƴ ǘƻ ŜƴǘŜǊ ǘƘŜ ƧǳǊƛǎŘƛŎǘƛƻƴ ŀƴŘ ȅƻǳǊ ŎŀǎŜ ƴǳƳōŜǊΦ  /ƭƛŎƪ ƻƴ άDƻΦέ
8. ¸ƻǳǊ ŎŀǎŜ ǿƛƭƭ ŀǇǇŜŀǊ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻƴ ǘƘŜ ǇŀƎŜΦ  /ƭƛŎƪ ά{ǘŀǊǘ CƛƭƛƴƎΦέ  ¢Ƙƛǎ ǿƛƭƭ ƻǇŜƴ ǳǇ ǘƘŜ ŎŀǎŜ ǘƻ ōŜƎƛƴ 

the 5-step process to complete your transaction and submit it to the court. 

Enter Case 
Information

Once your case appears, 
ŎƭƛŎƪ ƻƴ ά{ǘŀǊǘ CƛƭƛƴƎΦέ



9. LŦ ȅƻǳ ǎŜƭŜŎǘ ǘƘŜ άҌέ ƛŎƻƴ ƻƴ ǘƘŜ /ƻƳǇƭŜǘŜŘ CƛƭƛƴƎǎ ǇŀƎŜΣ ȅƻǳ ǿƛƭƭ ōŜ ǘŀƪŜƴ ǘƻ ŀ ƴŜǿ ǇŀƎŜ ǿƘŜǊŜ ǘƘŜ 
jurisdiction and case number will be auto-populated.

10. ¸ƻǳǊ ŎŀǎŜ ǿƛƭƭ ōŜ ƘƻǳǎŜŘ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ  /ƭƛŎƪ ƻƴ ά{ǘŀǊǘ CƛƭƛƴƎέ ǘƻ ƻǇŜƴ ǳǇ ǘƘŜ ŎŀǎŜ ŀƴŘ 
begin the 5-step process to file into your existing case.
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GETTING STARTED (continued)

Your case 
information will 
auto-populate

Click on 
ά{ǘŀǊǘ CƛƭƛƴƎΦέ



11. ¸ƻǳ ǿƛƭƭ ōŜ ǘŀƪŜƴ ǘƻ ǘƘŜ ά/ŀǎŜ 5Ŝǘŀƛƭǎέ ǇŀƎŜΦ ¢ƘŜ р ǎǘŜǇǎ ǘƻ ŎƻƳǇƭŜǘŜ ȅƻǳǊ ŦƛƭƛƴƎ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘΦ 
12. Step 1-Case Type ςAllows you to enter select information for an existing case.  
13. Step 2-Parties ςAllows you to verify the parties in the existing case, add a new party if necessary, and 

select the Sending Party, i.e., who you represent/are filing on behalf of for that single transaction.  
14. Step 3-Documents ςAllows you to select the type of document you are submitting, attach your 

documents, order optional services from the court*, and add courtesy copy emails to allow support staff 
members and/or attorneys to receive acceptance notifications with the file-stamped document from 
EfileTexas.  

15. Step 4-Service Contacts ςAllows you verify the existing service list; and if necessary, add service 
recipients from the Public List (i.e., all attorneys in the state of Texas), Firm Service Contacts (i.e., Support 
Staff members in your firm), and New Service Contacts.  

16. Step 5-Review & Submit ςAllows you to review your work and submit the transaction to the court

*Available in select jurisdictions
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GETTING STARTED (continued)



To file into an existing case using File & Serve Texas, follow these steps:

1. The Case Number, Jurisdiction, Case Category, Case Type, and Client Matter ID will be auto-populated.
2. Select the Filer Type, Payment Account, and Attorney.  Adjust the Client Matter ID if necessary.
3. /ƭƛŎƪ άbŜȄǘέ ǘƻ ƳƻǾŜ ǘƻ {ǘŜǇ н-Parties.  The system will be auto-ǎŀǾƛƴƎ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀǎ ȅƻǳ ŎƭƛŎƪ άbŜȄǘΦέ
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FILING INTO AN EXISTING CASE: 
Step 1 ςCase Type
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FILING INTO AN EXISTING CASE: 
Step 2 ςParties

To verify and/or create a new party in an existing case using File & Serve Texas, follow these steps:

1. The List of Parties will be auto-populated.
2. Select the Sending Party for this transaction by checking the appropriate box.
3. LŦ ƴŜŎŜǎǎŀǊȅΣ ŎǊŜŀǘŜ ŀ ƴŜǿ ǇŀǊǘȅ ōȅ ǎŜƭŜŎǘƛƴƎΣ ά/ǊŜŀǘŜ bŜǿ tŀǊǘƛŜǎΦέ



4. LŦ ȅƻǳ ǎŜƭŜŎǘΣ ά/ǊŜŀǘŜ bŜǿ tŀǊǘƛŜǎΣέ ŀ ƴŜǿ ǎŎǊŜŜƴ ǿƛƭƭ ǇƻǇ-up.
5. {ŜƭŜŎǘ άtŀǊǘȅ ¢ȅǇŜέ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-down menu.  bƻǘŜΥ  ! tŀǊǘȅ ¢ȅǇŜǎ ǿƛǘƘ ŀƴ άϝέ ƛǎ ǊŜǉǳƛǊŜŘ ƛƴ 

that jurisdiction.
6. {ŜƭŜŎǘ ǘƘŜ ǊŀŘƛƻ ōǳǘǘƻƴ ƛŦ ǘƘŜ ǇŀǊǘȅ ƛǎ ŀ άtŜǊǎƻƴέ ƻǊ ŀƴ άhǊƎŀƴƛȊŀǘƛƻƴΦέ
7. {ŜƭŜŎǘ ǘƘŜ ǊŀŘƛƻ ōǳǘǘƻƴ ƛŦ ǘƘŜ ǇŀǊǘȅ ƛǎ ȅƻǳǊ ŎƭƛŜƴǘ ƻǊ ƴƻǘ ōȅ ǎŜƭŜŎǘƛƴƎ ά¸Ŝǎέ ƻǊ άbƻΦέ
8. 9ƴǘŜǊ ǘƘŜ ǇŀǊǘȅΩǎ CƛǊǎǘ bŀƳŜΣ [ŀǎǘ bŀƳŜΣ !ŘŘǊŜǎǎΣ ŀƴŘ tƘƻƴŜ bƻΦ Note: Please check with your 

attorney, local rules, and/or your firm administrator on court requirements or policies regarding 
providing an address and telephone number.

9. /ƭƛŎƪ ά!ŘŘ tŀǊǘȅέ ǘƻ ŀŘŘ ǘƘŜ ǇŀǊǘȅ ǘƻ ǘƘŜ [ƛǎǘ ƻŦ tŀǊǘƛŜǎΦ
10. Walk through these steps for all remaining parties that need to be added until complete.
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FILING INTO AN EXISTING CASE: 
Step 2 ςParties (continued)



11. Your List of Parties will be displayed at the bottom of the screen.
12. Make sure a Sending Party is selected for this transaction by checking the appropriate box.
13. /ƭƛŎƪ άbŜȄǘέ ǘƻ ƳƻǾŜ ǘƻ {ǘŜǇ о-Documents.
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FILING INTO AN EXISTING CASE: 
Step 2 ςParties (continued)



FILING INTO AN EXISTING CASE:
Step 3 ςDocuments
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To upload and attach documents in the existing case using File & Serve Texas, follow these steps:

1. Enter the party Responsible for Filing Fees for this transaction by clicking on the drop-down menu if it is 
not already populated.

Note: Select the party responsible 
for the filing fees for this transaction 
by selecting/highlighting the party.



нΦ  /ƭƛŎƪ ƻƴ άAdd Documentέ ǘƻ ƻǇŜƴ ǳǇ ŀ ƴŜǿ ǎŎǊŜŜƴ ǘƻ ōŜƎƛƴ ǳǇƭƻŀŘƛƴƎ ȅƻǳǊ ŘƻŎǳƳŜƴǘǎΦ

15© 2020 File & ServeXpress

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

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



оΦ  CƛƭƛƴƎ ¢ȅǇŜΥ 5ŜŦŀǳƭǘŜŘ ǘƻ άFile and ServeΦέ LŦ ȅƻǳΩŘ ƭƛƪŜ ŀ άFileέ ƻƴƭȅ ǘǊŀƴǎŀŎǘƛƻƴΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ŘǊƻǇ-
Řƻǿƴ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ άFileΦέ LŦ ȅƻǳΩŘ ƭƛƪŜ ŀ άServeέ-only transaction, click on the drop-down menu 
ŀƴŘ ǎŜƭŜŎǘ άServeέΦ
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FILING INTO AN EXISTING CASE:
Step 3 ςDocuments (continued)



4. Select the Filing Code.
5. Enter the Filing Description. This is the set of documents you are eFiling/eServingin this envelope. Note 

the character limit of 200.
6. Select the Document Type (Lead/Attachment/Proposed order) This will vary based on the Court.
7. Document Category.
8. /ƭƛŎƪ ƻƴ άBrowseέ ƻǊ άChoose Fileέ ǘƻ ǳǇƭƻŀŘ ǘƘŜ [ŜŀŘ 5ƻŎǳƳŜƴǘΦ bƻǘŜ ǘƘŜ ŎƘŀǊŀŎǘŜǊ ƭƛƳƛǘ ŦƻǊ ǘƘŜ ŦƛƭŜ 
ƴŀƳŜ ƛǎ рл ŎƘŀǊŀŎǘŜǊǎΦ ¢Ƙƛǎ ƛƴŎƭǳŘŜǎΣ ŜΦƎΦΣ άΦǇŘŦέΦ 

9. Note the document size limit of 25MB; Envelope size is 35MB
10. To add more documents, click on Add More Documents as seen below.
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FILING INTO AN EXISTING CASE:
Step 3 ςDocuments (continued)



ммΦ {ƻƳŜ ƧǳǊƛǎŘƛŎǘƛƻƴǎ ǿƛƭƭ ƻŦŦŜǊ άOptional ServicesΦέ LŦ ŀǾŀƛƭŀōƭŜΣ ŎƘŜŎƪ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ōƻȄόŜǎύ ŀƴŘ ŜƴǘŜǊ ǘƘŜ 
number of desired copies. Example: If you are filing a Jury Demand or Appearance, select optional service to 
apply fee. 
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FILING INTO AN EXISTING CASE:
Step 3 ςDocuments (continued)

мнΦ bŜȄǘΣ ŜƴǘŜǊ ŀ bƻǘŜ ǘƻ /ƭŜǊƪΦ  ¢Ƙƛǎ ƛǎ ȅƻǳǊ άdirectέ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ǿƛǘƘ ǘƘŜ ŎƻǳǊǘ ŎƭŜǊƪΦ
моΦ /ƭƛŎƪ άSaveέ ǘƻ ŀǘǘŀŎƘ ǘƘŜ [ŜŀŘ 5ƻŎǳƳŜƴǘ ŀƴŘ !ǘǘŀŎƘƳŜƴǘ ǘƻ ǘƘŜ ŜƴǾŜƭƻǇŜΦ



To verify and/or add e-service recipients in an existing case using File & Serve Texas, follow these steps:

1. The service list will be auto-populated.
2. ¸ƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ǾƛŜǿ ǘƘŜ ƴǳƳōŜǊ ƻŦ ǇŜƻǇƭŜ ƻƴ ǘƘŜ ǎŜǊǾƛŎŜ ƭƛǎǘ ƴŜȄǘ ǘƻ ǘƘŜ άŜ-{ŜǊǾŜέ ŎƻƭǳƳƴΦ
3. ¸ƻǳ Ŏŀƴ ƪŜŜǇ ǘƘŜ ōƻȄŜǎ ŎƘŜŎƪŜŘ ǳƴŘŜǊ άŜ-{ŜǊǾŜέ ŦƻǊ ǘƘƻǎŜ ǊŜŎƛǇƛŜƴǘǎ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ōŜ ǎŜǊǾŜŘ ƛƴ ǘƘƛǎ 

transaction.
4. You can de-ǎŜƭŜŎǘ ǘƘŜ ōƻȄŜǎ ǳƴŘŜǊ άŜ-{ŜǊǾŜέ ŦƻǊ ǘƘƻǎŜ ǊŜŎƛǇƛŜƴǘǎ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ bh¢ ǘƻ ōŜ ǎŜǊǾŜŘ ƛƴ ǘƘƛǎ 

transaction.
5. aŀƪŜ ǎǳǊŜ ǘƘŜ ǊŜŎƛǇƛŜƴǘǎ ŀǊŜ άŀǘǘŀŎƘŜŘέ ǘƻ ŀ ǇŀǊǘȅ ǳƴŘŜǊ ǘƘŜ άtŀǊǘȅέ ŎƻƭǳƳƴΦ
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FILING INTO AN EXISTING CASE:
Step 4- Service Contacts



To create e-service recipients in an existing case using File & Serve Texas, follow these steps:

6. Select Firm Service Contacts from the drop-Řƻǿƴ ƳŜƴǳ ǳƴŘŜǊ ά!ŘŘ LƴŘƛǾƛŘǳŀƭƭȅΦέ
7. Enter the first and last name of the support staff member(s) in your firm.  
8. {ŜƭŜŎǘ ά{ŜŀǊŎƘΣέ ŀƴŘ ά!ŘŘ ǘƻ [ƛǎǘΦέ
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FILING INTO AN EXISTING CASE:
Step 4- Service Contacts (continued)



9. ¢ƻ ŀŘŘ ŀƴ ŀǘǘƻǊƴŜȅ ƛƴ ǘƘŜ ǎǘŀǘŜ ƻŦ ¢ŜȄŀǎΣ ƛƴŎƭǳŘƛƴƎ ǘƘŜ ŀǘǘƻǊƴŜȅόǎύ ǿƛǘƘƛƴ ȅƻǳǊ ŦƛǊƳΣ ǎŜƭŜŎǘ ά!ŘŘ /ƻƴǘŀŎǘ 
CǊƻƳ tǳōƭƛŎ [ƛǎǘέ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-Řƻǿƴ ƳŜƴǳ ǳƴŘŜǊ ά!ŘŘ LƴŘƛǾƛŘǳŀƭƭȅΦέ  ¢Ƙƛǎ ƛǎ ƳŀƴŀƎŜŘ ōȅ ǘƘŜ {ǘŀǘŜ .ŀǊ ƻŦ 
Texas.

10. Enter the first and last name of the attorney(s).
11. {ŜƭŜŎǘ ά{ŜŀǊŎƘΣέ ŀƴŘ ά!ŘŘ ǘƻ [ƛǎǘΦέ
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FILING INTO AN EXISTING CASE:
Step 4- Service Contacts (continued)



12. ¢ƻ ŀŘŘ ŀ bŜǿ {ŜǊǾƛŎŜ /ƻƴǘŀŎǘΣ ǎŜƭŜŎǘ ά!ŘŘ bŜǿ {ŜǊǾƛŎŜ /ƻƴǘŀŎǘέ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-Řƻǿƴ ƳŜƴǳ ǳƴŘŜǊ ά!ŘŘ 
LƴŘƛǾƛŘǳŀƭƭȅΦέ

13. 9ƴǘŜǊ ǘƘŜƛǊ ŦƛǊǎǘ ƴŀƳŜΣ ƭŀǎǘ ƴŀƳŜΣ ŀƴŘ ŜƳŀƛƭ ŀŘŘǊŜǎǎΦ  /ƭƛŎƪ ά{ŀǾŜΦέ  ¢ƘŜȅ ǿƛƭƭ ōŜ ŀŘŘŜŘ ǘƻ ǘƘŜ ǎŜǊǾƛŎŜ ƭƛǎǘ 
and Firm Service Contacts under your firm.
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FILING INTO AN EXISTING CASE:
Step 4- Service Contacts (continued)



14. ¸ƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ Ŝŀǎƛƭȅ ǎŜŀǊŎƘ ŦƻǊ ǘƘŜƳ ǳƴŘŜǊ άCƛǊƳ {ŜǊǾƛŎŜ /ƻƴǘŀŎǘǎέ ƛƴ ŀƴȅ ŦǳǘǳǊŜ ŎŀǎŜǎΦ
15. ¸ƻǳǊ CƛǊƳ !ŘƳƛƴƛǎǘǊŀǘƻǊ Ŏŀƴ ƳŀƪŜ ŀƴȅ ǳǇŘŀǘŜǎ ǘƻ CƛǊƳ {ŜǊǾƛŎŜ /ƻƴǘŀŎǘǎ ǳƴŘŜǊ ǘƘŜ ά{ŜǊǾƛŎŜ /ƻƴǘŀŎǘǎέ 
ōǳǘǘƻƴ ǳƴŘŜǊ ǘƘŜ άCƛǊƳ !ŘƳƛƴέ ŘǊƻǇ-down menu.
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FILING INTO AN EXISTING CASE:
Step 4- Service Contacts (continued)



16. When adding a new service recipient to the service list in any of the above-listed categories, please select 
the party they relate to in the case from the drop-down menu under the Party column.  Next, under the 
!Ŏǘƛƻƴ ŎƻƭǳƳƴΣ ŎƭƛŎƪ ά!ǘǘŀŎƘέΦ

17. /ƭƛŎƪ άbŜȄǘέ ǘƻ ƳƻǾŜ ǘƻ {ǘŜǇ р-Review & Submit. 
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FILING INTO AN EXISTING CASE:
Step 4- Service Contacts (continued)



To review your transaction details prior to submitting to the court using File & Serve Texas, follow these steps:
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FILING INTO AN EXISTING CASE:
Step 5- Review & Submit

1. Using your scroll bar, review each 
section.

2. If you find a mistake in a particular 
section, you can click on the pencil 
icon to fix that particular section.

3. Review each section, and make 
sure all documents are uploaded, 
Courtesy Copy emails are next to 
each Lead Document in the 
transaction.



4. Continue scrolling through the transaction details, including making sure the correct party is listed who is 
άwŜǎǇƻƴǎƛōƭŜ ŦƻǊ CƛƭƛƴƎ CŜŜǎΣέ ǘƘŜ Ŝ-ǎŜǊǾƛŎŜ ǊŜŎƛǇƛŜƴǘǎ ȅƻǳΩǾŜ ǎŜƭŜŎǘŜŘ ǿƛƭƭ ƘŀǾŜ ά¸Ŝǎέ ƴŜȄǘ ǘƻ ǘƘŜƛǊ ƴŀƳŜόǎύ 
to be served when you submit to the court. If you have de-selected anyone on the service list, the 
ǊŜŎƛǇƛŜƴǘǎ ǿƛƭƭ ƘŀǾŜ άbƻέ ƴŜȄǘ ǘƻ ǘƘŜƛǊ ƴŀƳŜǎ ƛƴ ǘƘŜ Ŝ-Serve column.

5. All fees associated with the transaction will be listed for your review.
6. /ƭƛŎƪ ƻƴ ά{ǳōƳƛǘέ ŦƻǊ ƛƳƳŜŘƛŀǘŜ ŦƛƭƛƴƎ ǘƻ ǘƘŜ ŎƻǳǊǘ ŀƴŘ ǎŜǊǾƛŎŜ ƻƴ ǘƘŜ ǎŜƭŜŎǘŜŘ ǇŀǊǘƛŜǎΦ
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FILING INTO AN EXISTING CASE:
Step 5- Review & Submit (continued)



7. !ŦǘŜǊ ȅƻǳ ŎƭƛŎƪ ά{ǳōƳƛǘΣέ ȅƻǳǊ 9ƴǾŜƭƻǇŜ L5 ǿƛƭƭ ǇƻǇ ǳǇΦ  /ƭƛŎƪ άhƪΦέ
8. You will be automatically taken to the Completed Filings page.
9. ¸ƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ǾƛŜǿ ǘƘŜ ¢ǊŀƴǎŀŎǘƛƻƴ {ǳƳƳŀǊȅ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άŜȅŜōŀƭƭέ ƛŎƻƴ ƴŜȄǘ ǘƻ ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴ 
ǳƴŘŜǊ ά{ŜŀǊŎƘ wŜǎǳƭǘΦέ
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FILING INTO AN EXISTING CASE:
Step 5- Review & Submit (continued)



Once you receive the Accepted notification from EfileTexas, you will be able to view your file-stamped document 
within File & Serve Texas.  Please follow these steps using File & Serve Texasto locate:

1. Go to your Completed Filings page.
2. Find the recently accepted transaction.
3. /ƭƛŎƪ ƻƴ ǘƘŜ άŜȅŜōŀƭƭέ ƛŎƻƴΦ
4. {ŎǊƻƭƭ Řƻǿƴ ǘƻ ǘƘŜ 5ƻŎǳƳŜƴǘǎ ǎŜŎǘƛƻƴ ŀƴŘ ŦƛƴŘ ǘƘŜ ά{ǘŀƳǇŜŘ 5ƻŎǳƳŜƴǘέ ŎƻƭǳƳƴΦ
5. The link to your file-stamped document will be there.  This link will remain available for viewing at any time.

LOCATING YOUR FILE-STAMPED DOCUMENT
In File & Serve Texas
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1. If your case is not found, you will receive the message below.
2. /ƭƛŎƪ άtǊƻŎŜŜŘέ ǘƻ Ƴŀƴǳŀƭƭȅ ŜƴǘŜǊ ǘƘŜ ŎŀǎŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ Ǝƻ ǘƘǊƻǳƎƘ ǘƘŜ р-step process to complete your 

filing.

PROVISIONAL FILING
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