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

¶ Firm Account ς You need to select this role during registration if you are an individual attorney or your firm is not 

registered in EFM. 

¶ Self-Represented Account ς 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. 

 

2. This will open a popup where you need to click on άCƛǊƳ !ŎŎƻǳƴǘέ button. 

 

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

An account activation email will be sent on entered email address. 
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5. Open the email and click on ά/ƭƛŎƪ to Activate !ŎŎƻǳƴǘέ link for activating the user. 
 
 

Register a Self-Represented Account 

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

 
 

2. This will open a popup where you need to click ά{ŜƭŦ-Represented !ŎŎƻǳƴǘέ button. 
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3. Enter Address, Phone No. and other required details in Contact Information step and click on next button. 
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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. 

 
 

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

 

6. Open the email and click on ά/ƭƛŎƪ to Activate !ŎŎƻǳƴǘέ link for activating the user. 
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Login 
Enter the email address and password registered in Odyssey eFileIL EFM, and ŎƭƛŎƪ ƻƴ ά[ƻƎƛƴέ ōǳǘǘƻƴ ǘƻ ƭƻƎƛƴ ƛƴǘƻ ǘƘŜ 

system. 

 

 

Forgot Password 
Please follow below steps for resetting your password. 

 
1. Click on Forgot Password link in login screen. 

 
 

2. This will open a popup. Enter Email address in it and click OK. 
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3. An email with link for resetting password will be sent on the email address entered above. 

 
 

4. Open the email and click on άŎƭƛŎƪ ƘŜǊŜέ link. 
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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. 
 

 

 

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. 

 
Left Navigation tab is sub categorized into three sections. 

¶ Workspace 

¶ Admin Links 

¶ Payment Information 
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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. /ƭƛŎƪ ƻƴ άbŜǿ /ŀǎŜ CƛƭƛƴƎέ ƭƛƴƪ ǳƴŘŜǊ {ǳōƳƛǘ CƛƭƛƴƎ ǎŜŎǘƛƻƴ ƛƴ ƭŜŦǘ ƴŀǾƛƎŀǘƛƻƴ ǘŀō ƻǊ bŜǿ /ŀǎŜ ōǳǘǘƻƴ ǇǊƻǾƛŘŜŘ ƻƴ 

dashboard to initiate new case filing. 

 
 

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. 
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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 ά!ŘŘ tŀǊǘȅέ button. 
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4. !ŦǘŜǊ ŜƴǘŜǊƛƴƎ ǇŀǊǘȅ ƛƴŦƻǊƳŀǘƛƻƴΣ ŎƭƛŎƪ ƻƴ άbŜȄǘέ ōǳǘǘƻƴ ǘƻ ƳƻǾŜ ǘƻ ŦƛƭƛƴƎ ǘŀō ŀƴŘ ŦƻǊ ƎƻƛƴƎ ōŀŎƪ ǘƻ /ŀǎŜ 

Information tab click άtǊŜǾƛƻǳǎέ button. 

 

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. 
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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. 

 

 

7. Select payment account and party responsible for fees information on right hand side. You can add multiple 

filings in one envelope by clicking ά!ŘŘ Another CƛƭƛƴƎέ button at the top. 

 

8. 9ƴǘŜǊ CƛƭƛƴƎ /ƻƳƳŜƴǘǎ ŀƴŘ /ƻǳǊǘŜǎȅ /ƻǇƛŜǎ ŀŦǘŜǊ ǳǇƭƻŀŘƛƴƎ ǘƘŜ ŘƻŎǳƳŜƴǘǎΦ /ƭƛŎƪ άbŜȄǘέ ōǳǘǘƻƴ ǘƻ Ǝƻ ǘƻ 

Summary step or άtǊŜǾƛƻǳǎέ button to go to Parties screen. 
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9. Summary step provides an opportunity to review the details of filling before submitting. Click on ά{ǳōƳƛǘέ 

button if all information is correct. 
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10.On successful submission of an envelope, you will get a success message with Envelope Number as shown 

below. 
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 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. /ƭƛŎƪ ƻƴ ά5ƻŎǳƳŜƴǘ CƛƭƛƴƎέ ƭƛƴƪ ǳƴŘŜǊ {ǳōƳƛǘ CƛƭƛƴƎ ǎŜŎǘƛƻƴ ƛƴ ƭŜŦǘ ƴŀǾƛƎŀǘƛƻƴ ǘŀō ƻǊ ŎƭƛŎƪ άCƛƭŜ 5ƻŎǳƳŜƴǘ ƻƴ 9ȄƛǎǘƛƴƎ 

/ŀǎŜέ button provided on dashboard to start document filing. 

 

 
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. 

 
 

3. Click ά{ǘŀǊǘ a new subsequent filing for this ŎŀǎŜέ 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-ƛƴŘŜȄŜŘ ŎŀǎŜǎ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ άCƛƭŜ ƛƴǘƻ !ƴ 9ȄƛǎǘƛƴƎ /ŀǎŜέ ōǳǘǘƻƴ όƘƛƎƘƭƛƎƘǘŜŘ ƛƴ ōŜƭƻǿ ǎŎǊŜŜƴ ǎƘƻǘύ ǘƻ 

start Non-Indexed Filing. 
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4. For an indexed case, system will forward you to Parties step from case search screen. List of parties present on 

ǘƘŜ ŎŀǎŜ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ŀǘ ǘƘŜ ǘƻǇΦ ¸ƻǳ Ŏŀƴ ŀŘŘ ƳƻǊŜ ǇŀǊǘƛŜǎ ƻƴ ǘƘŜ ŎŀǎŜ ōȅ ŎƭƛŎƪƛƴƎ ά!ŘŘ tŀǊǘȅέ ōǳǘǘƻƴΦ !ǘǘƻǊƴŜȅ 

can be added to a party by selecting it (party) and then selecting an attorney from list displayed in bottom. 
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5. Click on άCƛƭƛƴƎǎέ button for navigating to Filing screen. 

 

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-File 

¶ Service Only 

¶ E-File & Serve 

 

E-File 
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LŦ ȅƻǳ ǎŜƭŜŎǘ ƻƴƭȅ ά9-CƛƭŜέ ŎƘŜŎƪōƻȄ ǘƘŜƴ ŀƴ ŜƴǾŜƭƻǇŜ ǿƛǘƘ CƛƭƛƴƎ ǘȅǇŜ - ά9-CƛƭŜέ ǿƛƭƭ ōŜ ŎǊŜŀǘŜŘ ƛƴ ǎŜƭŜŎǘŜŘ 

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. 

 

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

document. You can upload multiple attachments. 
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c.) Enter Filing Comments and Courtesy Copies. You can add multiple ŦƛƭƛƴƎǎ ƛƴ ŀƴ ŜƴǾŜƭƻǇŜ ōȅ ŎƭƛŎƪƛƴƎ ά!ŘŘ 

!ƴƻǘƘŜǊ CƛƭƛƴƎέ ōǳǘǘƻƴ ŀǘ ǘƻǇΦ 

 

 

d.) Select Payment Account and Party Responsible for fees in payments section on right side of filing screen and 

ǎŜƭŜŎǘ ŦƛƭƛƴƎ ŀǘǘƻǊƴŜȅ ƛŦ ƴƻǘ ǎŜƭŜŎǘŜŘΦ hƴŎŜ ŀƭƭ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ŜƴǘŜǊŜŘΣ ŎƭƛŎƪ ά{ǳƳƳŀǊȅέ ōǳǘǘƻƴ ǘƻ Ǝƻ ǘƻ {ǳƳƳŀǊȅ 

ǇŀƎŜ ƻǊ ŎƭƛŎƪ άtǊŜǾƛƻǳǎέ ōǳǘǘƻn to go to Parties screen. 
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eΦύ {ǳƳƳŀǊȅ ǎŎǊŜŜƴ ǇǊƻǾƛŘŜǎ ŀƴ ƻǇǇƻǊǘǳƴƛǘȅ ǘƻ ǊŜǾƛŜǿ ǘƘŜ ŘŜǘŀƛƭǎ ƻŦ ŦƛƭƛƴƎ ōŜŦƻǊŜ ǎǳōƳƛǘǘƛƴƎΦ /ƭƛŎƪ ƻƴ ά{ǳōƳƛǘέ 

button if all information is correct. 

 

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

LŦ ǳǎŜǊ ǎŜƭŜŎǘǎ ƻƴƭȅ ά{ŜǊǾƛŎŜέ ŎƘŜŎƪōƻȄΣ ǘƘŜƴ {ŜǊǾƛŎŜ ƻƴƭȅ ŦƛƭƛƴƎ ǿƛƭƭ ōŜ ŎǊŜŀǘŜŘΦ Cƻƭƭƻǿ ōŜƭƻǿ ǎǘŜǇǎ ŦƻǊ ǘƘŜ ǎŀƳŜ 

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

of the screen. 
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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. 

 

ŎΦύ aǳƭǘƛǇƭŜ ŦƛƭƛƴƎǎ Ŏŀƴ ōŜ ŀŘŘŜŘ ƛƴ ƻƴŜ ŜƴǾŜƭƻǇŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ά!55 !bh¢I9w CL[LbDέ ōǳǘǘƻƴ ŀǘ ǘƻǇΦ 

 

ŘΦύ /ƭƛŎƪ άbŜȄǘέ ōǳǘǘƻƴ ǘƻ Ǝƻ ǘƻ {ŜǊǾƛŎŜ ŎƻƴǘŀŎǘ ǎŎǊŜŜƴ ƻǊ ŎƭƛŎƪ άtǊŜǾƛƻǳǎέ ōǳǘǘƻƴ ǘƻ Ǝƻ ǘƻ tŀǊǘƛŜǎ ǎŎǊŜŜƴΦ 
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e.) Select at least one service contact who needs to be served electronically on Service screen. You can also add 

ǎŜǊǾƛŎŜ ŎƻƴǘŀŎǘ ŦǊƻƳ ƳŀǎǘŜǊ ƭƛǎǘ ǳǎƛƴƎ ά!55 Cwha a!{¢9w [L{¢έ ōǳǘǘƻƴΦ !ŦǘŜǊ ǎŜƭŜŎǘƛƴƎ ǎŜǊǾƛŎŜ ŎƻƴǘŀŎǘǎΣ ŎƭƛŎƪ 

ά{ǳƳƳŀǊȅέ ōǳǘǘƻƴ ǘƻ ƳƻǾŜ ǘƻ ǎǳƳƳŀǊȅ ǇŀƎŜΦ 

 
 

 

 
ŦΦύ {ǳƳƳŀǊȅ ǎŎǊŜŜƴ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǊŜǾƛŜǿ ǘƘŜ ŦƛƭƛƴƎ ŘŜǘŀƛƭǎ ōŜŦƻǊŜ ǎǳōƳƛǘǘƛƴƎΦ /ƭƛŎƪ ƻƴ ά{ǳōƳƛǘέ ōǳǘǘƻƴ ƛŦ ŀƭƭ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ 

correct. 
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g.) On successful submission of filing, you will get success message with Envelope Number. 

 

 

E-File & Serve 
 

If you select both ς ά9-CƛƭŜέ ŀƴŘ ά{ŜǊǾŜέ ŎƘŜŎƪōƻȄ ǘƘŜƴ ŜƴǾŜƭƻǇŜ ǿƛǘƘ ŦƛƭƛƴƎ ǘȅǇŜ - ά9-CƛƭŜ ŀƴŘ {ŜǊǾŜέ ǿƛƭƭ ōŜ 

ǎǳōƳƛǘǘŜŘ ƛƴ ǎŜƭŜŎǘŜŘ ƧǳǊƛǎŘƛŎǘƛƻƴΦ 9ƭŜŎǘǊƻƴƛŎ ǎŜǊǾƛŎŜ ǿƛƭƭ ŀƭǎƻ ōŜ ǇŜǊŦƻǊƳŜŘΦ Cƻƭƭƻǿ ōŜƭƻǿ ǎǘŜǇǎ ǘƻ ŎǊŜŀǘŜ ά9-File 

ŀƴŘ {ŜǊǾŜέ ŦƛƭƛƴƎΦ 

 

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. 

 

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

document. You can upload multiple attachments in a filing. 
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ŎΦύ ¸ƻǳ Ŏŀƴ ŀŘŘ ƳǳƭǘƛǇƭŜ ŦƛƭƛƴƎǎ ƛƴ ƻƴŜ ŜƴǾŜƭƻǇŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ά!ŘŘ !ƴƻǘƘŜǊ CƛƭƛƴƎέ ōǳǘǘƻƴΦ 
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d.) Select Payment Account and Party Responsible for fees in payments section on right side. Select filing attorney 

ƛŦ ƴƻǘ ǎŜƭŜŎǘŜŘ ǘƘŜƴ ŎƭƛŎƪ άbŜȄǘέ ōǳǘǘƻƴ ǘƻ Ǝƻ ǘƻ {ŜǊǾƛŎŜ /ƻƴǘŀŎǘ ǎŎǊŜŜƴ ƻǊ ŎƭƛŎƪ άtǊŜǾƛƻǳǎέ ōǳǘǘƻƴ ǘƻ Ǝƻ ōŀŎƪ 

to Parties screen. Screenshots shown below. 

 

e.)  Select at least one service contact who needs to be served electronically on Service contact tab. You can also 

ŀŘŘ ǎŜǊǾƛŎŜ ŎƻƴǘŀŎǘ ŦǊƻƳ ƳŀǎǘŜǊ ƭƛǎǘ ǳǎƛƴƎ ά!55 Cwha a!{¢9w [L{¢έ ōǳǘǘƻƴΦ !ŦǘŜǊ ǎŜƭŜŎǘƛƴƎ ǎŜǊǾƛŎŜ ŎƻƴǘŀŎǘǎΣ 

ŎƭƛŎƪ ά{ǳƳƳŀǊȅέ ōǳǘǘƻƴ ŀǘ ōƻǘǘƻƳ ǘƻ ƳƻǾŜ ǘƻ ǎǳƳƳŀǊȅ ǘŀōΦ 
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f.)  The Summary screen provides an opportunity to review the filing details before submitting. Click on ά{ǳōƳƛǘέ 

button if all information is correct. 
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g.)  On successful submission of filing, User will get Success message with Envelope Number. Screenshot as shown 

below. 

 

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 

ŎƭƛŎƪƛƴƎ ƻƴ άbŜȄǘέ ōǳǘǘƻƴ ǘƻ ƳƻǾŜ ǘƻ ǇŀǊǘƛŜǎ ǎŎǊeen. 
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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 ά!ŘŘ tŀǊǘƛŜǎέ button. Enter the required information for all parties. 

 

3. After entering party information, click on άbŜȄǘέ button to move to filing screen and for going back to Case 

Information screen click άtǊŜǾƛƻǳǎέ button. Screenshots shown below. 
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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. 

 

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

document. You can upload multiple attachments in a filing. 

 

 

 
6. You can add multiple filings in one envelope by clicking on ά!ŘŘ Another CƛƭƛƴƎέ button. 
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7. Select Payment Account and Party Responsible for fees under payments section on right side and filing 

attorney if not selected. Click ά{ǳƳƳŀǊȅέ button to go to summary screen or άtǊŜǾƛƻǳǎέ button to go to 

Parties screen. 

 

 
8. {ǳƳƳŀǊȅ ǎŎǊŜŜƴ ƎƛǾŜǎ ȅƻǳ ŀƴ ƻǇǇƻǊǘǳƴƛǘȅ ǘƻ ǊŜǾƛŜǿ ǘƘŜ ŦƛƭƛƴƎ ŘŜǘŀƛƭǎ ōŜŦƻǊŜ ǎǳōƳƛǘǘƛƴƎΦ /ƭƛŎƪ ƻƴ ά{ǳōƳƛǘέ 

button if all information is correct. 
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9. On successful submission of filing, user will get success message with Envelope Number. Screenshot as 
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