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User Account 
Montgomery County Probate Court has appointed a system administrator or local administrator to 

establish user accounts for all court employees. Each user who has access to the Court Review interface 

has also been given certain permissions based on specific roles determined by the Office of the Court 

and implemented by the system administrator.  

Please note that within this guide that there may be screens and instructions that are not pertinent to 

every user’s responsibilities. The ability to navigate within the system and access particular screens is 

configured based on user role, should be in accordance with normal work-flow needs as determined set 

by the court administration, and is configured by the system administrator. 

Login 

The user will log into the eFlex system using their username and the password when the account is set 

up/has been approved by the administrator. 

The username and password can be used to login to the “Clerk Review Interface” as well as the court-

hosted “Filer Interface.” The Filer Interface can be access by entering a different URL in the address box 

of your browser. The user will login to the “Clerk Review Interface” to review and approve filings and 

access “Queues.” 

The court user must be within the court computer network to access the “Clerk Review” web page. The 

“Filer Interface” web page will also be accessed from within the court computer network. 

 

https://go.tybera.net/mcp 

 

https://go.tybera.net/mcp/courtreview 

 

https://go.tybera.net/mcp
https://go.tybera.net/mcp/courtreview
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Figure 1: Clerk Review Login Screen 

 

Password Recovery 

1. In the event the user forgets their password, they should click the “Forgot Your Password” 

link. 

2. The “Request Password Reset” page will appear. Enter the “User Name.” 

Figure 2: Request Password Reset 

 

3. An email providing a link to a temporary password will be sent to the email address listed in 

the “User Profile.” This email will be the court email address unless they have changed the 

address initially entered by the system administrator upon account setup.  
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4. The user should check email for the link to the temporary password and use the provided 

password to access the account. 

5. Follow the instructions to reset the password. 

Navigating from the Home Page 

The “Home” page is the first screen upon login. The appearance of the home page varies dependent 

upon the user’s role. A judge will have fewer elements on his home page than an administrative clerk 

will have.  

Figure 3: Home Page Clerk Review 

 

1. All the basic Clerk Review functions for each role are accessed by clicking the appropriate 

button on the “Home” page. 

2. The user can also navigate using the menu bar, located across the top of every page. 

3. The user’s first and last names appear on the right side just below the banner. This is based 

on the user’s profile information. 

4. To log out and terminate the current session to the e-filing server, click Log Out on the 

menu bar. 

Note: The web session will terminate automatically if there is no activity on the webpage for 30 

minutes. A session is considered active as long as the user is interacting with the web server.  Clicking on 

a button that causes the screen to change or refresh is considered being active. Examples of activity 

would include clicking Submit, Refresh, Next, Upload Signature, or Approve/Reject/Reassign. Typing in 

a text field on a web page or changing the document type on the “Approve Filing” page does not count 

as being “active.”  
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When the system logs the user out, the screen doesn’t change. It appears that the user is still logged in. 

As soon as the user clicks a button, the login screen will display so that the user can login with a new 

session.  

Warning: Do NOT login to more than one session of the Court Review Interface at a time. The eFlex 

application stores session data in the browser’s memory. Logging into eFlex in multiple browser 

windows can cause significant problems in that the browser is unable to keep session data separate. If 

two different filings are opened in two different windows, the action a clerk believes is being done for 

filing A could actually be being applied to filing B. 

Using Profiles 

Managing Profiles 

Each user maintains a profile. Upon initial login, check the User Profile to be sure information is 

accurate.  

This section demonstrates how to 

 Edit profile information 

 Change the user password 

 View login history 

 

To View and Edit User Profile 

1. Select My Profile>My User Profile from the menu bar. 
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Figure 4: User Profile Information 

 

2. Review information displayed.  

3. The user should select Modify User Profile to make changes. The “Modify User Profile” page 

will appear, allowing the user to change or add some profile information.  

Note: Some fields were set by the system administrator when the user account was established and 

cannot be changed. Depending on the user’s assigned role, these may include the user name, the 

organization the user is associated with, the user identifier (CMS id), court location, and case categories. 

The 1st and 2nd Alternate Email fields are primarily for the convenience of attorneys with legal 

assistants who need to be notified. Clerks do not need to enter an alternative email. 
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Figure 5: Modify Profile Information 
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4. Fill in the fields. Fields marked with an asterisk are required. 

5. The eFlex system generates and sends emails to the primary email address and any 

alternate email addresses listed in the User Profile. Configure what emails to receive by 

selecting the appropriate checkboxes. 

6. After changes or additions are made, click Submit to save changes and be returned to the 

“User Profile” page. 

To Change a Password 

1. From the “User Profile” page, click the Change Password button. The “Change Password” page 

will appear. 

2. Alternately, from the menu bar at the top of the page, select My Profile > Change My Password. 

The “Change Password” page will appear. 

Figure 6: Change Password 

 

3. Enter the old password. 

4. Enter the new password twice in the spaces provided. 

5. Click Submit to save changes and return to the “User Profile” page. 

To Upload a Signature 

In order for the eFlex system to function correctly, when a user elects to add signatures to his or her 

profile, one of the uploaded signatures must be selected as a primary signature. Although a signature is 
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flagged as the primary signature, the user will have the ability to choose which of his or her signatures to 

apply to individual documents. 

1. From the “User Profile” page, click the Upload Signature button. The “Upload Signature” page 

will appear. 

Figure 7: Navigate to Upload Signature through User Profile Page 
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Figure 8: Electronic Signature Upload 

 

3. To configure signatures that are used for automatic signing in queues, fill in the text boxes with 

the appropriate information.  

 Primary Signature: One signature must be marked as primary in order to have access to the 

Signature Queue functionality. 

 Description: The text seen in the dropdown menu in the queues identifying the signature. 

 Signature Closing: Text, such as “So ordered” or “On Behalf of,” that appears just above the 

image (if an image is used) or the electronic signature text.  

 Signature Text: Electronic signature text, usually following the format: /s/Judge Jones. 
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4. Click the Browse button to search the local computer or the network for the correct signature 

file to upload. Be sure the file to attach is one of the accepted formats and fits the dimensions 

and resolution requirements established by the court administration. 

Figure 9: Electronic Signature Displayed after Upload 

 

5. Click Upload Signature to upload the signature file, save the data entered, and refresh the page. 

The new signature now displays.  

6. The Remove Signature button removes the signature that is selected.  

7. Update Primary Signature allows the user to select a signature and make it the primary 

signature. 
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Figure 10: Multiple Signatures with Primary Checked 

 

Note: The court user will be able to use multiple signatures. Simply follow the above procedure for as 

many signatures as needed, making sure the description entered is unique for each signature. The user 

should select the signature to be the primary and then click Update Primary Signature. This will place a 

checkmark ( ) in the “Primary Signature” column. 

To Select a Gatekeeper 

Judges or Magistrates are the primary role that would use a gatekeeper. Adding a gatekeeper to a user 

profile affects the queue process. Filings that route to queues assigned to a judge or magistrate will first 

go to his or her gatekeeper for review. The gatekeeper can then reassign the filing to the judge and 

include a note informing the judge if more review is necessary or if the filing is ready for his signature.  

If a judge has added a gatekeeper, the system default is that the judge will not be able to view any filings 

routed to his queues until the gatekeeper has reassigned the filings to the judge or until the judge 

changes the search filters at the top of the My Queues page to include the gatekeeper’s assigned queue 

entries.  

1. From the menu bar at the top of the page, select My Profile > My User Profile. Click Select 

Gatekeeper. 
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Figure 11: Selecting a Gatekeeper 

 

2. The “Select Gatekeeper” page will appear. 

Figure 12: “Select a Gatekeeper” Page 

 

3. In the example above, the user does not currently have a gatekeeper assigned. To configure the 

gatekeeper, click the Edit button.  
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Figure 13: Change Gatekeeper 

 

4. Select the appropriate person from the “Gatekeeper” drop-down. 

5. Click Save Gatekeeper to save the selection and return to the “Select Gatekeeper” page. 

Figure 14: Save Changes Made to Gatekeeper 

 

6. Finally, click Done. 
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Figure 15: Completing the Process of Adding a Gatekeeper 

 

Login History 

The “Login History” screen shows a list of failed login attempts, which can help the user monitor any 

unauthorized login attempts. 

The eFlex system can be configured so that if an account has too many login failures, the system will 

automatically suspend the account. If this occurs, contact the court administrator to reset the account. 

Changing the password on a regular basis is one way to help avoid unauthorized access to the account. 

To view Login History 

1. Select My Profile > View Login History from the menu bar at the top of any screen. The “Login 

History” page will appear. 
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Figure 16: Viewing Login Attempts 

 

2. In addition to showing successful logins, the list shows the failed login attempts along with the 

date, login result, and IP address of the requesting machine. 

3. Use the menu bar at the top of the page to navigate to another location on the eFlex Court 

Review system. 

Working with Filings 

Using Filing Reports 

Access to “Filing Reports” is determined by a user’s role and the permissions the role is given during 

system configuration. Although this can vary from court to court, generally, a “Lead Clerk,” can view 

reports for the filings.  

All filings received in “Clerk Review” are listed and stored in the report system. This report system is not 

a permanent system. The information in the reports is cleaned out after 90 days. 

The “Filings” page lists all submission within a range.  The default listing is today’s filings. With the filters 

provided near the top of the page, a user can modify what is displayed in the list.  When a filer calls 

because they are having a problem with a filing, these filters will help a lead clerk find the filer’s 

submission more easily.   
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To Display a List of Filings 

1. Click Filings Report on the “Home” page or select Filings > Filings Reports from the menu bar. 

The “Filings” page will be displayed with today’s filing information. 

Figure 17: List of Filings 

 

2. The “Filings” entries can be used for monitoring and management.  There are several features 

that are used by the monitoring administrator. Click on the column head to sort the listings in 

ascending or descending alphabetical order.  

Understanding the Filings Page 

The following provides a description of the features of each column. 

 Checkbox: Used in conjunction with the Details button or the Delete button. Not all users will 

have the Delete button. With the Details button, only one checkbox should be marked. The 

Delete button allows multiple checkbox selections. 

 ! (Red exclamation): This column is used for a variety of symbols indicating a special situation. 

For instance, a red asterisk may appear and indicates an error. 

 Tracking #: Not all submissions go through the Filer Interface so the Tracking # is assigned in 

the Clerk Review Interface. For instance, an order filed by a judge may originate in a judicial 

queue in the Court Review Interface. 

 Filing ID: The ID given to the submission by the Filer Interface.  

 Case #: The case number assigned by the CMS. Click the case number to view the case history. 

If there is no case number, the filing is a case initiation. 
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 Status: The last status assigned to the filing. If the filing is in process, this may continue to 

change as the user refreshes the page. 

 Document(s): Click the document(s) link of an entry to display the Filing Details. 

 Official File Stamp: The date/time recorded when the submission was received by the Clerk 

Review Interface but not when the clerk approves the submission.  

 Judge: The judge assigned to the case, if any. 

 Processed By: The username of the person who approved the filing. 

 Filer’s Name: The name of the filer who sent in the submission. 

 Client #: This number is optional. It is entered by the filer and used to identify their client 

within their office record system. 

Understanding Filing Status Listed on the Filings Page 

The following list identifies the statuses that the clerk will need to understand to respond to a filer’s 

question if they call. These are filing statuses that the filer might see. 

 Sending – A temporary state after the filer has clicked “Submit” as the filing is being 

transferred to the court. 

 Received - The submission has received a time stamp and will be placed in a queue for further 

processing. 

 Awaiting Approval - The submission is in a queue for further processing. 

 Filed - The Clerk has approved the submission, and it is being processed. Be patient.  

 Receipt Pending - An error occurred in communications and the filing is on hold. Call the e-

Filing administrator.  

 Rejected - Submission was denied. See the note from the clerk for an explanation. 

 Filed - No further action. The filer should look at their case history or receipt of the 

submission to download signed documents and check for notes from the Clerk. 

 Filed-Presented to Judge – Accepted and routed to a Judicial Queue for a judge to review. 

This means that even though the submission has been filed, the proposed document may not 

have been reviewed at this time, but it has been presented to a judge. 
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 Resubmitted - This submission was “Rejected,” and the filer used the old submission to create 

a new submission.  The status of this submission marked “Resubmitted” has no future value, 

and the filer needs to look at the new submission status. 

 

The following list identifies the states that the clerk can see in the Filings Reports that the filer does not 

see. 

 Approved - The submission is approved and leaving the Clerk Review queue. 

 Awaiting Approval – Awaiting approval from clerk. 

 CMS Committed Requested – To be determined by court. 

 CMS Committed – Recorded in the Court Management System (CMS). 

 CMS Validated – Filing validated against the Court Management System (CMS). 

 CMS Validation Requested – A technical state in which eFlex is communicating with 

CourtView, the case management system. 

 Filing Complete – Filing has been accepted, processed and receipt has been sent. 

 Notification Added – A technical state in which the eFlex system is identifying the 

notifications to be sent prior to clerk review. 

 Notification Sent – A technical state in which the notifications have been added and sent. 

 Notification Updated – A technical state in which the case information is updated in eFlex 

and identification of notifications to be sent after clerk review is made. 

 On Hold – An error condition has occurred that requires the network administrator to resolve. 

The administrator may address the error and reset the filing to continue through the flow. 

Occasionally, the administrator may reject the filing. If the administrator rejects a filing after it 

has been committed to the CMS or DMS, he or she must be sure to clean up both the CMS 

and the DMS as well as the action queues pertaining to the filing. 

 Payment Processed – Payment has been charged to filer’s credit card or e-check. 

 Preprocessing Requested – A technical state. 

 Preprocessing Complete – A technical state in which stamping of all documents configured to 

be stamped occurs. 

 Problem – A technical state in which the eFlex system is generating a rejection notice for a 

filing the clerk has rejected due to a problem with the filing.  
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 Receipt Issued – Receipt sent back to filer. 

 Received – Submission has been received by the court and has been stored. 

 Rejected – Problem with the filing that is rejected by court. 

 CMS Revalidated – A technical state. 

 Stored – Information about the filing is being prepared for clerk review but not yet sent. 

 

A clerk does not need to know all of these status conditions in order to complete daily tasks. Most of the 

time a filing will move through the list of statuses quite quickly so that the user will generally not see 

most of the process. This list is just for reference. Look at the explanation on the right of the status listed 

above to know how to respond to a filer’s question.  

 

If a submission reached an error condition, the filing goes “On Hold.” Under these conditions, an email is 

sent to the administrator and the monitoring staff notifying them of the condition.  Many times this 

error occurs if there is a glitch in the CMS database, and the administrator can simply reset the status to 

continue.  Resetting the status is an administrative task and is not done by the clerks. 

 

If a user views the status of a submission, and there is no error condition, but after an hour or more it 

has not changed, contact the eFile administrator and give him/her the Tracking ID.  

Filtering Filings Viewed on Filings Page 

Note: The checkbox to “Include Responses and Outgoing Notices” at the top of the page is not used by 

Clerks. These entries in the “Filing Reports” area are automatic responses by the system and do not help 

the clerk in locating a submission. 

1. Navigate to the “Filings Report” page by clicking Filings Report on the home page or selecting 

Filings > Filings Report from the menu bar at the top of any page. 
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Figure 18: Filing Page Filter Options 

 

2. Optional: Use the calendar icons to select a start and end date to limit the date range. If the 

date is left blank, the default is today's date. The larger the date range, the longer the search 

will take. Use a date range in conjunction with other filters to limit the scope of the search and 

therefore limit the amount of time taken to complete the search. 

3. Optional: Use the “Status” drop-down, the “Processed By” drop-down, Court, and the “Filer 

Name” drop-down to further limit the list of filings to be displayed. Utilize these drop-downs 

individually or in conjunction with each other and with the calendar icons. 

Note: The “Filer Name” is the name of the person who submitted the filing and not just the name of a 

participant on the case. 

4. Optional: The user may also search for a specific case by tracking number, filing id, case number, 

or client number by filling in the appropriate field. Using any of the number fields automatically 

grays out the other search options, limiting the search to the specific information entered. 

Figure 19: Filtering by Case Number 

 

5. After setting the filter parameters, click Go, and the “Filings” page will refresh to display cases 

that meet the search criteria. The filters do not activate unless Go is used. 
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To View Details of a Selected Filing 

From the “Filings” list, the user can look at the details of what has happened with a particular filing. 

1. On the “Filings” page, click in the checkbox to the left of the listing for the case to be viewed. 

Figure 20: Document Links to Filing Details 

  

2. Click the Details button, and the “Filing Details” for the selected case will appear. 
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Figure 21: Filing Details 

 

3. The “Filing” and the “Response” sections are both displayed on the “Filing Details” page. The 

“Filing” section contains the original documents that were submitted by the filer as well as the 

file-stamped copy of the documents if the filing has reached a status of “Filed.” Click the 

expansion link next to the document to access the filer’s original, non-stamped document. 

4. To view the original document submitted by the filer, click the link under the “Original 

Document” column. To view the file-stamped document, click the document listing next to the 

expansion symbol or the 1.1 link listed under the 1.0 original link. 

Note: The “Form.xml” is included for troubleshooting purposes and is usually only used by computer 

programmers in researching problem solutions. 

5. The “Response” section contains the Receipt. The receipt includes filing identification 

information as well as a record of payment if any was made. 
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Figure 22: Filing Details - Documents     

   

6. To view the receipt, click on the Receipt link under the “Document” column. 
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Figure 23: Viewing a Receipt Document from the Filing Details Page 

 

7. To return to the “Filings” page from the Filing Details page, click the “Filing Report” link in the 

breadcrumb trail at the upper left of the page, or to go to another location on the eFlex website, 

use the menu bar at the top of the page to navigate. 

Assigning Filings to a User for Approval 

Any time a user is assigning a filing to another user or taking action to approve or reject a filing, that 

user is working in the “Clerk Review Queue.” The majority of a clerk’s work is done in the Clerk Review 

Queue. For an understanding of queues, refer to the “Working with Queues” section of this document. 

Most systems are configured so the Administrator and Lead Clerks can assign filings to other clerks. 

1. Click the Assign Filings button on the Home Page, or select Filings > Assign Filings to a User for 

Approval from the main menu to display the “Assign Filings to a User for Approval” page. 
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Figure 24: Assign a Filing to a Clerk 

 

2. On the right side of the page, just above the list of filings, use the drop-down menu on the 

“Show me filings assigned to:” option to filter the number of submissions displayed on this page. 

Note: A user can display all submissions (Everyone), unassigned submissions (No one), or submissions 

currently assigned to a specific user.  

Figure 25: Filtering Filing Assignments with the Drop-Down Menu 

 

3. Click Refresh and a new list fitting the search parameters will appear. 
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Figure 26: Refresh Button Activates Search Parameters 

 

4. Optional: Click on the column heading links to sort the list of filings by that column type. 

5. Click in the checkbox to the left of the filing to be assigned or re-assigned. Multiple filings to 

reassign may be selected at the same time. 

6. Use the “Assign Selected Filings To:” drop-down menu located at the top left of the page to 

select a person to assign the filing(s) to. 

Note: At the bottom of the drop-down list is “Not Assigned.” Selecting “Not Assigned” will remove the 

assignment on a selected submission previously assigned to a clerk. 
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Figure 27: Selecting an Individual for a Filing Assignment 

 

7. Click Assign to save changes and refresh the “Assign Filings to a User for Approval” page. 

8. Optional: Any information recorded in the “Note to Clerk” box will appear in the clerk note 

history field on the Approve Filing page.  

9. Optional: Clicking on the “Tracking ID” link causes the “Approve Filing” page for the selected 

filing to appear. 

Figure 28: Tracking # Link Opens Approve Filing Page 
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10.  Optional: Clicking on the “Case Number” link causes a secondary page to open and the “Case 

History” for the selected case to display. 

Figure 29: Case Number Link Opens Full Case History 

 

11. To navigate to another location on the eFlex system, use the menu bar at the top of the page. 

Approve Filings 

Whereas a “Lead Clerk” generally is configured to assign filings, both “Lead Clerks” and “Clerks” have 

role permissions allowing them to access the Approve Filings queue. 

Any time a user is assigning a filing to another user or taking action to approve or reject a filing, that 

user is working in the “Clerk Review Queue.” The majority of a clerk’s work is done in the Clerk Review 

Queue. For an understanding of queues, refer to the “Working with Queues” section of this document. 

Understanding Filings Awaiting Approval 

1. Click Approve Filings on the home page or select Filings > Approve Filings from the menu.  This 

will display the “Filings Awaiting Approval” page. 
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Figure 30: Filings Awaiting Approval 

 

2. Optional: The list of filings displayed can be sorted by using the column heading links. The 

following provides a description of the features of each column. 

 ! Red exclamation: This column is used for a variety of symbols indicating a special situation. 

For instance, a red asterisk may appear and indicates an error. 

 Tracking #: This is a tracking number assigned to the submission when it enters the Court 

Review Interface. Clicking on this link will take you to the Review page to approve the 

submission. (Filings may also have a Filer ID number assigned during creation in the Filer 

Interface.) 

 Case Type: The type of case being submitted.  

 Case Number: This is the case number assigned by the CMS that links to the case history. A 

case number in this field indicates the filing is for an already existing case. A blank in this field 

indicates the filing is to initiate a case. 

 Case Title: This is the name of the case. Case initiation filings will be blank. 

 Document: The list of documents included in the submission. By default, unless the system 

administrator has configured priorities assigned to document types, the first document type 

the filer uploaded appears listed next to the expansion link. Click the link to view all 

documents included in the submission. 

 Assigned To: The assigned clerk if there is one. 

 Judge: The judge assigned to the case, if any. 

 Official File Stamp: The date and time the submission reached the court server, which is not 

to be confused with the approved time and date.  
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Figure 31: Links to Case Documents from Filings Awaiting Approval Page 

  

Note: When the user is on the Filings Awaiting Approval page, the system does not automatically update 

the screen when new filings are assigned to them. To see the most recent list, click Refresh. (Returning 

to the Filings Awaiting Approval page after completing an approval on the Approve Filings page, will also 

effect a page refresh and cause new filing assignments to appear on the list.) 

3. Select the case to work on by clicking in the checkbox to the left, and clicking the Details button 

located at the top or bottom of the “Filings Awaiting Approval” page. This will direct the user to 

the “Filing Details” for the selected case.  

Figure 32: Filing Details 
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4. After viewing the filing details for the selected case as described in the section “To View Details 

of a Selected Filing,” click the “Approve Filing” link in the breadcrumb trail at the upper left of 

the page to return to the “Filings Awaiting Approval” page. 

Figure 33: Bread Crumb Trail Navigation in Upper Left  

 

5. On the “Filings Awaiting Approval” page, select the case with to work on by clicking in the 

checkbox to the left and clicking the Review and Approve Filing button. This will direct the user 

to the “Approve Filing” page for the selected case. Alternately, click an entry under the 

“Tracking ID” column to display the Approve Filing page. 
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Figure 34: Approve Filing Page 

 

6. On the “Filings Awaiting Approval” page, click the link in the “Case Number” column to launch a 

separate tab or window to display the case history. 
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Figure 35: Case History 

 

Understanding the Approve Filing Page 

This section of the Clerk Review Guide will cover the functionality available to the clerk on the Approve 

Filing Page. The appropriate use of the page’s functionality will be determined by factors relevant to 

individual submissions such as new case, existing case, or case type. Montgomery Probate procedures 

are available on separate “cheat sheets” and are dependent upon the above factors. 

1. Click Approve Filings on the home page or select Filings > Approve Filings from the menu.  This 

will display the “Filings Awaiting Approval” page. 
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Figure 36: Filings Awaiting Approval Page 

 

2. Click an entry under the “Tracking ID” column to display the “Approve Filing” page. Alternately, 

select the checkbox to the left of the entry to work on, and click the Review and Approve Filing 

button.  
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Figure 37: Approve Filing 

 

 

The “Approve Filing” screen has several sections, and appears the same for both a filing to an existing 

case and a filing initiating a case, with the exception that a case number will display for an existing case 
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and a case initiation will have both an empty text field for the case number as well as a refresh button 

under the Case History column.  

Figure 38: Notes Section 

 

 Note Section (Filer, Court, and History): This section includes any notes the filer may have 

included, any notes from the clerk, and a notes history that would display a summary of all 

notes added for this case.   

The second section includes case identification information such as the filer’s name and the case type. 

Further information is listed under the following column headings: 

 Filer: This is the name of the individual who submitted the filing. 

 Organization: This is the name of the law firm or organization to which the filer belongs. 

 Case Type: The type of case being submitted. This field is populated by what the filer selected 

and what the clerk entered when the case was created in ProWare. 
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Figure 39: Case Type Information 

 

 Tracking #: This is a tracking number assigned to the submission by the Court Review 

Interface. It is mainly used when researching submissions. It is a different number than the 

Filing ID number assigned by the Filer Interface. Some filings, such as orders, originate in the 

Clerk Review instead of the Filer Interface so there is a need for two different ID numbers. 

 Case No.: For a filing to an existing case, the case number will be displayed. A filing to initiate 

a case will have a blank text field and will not receive a case number until the filing case has 

been initiated in ProWare and the Refresh button has been activated. eFlex will communicate 

with the CMS, which will send that number to eFlex.  

 Case Title: For existing cases, the title will display as it was entered when it was created in 

ProWare. 

 Submitted By: The name of the individual who submitted the filing. 

 Filed Date: The date and time the submission reached the court server, not to be confused 

with the approved time and date.  

 Case History: The Refresh button that appears in this column on case initiation filings is only 

active BEFORE it has been clicked. Once the clerk creates the case in ProWare, the clerk will 

return to eFlex and click the Refresh button to cause eFlex to communicate with ProWare to 

pull over case information. 

The third section provides information about the submission. This section includes the following column 

headers: 
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Figure 40: Submission Information 

 

 View:  Depending on which internet browser is being used and what its configuration is, 

clicking on each icon either downloads the associated document or opens it in a new tab for 

review and printing.  

 Pages: The length of the document. 

 Pages of Recording: The number of pages over the court-set limit. Additional pages will incur 

additional fees. 

 Document Type: Identifies the document filed. 

 Additional Docket Text:  A brief description of the document the filer may have entered. This 

information is entered by the filer, can be edited by the clerk, is stored in the CMS, and is 

viewable in the case history entry.  

 Edit Data: Clicking on these icons displays the various forms the filer used to enter the 

coversheet data or data specific to the document submitted. For case initiation, the edit data 

icon allows the clerk to view the parties that the filer added for the submission. An edit icon 

will allow the clerk to add to or modify information when appropriate. 

 On Behalf of: The individual on whose behalf the filing was submitted is selected by the filer 

and can be edited in Clerk Review when appropriate.  

 Signature: On a case initiation filing, if the signature field is populated prior to a case number 

being assigned, it indicates the Magistrate has completed his or her work on the filing prior to 

the case being initiated in ProWare.  
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Note: In the “View” column, an icon next to a listing of “Form Data” is computer code used by the 

system administrator or the system developers for troubleshooting purposes. Do not click on a view icon 

next to a “Form Data” listing. 

Figure 41: Form Data Provided for Administration Trouble Shooting 

 

Note: Whereas the clicking the “View” icon to the left of a “Case Data” listing causes computer code to 

be displayed, clicking the “Edit Data” icon to the right of a “Case Data” listing causes the “Case Initiation” 

page to display where the clerk can view, add, or delete case participants or make modifications to 

information provided by the filer. 

The next section of the “Approve Filing” page includes multiple lines that deal with the fees. The 

following headings are included:  

Figure 42: Submission Fees 
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 Recalculate Fees: This button must be activated if the clerk opted to change any of the 

document types included in the submission. 

 Total Fees: The court fees calculated by the CMS. This amount does not include the 

technology fee assessed by the online payment gateway. 

 Payment Method: This identifies the method of payment selected by the filer upon 

submission of the filing.  

 Waiver/Defer Fees:  If the filer selected a waiver or deferment, this will display. The drop-

down allows the clerk to override the filer’s selection if appropriate. 

 Take Payment: After the clerk has verified the documents, the Take Payment button is clicked 

and an authorization number will be displayed. 

 Skip Payment: In order to process the submission and move forward off the page, the clerk 

must either activate the Take Payment button or select the “Skip Payment” check box. 

The fifth section of the “Approve Filing” page is “Send to Queues.” Some document types may be 

configured to automatically route to queues. Anything automatically routed to a prequeue will appear in 

the prequeue prior to appearing in the Filings Awaiting Approval list. This section enables the clerk to 

route a filing not automatically routed or to add to filing’s routing.  
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Figure 43: Send to Queues 

 

 Update: If document types associated with the submission have been changed, the clerk must 

activate this button to ensure system-configured queue routing is accurate. 

 Post Submission to: Allows the clerk to manually select a queue to which the submission will 

route upon processing. 

 For Review on: The clerk uses a calendar pop-up to set a review date, which can influence 

when the queue entry will be visible by default. 

 Assign to: The dropdown is populated with names of individuals who have access to the 

selected queue. 

 Add: MUST be activated to save the manual routing information. Once the Add button has 

been clicked, the manual queue routing displays at the bottom of the queue routing table. 
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Figure 44: Manual Routing to Queue 

 

Note: Manually routed queue entries can be deleted by clicking the red “X.” System-configured queue 

routing cannot be deleted. Additionally, when manual queue routing is added that sends a filing back to 

a Prequeue, the system-configured routing is hidden but is maintained and will display when the 

submission moves from the Prequeue back to the Clerk Review queue.  

The final section of the “Approve Filing” page, allows the clerk to take final action on the submission, 

including adding appropriate communication to accompany the filing to its next destination. 
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Figure 45: Approve/Reject/Reassign 

 

 Note to Clerk: This is a text field where a user can edit a pre-defined note or add his own 

note. Notes added in this field are viewable in the queue entry if the submission is routed to a 

prequeue or to queues after approval. A user could also include a note if he is reassigning the 

filing to another clerk to review and needs to explain why he is making the reassignment.  

 Note to Filer: This is a text field where a user can edit a pre-defined note or add his own note. 

A clerk might want to enter a note to the filer if the submission is rejected. 

 Select Dropdown: The system has pre-configured notes addressing common issues. The 

complete note populates the textfield when the description is selected from the dropdown. 

 Send: If Prequeue routing has been added, the radio buttons change to include “Send” rather 

than approve. When selected in conjunction with the “Send” action button, the filing is 

moved backward into the prequeue until appropriate work is completed and the filing is again 

sent to the Approve Filing queue. 

 Approve: Selecting “Approve” will set the information in the filing to be recorded in the CMS 

and store the documents electronically. The filing status returned to the filer will be “Filed.” 
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 Reject: Selecting “Reject” will set the information in the filing NOT to be recorded in the CMS, 

and the documents will NOT be stored electronically. The filing status returned to the filer will 

be “Rejected.”  

 Reassign To: Selecting this option will set the information in the filing to be posted to another 

clerk’s list of “Filings Awaiting Approval.”  A note will be added to the note history if a 

reassignment is made. Generally, the note indicates the user who reassigned the filing.  

 Approve/Reject/Reassign Button: This dynamic button changes dependent on the action 

selection. Adding a prequeue will cause this button to dance to “Send.” Clicking the action 

button will complete the actions selected on this page and either send the filing back to a 

prequeue, submit the information to the CMS, return a status “Rejected,” or reassign the 

submission to another clerk.  

Steps to Approve, Reject, or Reassign a Filing 

1. Clicking Approve Filings on the home page or selecting Filings > Approve Filings from the menu 

bar at the top of any page displays “Filings Awaiting Approval” page. 

Figure 46: Filings Awaiting Approval  

 

 

2. Select the filing to work on by clicking on the link in the “Tracking #” column or by selecting the 

checkbox to the left of the listing and clicking the Review and Approve button. This causes the 

“Approve Filing” Page to appear. 

Note: When a lead clerk selects an entry to view, the submission is automatically assigned to this user if 

it is not yet assigned.  If it is assigned to another person, the user will see both a dialog box with a 

warning prior to being taken to the “Approve Filing” page as well as a red warning message at the top of 
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the Approve Filing page. The warnings bring the assignment to the user’s attention but will not prevent 

the user moving forward and processing the filing.  

Figure 47: Filing Assigned Dialog Box Warning 

 

Approve Filing: Reviewing Documents Associated with Submission 

1. On the listing for “Case Data collected from filer,” click on the icon in the “Edit Data” column to 

the far right. A “Case Initiation” page will appear with the information entered by the filer. 
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Figure 48: Edit Data on Case Data Collected From Filer 

 

2. Review the information listed on the “Case Initiation” page, including clicking on the name links 

to check address information and make modifications as necessary. 

3. The action buttons displayed above the table allow the clerk the ability to add parties to the 

filing or to edit information already added. Each button will open an “Add Party” page with a 

dropdown list of roles pertaining to the category indicated on the activated button. Additional 

fields allow further identifying information to be entered or corrected. If any additions or 

corrections are made, the Save button at the bottom of the “Add a Party” page must be 

activated to record the new information and return the clerk to the “Case Initiation” page.  

4. Click Next to save changes and return to the “Approve Filing” page. Click Back to return to the 

“Approve Filing” page without making any changes to the original case data.  

5. For each listing under the “Document Type” column, click the corresponding icon in the “View” 

column to the left of the listing. Depending on the configuration of the internet browser used, 

clicking the document link either causes a dialog box to appear or the document to open in a 

separate window.  
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Figure 49: View Icon Dialog Box for Docket Listing 

 

Approve Filing: Modifying Document Types 

1. As a user is viewing each docket, determine whether the document type the filer entered is 

correct or incorrect.  

2. If the document type needs to be modified, in the document type textbox, click and drag to 

highlight the entire document type. Begin typing the correct code. This will bring up a list of all 

codes that include what has been entered. 
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Figure 50: Editing Document Type  

  

3. Some document types are configured to require a clerk to take action through the edit screen 

before the eFlex system will allow the clerk to move forward from the “Approve Filing” page. To 

edit a document, click the Edit Icon  under the “Edit Document” column to be routed to 

another page to review the data entered by the filer and to make necessary edits. Many 

documents will not have an icon displayed for the entry.  This means no additional data was 

requested by the eFiling system for that document type. 

4. If changes have been made, clicking Recalculate Fees (Also click Update Queues) will cause 

eFlex to communicate with the CMS to validate user entries prior to approving the filing. This 

will alert the clerk if there is a problem and potentially help avoid the filing being placed on hold. 

This is especially important if the Document Type has been changed. The Recalculate Fees 

button will cause eFlex to verify court fees associated with the new document type. If the fees 

are different than the original, the clerk will need to determine if rejection of the filing is 

appropriate.  
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Figure 51: Validate Filing Prior to Final Action  

 

5. Review the fee information and make any changes necessary using the “Waive/Defer Fees” 

drop-down menu.  

Approve Filing: Queue Routing Override 

Note: All submissions have been pre-scanned to determine if they are to be routed to particular queues. 

Some of the information used to determine to which queues the submissions are routed can include the 

type of submission, the documents included, or the judge to whom the submission is assigned. The 

“Send to Queues” option is a system override feature that may occasionally need to be used by the 

clerk. For instance, if a document in a submission is missing a Magistrate’s signature, the submission 

may need to be sent back to a pre-queue. Another example would be the need to re-assign the judicial 

queue routing after approval if Magistrate A is absent for an extended period and Magistrate B has been 

assigned to cover Magistrate A’s cases while he is absent. For a better understanding of queues, see the 

“Working with Queues” section below. 

1. Determine if there is a need to override or add to the automatic queue routing associated with 

this submission.  
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Figure 52: Manually Route a Submission to a Queue 

 

2. Use the drop-down menu to select where to post the submission. Select a Queue from the Post 

Submission to dropdown populates a limited listing in the “Assign to” drop-down. 

Figure 53: Use Drop-Down to Route to an Individual within a Queue 

 

3. Use the “Assign to” drop-down to route the submission to a particular person. 

4. Optional: When appropriate, set an event date using the pop-up calendar. 
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Figure 54: New Queue Routing Displayed 

 

5. Click Add. The “Approve Filing” page will refresh and display the new queue routing 

information.   

Approve Filing: Viewing and Adding Notes 

1. If the filing will be reassigned to another user for approval, a note can be added to the “Note to 

Clerk/Court Staff textbox. This note can be keyed in or the user may select a predefined note to 

add using the Select dropdown provided.  

2. If the filing is to be routed backward to a prequeue or it is configured to populate in a standard 

or judicial queue after the clerk approves the submission, a note can be added to the “Note to 

Clerk/Court Staff textbox. This note can be keyed in or the user may select a predefined note to 

add using the Select dropdown provided.  

3. If the filing is to be rejected and sent back to the filer, potentially for correction, the clerk can 

include a note to the filer explaining why the filing was rejected. This note can be keyed in or the 

user may select a predefined note to add using the Select dropdown provided. 
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Figure 55: Approve/Reject/Reassign Radio Buttons 

 

4. Having completed the above steps, select an action button from the list at the bottom of the 

“Approve Filing” page by clicking in the appropriate radio button. In most cases, the choices will 

be “Approve,” “Reject,” or “Reassign To.”  

Note: If the user has previously selected to override the automatic queue routing and route to a 

prequeue, they will see a “Send” option rather than the “Approve” option. 

Figure 56: Send Radio Button 
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5. Click Approve/Reject/Reassign. Changes will be saved and the submission will be routed to the 

appropriate queue. The “Filings Awaiting Approval” page will display. After the clerk accepts or 

rejects a submission, that entry is removed from the list. A reassigned entry will still appear on 

the Filings Awaiting Approval page with the individual assigned to displayed in the appropriate 

column. 

Working with Queues 

Understanding Queues 
Queues initially may be one of the most difficult aspects of the eFlex system to understand; however, 

the queue feature of eFlex, once understood, streamlines the procedural work-flow to maximize time 

efficiency. 

A simplistic explanation of a queue is that a queue is a holding area for submissions that need additional 

action in the near future. Most of the time, queues are established within the court’s trusted network 

zone and can only be accessed from within that zone.  A court can create several queues, and users can 

be given rights to various queues. Each entry in the queue can be assigned to an individual or not 

assigned at all. Anyone who has been granted rights to a queue can assign or reassign the entry to 

another person who has rights to that queue. 

In addition to the Clerk Review Queue that submissions go through for clerk approval, there are other 

types of queues.  Some queues are designed for processing before the clerk reviews and approves a 

filing, and other queues are designed for actions that occur after the clerk reviews and approves the 

filing. 
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Figure 57: Queue Routing Graphic 

 

This diagram shows the order of processing between pre-queues, the clerk review queue, the standard 

queues, the judicial queues, and the recording of information in the CMS.  Submissions will stop at these 

queues based on configuration settings.  All queues are configured by the administrator. Usually the 

type of document being submitted identifies whether a document stops at the pre-queue, judicial or 

standard queue, or no queue. Sometimes the routing might be determined by the case type. 

Pre-Queue: The “Pre-Queue” is a holding area for submissions that are “in process.” Any queue within 

the “Pre-Queue” category contains documents that need to be presented to the judge and processed by 

either the judge or staff before they move to the clerk review queue.  A “Pre-Queue” also could contain 

documents that need to be processed by the clerk staff prior to approval. 

Users with access to the “Pre-Queue” can view all the documents associated with the submission, edit 

documents associated with the submission, sign documents associated with the submission, and add 

additional information to the submission such as scheduling. Once the required action is completed, the 

submission is routed to the next appropriate queue. At times, the user may select to manually route the 

submission to another queue or assign another person to the submission, but most often the eFlex 
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system will automatically route the submission to the clerk queue after the required action has been 

taken.  

The prequeue is the most time-sensitive queue. The filing cannot proceed to be approved or rejected 

until action is taken in the prequeue. If one document in the submission is flagged to stop in the 

prequeue, the entire submission stops until prequeue action is completed.  

Clerk Review Queue:  The majority of this document is dedicated to the processing of filings in the clerk 

review queue.  All document types pass through the clerk review queue.  Some document types are 

configured to be automatically approved so they do not show in the list of “Awaiting Approval.”  Some 

document types are configured not to be recorded in the CMS and are configured with automatic 

approval so it appears as though they by-pass clerk review, but they don’t.  For example, a proposed 

order that is not configured to stop in the pre-queue could be automatically approved, but because it is 

configured not to be recorded in the CMS, this document would automatically be posted to a judicial 

queue. 

CMS and DMS: After a submission has gone through the clerk review process, most documents and 

information are recorded in the CMS and the DMS.  When the eFlex system was configured, the system 

administrator might have marked appropriate document types, such as proposed orders, not to be 

recorded in the CMS or DMS. The DMS is the portion of the system where the documents are stored 

electronically.  

Secondary Queues:  There are two types of secondary queues, Standard Queues and Judicial Queues.   

Standard Queues: The “Standard Queue” is a holding place for submissions that require the 

clerk, judicial staff, or others to take action. Essentially, it is a “To Do List.” The action is usually 

procedural, is outside of the eFlex system, and is not necessarily tied to particular information 

contained in a document. Such actions can include:  mailing documents, entering CMS data that 

was not handled by eFlex, and other manual activities as needed. Once the clerk has completed 

the action required, the eFlex system automatically deletes the queue entry. Common examples 

of “Standard Queues” include “Summons Queue,” “Complaint Queue,” “Juvenile Queue,” or 

“Notice of Appeal Queue.” 

Judicial Queues: The “Judicial Queue” allows judicial staff, including judges, to respond to 

documents filed by another user. Some “Judicial Queues” are public, such as the “Duty Queues.” 

Entries within the public “Judicial Queues” can be viewed by all queue users and can be 

reassigned freely. However, most “Judicial Queues” are configured to be limited to a single 

judge and his or her support staff. Thus, one judge will not see other judges’ cases and the 

queue entry cannot be reassigned to those outside the judge’s staff. 

One important concept to remember with judicial queues is that the filer’s submission has been 

completely processed by eFlex, and the judicial queue entry is simply REFERENCING the filer’s 

submission documents. Submissions in the “Judicial Queue” usually require an individual within 
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the court to take an action on a particular document, including creating a new submission based 

on what is contained in the original submission. These submissions circle back to the clerk 

review queue. Common examples of queues within the “Judicial Queues” type are “Motions 

Queue” or “Proposed Orders Queue.” 

Taking Action on Items in a Queue 

Note: Whether or not a particular user has access to queues is determined by the role of the user and 

the permissions the system administrator has configured for that role. Some users may not need to 

access a queue and therefore will not have a “View Queues” button on the Home page or an “Action 

Queues” option in the menu bar dropdown. 

This section demonstrates how to  

 View queue entries 

 View the queue log 

 

Note: Depending upon how the Administrator sets up each role, some of the screen shots and 

instruction may be different for Lead Clerks and Clerks or for Magistrates and Case Managers.  

Accessing Your Queue Entries 

1. From the “Home” page, click on the View Queues button or select Filings > Action Queues from 

the menu bar at the top of any page. This routes the user to “My Queue Entries.” 

Figure 58: My Queue Entries 
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2. There are several drop-down filters listed at the top of the “My Queue Entries” page. These will 

allow the user to limit what is displayed on this page. Use the drop-downs to filter the list of 

submissions that appear. 

Figure 59: My Queue Entries Drop-Down Menus 

 

3. Click Refresh to reload the current page. The screen will display all the entries that match the 

filter criteria. The user’s assigned role will determine which queues they can access or work in. 

4. If a user wishes to assign a task to their own workflow, on the “My Queue Entries” page, click in 

the checkbox to the left of the entry and click Assign task to myself. If the user has a long list of 

entries, scroll down to the bottom of the page to see the Assign task to myself button. The “My 

Queue Entries” page will refresh, and the user will be listed in the “Assigned To” column to the 

right of the entry. 
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Figure 60: Assign Task to Myself 

 

Routing to and Working with a Prequeue from “My Queue Entries”  

1. Optional:  Set the “Filter by View Entries in:” to the PreQueue and click Go. 

2. Click the document title link on the “My Queue Entries” page for the prequeue entry to be 

worked. The user will be directed to the “PreQueue Entry” page.  
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Figure 61: PreQueue Entry Page 

 

3. From this page, the user may view any documents listed by clicking on the icon  listed under 

the “View” column. Depending on the configuration of the web browser, either another browser 

tab displaying the document or a dialog box allowing the user to download the document will 

appear.  
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Figure 62: View Filer’s Original Document 

 

4. Optional:  Some document types may include a word-processed document, allowing additions 

or changes made to the document. Once changes have been made to the document, a clerk or 

judicial staff may save the original document in a pdf format. The pdf will then replace the word-

processed document. If the clerk or judicial staff wishes to replace the filer’s original document, 

click on the “Replace Document” icon . The “Replace Document” page opens. 

Figure 63: Replace Document in a Prequeue Entry 

 

5. Optional:  Click the browse button to search the local computer for the appropriate 

replacement document.  

6. Optional:  Click Replace Document. The user is returned to the PreQueue Entry page. 

Alternately, click Cancel to return to the “My Queue Entries” page without making any changes. 

7. Some documents allow the clerk to edit them. Some document types are configured to require a 

clerk or magistrate to take action through the edit screen before the eFlex system will allow the 

clerk or magistrate to move forward from the PreQueue Entry page. To edit a document, click 

the icon under the “Edit Document” column to be routed to another page where those edits are 

possible. 
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8. Just as in filing hard-copy case initiations or follow-up filings, certain electronic filings will 

require court-submitted documents. eFlex provides for electronic handling of this requirement. 

Click Add Document to be routed to the “Add Document” page.  

Figure 64: Add a Document 

 

9. On the “Add Document” page, use the drop-down menu to select the document type to add. 

Figure 65: Select Document Type to Add 

 

10. Click Browse to search the local computer for the appropriate document file to attach. 

11. Once the document is located, click Add Document to add the document and return to the 

Prequeue Entry page. Alternately, click Cancel to return to the PreQueue Entry page without 

making any changes.  
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Figure 66: Document Added 

 

12. Optional: On the PreQueue Entry page, click the icon  in the “Remove Document” column to 

remove the document added by the clerk or judicial staff and refresh the page view. 

Note: A clerk or magistrate can only delete documents he or she adds. The filer’s document can be 

replaced but not removed. 

Figure 67: Add a Signature to a Document 

 

13. If required, the user can include a predefined signature by selecting one from the drop-down 

menu in the “My Signature” column. Alternately, request a signature by clicking the checkbox 

under the “Req Signature” column.  

14. View notes about the submission by clicking the expansion icon (“+”) next to “Note from Filer” 

or “Note History.” If there are no notes in either category, the listing will say “None.” 
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Figure 68: Add a Note  

 

15. Include a note by using the “Add Standard Text” drop-down menu or by typing an original note 

in the textbox provided. The note will then appear to the individual filer or to the individual to 

whom the filing is (re)assigned. For example, if the filing is re-assigned to another clerk, then 

that clerk will see the note.  

Figure 69: Select Action Radio Button   

 

16. Click the appropriate radio button for action on this submission. The check box or radio button 

chosen will cause the final action button at the bottom of the page to change according to the 

selection. The user must complete the next step(s) before the actions are saved and recorded. 
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Figure 70: Sign/Reject/Reassign Radio Buttons  

 

17. If selecting “Reassign To,” use the drop-down menu to assign to a queue and to an individual 

associated with that queue. 

18. Click the Sign Documents button (or its equivalent dependent upon the radio button selected 

above) to complete the action and record the changes. The “My Queues Entries” page will 

display and the entry just completed will no longer appear on the list.  

19. Optional: Click the Cancel button to return to the “My Queue Entries” page without taking any 

action on the case just viewed. 

20. Optional: Use the menu bar to select Filings > Action Queue Log to check the status of filings on 

which action has been taken.  

Routing To and Working with a Standard Queue from “My Queue Entries” 

Generally, a Standard Queue entry exists because an action outside of eFlex must be completed. The 

Standard Queue serves as a “To Do” list reminder as well as a filing or case information reference. Most 

Standard Queues will be accessed from within the Court Review Interface, but Standard Queues can be 

configured to be accessed through the Filer’s Interface by users with particular roles. For instance, a 

Sheriff’s Queue or Private Process Server’s Queue could be configured for access by users with the role 

of sheriff or process server. Their access would be through the Filer Interface. 
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1. On the “My Queue Entries” page, click the link under the “Title” column of a Standard Queue 

entry to view more detailed information about the submission. The user will be routed to the 

“Action Details” page for that submission.  

Figure 71: My Queue Entries 

 

2. If the entry is already assigned, a warning dialog box will appear notifying the user of that fact. It 

is important that only one person take action on the filing. Click OK to continue to the “Action 

Details” page.  

Figure 72: Warning Dialog 
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Figure 73: Standard Queue Action Details 

 

3. From the “Action Details” page, the user may view any documents listed by clicking on the link 

under the “Document Link” column. Depending upon the web browser and its configuration 

either a new tab will open and display the document, or a dialog box will appear.  
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Figure 74: Standard Queue Action Details 

 

4. If a dialog box appears, determine whether to open the file or save the file to a local computer, 

select the appropriate radio button, and click OK. The document will appear as instructed.  

5. After having accessed the information about the filing and completed the task associated with 

the filing, the user can click Complete. This action is similar to placing a checkmark beside a 

completed item on a “To Do” list. The queue entry is marked as completed in the Action Queue 

Log and does not route anywhere else in the eFlex system.   

6. Alternately, from the “Action Details” page, the user may assign an entry to themselves or 

another clerk by using the drop-down menu at the bottom of the page.  

Figure 75: Reassigning Submission 
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7. After the user has selected an individual to whom the entry will be assigned, click Reassign to. 

This action returns the user to the “My Queue Entries” page, and the name of the person whom 

has been assigned will appear next to the listing under the “Assigned To” column. 

8. Optional:  To delete the standard queue entry without taking any action, click Delete. The entry 

will be removed, and the “Action Queue Log” will display “No Action” in the Action column. 

9. Optional:  To return to the “My Queue Entries” page without making any assignments, click 

Back. 

Routing to and Working with a Judicial Queue from “My Queue Entries” 

The Judicial Queue, like the Standard Queue, receives entries after they have been approved in the Clerk 

Approval Queue. The Judicial Queue varies from the Standard Queue in that action taken from the 

Judicial Queue is within in the eFlex system and affects other functions within the eFlex system. Also, 

the Judicial Queue gives the user a unique “360° view” of the filing. From the Judicial Queue Action 

Details page, there is the ability to see what has already been recorded in the CMS for the case, the 

current document and information about the submission of which the document was part, and any 

other filings to the case that are in process within the eFlex system. It is the page where another filing, 

based on the document the filer submitted, will be created.  

1. After clicking a case title of a Judicial Queue entry link on the “My Queue Entries” page, the user 

will be directed to the “Action Details” page.  
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Figure 76: Action Details for Judicial Queue 

 

2. Click the link under the “Case Number” column to open another window displaying information 

about the case. 

3. On the “Case History” page, click expansion icon (“+”) to see additional details of that listing. For 

instance, the user can view all the case participants or identifying information on submissions 

that have been filed as long as the case is not sealed or the user has security levels enabling 

viewing. 
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Figure 77: Case History 

 

4. Click on the link under the “Case History” column to view a particular document. Depending 

upon the web browser and its configuration, either a new tab will open and display the 

document or a dialog box will appear.  

5. If a dialog box opens, determine whether to open the file or save the file to a local computer, 

select the appropriate radio button, and click OK. The document will appear as instructed.  

6. After the user has finished reviewing the “Case History” information, close the window. The 

“Action Details” page is still open. 
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Figure 78: Related Filings Awaiting Approval in Clerk Queue  

 

7. The next table on the page is the “Related Filings” section. Listed here are any related filings that 

are currently awaiting approval by clerk in the Filings Awaiting Approval queue. Click the “+” to 

expand the list. To download and view the document, click the blue link. Depending on the web 

browser being used and its configuration, clicking on the Related Filings Document link will 

either open another browser tab where the document will display or cause a dialog box to 

appear prompting the user to open or save the document.  

8. Below this is the “Other Pending Actions” section. Here the judge can view additional filings that 

are awaiting action in either a judicial queue or a standard queue. Clicking on the title links will 

cause a warning dialog box to appear. The warning states the user will be routed to the queue 

entry that he or she has selected and will no longer be viewing the original queue entry. 

Note: Be careful to verify which queue entry is open. Opening another pending action can lead to 

issues if the user believes work is being done on entry A when it is actually being completed on entry 

B.  

Figure 79: Other Pending Actions  
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9. The next table on the page is the “Document Information” section. This is information submitted 

by the filer and approved by the clerk for this filing. It includes the base information the judicial 

staff or judge will be acting upon as well as the other documents included in the filer’s original 

submission. Clicking on a link under the “Document” column will, like the step above, open a 

copy of the listed document. These documents will usually be Microsoft Word (.doc or .docx) 

documents. 

Figure 80: Document Information  

 

10. Depending on the web browser being used and its configuration, clicking the Document link will 

either open another browser tab where the document will display or cause a dialog box to 

appear prompting the user to open or save the document.  

11. The “New Define Order” lists the new document the judicial staff or judge will be creating if the 

judge determines to grant the order. The user can view the filer’s document by clicking the view 

icon. Once opened, because the document is a Word document, the document can be edited 

and re-saved if appropriate. 
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Figure 81: New Define Order 

 

12. The user may need to upload a document because of changes within the original document or a 

change of file format. To do so, click on the “Replace Document”  icon.  

Figure 82: Replace Document Page  

 

13. The user is then taken to the “Replace Document” page. They can upload a different document 

by clicking Browse and, after finding the correct file, attach it by clicking Replace Document. 

This returns the user to the “Action Details” page.  

Note: Clicking Cancel returns the user to the “Action Details” page without making any changes to the 

document displayed. 
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Figure 83: Remove Replaced Document Icon 

  

14. Clicking the Remove  icon either next to the filer’s original document or next to a document 

uploaded by the clerk or judicial assistant will remove the document. A Warning box will open 

asking if the user wants to delete the document.  

Figure 84: New Define Order 

 

15. Clicking OK removes the document but opens a new section asking the user to select a 

document to include with the filing.  

16. Optional: If the clerk or judicial assistant is not going to finish processing the queue entry at this 

time, he or she can select “Use Filer’s Document” to restore the “New Define Order” to its 

original state. Select the document and click Add. 

Figure 85: Restoring Filer’s Document to Original State 

 



82 – Clerk Review User’s Guide 

 

82  

Copyright, July 2016 – Tybera Development Group, Inc.     
 

17. To add a document as required, the user will browse his or her local computer to select the 

document with the changes. After changing the document type appropriately and adding 

Additional Text, click the Add button to upload the corrected document.  

Figure 86: Uploading a Document 

 

18. The “On Behalf of” field must be populated in order to be allowed to complete final action on 

the Judicial Queue Entry page. 

19. Also located in the “New Define Order” section is the “My Signature” column. If the user is the 

appropriate person to sign the document and has a signature uploaded, he/she can select a 

signature from the “My Signature” drop-down.  

Figure 87: My Signature Drop Down 

 

20. If the user is a gatekeeper and will be reassigning the queue entry to a magistrate or judge for a 

signature, if instructed by the magistrate or judge on the particular document needing a 

signature, the gatekeeper may place a checkmark in the “Request Signature” checkbox. Make 

sure that in the “My Signature” dropdown, nothing is selected. This will route the queue entry 

to a “Signature Queue” where the judge or magistrate can complete a mass signature action. 

Figure 88: Require Signature Checkbox 

 

21. Below the “New Define Order” section is the “Note from Filer” and “Note History.” Click the 

expansion icon (“+”) to view any hidden information. If no notes are included with this filing, the 

word “None” will appear next to the note entry.  
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Figure 89: Note from Filer and Note History 

 

22. Before completing action on this page, in the textbox provided, the user may add a note to be 

included with this case. If the entry is being reassigned, for instance from a judicial 

assistant/gatekeeper to a judge, the note will be displayed for the person to whom the filing has 

been reassigned. If the filing is being signed and submitted, the note will appear for the next 

court employee. For example, a proposed order being changed to an order becomes a new filing 

and the order filed by the judge will appear in the “Awaiting Approval” queue for a clerk to 

approve. The clerk will be able to see the judge’s note. 

Figure 90: Note to Clerk/Court Staff 

 

23. Below the “Note to Clerk/Court Staff” is a “Note to Filer” field. Here the user can enter 

comments or instruction specifically for the filer. 
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Figure 91: Note to Filer 

 

24. Click the appropriate radio button for this case: “Sign and Submit Document,”  “Remove from 

Queue,” or “Reassign to.” The user must complete the next step before the actions are saved 

and recorded. “Reassign To” gives the user the option to select to whom they wish to assign the 

filing. 

25. Click the Sign/Return/Reassign button to complete the action.  

Figure 92: Action Radio Buttons 

 

26. Optional: Click the Back button to return to the “My Queue Entries” page without taking any 

action on the case just viewed.  

Using Signature Queue Mass Signature Function from “My Queue Entries” 

The eFlex system provides a means that allows judges to quickly sign multiple, non-substantive judicial 

entries. The process requires both that a primary signature be in place on the judge’s profile and that 

the judge have a gatekeeper, such as a judicial assistant.  

1. Judicial Queue entries for a particular judge route to his or her gatekeeper as designated in the 

judge’s or magistrate’s eFlex profile. 

2. The gatekeeper reviews the entry and makes the necessary changes as described in the above 

sections on using the judicial queue. 
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3. The gatekeeper checkmarks the “Req Signature” box to request the judge’s or magistrate’s 

signature. This is the trigger that will send the entry to the Signature Queue. 

Figure 93: Requesting a Signature 

 

4. The gatekeeper reassigns the entry to the judge. 

Figure 94: Reassigning to a Magistrate or Judge 

 

5. Upon logging into the system, the judge selects “View Queues” from the home page or, from 

the menu bar, selects Filings > Action Queues. 

6. On the “Queue” filter at the top of the “My Queue Entries” page, the judge selects “Signature 

Queues.” If the page does not automatically refresh, click the Refresh button. Every item listing 

on the refreshed page has had a manual request for signature applied.  

Figure 95: Signature Queues 

 

7. The magistrate or judge can look at the entry identifications under the “Queue” column or the 

“Title” column to determine if he or she has any questions about any entry. If so, the entry can 

be accessed as normal by clicking on the Title link. Otherwise, the magistrate or judge can select 
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the checkbox in the table header to select all the entries listed or can manually select the entries 

to which he or she wants to apply the primary signature. 

Note: If an entry in the Signature Queue is not assigned to the user who is logged into the eFlex system 

(ie: is assigned to a different magistrate or judge), the queue entry will display, but there will not be a 

checkbox to the left of it. A checkbox will only appear beside a signature queue entry that is assigned to 

the user who is logged in.  

Figure 96: Applying Signature 

 

8. Once the appropriate entries are selected, clicking Sign at the bottom of the Signature Queue 

listing will apply the magistrate’s or judge’s primary signature on a signature page attached to 

the end of the document. The page again refreshes and the entries are no longer listed (if there 

are only a few) or the entries are listed with a checkmark to the left until they are finished 

processing (if there are several entries it may take a little time to process). 

 

 



 Clerk Review User’s Guide – 87 

 

  Copyright, July 2016 – Tybera Development Group, Inc.    
 
 

Figure 97: Signed Items Indicated by Checkmark 

 

CASEaDIA 

Understanding CASEaDIA 

 
Tybera’s Binder technology is an add-on feature to its electronic filing software, eFlex. As a stand-alone 

product, Tybera refers to this technology as CASEaDia.  Tybera’s binder technology allows judges or their 

support staff to aggregate multiple documents and cases into a single portable document format (PDF) 

file. Its name, CASEaDia, is derived from the phrase ‘case-a-day.’ 

The term ‘Binder’ comes from the Adobe® Acrobat® program, which is used to generate documents in 

the PDF format. Adobe’s term “Binder” refers to a group of documents that have been collected and 

combined into one document.  

An electronic binder functions in essentially the same way as a three ring binder; it is a means of 

organizing a set of documents with bookmarks in a manner to make accessing and reviewing the 

documents both quick and easy.   

There are several different uses for binders in courts today. The first way to use a binder is as a Multi-

Case Binder. Creating a binder that contains multiple cases allows the user to view those cases in one 

document. For each case listed in the binder, there may be several documents pertaining to the case 

included with the basic case information. An example of a binder set up with multiple cases listed would 

be a binder created for a judge’s schedule of cases for a day. 

Binders can also be created based on a single case.  The Single Case Binder would be a single PDF 

document containing many or all of the case documents of a specific case. This approach to creating a 

binder is particularly effective with a case that has had several actions or many documents and 

attachments. The documents in a Single Case Binder are, by default, listed in reverse chronological 
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order, with the last documents submitted listed first. The Single Case Binder has the option of being 

auto-updated when additional filings to the case are submitted. 

The final possible type of binder is the Appellate Binder. The Appellate Binder is similar to the Single 

Case Binder in that the Appellate Case Binder is focused on only one case. The Appellate Case Binder is 

different than a Single Case Binder in that the documents included are listed in a chronological order, 

meaning that the first document listed is the first document that was filed. The Appellate Case Binder 

does not have the auto-update function.  

Although the primary focus of the binder software is to give judges the ability to easily access and 

review documents while they are either in a court session or at home, some court systems rely on a 

binder containing documents relevant to a single case as their tool in providing the media with the 

documents they require. 

Binders with a single case have been used by courts to provide or sell copies of high profile cases to the 

media. The completed binders are simply saved to CD and distributed, saving the court time and printing 

costs. 

The remainder of this User’s Manual will guide you through the steps in creating, updating, deleting, and 

using binders. 

Binder Creation 

 
Access to the Binder functions of the system is gained through the Court Review Interface. Because 

binders are a feature of the trusted zone, they are not available for viewing through the public Filer 

Interface. The role a user is assigned in the Court Review Interface will determine what level of access 

the user will have in working with binders on the system. Generally, judicial assistants, or in some cases, 

clerks, will be responsible for creating binders.  

 
1. To create a binder, the user must be logged into the Court Review Interface.  

2. After logging in, select CASEaDia from the menu bar at the top of any page in the Court Review 

Interface to be routed to the Binders page. From this page, you will be able to view a list of all 

current binders of any type or take the first step in creating a new binder. The list of binders will 

be specific to the court location with which the user is associated.  

Note: Binders are automatically deleted after a configurable period of time following the Event Date. 

The default time period is 90 days. 
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Figure 98: Creating a Binder from the Multi-Case Binders Page 

 

Multi-Case Binder Creation 

 
1. On the “Binders” page, in the New Binder section at the top of the page, select the Multi radio 

button instead of the Single default choice.  

2. Fill in the Name field with the name of the binder to be created. The name needs to be unique 

to this binder. Be sure the name distinguishes it from other, similar binders. For example, the 

name may include the type of cases or the courtroom location.  

3. Next, using the Calendar popup that appears when the user clicks into the Event Date field, 

select the correct Event Date. This date will help to distinguish this binder from similar multi-

case binders. 

4. With the Prepared For drop-down menu, select the assigned judge or magistrate. 

5. Click the Create button. The Binder Details pages opens.  
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Figure 99: Newly Created Binder on Binder Details Page 

 

6. The Create action creates a binder that will receive the documents that will be selected, but it 

does not yet generate the binder. A generated binder will be viewable as a pdf through which 

one can navigate by way of bookmarks. The Binder Details page is the page from which the user 

will initiate population of the binder and view the organization of documents that have been 

added to the binder. 

Single Case Binder Creation 

1. On the “Binders” page, in the New Binder section at the top of the page, verify that the radio 

button for Single is selected. 

2. Enter the Case Number for which the Single Case Binder is being created. 

3. Fill in the Name field with the name of the binder to be created. The name needs to be unique 

to this binder. Be sure the name distinguishes it from other, similar binders. Generally, the name 

field will be populated with the case title, which will automatically fill in if the user clicks into the 

Name field. 

4. With the Prepared For drop-down menu, select the assigned judge or magistrate. 

5. Unlike the above four required fields, the Auto Update checkbox is optional. 

6. Selecting Auto-Update will cause any documents filed after the creation/generation of the 

binder to be added to the binder list upon approval. The CASEaDia product runs a check and 

updates all Single Case Generated Binders for which subsequent documents have been added to 

the list. This check is run based on the time frame the creator of the binder selects as is 

described later in the “Change Queue” step of these instructions.  

7. Optional: If there are documents, such as legal research gathered by a staff attorney, stored on 

a local machine or network that are to be included in the Single Case Binder, click Create Binder. 

The Create action creates a binder that will receive the documents that will be selected, but it 
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does not yet generate the binder. Clicking Create Binder routes the user to the Binder Details 

page where all case documents are listed. From the Binder Details page, the user will be able to 

initiate the manual addition of pdf documents that are not part of the case history. 

8. Optional: If the only documents necessary for the binder are those documents recorded on the 

case history, click Generate Binder. The Binders page refreshes, the new binder is listed on the 

Existing Binders Table, and the “Generated Date” column indicates a status of “Submitted.” The 

user may click the Refresh button, which, when the binder generation has completed, will cause 

a “Generated Icon” to display in a column to the left of the binder Name and a date and time to 

display in the “Generated Date” column.  

Figure 100: Adding Time Configuration for Auto-Update 

 

9. Once the Single Case Binder has been created or generated and is listed on the “Existing 

Binders” table, to the right of the binder listing are additional columns labelled “Up to Date,” 

“Gen. Day,” “#,” and “Change Gen. Day.”  

10. Click on the dropdown under the “Change Gen. Day” column. Select a day of the week that the 

system will automatically check for updates to the case and re-generate the Single Case Binder. 
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Selecting “Daily” will cause the system to make checks on a daily basis to auto update the Single 

Case Binder. 

11. When the Gen. Day link is used to edit a day of the week or Daily, the user is routed to the 

Queue Details page. All of the Single Case Binders that are configured to be auto updated on the 

day selected are listed on the Queue Details page. Be sure any changes have been saved and 

click Back to return to the Binders page. 

12. The “Up to Date” column will display a “Yes” if the generated binder contains all the documents 

recorded in the case history at the time the user entered the Binders page.  

Appellate Case Binder 

1. On the “Binders” page, in the New Binder section at the top of the page, select the Appellate 

radio button instead of the Single default choice.  

2. Enter the Case Number for which the Appellate Case Binder is being created. 

3. Fill in the Name field with the name of the binder to be created. The name needs to be unique 

to this binder. Be sure the name distinguishes it from other, similar binders. Generally, the name 

field will be populated with the case title, which will automatically fill in if the user clicks into the 

Name field. 

4. With the Prepared For drop-down menu, select the assigned judge or magistrate. 

5. Optional: If there are documents, such as legal research gathered by a staff attorney, stored on 

a local machine or network that are to be included in the Single Case Binder, click Create Binder. 

The Create action creates a binder that will receive the documents that will be selected, but it 

does not yet generate the binder. Clicking Create Binder routes the user to the Binder Details 

page where all case documents are listed. From the Binder Details page, the user will be able to 

initiate the manual addition of pdf documents that are not part of the case history. 

6. Optional: If the only documents necessary for the binder are those documents recorded on the 

case history, click Generate Binder. The Binders page refreshes, the new binder is listed on the 

Existing Binders Table, and the “Generated Date” column indicates a status of “Submitted.” The 

user may click the Refresh button, which, when the binder generation has completed, will cause 

a “Generated Icon” to display in a column to the left of the binder Name and a date and time to 

display in the “Generated Date” column.  
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Manually Adding Documents to a Binder 

Adding Documents from a Local Computer or Network 

The CASEaDia search options allow a user to search for and add case documents stored in the CMS to a 

binder. A user can also search his or her local computer or computer network to add research or notes 

as instructed by the magistrate or judge. 

1. Clicking Create on the Binders page will take the user to the Binder Details page. Additionally, 

clicking a link in the “Name” column of the Existing Binders table on the Binders page will route 

the user to the Binder Details page. 

2. The top of the Binder Details page displays the binder information input when the binder was 

created. The binder identification information can be modified from the Binder Details page.   

3. To change the name of the binder, type the correct name in the text box. When new data is 

entered in the field, it causes a Save Changes button to appear at the right end of the row of 

action buttons. Changes made to the binder identification fields must be saved before exiting 

this page.  

Figure 101: Preparing to Populate Newly Created Binder 

 

4. Click Save Changes. The page will refresh with the new data recorded.  

5. To change the scheduled date, click in the “Event Date” text box and select a date from the 

Calendar pop-up or manually type in the new date. To save the new date, click Save Changes. 

6. To change the judge or magistrate to whom the binder is assigned, use the “Prepared for” 

dropdown select the correct individual, and click Save Changes. 
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Figure 102: Headers Added to Newly Created Binder 

 
 
All documents added to a binder must be organized under a header. Headers can be added prior to 
adding documents or added while adding a document. 
 

7. To add Headers in preparation for adding documents from a local machine or local network, 

click Add Header and type the header title in the textbox that appears.  

8. Clicking Add Header caused the Save Changes button to appear. Click Save Changes prior to 

leaving the page to record any changes or additions. 

9. To add documents to the binder, click the Add Docs button located just under the binder 

identification information. Clicking the Add Docs button will take the user to the Case and 

Document Search page, where the user has options to search either the CMS/DMS or a local 

computer for the appropriate documents to add to the binder. 
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Figure 103: Case Document Search Options 

 
 

10. To search for a document on your local computer or network, use the “Include Any Document” 

search option near the bottom of the page. This option may be useful when the clerk or judicial 

assistant wants to include a document, such as a ruling on a similar case that was accessed 

through a legal library or some other source outside the CMS. 
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Figure 104: Adding Documents from a Local Computer 

 

11. To perform a local search, first determine whether the document will be added to an existing 

heading or added to a new heading. Select the appropriate radio button. 

12. If “New” is selected, enter a new header name in the textbox provided. Also add a Bookmark 

Name to identify the document within the binder. The name of the document should help it to 

be both easily identifiable and communicate why it is included in the binder. For instance, 

“Example Ruling on…” would communicate the document purpose. 

13. If an existing heading is selected, use the dropdown menu to choose the correct heading and 

add a Bookmark Name to identify the document within the binder.  

14. Click on the Browse button at the bottom of the page. Navigate through your local or network 

computer directory until you can select the correct document.  
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Figure 105: Binder Details after Documents Added 

 

15. To add a document selected from your local computer to the binder, click the Add button at the 

bottom of the Case and Document Search page. You will be returned to the Binder Details page 

where the new document with additional information, including a link to the document, will be 

displayed under the selected or created heading.  

Note: Although the documents are now listed on the Binder Details page in eFlex, they have not yet 

been added to the PDF generated binder. The user must activate one of the Generate Binder buttons to 

add the new headers and documents to the PDF binder. 

Adding Case Documents: Single Case and Appellate Case Binders 

1. To add case documents stored in the CMS, from the Binder Details page, click Add Documents 

to open the Binder Case Documents page.  
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Figure 106: Adding Documents from CMS 

 

2. For either a Single Case Binder or for an Appellate Case Binder, the Case Number information is 

already known so the user will not enter the number on the Binder Case Documents page. If the 
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binder was newly generated, or for a Single Case Binder is set to auto update, the last entry on 

the Binder Case Documents page will indicate “All documents are already in the binder.” 

3. For either an existing Single Case Binder that does not have auto update configuration or for an 

Appellate Case Binder, the final entry on the Binder Case Documents page will be a listing of any 

documents that have been accepted and added to the case history since the last time the 

generated binder pdf or the eFlex binder list was manually updated. 

4. To add new case documents to the existing binder, select the documents to be added by clicking 

in the checkbox to the left of each listing to be included. The user may select the column 

heading checkbox if all the listed documents are to be added to the binder.  

5. Click Add Documents to save the documents to the binder list and to be returned to the Binder 

Details page.  

6. For a Single Case Binder, the headings and documents will be listed in reverse chronological 

order, with the most recent document filed or most recent header addition being listed first. 

7. For an Appellate Case Binder, the headings and documents will be listed in chronological order, 

with the first document filed on the case appearing at the top of the listing.  

Note: Although the documents are now listed on the Binder Details page in eFlex, they have not yet 

been added to the PDF generated binder. The user must activate one of the Generate Binder buttons to 

add the new documents to the PDF binder. 

Adding Case Documents: Multi-Case Binders 

1. To add case documents stored in the CMS, from the Binder Details page, click Add Documents 

to open the Case and Document Search page. 

2. To search the CMS for document, in the “Query for a Specific Case” section, enter the Case 

Number in the textbox provided, and click Search. 

3. The Binder Case Documents page will open and a list of all the documents that associated with 

the identified case will display under a header based on the case number. The documents in this 

list are all associated with filings recorded in the CMS. 
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Figure 107: Selecting and Adding Documents to the Binder 

 

4. Click in the check box to the left of each document to be included in the binder. To select all the 

documents listed, click the checkbox in the table header.  

5. Click Add Documents to add all selected documents to the binder and be returned to the Binder 

Details page where the new header and the associated documents are listed. The headings and 

documents are listed in a reverse chronological order. 
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Figure 108: Documents from CMS Added 

 

6. If the user wishes to add more documents or another case to this binder, click the Add Docs 

button again and repeat the steps above. At this stage, the binder is essentially a draft. This 

feature of CASEaDia allows the user to complete work on the binder at another time or allows a 

different user with access privileges to add to the binder prior to its finalization. The binder and 

its contents can be accessed through selecting the CASEaDia > List Binders option on the menu 

bar at the top of any page in the Court Review Interface.  

Generating a Binder PDF 

 
1. To move the binder from the draft stage to a single document PDF with bookmarks, click on the 

Generate button located at the top of the Binder Details page.  

2. The user may also create the PDF binder from the initial Binders page. To do so, click in the 

check box to the left of the binder(s) you wish to move from draft stage into a PDF. Next, click 
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the Generate Binder button located at the bottom of the page. CASEaDia builds the PDF and 

automatically creates a title page with bookmarks for each case and each document listed. 

Figure 109: Generating a Binder from the Multi-Case Binders Page 

 
 

3. Both the Generate and the Generate Binder buttons also act as an Update command in case 

additional documents need to be added to an already existing binder. 

Viewing and Modifying Binders 

The order in which headings are displayed in the binder can be altered. The user can also change the 

order in which the documents are listed as well. Additionally, entries can be deleted. These changes can 

be made when the binder is in the “Created” or build state and can also be made after the binder is 

generated. However, if additions or changes are made after a binder is generated and the binder has 

been downloaded to a local machine, the user will need to open and save the new copy of the 

generated binder in order to view the changes.  
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1. To view or modify a binder, select the Binders>List Binders option on the upper menu bar. The 

Binders page will appear and a list of binders currently on the system will display. The default is 

‘All’ binders.  

2. To expedite searching for a particular binder, the user can use the Filter By drop-down list at the 

top of the page to filter by the judge associated with the binder.  

Figure 110: Filtering List of Cases to View 

 
 

3. Additionally, the user can sort the visible list by clicking on any underlined column heading.  

Figure 111: Sorting List 

 

4. The Generated Date column informs the user whether the binder is in the draft stage or 

whether a single document, bookmarked PDF has been created. If no date appears in this 

column, the binder is still in the draft stage.  
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5. A binder that has been generated will have a Document icon directly to the left of the Name 

column. Clicking the Document icon will cause the binder PDF to download to your local 

machine. 

6. Any listing under the Name column acts as a link to the Binder Details page. From the Binder 

Details page, the user can view individual documents, add documents (including adding 

additional cases to a Multi-Case Binder), delete documents, or generate the binder PDF.  

Figure 112: Modifying Binders from the Binder Details Page 

 
7. On the Binder Details page, to view a particular document, click the Document icon  in the 

Link column to the right of that document. A secondary page will display the selected document. 

8. To add a document, click the Add Docs button and follow the Adding Documents to a Binder 

procedure in the Binder Creation section of this manual. 

9. To add a case or research category that will contain documents from a local machine, click the 

Add Header button. The header is the case name that will appear as the PDF bookmark. When a 

case or research category is added, the system automatically assigns it a place within the binder 

and a corresponding numerical value is listed in the Top column. There are no documents linked 

to a header. It is simply the organizational tool under which all the case documents are grouped.  

10. To delete a document or a case, click the red “X” listed to the left of the case or document you 

wish to delete.  

Note: Any documents deleted from a Single Case Binder that is configured to auto-update will be 

automatically added back into the binder the next time the system updates the binder. To prevent a 
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deleted document from repopulating in the Single Case Binder, de-select the Auto Update checkbox 

listed to the left of the binder on the initial Binders page. 

11. To change the order in which the headers are displayed, click into the “Top” textbox to the left 

of the header entry that needs to be moved.  

Figure 113: Changing Organization within the Binder 

 

12. Type a numerical place value for the desired position within the list of headers. The number 

must be within the range displayed.  

13. Click anywhere on the page outside of the textbox just changed. The page refreshes with the 

header and its associated documents moved into the desired position and the other headers 

automatically renumbered.  
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Figure 114: View of Reorganized Binder 

 

14. To change the order in which documents are displayed, click in the “Sub” textbox to the left of 

the document to be moved.  

15. Type in the desired position numerical value and click outside the textbox. 

16. To delete an entry, click on the red “X.” 

17. After any changes have been made using the features on the Binder Details page, click the 

Generate button located either at the top or bottom of the page to update the binder PDF.  

Deleting a Binder 

1. To delete a binder, select the Binders>List Binders option from the upper menu bar. The Multi-

Case Binders page will appear and display by default all current binders.  
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2. To expedite searching for a particular binder, the user can use the Filter By drop-down list at the 

top of the page to filter by the judge associated with the binder.  

Note: Binders are automatically deleted after a configurable period of time following the Event Date. 

The default time period is 90 days. 

Figure 115: Deleting Binders from the Multi-Case Binders Page 

 
 

3. After finding the binder you would like to delete, click in the check box to the left of the binder 

name.  

4. To delete the selected binder(s), click the Delete Binder button located at the bottom of the 

Binder Details page. 
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Working with Generated Binders  

 
Judges or other users wanting to access already generated binders must first login to the Court Review 

Interface.  

1. Select the Binders>List Binders from the upper menu bar.  

Figure 116: Downloading a Binder to a Local Computer 

 
2. The Binders page will appear. To download the binder PDF to a local computer, click on the 

Document icon pictured to the immediate left of the Name of the selected binder. Depending 

on your browser configuration, a dialog box will appear asking whether or not you want to 

download the Adobe Acrobat PDF file to your machine. Click OK.  

3. If the web browser is configured to open the PDF in another tab, wait until the PDF opens. 

Depending on the particular browser used, at the bottom of the PDF page, a tool bar will 

display. Other browsers may have the toolbar at the top of the display. Click the “Save” icon 

(which looks like a Floppy Disc) or the “Download” icon (which is a vertical rectangle with a 

downward pointing arrow inside it). On the dialog box that opens, name the file and select the 

location in which to save it. Click Save. Exit the web browser, locate the saved file on your 

computer, and open it.  

4. Access to the PDF binder file is through your local computer and not through the Court Review 

Interface.  
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Figure 117: Viewing Cases and Documents within the Binder 

 
 

5. Locate the downloaded binder document on your local computer and open it. At the upper left 

of the screen, you will see a Bookmark icon. If you are unsure of which icon is the bookmark 

icon, roll your mouse over the icons to view their identification bubbles.  

6. Click on the Bookmark icon to open a sidebar to the left of the main document. The cases will be 

listed by name. A small “+” will display to the left of each case name in this side bar.  

7. Clicking on the “+” will display a list below the case name and slightly indented. This list is all the 

documents that are included in this binder associated with the selected case. 

8. A Bookmark icon, slightly smaller than the one used to open the sidebar, is located to the 

immediate left of each case and each document listed. Click on this Bookmark icon to navigate 

to the selected document image within the PDF.   


