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Registration
User can register by selecting any one of the below two account types.

e Firm Account — You need to select this role during registration if you are an individual attorney or your firm is not
registered in EFM.

e Self-Represented Account — You need to select this role if you are a ProSe filer, contract paralegal, court reporter,
process server, etc.
Register a Firm Account

1. Click Register Button on top right corner besides User Manual Button.

® e ™
12F1le AboutUs Features ]
——

Your electronic path for filing cases

Save Your

Time & Now Filing becomes easy for New Cases and

Additional Documents within any

Monev participating Illinois Court Jurisdiction
=

2. This will open a popup where you need to click on “Firm Account” button.

. o
12 Tlle AboutUs  Features

Your electronic path for filing cases

m Firm Account

Self Represented Account

Save Your

Time & Now Filing becomes easy for New Cases and

Additional Documents within any

MoneY participating Illinois Court Jurisdiction
=y

3. Enter Firm Name, Address and other required details in firm information step and click on next button.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
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1 Firm Information 2 User Information 3 Complete Registration

@ Helpful Information

® Do not use this option if your firm has already created a firm account with ODYSSEY EFM System through certified service praviders. If your firm has already created a firm
account with us, ask your administrator to realster yvou.

® If you are a single user, enter your name in Firm/Attorney Name field.
Firm/Attorney Mame *
Address Line 1+ Address Line 2
Country ~ State =

United States -

City Zip Code * Phene Mumber =

User Agreement*:
[ 1agree to the Odyssey eFilell User Agresment

[ 1agree to the |2Eile User Agreemen

==y

4. Enter User Information, Email Address, Password, Security Question and Security Answer in user information step and
click on Register button to complete the registration. Email Address provided in this step must be a valid email address.
Password must contain at least eight characters with one lower case letter, one upper case letter and one numeric
character or special symbol.

& 1 Firm Information 2 User Information 3 Complete Registration

First Mame = 1
John P

Last Mame ~

Smith

Email Address ~

john.smith@gmail.com

WVerify Email Address ~

john

Password *

sssssee

Error: Email Address does not match

Verify Password =

sessses

Password must be at least eight characters with at least one lower case, at least one upper
case. and at least one number or symbol.

Security Question ™

What is your pet name

Security Answrer =

flora

Previous Register

An account activation email will be sent on entered email address.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
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& 1 Firm Information & 2 User Information 3 Complete Registration

o

L =4 .
S Congratulations!
o
n Your Firm Registration is Completed.

=

Your login information is mentioned below and will also be emailed to you. You must verify your email address before you can login. A
wverification email has been sent to you. please open and click the link inside.

Firm 1D: test name

Email Address: john.smiths@gmail.com

5. Open the email and click on “Click to Activate Account” link for activating the user.

Register a Self-Represented Account

1. Click Register Button on top right corner besides User Manual Button.

12F1le O =]
—

Your electronic path for filing cases

Save Your

Time & Now Filing becomes easy for New Cases and

Additional Documents within any

Monev participating IWinois Court Jurisdiction
=

2. This will open a popup where you need to click “Self-Represented Account” button.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
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. . l Sid

ZZT'Z e About Us  Features
—

Your electronic path for filing cases

E Firm Account

Self Represented Account

Save Your

Time & Now Filing becomes easy for New Cases and

Additional Documents within any

Monev participating Illinois Court Jurisdiction
s

3. Enter Address, Phone No. and other required details in Contact Information step and click on next button.

1 Contact Information 2 User Information 3 Complete Registration

@ Helpful Information

® Do not use this option if your firm has already created a firm account with ODYSSEY EFM System through certified service providers. If vour firm has already created a firm
account with us, ask your administrator to register you.

® |fyou are a single user, enter your name in Firm/Attorney Name field.

Address Line 17

Address Line 1

Address Line 2

Address Line 2

Country™® State ™

United States

City * ZipCode™

Phone Number *

User Agreement*:

D | agree to the Odyssey eFilell User Agreement

D | agree to the 12File User Agreement

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and

may NOT be copied, duplicated, distributed, reproduced, transmitted or shared with non-registered parties without the express written
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4. Enter User Information, Email Address, Password, Security Question and Security Answer in user information step
and click on Register button to complete the registration. Email Address provided in this step must be valid.
Password must contain at least eight characters with one lower case letter, one upper case letter and one
numeric character or special symbol.

& 1 Contact Information 2 User Information 3 Complete Registration
First Mame = M1
John P
Last Marme "
Smith
Emazil Address = Werify Email Address ~
johnssmith@gmail.com john

Error: Email Address does not match

Password Werify Password ©
sssssses sssssssse
Fassword must be at least eight characters with at least one lower case, at least one upper

case, and at least one number or symbol

Security Question ”

What is your pet name

Security Answer ™

flora

5. An activation email will sent to given email address.

& 1 Contact Information & 2 User Information 3 Complete Registration
3.7 ,
¥, Congratulations!
. Your Registration is Completed.

Your login information is mentioned below and will also be emailed to you. You must verify your email address before you can login. A

verification email has been sent to you, please open and click the link inside.

Email Address: johnssmith@gmail.com

6. Open the email and click on “Click to Activate Account” link for activating the user.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
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Login
Enter the email address and password registered in Odyssey eFilelL EFM, and click on “Login” button to login into the
system.

About Us Features [ Register

=FilelL email address

johnsmith@gmail.com

¥our eFilell Password

- O

Fesend Activation Email? Forgot Password?

Forgot Password
Please follow below steps for resetting your password.

1. Click on Forgot Password link in login screen.

About Us Features m [ Register ]

eFilelL email address

johnsmith@gmail.com

Your eFilelL Password

T I Iy O

Resend Activation Email? IForgot Password?l

2. This will open a popup. Enter Email address in it and click OK.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
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Forgot Password X

eFilelL email address

john.smith@gmail.com

A Link for resetting your password will be sent to the email address

An email with link for resetting password will be sent on the email address entered above.

associated with your eFile IL Account.

3.

@ Forgot Password Notification x

Password reset link has been sent

Forgot Password

eFilelL email address

john.smith@gmail.com

ill be sent to the email a

m Cancel

4. Open the email and click on “click here” link.

From: no-reply@efilingmail.tylertech.cloud

Subject: Reset your password for your efiling account

‘ ODYSSEY
,/'__,\’ eFlleIL Password Reset Request

A request to reset your password has been processed. If you did not request a password reset, take no action. Your account will
be left unaltered.

To complete your password reset, click here

If the link above is not accessible, copy and paste the URL below into your web browser:
https://illinois-stage.tylertech.cloud/ResetPassword.aspx?rid=1ec65933-f38a-46de-9810-4d98a3a147 17 &skey=e0d698ef-96af-4003-
8902-bd6e329c3936

For technical assistance, contact your service provider

Odyssey File & Serve

(800) 297-5377

Please do not reply to this email. It was automatically generated.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
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5. It will open a window shown below. Enter New Password and Confirm Password in it and click Change Password

Button to change password.

.2 T .[ 3
[E———
Your electronic path for filing cases

To complete the process of resetting your password for your account, you will need to select a new password

Email Address
john.smith@gmail.com

New Password

Repeat New Password

Change Password

12

Your password has been ChanQad SUCcessiully

Dashboard

You will be redirected to Dashboard after successful login. It displays information about most recent filings and allows you
to file documents on a new case or existing case. Navigation tab on left provides links to access most of the features of

the system.

2File -

Dashboard

B8 Workspace ~ Filing

Select what you want to do from below options
) Paymentinfo e F

#¥ Reports ~
@ Help ~ Starta File on
New Case Existing Case

@ Click this icon to link Non-EFM |2File user profile for filing documents in Criminal, DUl and Traffic filings (for DuPage, DeKalb, Kendall and McHenry jurisdictions)

D -~

o

Pending

Manage Your Transaction
Service Contacts Report

Recent Cases

Total No of Records : @

Envelope # - Filing Location Name Case Number Filed Date Filing Type Filing D
286361 - AMdavit Agams County 03/05/2024 05113117 AM  E-Flle
1 row selected

Copyright © 2007 - 2024 Conscisys Corparation  Powered By Conscisys

Left Navigation tab is sub categorized into three sections.

e Workspace
e Admin Links
e Payment Information

@ View Filing Datails 0 Copy Envelope @ C

ancel Filing [ Download Document

Action

@ @

5~ i—1of1

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
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Workspace

Submit Filing

This section under workspace contains links to file documents on new case or existing case.
New Case Filing

1. Click on “New Case Filing” link under Submit Filing section in left navigation tab or New Case button provided on
dashboard to initiate new case filing.

i2 Tl-['em = @ Click this icon to link Non-EFM I2File user profile for filing documents in Criminal, DUl and Traffic filings (for DuPage, DeKalb, Kendall and McHenry jurisdictions) @ v
—
Your electronic path for filing cases Dashboard
5% Workspace - Filing
Dashboard Select what you want to do from below options 0 0

Bubmit Filing ~

My Drafts Pending
Document Filing Starta Fileon
New Case Existing Case

Filing History
My Drafts Manage Your Transaction
Request Document Service Contacts Report

Service Contacts

Search Cases

2. Select Location, Case Category, Case Type, Filling Attorney and Payment Account in Case Information Step. Click
on Next button after entering the required information to navigate to Party information step.

Case Information

Select Location ™

[ Set Default Filing Location ]

DuPage County -
Select Category ™ To fileinto case Category not listed below,
Adoption - Click here to file using classici2file.

Select Case Type ™

Adoption ($89.00) -
Case Cross Refersnce Type ™ Add
DuPage Attorney/Firm Number/Self-Represented Litigant Num... ~ Case Cross Reference Number *

Case Cross Reference Type Case Cross Reference Number

DuPage Attorney/Firm Number/Self-Represented Litigant Number 99500 '|f|'

Rows per page 5w 1-10f1

Select Payment Account *
|CreditCard =

(oD

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
may NOT be copied, duplicated, distributed, reproduced, transmitted or shared with non-registered parties without the express written
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3. Party information step has a list at top indicating the party information mandatory for selected case type. You
can enter First Name, Last Name and required details of parties by selecting a party from list. You can be add

more parties to a case by clicking “Add Party” button.
® 1Case Information 2 Parties 3Filings 4 Summary

Enter the details for the Parties Involved in this Case [ + Add Additional Party J

List of Parties

Plaintiff/Petitioner

O 1amthis Party

@ Person O Business D Not available (Check this if you don't know Persan name or Business name)

Suffix
First Name * Middle Name Last Name * Select Name Suffix -

Additional Information

Lead Attorney

Select Lead Attorney -

Country

United States - Address Line 1 Address Line 2

State

City Select State - ZipCode

Phone Number Filer ID

Save As Draft Next

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
may NOT be copied, duplicated, distributed, reproduced, transmitted or shared with non-registered parties without the express written
permission. ©Conscisys Corporation 2007- 2024 12
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4. After entering party information, click on “Next” button to move to filing tab and for going back to Case

Information tab click “Previous” button.

Lead Attorney
Select Lead Attorney

Country

United States

Address Line 1

Address Line 2

City

State

Select State

Zip Code

Phone Number

Filer ID

Previous

Save As Draft Next

5. Enter Filing Code, Filing Description, Reference Number and Optional Services if applicable for selected filing

code in filings step. Fees will be shown on right hand side of the screen as highlighted in below screenshot.

testdoc -2.pdf

Filing Comments

filing comments

(Misc.) - Change of Venue (fee for pre
paration of certification of record)
(555.65)

(Misc.) - Issue Alias Citation ($5.00)
(Misc.) - Issue Alias Citation ($5.00)

(Misc.) - Issue Alias Summons ($5.00)

(Misc.) - Jury Demand - 12 Person (E
xcluding SC, P, PR, & GR) {($212.50)

Courtesy Copies

test@gmail.com

9 Payment & Fees

Select Payment Account ™

CreditCard

Party Responsible for Fees *

ot available Not available

(Misc.) - Amended Complaint (Schedule
3to1)($225.00)

(Misc.) - Amended Complaint (Schedule
3t02) ($175.00)

Application Filing Fee $0.00
(Misc.) - Amended $50.00
Complaint (Schedule 2 to 1)
(Misc.) - Amended $225.00
Complaint (Schedule 3to 1)
(Misc.) - Amended $175.00
Complaint (Schedule 3to 2)
Total $450.00
Case Initiation Fee $89.00
i2File Fee $1.00
Payment Service Fee $15.61
Envelop Total $555.61

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
may NOT be copied, duplicated, distributed, reproduced, transmitted or shared with non-registered parties without the express written

permission. ©Conscisys Corporation 2007- 2024
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6. Upload mandatory Lead document, any additional documents if required and select security for each document.

Total size of all uploaded documents should be limited to the size configured for selected county.

Documents - Lead Document
Deescription

Affidavit

Security

Mon-Confidential

testdoc -2.pdf

Eiline Mammantc

7. Select payment account and party responsible for fees information on right hand side.

filings in one envelope by clicking “Add Another Filing” button at the top.

Filings

Enter Filing Details

Code Type Description

Application E-File

E-File

Filing Code ™

Application ~  Filing Description

Reference Number

Reference Number

You can add multiple

+ Add Another Filing

Documents - Lead Document
Description Security *

Affidavit Non-Confidential

testdoc -2.pdf

Optional Service

(Misc.) - Certified Mailing Fee (Each
Mailing) ($15.65)

(Misc.) - Change of Venue (fee for pre
paration of certification of record)
($55.65)

(Misc.) - Issue Alias Citation ($5.00)
(Misc.) - Issue Alias Citation ($5.00)
(Misc.) - Issue Alias Summons {35.00)

(Misc.) - Jury Demand - 12 Person (E
xcluding 5C, P PR, & GR) ($212.50)

Selected Optional Service

{Misc.) - Amended Complaint (Schedule
2t01)($50.00)

{Misc.) - Amended Complaint (Schedule
3to1)(5225.00)

{Misc.) - Amended Complaint (Schedule
3t02)(5175.00)

8. Enter Filing Comments and Courtesy Copies after uploading the documents. Click “Next” button to go to

Summary step or “Previous” button to go to Parties screen.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
may NOT be copied, duplicated, distributed, reproduced, transmitted or shared with non-registered parties without the express written

permission. ©Conscisys Corporation 2007- 2024
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1-2 Til’ew = @ Click this icon to link Non-EFM 12File user profile for filing documents in Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and McHenry jurisdictions) @
—_—

Your electronic path for filing cases

New Case
5% Workspace v @ 1Case Information @ 2Parties 3Filings 4 Summary
B Paymentinfo v
4,
“ Reports v -
Filings
@ Help v
Enter Filing Details + Add Another Filing
Code Type Description Reference Number
Application E-File
E-File
Filing Code *
Application ¥ Filing Description Reference Number
Optional Service Selected Optional Service
Documents-Lead Document I (Misc) - Certified Mailing Fee (Each (Misc) - Amended Complaint (Scheduie
serpson seeuny Mailing) ($15.65) 2to 1) ($50.00)
Affidavit Non-Confidential v
(Misc.) - Change of Venue (fee for pre (Misc.) - Amended Complaint (Schedule
paration of certification of record) 3to 1) ($225.00)
(855.65)
(Misc.) - Amended Complaint (Schedule
(Misc.) - Issue Alias Citation ($5.00) 3t02) ($175.00)
(Misc.) - Issue Alias Citation ($5.00)
testdoc -2.pdf X

[Misc.] - Issue Alias Summons ($5.00)

(Misc.) - Jury Demand - 12 Person (Ex
cluding SC, P. PR, & GR} ($212.50)

Filing Comments

filing comments

Courtesy Copies

test@gmail.com

9 Payment & Fees Application Filing Fee $0.00

. {Misc.) - Amended $50.00
Select Payment Account Complaint (Schedule 2 to 1)
CreditCard -
(Misc.) - Amended $225.00
Complaint (Schedule 3 to 1)
Party Responsible for Fees *

Not available Not available - (Misc.) - Amended $175.00
Complaint (Schedule 3to 2)

Total $450.00
Case Initiation Fee $89.00
i2File Fee $1.00
Payment Service Fee $15.61
Envelop Total $555.61

o Disclaimer :12file does not process or directly collect payment. This payment is processed by state efilelL vendor (Tylertech).

Save As Draft m

Copyright © 2007 - 2024 Conscisys Corporation  Powered by Conscisys

9. Summary step provides an opportunity to review the details of filling before submitting. Click on “Submit”
button if all information is correct.
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registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
may NOT be copied, duplicated, distributed, reproduced, transmitted or shared with non-registered parties without the express written
permission. ©Conscisys Corporation 2007- 2024

15



https://il.i2file.net/

-Zq:‘ .[ ™ = @ Click this icon to link Non-EFM 12File user profile for filing documents in Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and McHenry jurisdictions) @
—

Your electronic path for filing cases

New Case
B2 Workspace v @ 1Case Information @ 2Parties & 3Filings 4 Summary
B PaymentInfo +
ARepors v Summary
@ Help v

Envelop and Filing Summary

Case Information A Edit A
ocal ase Catege Case Type
DuPage County Adoption Adoption
Attorney Payment Accoun & Filec
CreditCard
Case Cross Reference Type Case Cross Reference Number
DuPage Attorney/Firm Number/Self-Represented Litigant Number 99500
Rows per page 5~ 1-10f1
Parties A Edit A
Party Type Name Address Phone Attorney
Plaintiff/Petitioner Not available Not available
Rows perpage: 5 = 1-10f1
Filings A Edit A
Filing Code Filing Descriptio Reference Numbe Filing Type
Application EFile

Lead Document

ile Name Status Security

testdoc -2.pdf OK MNon-Confidential
Courtesy Copies

test@gmail.com

iling Comment

filing comments

9 Payment & Fees Application Filing Fee $0.00
et Account (Misc) - Amended $50.00
Select Payment Account Complaint (Schedule 2 to 1)
CreditCard hd
(Misc) - Amended $225.00

Complaint (Schedule 3to 1)

Party Responsible for Faes *

Not avallable Not available v (Misc.) - Amended $175.00
Complaint (Schedule 3t02)

Total $450.00

Case Initiation Fee $89.00

i2File Fee $1.00

Payment Service Fee $15.61

Envelop Total $555.61

oo

Copyright © 2007 - 2024 Conscisys Corporation  Powered by Conscisys
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10.0n successful submission of an envelope, you will get a success message with Envelope Number as shown
below.

Confirmation

Envelope 286363 is Submitting.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
may NOT be copied, duplicated, distributed, reproduced, transmitted or shared with non-registered parties without the express written
permission. ©Conscisys Corporation 2007- 2024 17



https://il.i2file.net/

Document Filing

Document filing functionality will allow you to file an envelope on existing case, add parties on a case or add attorneys to
existing parties; however, it will not allow you to edit existing party information or to change existing attorney
assignments. Document filing is also termed as Filing on existing case or subsequent filing.

To File Documents on Existing Case, follow steps given below.

1. Click on “Document Filing” link under Submit Filing section in left navigation tab or click “File Document on Existing
Case” button provided on dashboard to start document filing.

iZ Ti['em = @ Click this icon to link Non-EFM [2File user profile for filing documents in Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and McHenry jurisdictions) @
R ——
Your electranic path for filing cases
’ Dashboard
5% Workspace ~ Filing
Select what you want to do from below options 0 0
Submit Filing v
Filing History My Drafts Pending
My Drafts Starta Fileon

New Case

Existing Case

Request Document
Service Contacts Manage Your Transaction
Search Cases Service Contacts Report

B Paymentinfo

< Renorts v

2. Case Search Wizard will open through which you can search for a case on which you want to file documents. For
help on Case Search feature refer Case Search section in this document. Case Search Results will be displayed as
shown below.

Existing Case

1Search Case 2 Parties 3 Filings 4 Summary

Search Case Advanced Search @,

Select Location * Case Number *

DuPage County v 2023MR200018 [ Set Default Filing Location J

Total No of Records : o

Start a new Subsequent Filing

Jurisdiction Description Case Type Action
Petition to Secure Testimony for Out-Of- = 2
DuPage County NOT AVAILABLE NOT AVAILABLE State Witness ey

3. Click “Start a new subsequent filing for this case” icon against a case number in case search screen (shown in
above screenshot) to start filing. If case is not available in the selected county and county allows filing documents
on a non-indexed cases you can click on “File into An Existing Case” button (highlighted in below screen shot) to
start Non-IndexedFiling.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
may NOT be copied, duplicated, distributed, reproduced, transmitted or shared with non-registered parties without the express written
permission. ©Conscisys Corporation 2007- 2024 18
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You are attempting to efile on a case that is not submitted electronically
in Odyssey File & Serve and is not searchable from the court's case
management system.

You will be able to file into this case, but will have to manually input the

case information. Any additional filings on this case will not require the
manual data entry.

File Into An Existing Case

4. For an indexed case, system will forward you to Parties step from case search screen. List of parties present on
the case will be displayed at the top. You can add more parties on the case by clicking “Add Party” button. Attorney
can be added to a party by selecting it (party) and then selecting an attorney from list displayed in bottom.

.ZT .[ ™ = g Click here to file Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and McHenry jurisdictions) @ v
————
Your electronic path for filing cases
@& 1Caselnformation 2 Parties 3Filings 4 Summary
% Workspace v
G AdminlLinks v Enter the details for the Parties Involved in this Case [ + Add Additional Party ]
D3 PaymentInfo v
v Reports . Administrator X
0 Help w @ Person () Business [[] Not available (Check this if you don't know Person name or Business name)
First Name * Last Name * Suffix
John Middle Name Smith Select Name Suffix v
Additional Information v

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
may NOT be copied, duplicated, distributed, reproduced, transmitted or shared with non-registered parties without the express written
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Add Additional Party X

Party Type *

Attorney v

© Person O Business

[] Not available (Check this if you don't know Person name or Business name)

First Name * Last Name ™ Suffix

john Middle Name smith Select Suffix v

5. Click on “Filings” button for navigating to Filing screen.

Enter Filing Details [ + Add Another Filing ]

Code Type Description Reference Number
EFile

E-File [] Service

Filing Code *

Select Filing Name +  Filing Description Reference Number

Optional Service Selected Optional Service
Filing Comments

Courtesy Copies

6. On filing screen, there are two checkboxes - E-File and Service. Select any one or both depending on the type of
filing you want to create.
e E-File
e Service Only
e E-File & Serve

E-File

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
may NOT be copied, duplicated, distributed, reproduced, transmitted or shared with non-registered parties without the express written
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If you select only “E-File” checkbox then an envelope with Filing type - “E-File” will be created in selected
jurisdiction.

a.) Enter Filing Code, Filing Description, Reference Number, and Optional Services if applicable for selected filing

code in Filing Step. Fees will be automatically calculated and displayed at top right side.
Click this icon to link Non-EFM I2File user profile for filing documents in Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and @

l-2 T’il—em — McHenry jurisdictions)
I ———
Your el e

A Existing Case

B2 Workspace ~ & 1SearchCase & 2 Parties 3 Filings 4 Summary
B PaymentInfo ~
2¥ Reports ~
CASL # 2023AD200026 (DuPage County) CONFIDLNTIAL
@ Help ~ .
Filings
Enter Filing Details -+ Add Another Filing J
Code Type Description Reference Number
Affidavit EFlle Flling Decription 123

LFile [J Service

Filing Code - Filing Description Reference Number
Affidavit - Filing Decription 123

Optional Service Selected Optional Service

Documents - Lead Document S (Misc.) - Amended Comp (Misc.) - Amended Complai

laint (Schedule 3 to 2) nt (Schedule 2 ta 1) ($50.0
Description Select Security - (3175.00) Q)
N - (Misc.) - Certified Mailin (Misc.) - Amended Complai
[ + Upload Document J g Fee (Each Mailing) (§1 nt (Schedule 3 to 1) (§225
- 5.65) Qo)
(Misic) - Change ol Venu
o ¢ (fee for preparation of
Filing Comments certification of record)
testcomment (855.65)
Courtasy Coples (Misc)) - Issue Alias Citat
N ion ($5.00)
test@gmail.com =
9 Payment & Fees Affidavit Filing Fee $0.00
. . (Misc.) - Amended $0.00
Select Payment Account ool
CreditCard - (Schedule 2 to 1)
(Misc.) - Amended $0.00
Party Responsibie for Foes = Complaint
Select Party - (Schedule 3to 1)
Total $0.00
Case Initiation Fee $0.00
i2File Fee $1.00
Payment Service Fee $1.00
I Envelop Total $2.00

@ Disclaimer : 12file does not process or directly collect payment. This payment is processed by state efilelL vendor (Tylertech).

[ Previous J Save As Draft m

Copyright © 2007 - 2024 Conscisys Corporation  Powered by Conscisys

b.) Upload Documents in document section. Lead Document is mandatory. Select security after uploading lead
document. You can upload multiple attachments.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
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Documents - Service Document *

Description Security *
Test Document Non-Confidential -
testdoc.pdf >

Documents - Add More Documents

Description Security *

Test Document MNon-Confidential ~
testdoc.pdf >

Description Security =

Service Only Non-Confidential -

[ + Upload Document ]

C.) Enter Filing Comments and Courtesy Copies. You can add multiple filings in an envelope by clicking “Add
Another Filing” button at top.

CASE # 2023AD200026 (DuPage County) - CONFIDENTIAL

Filings

Enter Filing Details [ + Add Another Filing ]
Code Type Description Reference Number
Affidavit EFile Filing Decription 123

E-File [(J Service

Filing Code * Filing Description Reference Number
Affidavit ~  Filing Decription 123
Optional Service Selected Optional Service
Documents - Lead Document (Micr) - Amandad Cam Micr ) - Amandad Camnlai

d.) Select Payment Account and Party Responsible for fees in payments section on right side of filing screen and
select filing attorney if not selected. Once all information is entered, click “Summary” button to go to Summary
page or click “Previous” button to go to Parties screen.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
may NOT be copied, duplicated, distributed, reproduced, transmitted or shared with non-registered parties without the express written
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12File

Your electronic path for filing cases

2% Workspace
B Payment Info
% Reports

© Help

<

<

I

Click this icon to link Non-EFM 12File user profile for filing documents in Criminal, DUl and Traffic filings (for DuPage, DeKalb, Kendall and

McHenry jurisdictions)

Existing Case

@ 1SearchCase

CASE # 2023AD200026 (DuPage County) - CONFIDENTIAL

Filings
Enter Filing Details

Code Type Description

Affidavit EFile Filing Decription

E-File [J Service

Filing Code ™ Filing Description

Affidavit ~  Filing Decription

Documents - Lead Document
Security *

Select Security v

+ Upload Document

Description

@ 2Parties

3Filings

Reference Number

123

Optional Service

(Misc.) - Amended Comp
laint (Schedule 3to 2)
($175.00)

(Misc.) - Certified Mailin
gFee (Each Mailing) ($1
5.65)

4 Summary

©

[ + Add Another Filing ]

Selected Optional Service

(Misc.) - Amended Complai
nt (Schedule 2 to 1) ($50.0
0)

(Misc.) - Amended Complai
nt (Schedule 3to 1) ($225.
00)

Filing Comments

(Misc.) - Change of Venu
e (fee for preparation of
certification of record)

testcomment ($55.65)
Courtesy Coples (Misc.) - Issue Alias Citat
) ion ($5.00)
test@gmail.com -
e Payment & Fees Affidavit Filing Fee $000
Select Payment Account * 2:1:;: ;I'HA:”e"dEd $000
CreditCard v (Schedule 2to 1)
(Misc.) - Amended $0.00
Party Responsible for Fees * Complaint
Select Party - (Schedule 3to 1)
Total $0.00
Case Initiation Fee $0.00
i2File Fee $1.00
Payment Service Fee $1.00
Envelop Total $200

@ Disclaimer: 12file does not process or directly collect payment. This payment is processed by state efilelL vendor (Tylertech).

Copyright © 2007 - 2024 Conscisys Corporation  Powered by Conscisys
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e.) Summary screen provides an opportunity to review the details of filing before submitting. Click on “Submit”

button if all information is correct.

— McHenry jurisdictions)

Existing Case

B8 Workspace ~ @& 1SearchCase
B Payment Info ~

“¥ Reports ~

& 2 Parties

Click this icon to link Non-EFM I2File user profile for filing documents in Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and

& 3Filings 4 Summary

CASE # 2023AD200026 (DuPage County) - CONFIDENTIAL

@ Help -~
Summary

Envelop and Filing Summary

Case Information

Locat ase Category

DuPage County Adoption

Filing Attorney Payment Acc
CreditCard

Case Cross Reference Type

DuPage Attorney/Firm Number/Self-Represented Litigant Number

Parties
Party Type Name Address
Plaintif/Petitioner
Filings
f 1 Code Filing Descr
Affidavit Filing Decription

Lead Document

Courtesy Copie:
test@gmail.com

testcomment

@ Payment & Fees

Select Payment Account =
CreditCard

Party Responsible for Fees *
Plaintiff/Petitioner

Adoption

Case Cross Reference Number

99500

Phone

Rows per page: 5 =

123 EFile

Affidavit Filing Fee

(Misc.) - Amended
Complaint
(Schedule 2 to 1)
(Misc.) - Amended
Complaint
(Schedule 3 to 1)

Total
Case Initiation Fee
i2File Fee
Payment Service Fee

Envelop Tatal

Copyright ® 2007 - 2024 Conscisys Corporatian

Powered by Conscisys

f.) On successful submission of filing, you will get Success message with Envelope Number.

~ Edit ~

1-10of1

~# Edit ~

Attorney

1-1of 1

7 Edit

$0.00
$50.00

$225.00

$275.00
$0.00
$1.00
$7.98

$283.98

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
may NOT be copied, duplicated, distributed, reproduced, transmitted or shared with non-registered parties without the express written
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Confirmation

Envelope 286405 is Submitting.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
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Service Only
If user selects only “Service” checkbox, then Service only filing will be created. Follow below steps for the same

a.) Enter Filing Description and Reference Number in filing step. Fees will be zero and displayed at top right side
of the screen.

- . Click this icon to link Nan-EFM 12File user prafile for filing documents in Criminal, DUI and Trafhe hlings (for DuPage, Dekalb, Kendall and
12 GE ’ll'e'“ L McHenry jurisdictions) @

Existing Case

BE Workspace - & 1Scarch Case & 2 Partles 3 Fllings 4 Service Contacts 5 Summary
B PaymenlInfo ~
= Reports ~
CASC # 2023IAD20002E (DuPage County) - COMFIDCNTIAL
o Help = S
Filings
Enter Filing Details + Add Another Filing
Code Type Description Reference Number
SERVICE ONLY Serve test DE=Eripton 123

[0 C-File B@ Service

Flilng Code Flilng Rsceiptinn Retarance Humber
toat DEzcription 123

s - Service Document *

v

Iy Confidential -

tetedeac et =

Documents - Add More Documents

Daxeription ety
service Only Mon Contidential
testdoo pdt =

Ly
ron-Confidential -

[+ uplead Dacument |

© rayment & Fees o
Teatal 5 0.00

Coames Irvitiztican Feees £ 0.00

iZFiles Faass 50.00

Payrmsnt Services Fuae $0.00

I Frvalep Testal $0.00

@ Disclaimer - 12file does not process or directly collect payment. This payment is processed by state efilell vendor (Tylertech)
Previous | Save As Draft [ Next |

Copyright & 200/ - 2021 Conscisys Corporation  Fowered by Conzcizys
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b.) Upload documents in document section. Service Document is mandatory. Select security after uploading

Service document. You can upload multiple documents in a filing.

Documents - Service Document *
Description Security =

Service Only Non-Confidential ~

testdoc. pdf

c.) Multiple filings can be added in one envelope by clicking on “ADD ANOTHER FILING” button at top.

Filings
Enter Filing Details

Code Type Description

SERVICE ONLY Serve test DEscription

[ E-File Service

Filing Code * Filing Description
test DEscription

Reference Number

123

Reference Number

123

[ + Add Another Filing J

d.) Click “Next” button to go to Service contact screen or click “Previous” button to go to Parties screen.

Filing Comments

Courtesy Copies

9 Payment & Fees

Case Initiation Fee

i2File Fee

Payment Service Fee

Envelop Total

Filing Fee
Total

$0.00
$0.00

$0.00

$0.00

$0.00

$0.00

@ Disclaimer : 12file does not process or directly collect payment. This payment is processed by state efilelL vendor (Tylertech).
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e.) Select at least one service contact who needs to be served electronically on Service screen. You can also add
service contact from master list using “ADD FROM MASTER LIST” button. After selecting service contacts, click

“Summary” button to move to summary page.

& 1Search Case & 2 Parties & 3Filings 4 Service Contacts 5 Summary

CASE # 2023AD200026 (DuPage County) - CONFIDENTIAL

Select a Party to add Service Contacts

> Plaintiff/Petitioner

~ Other Service Contacts

test1_FN test_LN (test1@gmail.com) - 0D o =
test5 test5 (test1@gmail.com) 2 @] 7 | ]
2 0 5 8

Test1 Test 1 (asdasd@gmail.com)

{ Add Service Contact To Case Add From Master List

f.) Summary screen allows you to review the filing details before submitting. Click on “Submit” button if all information is

correct.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
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McHenry jurisdictions)

e ctronic path for filing cases

i2File” =

Existing Case

B2 Workspace ~ & 1SearchCase
3 Payment Info v
¥ Reports ~

@ Help ~
Summary

Envelop and Filing Summary

Case Information

Location

DuPage County

Filing Attorney

Case Cross Reference Type

& 2Parties

& 3Filings

& 4 Service Contacts

Click this icon to link Non-EFM I2File user profile for filing documents in Criminal, DUI and Traffic filings (for DuPage. DeKalb, Kendall and @

5 Summary

CASE # 2023AD200026 (DuPage County) - CONFIDENTIAL

Adoption

CreditCard

DuPage Attorney/Firm Number/Self-Represented Litigant Number

Parties

Party Type Name

Plaintiff/Petitioner

Filings

Service Document
le Name

testdoc -2.pdf

Add More Documents
File Name

testdoc.pdf

Filing Comments

Service Contacts

> Plaintiff/Petitioner

> Other Service Contacts

9 Payment & Fees

Copyright © 2007 - 2024 Conscisys Corporation

Address

Filing Descriptior

OK

OK

Previous

ount

Case Initiation Fee

i2File Fee

Payment Service Fee

Envelop Total

Powered by Conscisys

ZEdit .

Case Cross Reference Number

99500

1-1of1

Z Edit

Phone Attorney

Rows per page: 5 1-1o0of1

7 Edit

Filing Type
EFile

Non-Confidential

Security

Non-Confidential

ZEdit A

$0.00
Total $0.00

Filing Fee

$0.00

$0.00

$0.00

$0.00

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
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g.) On successful submission of filing, you will get success message with Envelope Number.

Confirmation

Envelope 286498 is Submitting.

E-File & Serve

If you select both — “E-File” and “Serve” checkbox then envelope with filing type - “E-File and Serve” will be
submitted in selected jurisdiction. Electronic service will also be performed. Follow below steps to create “E-File

and Serve” filing.

a.) Enter Filing Code, Filing Description, Reference number and optional Services if applicable for selected filing

code on Filing screen. Fees will be calculated by the system and displayed at top right side.

i 2 T'i [em Filings

Enter Filing Details
Your electronic path for filing cases J

Code Type Description
B8 Workspace A
Affidavit EFileAndServe test Description 123
Dashboard
E-File ® Service
Submit Filing ~
New Case Filing Filing Code * Filing Description
Document Filing Affidavit ~  test Description

[ + Add Another Filing J

Reference Number

Reference Number

123

Filing History Optional Service
My Drafts
v Documents - Lead Document (Misc) - Amended Corn
Request Document Des(j.np(m?n Security” ) . plaint (Schedule 2 to 1)
Service Contacts Affidavit Non-Confidential v ($50.00)
Search Cases (Misc.) - Amended Com
+ Upload Document plaint (Schedule 3to 1)
D3 Payment Info v ($225.00)
# Reporte st S 07
testdoc.pdf x plaint (Schedule 3t0 2)
($175.00)
@ Help v

(Misc.) - Certified Mailin
g Fee (Each Mailing) (51
5.65)

Filing Cammente

Selected Optional Service

b.) Upload documents in document section. Lead Document is mandatory. Select security after uploading lead

document. You can upload multiple attachments in a filing.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
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Documents - Lead Document
Description

Affidawit

testdoc.pdf

Security *
Non-Confidential

c.) You can add multiple filings in one envelope by clicking on “Add Another Filing” button.

Filings
Enter Filing Details

Code Type Description

Affidavit EFileAndServe test Description

E-File Service

Filing Code * Filing Description
Affidavit +  test Description

Reference Number

123

Reference Number

1125

+ Add Another Filing

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
may NOT be copied, duplicated, distributed, reproduced, transmitted or shared with non-registered parties without the express written
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d.) Select Payment Account and Party Responsible for fees in payments section on right side. Select filing attorney
if not selected then click “Next” button to go to Service Contact screen or click “Previous” button to go back
to Parties screen. Screenshots shown below.

9 Payment & Fees Affidavit Filing Fee $0.00
Select Payment Account * Total $0'00
CreditCard v

Case Initiation Fee $0.00
Party Responsible for Fees * i2File Fee $ 1.00
Select Party v

Payment Service Fee $1.00

Envelop Total $2.00

@ Disclaimer : 12file does not process or directly collect payment. This payment is processed by state efilelL vendor (Tylertech).

Previous Save As Draft

e.) Select at least one service contact who needs to be served electronically on Service contact tab. You can also
add service contact from master list using “ADD FROM MASTER LIST” button. After selecting service contacts,

click “Summary” button at bottom to move to summary tab.

Existing Case

@& 15earchCase ® 2Parties & 3Filings 4 Service Contacts 5 Summary

CASE # 2024AD200076 (DuPage County) - CONFIDENTIAL

Select a Party to add Service Contacts

> [ Plaintiff/Petitioner

v [] Other Service Contacts

[J test2_FN test2_LN (test2@gmail.com)

.
[

>,
-

[0 Thomas Smith (thomas.smith@gmail.com) 2 @J 7

[ Add Service Contact To Case J Add From Master List

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
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f.) The Summary screen provides an opportunity to review the filing details before submitting. Click on “Submit”

button if all information is correct.

Click this icon to link Non-EFM 12File user profile for filing documents in Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and @
~

& -9 ™ — McHenry jurisdictions)
12File
—

e s Existing Case

Workspace ~ & 1Search Case & 2 Parties & 3Filings & 4 Service Contacts 5 Summary
B3 Payment Info
+¥ Reports v

@ Help ~

CASE # 2024AD200076 (DuPage County) - CONFIDENTIAL

Summary

Envelop and Filing Summary

Case Information 7 Edit ~

Location Case Category Case Type
DuPage County Adoption Adoption

Filing Attorney Payment Account Date Filed
- CreditCard -

Case Cross Reference Type Case Cross Reference Number

DuPage Attorney/Firm Number/Self-Represented Litigant Number 99500

Rows per page: 5 = 1-1of1

Parties # Edit ~

Filings /# Edit A

Filing Code Filing Description Reference Number Filing Type

Affidavit EFile

Lead Document
File Name Status Security
testdoc.pdf OK Non-Confidential

Courtesy Copie

test@gmail.com

Filing Comments

sdfsdf

Service Contacts # Edit A

> Plaintiff/Petitioner

> Other Service Contacts

@ Payment & Fees Affidavit Filing Fee $0.00

Select Payment Account = Total $0.00

CreditCard - L
Case Initiation Fee $0.00

P Ible for Fees *
arty Responsible for Fees i2File Fee $1.00
Plaintiff/Petitioner -
Payment Service Fee $1.00
Envelop Total $2.00

(oo (D

Copyright © 2007 - 2024 Conscisys Corporation  Powered by Conscisys
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g.) On successful submission of filing, User will get Success message with Envelope Number. Screenshot as shown
below.

Confirmation

Envelope 286502 is Submitting.

Non-Indexed Case Filing
Follow below steps for filing.

1. In Case Information step, Case Number and Location data will be prefilled based on what you had entered in
the case search pop-up. Select category, case type, filing attorney and payment account in this step before
clicking on “Next” button to move to parties screen.

i 2 q;‘i [e“‘ 1 Case Information 2Parties 3Filings 4Summary
I ——

Your electronic path for filing cases

Case Information

53 Workspace v
Case Number *

O Payment Info v 1234
&
~ REDO rts v Select Location*
St. Clair County
@ Help v
Select Category *
Adoption v
Select Case Type ®
Adoption ($65.00) v
Select Payment Account ®
Waiver Account v

Copyright © 2007 - 2024 Conscisys Corporation  Powered by Conscisys
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2. Parties screen has a list at the top, which indicates the required parties for selected case type. You need to
enter First Name, Last Name and required details of a party by selecting each party from list. User can add
more parties to case by clicking “Add Parties” button. Enter the required information for all parties.

iZ Til"em = @ Click here to file Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and McHenry jurisdictions) @ v
JEEE—
Your electronic path for filing cases
@ 1Case Information 2 Parties 3 Filings 4 Summary
B8 Workspace v
@ Adminlinks v Enter the details for the Parties Involved in this Case [ + Add Additional Party ]
D3 paymentinfo v
2v Reports o Administrator X
@ Help v @® Pperson (O Business [J Not available (Check this if you don't know Person name or Business name)
First Name ™ Last Name ~ Suffix
John Middle Name Smith Select Name Suffix v
Additional Information v

Copyright © 2007 - 2024 Conscisys Corporation  Powered by Conscisys

3. After entering party information, click on “Next” button to move to filing screen

Information screen click “Previous” button. Screenshots shown below.

Add Additional Party

Party Type *
Administrator

and for going back to Case

[J 1am this Party

@ Person O Business

[J Not available (Check this if you don't know Person name or Business name)

First Name * Last Name *

John Middle Name Shah

Suffix
Select Suffix

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
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4. Enter Filing Code, Filing Description, Reference Number and optional Services if applicable for selected filing
code on filing screen. Fees will be calculated by the system and displayed at top right side of the screen.

.ZT .[- . . @ Click here to file Criminal, DUI and Traffic filings (for DuPage., DeKalb, Kendall and McHenry jurisdictions) @ .
————
& 1 Case Information & 2 Parties 3Filings 4 Summary

B8 Workspace ~
@ AdminLinks  ~ Filings
W Paymentinfo  ~ Enter Filing Details [+ AddAnotherFiling |
< Reports ~

Code Type Description Reference Number
@ Help ~

Certificate EFile test Description 123

Filing Des Reference Number
~  testDe 123
Optional Service Selected Optional Service
Documents - Lead Document I (Mise) - Appeals - 100-200
escription ocurity Pages ($100.00)
Affidavit Non-Confidential -
testdoc -2.pdf >
te
Courtesy Coples
test@gmail.com
e Payment & Fees Certificate Filing Fee $0.00
Select Payment Account * Total $0.00
test cc @ e T
Case Initiation Fee $0.00
54 Fliing A -
elect Fliing Attorney P P—
Melisa smith -
Payment Service Fee $0.00
Party Responsible for Fees *
Jehn Smith h I Envelop Total $0.00

@ Disclaimer : 12file does not process or directly collect payment. This payment is processed by state efilelL vendor (Tylertech).

[ Previous | Save As Draft

5. Upload documents in document section. Lead Document is mandatory. Select security after uploading lead
document. You can upload multiple attachments in a filing.

Documents - Lead Document

Drescription Security *
Affidawvit MNon-Confidential -~
testdoc -2_pdf >

6. You can add multiple filings in one envelope by clicking on “Add Another Filing” button.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
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Filings
Enter Filing Details
Code

Certificate

Filing Code *

Certificate

@& 1Case Information @ 2Parties 3Filings

Type Description Reference Number
EFile test Description 123
Filing Description Reference Number
¥  test Description 123

4 Summary

+ Add Another Filing

7. Select Payment Account and Party Responsible for fees under payments section on right side and filing
attorney if not selected. Click “Summary” button to go to summary screen or “Previous” button to go to
Parties screen.

9 Payment & Fees Certificate Filing Fee $0.00
Select Payment Account * Total $0.00
test cc @ -

Case Initiation Fee $0.00
Select Filing Att :
electriing Aomey i2File Fee $0.00
Melisa smith v

Payment Service Fee $0.00
Party Responsible for Fees *
John Smith M Envelop Total $0.00

© Disclaimer : 12file does not process or directly collect payment. This payment is processed by state efilelL vendor (Tylertech).

8. Summary screen gives you an opportunity to review the filing details before submitting. Click on “Submit”
button if all information is correct.
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l-2 Ti[‘em = @ Click here to file Criminal, DUl and Traffic filings (for DuPage, DeKalb, Kendall and McHenry jurisdictions) @ v
—

Your electronic path for filing cases

@& 1 Case Information & 2 Parties & 3Filings 4 Summary

B8 Workspace v
@ Adminlinks v Summary
B PaymentInfo v Envelop and Filing Summary

¥ Reports v
@ Help o Case Information 7 Edit A

Location Case Category Case Type
St. Clair County Adoption Adoption

Filing Attorney Payment Account Date Filed
Melisa smith Test_Waiver_Payment 1 -

Parties 7/ Edit A

Party Type Name Address Phone Attorney

Administrator John Smith

Rows per page: 5 1-10f 1

Filings /7 Edit A

Filing Code Filing Description Reference Number Filing Type
Certificate test Description 123 EFile

Lead Document
File Name Status Security
testdoc -2.pdf OK Non-Confidential

Courtesy Copies
test@gmail.com

Filing Comments
testcomment

9 Payment & Fees Certificate Filing Fee $0.00
Total $0.00

Select Payment Account *

Test_Waiver_Payment 1 - o
Case Initiation Fee $0.00

Select Filing Attorney * i2File Fee $0.00

Melisa smith v

Payment Service Fee $0.00

Envelop Total $0.00

Copyright © 2007 - 2024 Conscisys Corporation  Powered by Conscisys

9. On successful submission of filing, user will get success message with Envelope Number. Screenshot as
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shown below.

Confirmation

Envelope 286504 is Submitting.
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Filings
Filers can retrieve all details of their envelopes or firm administrator can view details of the envelopes filed by all attorneys
of their firm from Filings screen. You can search for some specific filing using different filter criteria available on this screen.

1. Click on “Filing” link in workspace section of left navigation pane. Screen showing your filings will displayed.

Click this icon to link Non-EFM 12File user profile for filing documents in Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and McHenry
@ = jurisdictions) @ v
Filing History

-H

My Filings/ Firm Filings Status All Locations

My Filings v Al ¥  Select Location v
S
4 From To

Case or Envelope

) 12/07/2023 (3 03/06/2024 ]

Filter

@ If you do not see your recent filings below, please click "PAST FILINGS" button Past Filing

Total No of Records : o ® View Filing Details ) Copy Envelope  ® Cancel Filing [ Download Document
Envelope # - Filing Location Name Case Number Filed Date Filing Type Filing Description Status
286498 - Service Only DuPage County 03/05/2024 09:19:55 PM  Serve (D Submitting
286405 - Affidavit DuPage County 03/05/2024 11:16:01 AM  E-File 3 Submitting
286363 - Affidavit DuPage County 03/05/2024 07:18:24 AM  E-File [ Submitting
286361 - Affidavit Adams County 03/05/2024 05:13:17 AM  E-File @ Submitted
»
Rows per page: 5« 14 of4

Copyright © 2007 - 2024 Conscisys Corporation  Powered by Conscisys

2. Different filters are available on top, with which you can narrow down the search results (Date range, Firm filing
or My Filing, Status, Location or Case/Envelope Number).
3. If filing was not created from I2File EFSP, click on “View All Filings” button to get that filing detail(s).
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Click this icon to link Non-EFM I2File user profile for filing documents in Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and McHenry
jurisdictions)

Filing History

My Filings / Firm Filings Status All Locations.

e&ma:‘@
I

My Filings ~ Al ~  Select Location
Fo=1m = Case ar Envelape
12/07/2023 = 03/06/2024 (] i .

View I2File Filings

@ If you do not see your recent filings below, please click "PAST FILINGS" button

Total No of Records : m @ ViewFiling Details 0 Copy Envelope @ Cancel Filing [ Download Document

Envelope # - Filing Case Number Filed Date Filing Type Filing Description Status Action

286498 2023AD200026 03/06/2024 08:49:35 AM Serve [ Served (>}

286405 2023AD200026 03/05/2024 10:45:55 PM  EFile Submittad ® ®

286363 03/05/2024 06:48:19 PM EFlle D Submitted o> ®

286361 03/05/2024 04:42:56 PM  EFile Submitted @ ®

286042 02/26/2024 11:44:03 AM EFlle D Submitted @ &®

“ B
Rows per page: 5 ~ 1-5 of 20 >

Copyright © 2007 - 2024 Conscisys Corporation  Powered by Conscisys

4. You can view details of particular filing by clicking eye icon under Action column of that particular row.

Details

Case # 2023AD200026 - CONFIDENTIAL

Case Information

Location

DuPage County

Assigned to Judge

Fees

Convenience Fee

$7.98

Total Filing & Service Fees

$0.00

I12FileFees
$1.00

Payments

Date Filed
03/05/2024 05:16:01 PM

Attorney

Total Court Case Fees
$0.00

Total Mail Service Fee

$0.00

I12File Tax
$0.00

Case Number

2023AD200026

Firm Name

Individual

Total Court Party Fees
$0.00

Total Service Tax Fees

$0.00

Total Redaction Fees

$0.00

Case Description

CONFIDENTIAL

Filed By
Nitya Shah

Total Court Filing Fees
$275.00

Total Court Service Fees

$0.00

Grand Total
$283.98

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
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5. Click on Delete icon to cancel filing whose status is “Submitted”. It will ask for a confirmation, click yes to proceed
with cancelation and No to abort the operation.

Delete Confirmation

I}

Are you sure want to remove filing?

6. Filings details of EFile&Serve or Serve filings will contain eService details as highlighted below.

Details X

Court Fees Filing & E-File Fees

$0.00 $0.00

Documents
Status Name/Email Firm Ser
Sent test FN2 testnew@gmail.com Haresh_FirmAdmin1_11 Yes
Sent test FN2 testnew@gmail.com Haresh FirmAdmin1_ 11 Yes
Sent test FN2 testnew@gmail.com Haresh FirmAdmin1_ 11 Yes
Sent test FN2 testnew@gmail.com Haresh FirmAdmin1_11 Yes
Sent test FN2 testnew@gmail.com Haresh FirmAdmin1_ 11 Yes
Ll »

1 row selected Rows per page: 5w 1-50of 8 >

Parties Information v
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Service Contacts
Service Contacts screen displays the eService recipients of your firm. Service contacts of a firm will receive an e-Service
when a counsel files e-Service for a case.

iZ Ti['ew — g Click here to file Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and McHenry jurisdictions) @ ~
I ——

Yo ronic path for filing cases

Manage Service Contacts

28 Workspace ~ Q Add Contact

&> Admin Links ~

D3 Paymentinfo ~ First Name Last Name Email Address
<~ Reports ~ test1_FN test_LN test1@gmail.com
o Help hd test_FN2 test_LN testnew@gmail.com

test1_FN test LN testnew@gmail.com

test4_FN testd_LN test4@gmail.com

tests tests test1@gmail.com

»
1 row selected Rows per page: 5 = 1-50f 12 >

Add Service Contact
To add service contact for a firm, you need to follow below steps

1. Click on “Add Contact” button below list of service contact as shown below.

iZ Til'em = @ Click here to file Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and McHenry jurisdictions) @ v

Your electronic path for filing cases

Manage Service Contacts

B8 Workspace v Q Add Contact

& Adminlinks v

o) Payment Info v First Name Last Name Email Address
%7 Reports v testi_FN test LN test1@gmail.com
o Help v test_FN2 test_LN testnew@gmail.com
test1_FN test_LN testnew@gmail.com
testd_FN test4_LN test4@gmail.com
tests tests test1@gmail.com
»
1 row selected Rows per page: 5 « 1-5of 12 >

2. Enter First Name, Last Name, email and all required information in service contact form as shown below. Click on
“Save Contact” button at bottom to add service contact to firm.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
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Create Service Contact

First Name * Last Name *

Thomas Middle Name Atinsons

Email Address ®

thomas.at@gmail.com Administrative Copy

Address Line 1~
102, sky heights

Address Line 2

Country *
United States

City = State * Zip Code *
Chicago Illinois v 99999.9999

Phone Number

333333333

3. On Successful addition, Notification Message will display as shown below.

. . ™ = g Click here to file Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and McHenry jurisdictig
12 Tl - & Service Contact Notification
E——

Service Contact created successfully
Your electronic path for filing cases

Manage Service Contacts

28 Workspace v Q Add Contact

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
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Service Contact Details
Follow below steps to view Service contact details

1. Click on “View Service Contact Detail” icon in action column of particular service contact (Highlighted in below

screenshot).
[ |

View Service Contact Details

& AdminlLinks v

O PaymentInfo v Last Name Email Address Action
. . .
+7 Reports v test_ LN test1@gmail.com Va @J I}
o Help v test_LN testnew@gmail.com @ Va [l_]J (o}
test_LN testnew@gmail.com B 7 ﬁ]J mW
test4_LN test4@gmail.com @ Vi [_ﬂJ ]
test2_LN test2@gmail.com @ 7 [DJ (o}
‘
1 row selected Rows perpage: 5 1-50f 13

2. It will open a popup with details of particular service contact as shown below

Service Contact Details

First Name Middle Name Last Name
test1 FN a test_LN

Email Address Administrative Copy Country
test1@gmail.com us

Address Line 1 Address Line 2
testaddres 1 testaddress2 MA

Zip Code Phone
99999-9999 3333333333

View Attached Case List

1. Click on “View Attached Case List” icon in action column of particular service contact to view list of cases attached

with a service contact.
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28 Workspace v Q Add Contact

¢> Adminlinks v
gl Payment Info v Last Name Email Address Action View Attached 525;
2v Reports v test_LN test1@gmail.com @ 7 @ | -
@ Help v test_LN testnew@gmail.com B2 0 o

test_LN testnew@gmail.com @ 7/ [I]J |m]

test4_LN test4@gmail.com B /s 0 o

test2_LN test2@gmail.com B 72 0 @

4 » .
1 row selected Rows perpage: 5 v 1-50f 13 >

2. It will open a popup with list of cases attached with a particular service contact

Attached Cases for : John Smith

Case #2023AD200026 - CONFIDENTIAL

Case #2024AD200058 - CONFIDENTIAL

Case #2024AD200068 - CONFIDENTIAL

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
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Update Service Contact
Follow below steps to update service contact information

1. Select a service contact from the list by clicking on it. This will open service contact details in edit mode as shown
below.

Edit Service Contact

First Name * Last Name ®

bonr Middle Name Smith

Email Address *

demo.smith@gmail.com Administrative Copy

Address Line 1*
safsdf

Address Line 2

Country *
United States

City* State * Zip Code *
City Arkansas v 99342

Phone Number

32432432

Cancel Save

2. Click on save button after updating details of the service contact. Notification message will be displayed once the
details are updated.

. . ™ = @ Click here to file Criminal, DUl and Traffic filings (for DuPage, DeKalb, Kendall and McHenry jurisdicgs
12 Tl e - & Service Contact Notification
_

Service Contact updated successfully

Your electronic path for filing cases

Manage Service Contacts

& AdminlLinks v
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registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
may NOT be copied, duplicated, distributed, reproduced, transmitted or shared with non-registered parties without the express written
permission. ©Conscisys Corporation 2007- 2024 47



https://il.i2file.net/

Remove Service Contact
1. Click on Delete icon against any particular service contact to remove it. It will ask for confirmation, press Delete
to continue and Cancel to cancel the removal process.

Delete Confirmation

0]

Are you sure want to remove Service Contact?

2. Notification message will be displayed after removal of service contact.

. . ™ — @ Click here to file Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and McHenry jurisdigi
12 Tl - @ Service Contact Notification
——

Service Contact removed successfully

Your electronic path for filing cases

Manage Service Contacts

88 Workspace v Q Add Contact

& Adminlinks v

Search Cases
You can search a case by docket no. or name of participants.

Search Case by Docket No.

1. Select County Location and enter Case Docket No to search a case

—_—
Your electronic path for filing cases

Search Case

B8 Workspace v
Select Location” Case Number *

© Adminlinks ~ DuPage County v 2023AD200026 Search Advanced Search @&

D3 paymentInfo v
Total No of Records :o

+ Reports v
Jurisdiction Description Case Type Action
@ Hep v
DuPage County CONFIDENTIAL Adoption @ . =x
4 »
Rows per page: 5 1-10f 1

Search case by Party Name
1. To search a case using party name, click Advanced Search button at top right corner of search case screen. A
popup window will open as shown below.
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Advanced Search

Select Location *

DuPage County

Party Role

@ Person O Business

First Name *

John

Middle Name

Last Name *

Smith

Case Type ™
AllCase Type

Show Result Sorted By *

ase Number

- |

2. Select county location and party role. Based on the party role selected you will have to enter First Name and Last
Name of the party or Business Name. Search Results will be sorted by criteria selected in “Show Result Sorted By”

dropdown.

2File =

Your electronic path for filing cases

B8 Workspace v

G AdminlLinks v

B PaymentInfo v

%7 Reports v
6 Help v

View Case Details

@ Click here to file Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and McHenry jurisdictions)

Search Case

Select Location *

Case Number *

@v

m Advanced Search @,

DuPage County - 2023AD200026

Total No of Records : o
Jurisdiction Description Case Type Action
DuPage County CONFIDENTIAL Adoption [©] 2

a2

Rows per page: 5+ 1-1 of 1

1. Click View Case Detail icon in case search result screen to view case details.
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.ZT -[ ™ — @ Click here to file Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and McHenry jurisdictions) @ v
——

Your electronic path for filing cases

Search Case

8% Workspace v

Select Location * Case Number *

@ Admin Links DuPage County v 2023AD200026 Search Advanced Search @

<

O PaymentInfo v
Total No of Records : o

% Reports v
Jurisdiction Description Case Type Action
@ Help v
DuPage County GONFIDENTIAL Adoption S
ROWS per page: 5 1-10f 1
2. Popup will open showing details of the selected case

Case Details

Case Category Case Tracking ID Case Number
Miscellaneous Remedy 26a4f7b3-5e7e-496h-be7c- 2023MR200018
7c87ee886a04

Case Type Location
Petition to Secure Testimony for Out-Of- DuPage County
State Witness

Party 1

First Name Middle Name Last Name

HARESH ABCD DESHAI

Address Role Code
us

Party 2

First Name Middle Name Last Name
NOT AVAILABLE NOT AVAILABLE

Address Role Code

Manage Case Service Contacts
1. Click on Service Contact icon in case search result list to view and manage service contacts associated with a
case. Popup window containing Service Contacts details will open as shown below.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
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Attach Service Contact

Manage Case Service Contacts

Select a Party to add Service Contacts

> Plaintiff/Petitioner

ther Service Contacts

Click To Expand

Show History Add From Master List

Follow below steps to attach service contact to case.

a.) Firstly, select the party to which service contact should be attached and click on “ADD FROM MASTER LIST” button

at right bottom corner.

Manage Case Service Contacts
Select a Party to add Service Contacts

> Plaintiff/Petitioner

> Other Service Contacts

Show History Add From Master List

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
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b.) Popup for adding service contact will open. To attach service contact you can move service contact from Firm
Service Contact list on left to Case Service Contact list on right with help of buttons (Arrow Keys) in between. Click
“Save” button to save the changes.

Add Service Contacts from MasterList

Firm Service Contacts Selected Firm Service Contacts

Thomas Smith  thomas.smith@gmail.com Q

c¢.) This will add selected service contact for a particular party. If no party is selected then service contact will be added
under Other Service Contacts. Click “Save” button to save the changes.

d.) Notification will be displayed when service contact is attached successfully.
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2File

Your electronic path for filing cases

B2 Workspace v
O Paymentinfo v
¥ Reports v

~ .

Detach Service Contact

g Click here to file Criminal, DUl and Traffic filings (for DuPage, DeKalb, Kendall and McHenry jurisdictions)

C'// Service Contact Notification

Existing Case

@& 1SearchCase & 2Parties @ 3Filings 4 Service Contacts

CASE # 2024AD200076 (DuPage County) - CONFIDENTIAL

Select a Partv to add Service Contacts

Service Contacted Attached

5 Summary

To detach service contact from a particular case, click on Detach service contact icon. Notification message will displayed

on successful removal.

Admin Links

Manage Case Service Contacts
Select a Party to add Service Contacts

Plaintiff/Petitioner

~ Other Service Contacts

Thomas Smith (thomas.smith@gmail.com)

Show History Add From Master List

Manage Case Service Contacts
Select a Party to add Service Contacts
Plaintiff/Petitioner

Other Service Contacts

Show History Add From Master List
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Firm Administrators can manage firm information, firm users and attorneys in their firm through the links available under
“Admin Links” section.

Firm Information

This screen enables firm administrator to view and update firm Information if required.
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Your electronic path for filing cases

Firm Information

Name *

|Haresh,F\'rmAdmin1,1

B3 Workspace v

G AdminlLinks v
Address Line1*

D Payment Info v Ramanager Street

% Reports v

@ Hep

Address Line 2

Near Public garden

<

Country*
United States v

City ™ State ™

New Yourk City Indiana -

Zip Code * Phone Number *
33333-3333 213123

Ca nee l m

On successful update, it will show message as given below.

. . ™ = @ Click here to file Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and McHenry jurisd g
12 Tl e - & Firm Information Notification
—_—

Firm Information Updated Successfully

Your electronic path for filing cases

Firm Information

Name *

B8 Workspace v ) )
Haresh_FirmAdminl_1

& AdminlLinks v
Address Line 1+
B Paymentinfo v Ramanager Street

Firm Users
This screen allows Firm Administrators to add, modify and remove firm users.

28 Workspace v Q Add Firm User

| @ AdminLinks ~ |

Firm Information First Name Last Name Email Address Role
Firm Users
zeel shhah test4554545@gmail.com Filer, Firm Admin
Attorneys
O Payment Info v NityaTEst NEw tetsnitysssss@gmail.com Filer
+
# Reports h attorneyFN attorneyLN ybhhzprstbwivtbwmk@ckptr.com Filer
9 Help e Hareshtest Desai tttthearesh@gmail.com Filer
Ash Kristenh mmy17570@zslsz.com Filer
»
1 row selected Rows perpage: 5 « 1-5of 31 >

Add Firm User
1. Click on “Add Firm User” Button below list of firm users to add Firm users
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& AdminlLinks A

Firm Information First Name Last Name Email Address Role
Firm Users N
zeel shhah test4554545@gmail.com Filer, Firm Admin
Attorneys
O Payment Info v NityaTEst NEw tetsnitysssss@gmail.com Filer
+
~ Reports v attorneyFN attorneyLN ybhhzprstowlvtbwmk@ckptr.com Filer
v
e Help Hareshtest Desai tttthearesh@gmail.com Filer
Ash Kristenh mmy17570@zslsz.com Filer
4 »
1 row selected Rows perpage: 5+ 1-5 of 31 >

2. It will open a form to enter user details. Enter first name, last name, email address and roles of user before
clicking “Save” button. If attorney role is checked then user will also registered as attorney.

Create Firm User

First Name *

First ne Middle Name Last Name *

Email Address *

Roles * |:| Firm Admin Filer |:| Attorney

3. After successful addition of user, a Notification Message will be displayed. An activation email having
password will be send on given email address.

4. Open the email and click on “Click to Activate Account” link to activate account

From: no-reply@efilingmail.tylertech.cloud

Subject: Activate your account: You have been added to an efiling firm

/_-_"/"—- ;DFYIi;Fi i_ New User Activation

Your firm administrator has registered you for use with the eFiling system. Click the link below to activate your account. Please,
contact your firm administrator with any questions.

If the link above is not accessible, copy this URL into your browser's address bar to view the document:
https://illinois-stage.tylertech.cloud/ActivateAccount. aspx?id=2bd75887-ea5e-4c3a-99de-
10c59d53b9de&oid=0OFS3TEST&cid=ILSTAGE

After activating your account, use the following password| f BUjxGG@-

Please, update your password after you log into your account.

For technical assistance, contact your service provider
Odyssey File & Serve
(800) 297-5377

Please do not reply to this email. It was automatically generated.
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|#-Conscisys ECFS logo
Your Conscisys ECF5 account has been activated.

Sign in now

5. If afirm user did not receive activation email, firm administrator can resend activation email by clicking
“Resend Activation” button in user detail section of selected user.

Edit Firm User

First Name ® Middle Name Last Name ™

melisa testMN smith

Email Address *

}'nelisa.smith@gmail.com

Roles * |:| Firm Admin Filer |:| Attorney

Resend Activation

6. After activation user can login in using password given in email. For security, it is advised to change password
after first login.

Update Firm User
1. Select firm user from list of firm users by clicking on it. This will open user information in editable mode.

Edit Firm User

First Name * Last Name *

john Middle Name smith

Email Address *

Iiohn.smith@gmail.con{

Roles * D Firm Admin Filer D Attorney

2. Click on save button after modifying the required details to update firm user information.
testAttorneyLN testattorney67890@gmail.com Filer Unverified

. . ™
12 Tl @ Firm User Notification
Deshaiere hdeshai@synoptek.com Filer, Firm Admin
———

Selected Firm User updated successfully.

Your electronic path for filing cases

Deshai1111 uvum221t@gmail.com Filer, Firm Admin Active /’

BS Workspace w shhah zeel@gmail.com Filer Unverified 7 M
& Admin Links PN SMITH viwdmelvynuhwmdjgj@cwmxc.com Filer Unverified /7
Firm Information " . . . . " >

Test4 jignayafyi@vusra.com Filer, Firm Admin Active 7 M
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3. Firm administrator can reset password of their firm users by clicking “Reset Password” button in Firm user details
section. A popup will open in which firm administrator needs to enter new password and click “Continue” button.

Enter New Password

New Password*

Re-enter New Password*

CONTINUE ‘ CANCEL

Remove Firm User
1. Click on Delete icon in action column against any particular firm user to remove it. It will confirmation dialogue
box.

Enter New Password

New Password *

Re-enter New Password *

Attorneys
Click on Attorney link under “Admin Links” section in left navigation tab to manage attorneys of firm. This will open list
of attorneys as shown below.

'ZT -[ ™ — @ Click here to file Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and McHenry jurisdictions) @ v
—

Your electronic path for filing cases

Manage Attorneys

& Admin Links

<

First Name Last Name Attorney Number
B Paymentinfo v Y
% Reports v Haresh Deshai 6244330
@ Help v SMITH JOHN 6244329
Test Atty Test Atty 6244330
Manahar Gurjar 6244331
Ash Kristen 6244329
4 »
1 row selected Rows per page: 5+ 1-50f 16 >
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Add Attorney
1. Click on “Add Attorney” button below the list of attorneys for adding an attorney in your firm.

iZ Tikm = @ Click here to file Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and McHenry jurisdictions) @ ]
I ————
T Manage Attorneys
B~ a
<2 Admin Links ~
) Payment Info v First Name Last Name Attorney Number
< Reports ~ Haresh Deshai 6244330
@ Help ~ SMITH JOHN 6244328
Test Atty Test Atty 6244330
Manahar Gurjar 6244331
Ash Kristen 6244329

1 row selected Rows per page: 5 - 1-50of 16 >

2.1t will open a form for adding an attorney. Enter first name, last name and attorney number before clicking save
button to add an attorney to a firm. If “Save Attorney as Firm User” check box is checked then attorney will also
registered as firm user.

Create Attorney

First Name *

|FM st Name | Middle Name Last Name *

Attorney Number * \:\ Save Attorney as Firm User

Cancel Save
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Update Attorney

1. Select an attorney from attorney list by clicking on it. This will open attorney information in edit mode as shown
below.

Edit Attorney

First Name * Middle Name Last Name *

Melisa A smith

Attorney Number *

6244330 [J save Attorney as Firm User

Cancel Save

2. For updating details of attorney, click on “Save” button after making necessary modifications.

. . ™ — @ Click here to file Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and McHenry jurisdictions)
12 Tl - & Attorney Notification
PR

Selected Attorney updated

Your electronic path for filing cases

Manage Attorneys

B8 Workspace v Q Add Attorney

& AdminLinks v
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Remove Attorney

For removing an attorney from your firm, click on Delete icon under action column against the attorney you want to

remove. It will show confirmation dialogue box.

G Adminlinks v

D Payment Info v Last Name

27 Reports v smith

© Help v JOHN
Test Atty
Gurjar
Kristen

1 row selected

Payment Information

This section enables users to manage their payment accounts.

Payment Accounts

Attorney Number

6244330

6244329

6244330

6244331

6244329

Rows per page:

Action

5~ 1-5 of 16 >

You must have at least one Payment Account in order to be able to e-File. A new payment account can be created as and
when it is needed using a credit card or debit card. Creating a Waiver Payment Account allows you to submit filings for

indigent and other no-fee cases.

Click on Payment Accounts link under payment information section to open payment account list.

Click this icon to link Non-EFM I12File user profile for filing documents in Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and @
v

. & ™ — @ McHenry jurisdictions)
12File
—

S Manage Payment Accounts

B8 Workspace v Q

<

D3 Payment Info

Account Name

% Reports v
@ Help v CreditCard

Waiver Account

1 row selected

Add Payment Account

Account Type Active
Credit Card Yes
Waiver Yes

Rows per page:

Add Payment Account

5w

Click on “Add Payment Account” button below list of Payment accounts for adding a payment account.

i ?q:'z'[-e“ = McHenry jurisdictions)
pe————
Manage Payment Accounts
B8 Workspace ~ a
B Payment Info ~
£ Reports ~ Account Name
@ Help ~ CreditCard

Waiver Account

1 row selactad

Account Type Active
Gredit Gard Yes

Waiver Yes

Rows per page

Act

1-20f2

S Click this icon te link Non-EFM I2File user profile for filing decuments in Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and @

I Add Payment Account |

Act

5 - 12012
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There are three type of payment accounts.
e e-Check
e C(Credit Card

o Waiver

Steps for adding Waiver Type payment account

1. Enter Payment Account Name and Select Waiver in Payment Account Type Dropdown. Check the “Active”
Checkbox and Click “Save” button to save payment account.

Create Payment Account

Payment Account Name * Payment Account Type

Wavier Fees Waiver

Waiver Account Type

aiver

Steps for adding e-Check payment account

1. Enter Payment Account name and select e-Check in Payment Account type dropdown before clicking “Enter
Bank Information” button.

Create Payment Account

Payment Account Name * Payment Account Type

check Account | Bank Account

Enter Bank Information

2. You will be redirected to a page in another website as shown below. Select “e-Check” as the method of payment.
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Payment Information

Method of Payment
Credit Card
® e-Check

Account Holder Information

Account Type
Account Number

Routing Number
Name on Account
Address Type

Address Line 1

Address Line 2

City
State

Zip Code

Enter the information as it appears en the Account. The fields marked with a red asterisk (*) are required fields.

v«
* Routing Number Help

Maximum of 30 characters
®Us © Foreign

Street address, P.0. box, company name, cfo

Apartment, suite, unit, building, floor, etc.

Continue

3. Enter all required details and Click “Continue”

button. It will take you to a verification screen as shown below.

Verify Billing Information

Billing Detail

Terms and Conditions

Payment button you are authorizing the processing of this transaction.

This is a confidential and secure site that does not disseminate confidential information to third parties. The effective date of the payment is the date that it is submitted. By selecting the Process

Checking
FHRERITE3014
admin

Robert

us

11,0ld City

Account Type
Account Number
Routing Number

Name on Account
Address Type
Address Line 1
Address Line 2
City London
State IL
Zip Code 68001

Back || Save Information

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of 12file.net
registered users and no other party. All screens, text and logos used herein are the copyrighted property of Conscisys Corporation and
may NOT be copied, duplicated, distributed, reproduced, transmitted or shared with non-registered parties without the express written

permission. ©Conscisys Corporation 2007- 2024

63



https://il.i2file.net/

4. Click on “Save Information” button. You will be redirected to payment account list on successful addition.

Steps for adding Credit Card Type payment account

1. Enter Payment Account Name and select Credit Card as the Payment Account Type before clicking “Enter Credit
Card Information” button.

Create Payment Account

Payment Account Type

feredit cara

Payment Account Name *
Credit Card

Enter Credit Card Information

Cancel Save

2. You will be redirected to a page on new website as shown below. Select Credit Card as the method of payment.

Payment Information

Method of Payment
® Credit Card
' e-Check

Cardholder Information
Enter the information as it appears on the Cardholder Account. The fields marked with a red asterisk (*) are required fields.

Card Type | MasterCard v]*
Card Number [5454545454545454 | =

Exp Month |2 v |* ExpYear [2018 v~
CVV Code

Name on Card
Address Type

Addi Line 1

[123 |= cwhep

Maximum of 30 characters

® uUs  Foreign

Street address, P.0. box, company name, ¢/o

Z Line2 Apartment, suite, unit, building, floor, etc.
city | I
State | bl i
Zip Code -

| Continue |

3. Enter all required details and Click “Continue” button given below. It will take you to a verification screen as

shown below.

Verify Billing Information

Billing Detail

Terms and Conditions

Payment button you are authorizing the processing of this transaction.

Card Type
Card Number
Exp Date

CVV Code
Name on Card
Address Type
Address Line 1
Address Line 2
City

State

Zip Code

MASTERCARD

Smmak xR EEERG454

02/18

P
Robert

us

11,0ld City

London
I
68001

This is a confidential and secure site that does not disseminate confidential information to third parties. The effective date of the payment is the date that it is submitted. By selecting the Process

Back || Save Information
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4. Click on “Save Information” button. You will be redirected to payment account list on successful addition.

Your electronic path for filing cases

Manage Payment Accounts

5% Workspace v Q Add Payment Account

O PaymentInfo v

% Reports o Account Nam@ Account Type Active Act
@ Help v Waiver Account Waiver Yes P
CreditCard Credit Card Yes Vi
’
’ 1 row selected Rows perpage: 5 v 1-20f2

Delete Payment Account

1. Click on “Delete” icon in action column of payment account list to delete the selected payment account.

Delete Confirmation

0]

Are you sure want to remove Payment Account?

Account Settings

User can edit profile details, change password or manage notification email preferences through account settings menu
highlighted below.

@ Click this icon to link Non-EFM I2File user profile for filing documents in Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall

izgl ;'il-e“‘ = and McHenry jurisdictions)
————

Edit Profile

Your electranic path for filing cases
Dashboard Manage Notifications
- Change password
28 Workspace ~ Filing
Logout
£ Paymentinfo ~ Select what you want to do from below options 0
£¥ Reports ~ My Drafts Pending
@ Help ~ Starta File on
New Case Existing Case

Manage Your Transaction
Service Contacts Report
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My Profile

1. Click on My Profile link under account settings menu, to display profile details as shown below.
Click this icon to link Non-EFM 12File user profile for filing documents in Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and

® ® ™ = McHenry jurisdictions) @ v
12File
—_—

Your electronic path for filing cases M P -
y Profile
B8 Workspace v )
First Name *
O PaymentInfo v Nitya
2¥ Reports v
Middle Name
@ Help v
Last Name *
Shah

Email Address ™~

174@huizk.cc

Cancel Save

2. Modify any information if needed and click on save button to save the changes.
Click this icon to link Non-EFM 12File user profile for filing documents in Criminal. DUl and Traffic filings (for DuPage. DeKalb. Kendall and

= » ™ P
12 Tll‘e I= MeHenryjurisdictions) & My Profile Notification
E—
Your electronic path for filing cases M'Y Pro ﬁ]e

Profile Updated Successfully. Your changes will be visible next time you log in.

28 Workspace v
First Name =

O Payment Info v Nitya

*s,

“ Reports v

@ Help v

Middle Name

Last Name ™

Shah

Email Address *
174@huizk.cc

Cance' m

Manage Notifications

It enables user to configure list of notification emails that user would like to receive.

1. Click on Manage Notification under Account settings.
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iZ Ti[‘em — @ Click here to file Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and McHenry jurisdictions) @ v
—_————

Your electronic path for filing cases

Manage Notifications

= Email Notifications
=8 Workspace v

B PaymentInfo v Select the email notifications that you wish to receive
. Filing Accepted Filing Rejected Service Undeliverable
* Reports v
Filing Submitted Filing Submission Failed Filing Receipted
@ Help v
|:| Filing has been returned for correction |:| Account has been locked |:| Submitted Bulk Summary

Cancel Save

2. If you want to stop any one or all notification emails, uncheck the relevant checkboxes and click on Save Button.

12File” =

Your electronic path for filing cases

@ Click here to file Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and McHenry jurisdictions

@ Subscription Notification

Subscription updated successfully

Manage Notifications

a= Email Notifications
=1 Workspace v

O PaymentInfo v Select the email notifications that you wish to receive
N Filing Accepted Filing Rejected Service Undeliverable
w Reports v
Filing Submitted Filing Submission Failed Filing Receipted
@ Help v
Filing has been returned for correction D Account has been locked |:| Submitted Bulk Summary

Cance' m

Change Password

Follow below steps for changing your password
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1. Click on Change Password under Account settings.

Click this icon to link Non-EFM I2File user profile for filing documents in Criminal, DUI and Traffic filings (for DuPage, DeKalb, Kendall and @
v

e g ™ e McHenry jurisdictions)
12F1le
e ————

Your electronic path for filing cases Change Password

-
B8 Workspace v Old Password*

sesssccece

O Payment Info v

" New Password =

w” Reports v

@ Help v

Re-enter New Password *

Security Question *

What is your pet name

Security Answer *

flora

Cancel Save

Copyright © 2007 - 2024 Conscisys Corporation  Powered by Conscisys

2. Enter Old Password, New Password, Confirm New Password, Security Answer and click “Save” button.
Notification Message will be displayed once the password is changed.

Click this icon to link Non-EFM I2File user profile for filing documents in Criminal, DUl and Traffic filings (for DuPage. DeKalb. Kendall and

B ® ™ — P
lZTl[-e - Merenyjurtsdictions) & Change Password Notification X
E—

Change Password

Password changed successfully

Your electronic path for filing cases

28 Workspace v 0ld Password *

O PaymentInfo

. New Password *

% Reports v

@ Help v

Re-enter New Password *

Security Question*

What is your pet name

Security Answer *

flora

Cance' m
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