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Introducing eFiling

eFiling Basics

With efiling, attorneys licensed in North Carolina can create paperless documents and submit them to
the court electronically. The efiling system also makes it possible for the court to scan signed Orders and
Summons, and the filers that are participating on the case will receive a courtesy notice of these
documents so that they can download them, and in the case of Summons print them and deliver them
to the proper sheriff department for service.

The process is as follows:

1. An attorney prepares their paperless documents and creates a submission with the documents
and appropriate data.

2. As part of submitting the attorney is directed to epay to collect payments if there are court fees
that need to be paid.

3. After payment is made the documents are transmitted to the clerk’s server where the
documents are date and time stamped and posted for the Clerk Review queue.

4. |If avirusis found in the paperless documents, the submission is rejected.
5. The submission is reviewed by a clerk.

6. If approved, the clerk will print out the documents and store them in a paper format in the case
file. The clerk will also enter the data into VCAP. VCAP is the case management system of the
NCAOC.

7. After a submission has been processed, a receipt is returned to the filer. If the submission was
to initiate a case, then the receipt will include a new case number and other information.

8. The clerk will scan any requested summons and make them available electronically. The filer
may print summons and send them to the appropriate sheriff for service

Understanding the Filer Interface

The Filers Interface is where the filer logs in and creates submissions. Creating a submission means the
filer will fill out data on the web and upload documents. When the filer is finished filling out the data

and uploading documents, everything is packaged into a submission using the LegalXML format. The filer
is then asked to review the information. When the filer determines that everything is correct, the filer
submits the information. If court fees are required the filer is redirected to the epay payment system to
pay the fees. The package is then transmitted to the Clerk Review Interface, where the submission is
time-stamped. It is important to note that the time-stamp does not occur when the filer presses the
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submit button but when the package is posted in the Clerk Review queue. The features of the Filers
Interface include the following:

e |nitiate a case by adding the Pleading and Issues information.

e Send follow-up documents: answers, motions, briefs, amended complaints, and so forth
with the data that is associated with those types of documents.

e Receive courtesy notifications when a submission is electronically sent concerning the case
that you have been involved with. You will receive these courtesy notifications in your
account as well as in email messages.

e Check case history. Anyone with an account can look at a case history if they have the case
number and a participant's last name. If you are not registered as a participant on the case,
then you can look at the history but not download the documents. If you are registered as a
participant on the case, you can download the documents at no cost.

o Check the status of your submissions. Each submission has a status that changes states until
the clerk completes their process and either accepts or rejects the submission. If your
submission is a proposed order, then the state of ‘Filed’ does not mean the order is entered.
The judge still must take action. "Filed" only means the court has received your information.

e Resubmit a filing. When a submission is rejected, the clerk will usually include a note to
identify why the submission was rejected. (For example, the clerk may inform you that the
documents are not readable.) In the check status view on rejected submissions, you can
resend the submission by taking all the data in your previous submission and the documents
and prepare a new submission and leave it in a state where you can make changes and then
send the information again.

e Make Payment. Because you are redirected to the epay site to make a payment there may
be times when the response is not received and the efiling system does not know if the
payment was complete. If the final ‘Filing has been Submitted’ page with the amount paid,
use the Filing Status page to restart the Make Payment. You will see the status of your
submission is Make Payment. Clicking on the Make Payment button will restart the
payment process. This must be completed before you receive a date and time stamp.
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Working with Documents

Creating Documents

To create your documents, you'll need a word processing application, such as Microsoft Word, Adobe
Acrobat (or a PDF printer), and a scanner. It doesn't matter what operating system or word processing
application you use as long as you can convert the finished document to a PDF document.

Formats
For lead documents you should prepare them in a word processor and print them to PDF format. This is
the only format these documents can be uploaded in.

For Proposed Orders you should prepare these documents in a word processor and submit them in one
of the following formats:

e  Microsoft Word 98 - 2003 (.doc)

e Rich Text Format (.rtf)

e WordPerfect 6—12 (.wpd)
For images that you scan you can either submit them in PDF or TIFF format. TIFF format is a standard
output of scanners. Newer scanners support an output format of PDF as well.

PDF Basics

PDF (Portable Document Format) is a popular format created by Adobe Systems Incorporated.
Documents using this format can be read by Adobe Reader, a free application available from the Adobe
website. This type of document is considered a final form document because it cannot be edited. It is
fixed and appears the same on nearly every machine using Adobe Reader. Because the document looks
the same regardless of the machine, NCAOC policy is to send documents as PDF documents except for
Proposed Orders. A PDF document has the extension .pdf appended to the filename, for example,
sample.pdf.

If you have a PDF printer driver installed, you can create PDF documents directly from Microsoft Word.
Some word processing applications, such as Corel WordPerfect, include a PDF printer driver as part of
the application. There are several vendors that see PDF printer drivers.

Including Paper Exhibits

Many times you will need to include paper documents—such as a copy of a contract, a copy of a
bounced check, or some other item—in your submission. You must scan these types of paper exhibits
into an accepted electronic format to efile them. To do this you must have access to a scanner. Pay
attention to court requirements for file size, color, and resolution. The NCAOC requests that you use
Black-and-white settings with a low resolution (300 dpi) resulting in pages that are 15 to 20 KB in size.
Using color adds to the size of the file, so you should only scan using color settings when color is a vital
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element of the exhibit and then lower the resolution to reduce the file size but to not destroy the ability
to view the image. See your scanner's user documentation for more information.

Document Size

The court has established a 2 MB limit for each document. Generally, a 200 page document printed from
your word processor to a PDF document in black and white will be less that 2 MB if the document does
not have any images, such as pictures or graphs.

If you have created a document that is over 200 pages or larger than 2 MB, you will need to split the
document into a set of smaller files. Therefore, make sure you include the main document first when
you split a document into smaller sections and enter additional text to identify which part of the
document you are including such as ‘Part2 of Motion’.

Documentation Submission Limits

You can include as many documents as you need; however, there is a limit to the total size of the
submission. The Add a Document screen, which appears during the efiling process, will show the size of
each attached document. The limit is 16 MB per submission.

8
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Working with Profiles

My User Profile

When you register for an account, you are required to provide profile information, which can be edited

later. Some information cannot be updated by you once you register, such as your Bar number. Your

profile information includes the following:

Organization: This defines what organization you are associated with. Each user must
belong to an organization.

User Name: Your user name can be changed; however, it must be unique. If you change
your username, the system will test it to see if the name you requested is unique or not. If
your new username is not unique, you'll receive a message telling you that you must select a
different username.

Bar Number: This is your North Carolina Bar number assigned to you.

Phone: Your phone number.

Email: Your main email address where you will receive notification messages.

1st Alternate email: The alternative email addresses are provided so that someone else can
receive email notices when you receive courtesy notices on your cases. This may be used for
partners or assistants.

2nd Alternate email: The alternative addresses are provided so that you can have someone
else receive e-mail notice when you receive courtesy notices on your cases. This may be
used for partners or assistants.

Address: Your mailing address.

Date Approved: The date the NCAOC Administrator approved your account.

To view or edit your user profile:

1.

Select My Profile > My Profile from the menu.
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User Profile

Kerry Ward
Lser Mame: knweard
Organization: Tybera Development Group
Bar Mumber: 4444
User Identifier:
Phone:
Fau:
Erail: kward@tybera.com

1st Alternate EMail;
2nd Alternate EMail:

Address: 360 W 920 N
Suite 100
Crem, UT 84037
LS
Roles: Attorney
Date Approved: 2009-03-30 158:33:01.5593
Expiration Date:

Modify User Profile Change Password

e To edit your profile, click Modify User Profile to see what information can be changed,
then make the necessary changes. Fields marked with and asterisk (*) are required.
e Tochange your password, click Change Password, then enter a new password.

Note: Other users cannot see your profile information. Only the system administrator or your
organization administrator can see your profile information.

Passwords

You may change your password whenever you want. We recommend that your password be something
that you can remember but is difficult for others to figure out. A good password has symbols,
characters, and numbers.

To change your password:
1. Select My Profile > Change Password from the menu.

10
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Change Password
*Required Fields

Pasgward: *
Mew Password: * |

Canfirm Mew Password:

2. Enter your current password.
3. Enter your new password, and then confirm it in the Confirm New Password field.
4. Click Submit.

Login History
The Login History screen shows your login failures to help you monitor any unauthorized login attempts.

If your account has too many login failures, the system will automatically suspend your account. If this
occurs, click on the Contact Us in the Login page to find the phone number to call. Changing your
password on a regular basis is one way to help avoid unauthorized access to your account.

To view login history:
1. Select My Profile > View Login History from the menu.
The list shows the attempts along with the date, login result, and IP address of the requesting
machine.

Login History

Kerry Ward Log In History
Employee Account Status: Active

Date Logged In Log In Result Requesting IP Address
2002-04-21 15:56:18.625 Denied 127.0.0.1
2009-04-21 13:56:14.859 Denied 127.0.0.1
2009-04-20 12:12:42.046 Denied 192.168.0.73
2009-04-19 23:01:28.125 Denied 127.0.0.1
2009-04-16 21:12:19.968 Denied 192.168.0.121
2009-04-16 12:55:07.187 Denied 192.158.0.76

11
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Application Basics

Navigating from the Home Page

The Home page is your starting point as a filer and is the default screen you see when you login. All the
basic filer functions are accessed by clicking the appropriate button on the home page. You can also
navigate using the menu bar.

Home eFile Cases My Profile Log Ouk

Horme

Mew Case File new caze
Existing Case File subsequent document(s) to an existing case
Filing Skatus Check the status of my filings

List of my cases

Matifications (6) Review your Motifications

Your username appears on the right side below the banner. If you have any courtesy notifications, a
number will appear to the right of the Notifications button, showing you how many unread notifications
you’'ve received on cases you are participating in electronically.

To log out of eFlex and terminate your session to the efiling server, click Log Out on the menu bar.

Note: This is a web application. Your web session will terminate automatically if there is no activity on
the webpage for 20 minutes. A session is considered active as long as you are interacting with the web
server. For example, if you do not click a submit button within 20 minutes, the session will time out and
log you off the system. However, when the system logs you out, the screen doesn’t change. It appears
that you’re still logged on, but as soon as you click a button, you will be asked to login. Typing in a text
field does not count as being “active.”

Each time you click Log Out, if there are draft filings stored for your account, you will receive a message
asking if you still want to log out. This is a reminder to clean up items that you no longer need.

Working with Cases
When you initiated a new case or sent in a follow-up filing, even if it is just a notice of appearance, the
case number is added to the My Cases list.

To view your cases:
1. Click My Cases on the home page or select Cases > My Cases from the menu.

12
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My Cases Murnber of cases displayed per page: |10 v

Case Number County Participant's Last Name

Alamance w Hiskary

Ex: 09CYSO000&87

{51 Show active O Show Inactive O Show Both

Case Caption ¥ Case Number Case Type County Inactive "]
#IHYATT, CLINTOM vws DENTON, JaY 09CWS000028 Civil Supetior 200 Fl P
# HYATT, CLINTOR vws DEMTON, Jay N9CYS000027 Civil Superiar 200 FE E
+ HYATT, CLIMTOR ws DEMTON, Jay N9CYS000026 Civil Superiar 200 F F
+ HYATT CLIMTOMN ws DEMTON, JaY 09CYS000025 Civil Superiar 200 F F
FIHYATT, CLINTOM ws DEMTON, JaY 09CYS000024 Civil Superior 200 Fl Pl
] JOHMSOM, I s JIMSCH, J0HM 09CYS000023 Civil Supetior 200 F F
+] JOMES, JARETH s COMMELY, JENMIFER. O9Cys000022 Civil Superior 200 |:| D
+ ROMTOM, MICK vs SI,NIKK N9CYSO00021 Civil Superiar 200 FE E
+ DOGEETT, JOHN ws REYES, MOMICA 09CYS000020 Civil Superiar 200 F F
# SATO, TOSHIKD ws HART, JOHK 09CYS000019 Civil Superior 200 F L]

1234 =MNext

From here, you can

e View any case history of cases that have been initiated electronically by entering a case
number, county, and participant's last name, then clicking History.

e View a case summary by clicking the case number.

e Filter cases by active, inactive, or both.

e View case documents by clicking the plus [+] sign next to the Case Caption.

e Search for cases by clicking Search My Cases and entering search criteria.

You may delete cases from your My Cases list. Check the box next to the case and click Delete. You will
be prompted with the following: "If you delete cases you will no longer receive case notifications and it
will no longer be listed in your "My Cases" list." The cases you delete are still on the court server but
they are not in your eFlex account.

Using Notifications

Once you have efiled on a case, the case number is stored in a database and your username is
associated with that case. When someone else sends a follow-up submission on any case that your
username is associated with, you will receive a courtesy notification for the submission.

Note: These notifications are not permanent. They are deleted after a certain period of time, which is
determined by the court. They do not replace the current rules and procedures of the court that
requires the filers to send paper notifications to parties on the case.

13

June 25, - North Carolina AOC — Phase Il Information Solution - Tybera Development Group, Inc.



14 - Filer Interface User’s Guide

To see your notifications:

1. Click Notifications on the home page or select Cases > Notifications from the menu.

Noftifications

MNotifications for Kerry Ward

Mark &s Read Mark As Unread

Document(s]) filed by...

Withdraw as Counsel was Flled by ar in behalf of Kerry Ward

Diocuments:
Withdraw as Counsel

[0 A withdraw as Counsel was filed by or in behalf of Kerry Ward

Documents:
Withdraw as Counsel

[ B withdraw as Counsel was filed by or in behalf of Kerry Ward

Diocuments:
Withdraw as Counsel

[0 A withdraw as Counsel was filed by or in behalf of Kerry Ward

Documents:
Withdraw as Counsel

[ B withdraw as Counsel was filed by or in behalf of Kerry Ward

Documents:
Withdraw as Counsel

Case Caption

HYATT, CLINTOM vws DEMTON, 18Y

HYATT, CLINTOM vws DEMTON, 18Y

HYATT, CLINTOM vws DEMTON, 18Y

HYATT, CLINTOM vws DEMTON, 18Y

HYATT, CLINTOM vws DEMTON, 18Y

Case Number

09C\5000030

093000028

095000027

093000025

095000025

¥ File Date

04-20-2009

04-20-2009

04-20-2009

04-20-2009

04-20-2009

2. Click the link to see details of the submission, which includes links to the submitted

documents.

You should download those documents for your own records. An icon of a letter that has
not been opened will appear on the notifications that you have not reviewed. Once you click

on the notification, the icon will change to an opened envelope, indicating that you have

viewed it. You can delete the notifications from your list after you have reviewed the

information.

Note: Receiving a courtesy notification does not mean the clerk will accept the submission. If
there is something wrong with the submission, the clerk can still reject the information, but it

does give you information regarding the intent of another party on the case.

Including Filing Charges

Some documents that you file require court fees. The final step before you submit anything to the court

is to review the data and documents in your submissions. eFlex calls the NCAOC system to calculate fees
and displays those fees on the Review and Approve page. If one of the documents you included requires
a court fee, you will be redirected to the epay payment system to pay the fees with either a credit card

or echeck. When payments are made, eFlex records the payments and keeps track of payment

information for the last twelve months. If you go to the court and make a payment directly, those

payments will not appear in eFlex.

14
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To view filing charges:
1. Select Cases > Filing Charges from the menu.

Filing Charges

Report Month Apiril A

April 2009 Charges for Kerry Ward

Case Caption My Case # Court Case # Description aDate Account Authorization Code Fee
MNew Case Civil Superior 04-04-2009:06: 44 INDIGENT $0.00
COUGHLIM, JAMES, C, IR, Dr versus GADDING, GORDON,G 09CYS000001 Civil Superior 04-04-2009:07: 24 INDIGENT $0.00
& wersus ¥ 09CYS000001 Civil Superior 04-04-2009:07: 24 INDIGEMT $0.00
COUGHLIN, JAMES, C, JR. Dt versus GADDING,GORDOM,G 09CYs000001 Civil Superior 04-04-2009:08:03 INDIGEMT $0.00
MNew Case Civil Superior 04-06-2009:04:49 INDIGENT $0.00
MNew Case Civil Superior 04-06-2009:04:52 INDIGENT $0.00
Mew Case Civil Supetior 04-06-2009: 0458 IMDIGENT $0.00
COUGHLIM, JAMES, C, IR Dr versus GADDING,GORDON,G 09CYS000001 Civil Superior 04-06-2009:08:05 INDIGENT $220.00
JEMSOM, JAMES, IR, versus STATE OF NORTH CAROLINA 09CYS000002 Complaink 04-06-2009:08:54 1234567 $0.00
JEMSON, JAMES, C, IR wersus STATE OF MORTH CAROLIMA 09SPFOO0OOL Motice of Sale/Resale 04-06-2009: 05,54 1234567 $0.00
BANK OF AMERICA versus REECE, JAMES 09SPFOODO0G Commissioner of Bank Suspension 04-07-2009:10:28 1234567 $0.00
JOHNSOM, JIM versus JIMSON, JOHN 09CYS00000G Mevw Trial 04-07-2009:10:29 1234567 $220.00
JEMSORN, JAMES, IR, versus JEMSON, JEMNIFER. 09CYS000005 Complaink 04-07-2009:10:33 1234567 $220.00

2. The current month is displayed by default. Select a month from the Report Month drop-
down list. Information about each payment made during that month, including the case
number, case title, method of payment, and the amount is displayed.

eFiling a New Case
Here is a summary of the steps to efile a new case:

Prepare your documents.

Select a case type.

Enter case information as part of the process.

Add one or more plaintiffs or petitioners, depending on the case type.
Add one or more defendants or respondents, depending on the case type.
Add documents.

No vk wnNR

When adding the complaint, add one or more pleadings with any associated issues and
associate parties to the issues.

o

Review the filing.

9. Submit the filing and make the payment.

10. Check the status to make sure the ‘Received’ status is reached to make sure your date and
time stamp has been recorded.

To eFile a new case:
1. Have your documents ready.
2. Logon to the system.
This will open the Home page.
3. Click New Case on the home page or select efile > New Case from the menu.
The Case Type screen appears.

15
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Case Type

Description
Civil Superior
Special Procesdings Foreclosure

4. Click the appropriate case type:
e  Civil Superior
e Special Proceedings Foreclosure

To add case data and add parties:
1. If the case type is Civil Superior, there are three additional options for Jury, Complex

Litigation, and over $15,000. Follow the procedure "To efile a new case," shown above.

The Case Initiation screen appears.
Case Initiation: Civil Superior

Client #

County * Chowan
] 1ury Demand

] complex Litigation

[ amount in Controversy does not excesd $£15,000

Add Case Participants Add My Parties Add Other Parties
Participant Name Role Attorney(s) for Party

2. Fillin the Client #. This is a number the attorney may assign to a case before they know the
case number. Some attorneys call this their case matter number.

3. You must identify the County fields. There are only two counties currently supported for
the Interim solution which are Chowan and Davidson counties.

4. Add Plaintiffs to the case by clicking Add My Parties. This button automatically associates

the filing attorney to the party being added.

16
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Add a Party: Civil Superior

Farty Type: FlaintiffPetitioner ¥ Add an Attorney for this Party

Party Title: ! v| losthame:® | |

Business O Person ® Agency O |AgengyType w|  BarD:™ | |

Name Frafix: :\ m

First Name: = | | Last Name Bar ID Delete
WARD 444 X

Middle Name: | |

Last Mame: * |
(or Business Mame)

Additional Alias or Business Name

Hame Suffix: | V|
g | | | | Business ©  Persan @ Agengy O |ﬂeno,r Type "-I
Phone: xt
; Hame Prefix: V|

Fax #:

| | First Name: | |
Physical or Last Known Address:
Registered Agent: | | BN e | |
(Agent Service Only) s rmas *
Address Line 1 | | {or Business Mame) | |

i Suffix:
Address Line 2 | | ol
Add

City:= | |

e First Name Last Name - business Delete
County: b
State:™ |Nurth Carelina V|

Zip / Postal Code: | % |

5. Fillin the fields on the Add a Party screen. Fields marked with an asterisk are required.
When you select the Business or Agency option then some of the fields that are required for
a person cannot be filled in.

6. Click Next. This will return you to the Case Initiation page.

Cage Initiation: Civil Superior

Client #

County * Chowan v

[ aury Dermand

[ complex Litigation

[0 amount in Confroversy does not exceed 15,000

Add Case Participants add My Parties #dd Other Parties
Participant Name Role Attorney(s) for Party

7. Add additional parties your represent by following steps 3-5.
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8. On the Case Initiation page, Add Defendants by clicking Add Other Parties.
These are parties you do not represent.

Add a Party: Civil Superior

IEfen dant V—|

Party Type:

Add an Attorney for this Party

Party Title: |

v! Last Name:™ | |

Busness O Person ® Agengy O |AgencyType ¥|  BarD:™ | |
Name Prefix: [ ¥ Jadd

First Name: * | | Last Name Bar ID Delete
Middle Name: | |

Last Name: = i

| Additional Afias or Business Name

(or Business Name)

Business O Person ® Agency O |F\99”C}’T¥P9 "|

Hame Suffix: [ VE
; I Name Prefix: | Vl
Fhaone: [ ext | | o
First Name: | |
Fax #: ! |
; Middle Name: | |
Physical or Last Known Address:

Registered Agent:

| Last Name: * T |

(Agent Service Only)

Address Line 1:* |

{or Business Name)
[ B

| Name Suffix:

Address Line 2 |

| rcd]

| First Name Last Name - Business Delete

City:* |
County: [ v
State:™ | North Carolina V|

Zip / Postal Code:

[

9. Fillin the fields on the Add a Party screen. Fields marked with an asterisk are required.

10. Click Next. This will return you to the Case Initiation page.

Case Initiation: Civil Superior

Client #
County * Chowan v
[0 1ury Demand

[0 complex Litigation

[ amount in Controversy does not exceed $£15,000

Add Case Participants
Participant Name

Add My Parties

Add Other Parties

Role Attorney(s) for Party

11. (Optional) Add additional parties by following steps 7-9.

18
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12. Click Next, then follow the procedure "To add documents to a new case," shown below.

To add documents to a new case:

19

1. Create a case and add parties as shown above.
2. Click Next on the Case Initiation page to display the Add a Document page shown below.

o v

9.

ELECTRONIC
FILING

user: Kerry Ward

NORTH CAROLINA COURT INFORMATION SYSTEM

My Profile

Draft Fiings 2+ Add a Document
Case Type : Civil Superior

Document Category * Service Documents -
Document Type * Request Issuance of Summaons -

Document Description

Page Count
(*.pdf)
Document Location
Add to Submission Add
Document Name View Document Edit Data  Size Pg Count Remove
Form form. xml E 0.01MB
Complaint complaint. pdf g 0.04 MB 3 B
Request Issuance of Summons civil summons. pdf 0.05 MB 2 B

Total Size:  0.09 MB

Back Move to Draft

Select a category from the Document Category drop-down list. For a Civil Superior Case you

will select the Pleading Category. This will display the Document Type category. For more
information about how to define the pleading and issues for a case refer to the Pleadings
and Issues section below.

Select the Document type. For a Civil Superior Case you might select the Complaint
Document Type.

The Document Description field is optional.

The Page Count field is required on certain Document Types because they affect the
calculation of court fees.

Locate they document you have prepared by clicking on the Browse. The operating system
Open Dialog will display. Browse for your documents and click on Open. This will return you
to the Add a Document page with the file path to your document displayed in the Document
Location field.

Click Add. If you are adding a Complaint or other documents that define Pleadings and
Issues a page will display where you can define the Pleadings and Issues. This is explained
below.

If the document is large you will see a message “UPLOADING, DOCUMENT PLEASE WAIT”.

10. Once you complete any information associated to your document, the document is

transferred from your local directory to the Court’s efiling server and is ready to be included
in the submission. Repeat the steps on this page to add all your documents.
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11.

12.

13.

14.

15.

16.
17.

18.
19.

20.

21.
22.

20

Each time you add a document the document entry is displayed in the lower section of the
page as shown in the above Add a Document page.

Clicking on the View Document link of each entry will retrieve the document from the efile
server so that you can view what you uploaded.

(Optional) Click the Edit Data icon next to any listed document to change the information
you entered that was associated to that document. If there is no information collected that
is associated to that document no Edit Icon will be displayed for that document entry.
(Optional) If you happened to upload the wrong document you can click on the X under the
Remove column. This will remove that document from your submission.

(Optional) Click the Cancel button to discard the submission you just worked so hard to
create.

(Optional) Click Move to Draft if you want to finish this submission at a later time.

On the Add a Document page click the Next button at the bottom of the page. The Review
and Approve page will display.

Home eFile Cases My Profile Log Out user: Dallas Powell

Draft Filings =» Add a Document 2» Review and Approve Filing
Review and Approve Filing

Case Type : Civil Superior

Payment Method:

@ Pay on-line
Estimated Fees: $110.00

™) Filing Affidavit of Indigency Go to Add/Remove Documents to attach the affidavit if not already included.

Generated XML Data: Change Filing Info
View Data
Document(s) to be Submitted: Add/Remove Documents
Document Name View Document
Complaint Dog Bite COMPLAINT  pdf

Regular Summong Barker Summons  Barker Summons, pdf

Cancel (Delete) Move to Draft

The fee amount you owe is displayed on this page.

You can go back to change the Case Initiation which includes the party information by
clicking on the Change Filing Info button.

You can go back to change the documents by clicking on the Add/Remove Documents
button.

You can back up to the Add a Document screen by clicking the Back button.

You can cancel and discard this submission by clicking on the Cancel (Delete) button.
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23. You can store your submission in Draft and finish it later by clicking on the Move to Draft
button.
24. Click on the Next button to file the submission. The message below will display if you owe

court fees.
The page at hitpy//192.168.0.104:3080 says: =5 |

0 If fees are associated with this filing, you will be automatically prompted to enter a credit card
payment. Payment of all fees is required before the filing will be submitted to the court.

oK |’ Cancel ]

25. Click the OK on this message and you will be transferred to epay to make payment.

26. Click the Cancel button will return you to the Review and Approve page.

27. Follow the epay steps to make a payment.

28. When you have completed the epay process you will be redirected back to the efiling server.

29. If you are not redirected you need to go to the Filing Status page and click the Make
Payment button on your submission entry to continue. For more information about
payment issues refer to the section on Payment Issues and Resubmit.

30. If your payment was successful you will return the efiling and Your Filing has been

Submitted page is displayed as shown below.
Home eFile Cases My Profile Log Qut user: Dallas Powell

Home 2& Filing Status 2 Submission Confirmation

Your Filing has been submitted

Case Type: Civil Superior -

Note: This filing is now being processed and added to the Clerk of Court document repository. Once ECF has stored the
documents associated with your filing, a receipt will be issued to you. You may view the status of this filing, and access your
receipt for 60 days, after which it will be purged from this system. The documents will be retained and available long term
through the Clerk of Court.

Case Caption Court Case # Description Date Account Authorization Code Total Fees
Complaint  1582-10-14 19:00:00.0 null 1001 £112.10

Filing Status

31. The payment receipt will be emailed to you. The amount you paid is also displayed on this
page.

32. When this page is displayed this means your payment was successful and your submission is
being transferred to the Clerk’s server for review.

33. Click on the Filing Status page if you wish to review the status of your submission.

34. Click the Home link on the menu or any other link to go to a different point in the efile
application.
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To add pleadings and issues:

1. From the Add a Document page Select Pleading in the Document Category pull-down menu.
Home eFile Cases My Profile Log Qut user: Dave Smith
Case Type =p Case Initiation =2 Add a Document

Case Type : Civil Superior

Document Category * Pleadings -
Document Type * Complaint -

Document Description

Page Count 3
(*.pdf)

Document Location CDemo Docs\ComplaintiCOMPLAINT . pdf

Add to Submission

Document Name View Document Edit Data  Size Pg Count Remove
Faorm form. xml E’ 0.01MB

Total Size:  0.0ME
Move to Draft

2. From the Document Type drop-down list Select Complaint.

Browse to locate your complaint.
4. Click Add. When you add the document to the submission the Pleadings and Issues page
will display as shown below.

ELECTRONIC
FILING

user: Kerry Ward

NORTH CAROLINA COURT INFORMATION SYSTEM

My Profile

Draft Filings = Add a Document = Pleadings

Civil Superior

Add Pleadings  Add a Pleading... Al ~dd Pleading
Pleading Issues Party Association
> Complaint Add an Issue... ~ e

L 7 MNegligence - Other E By Agnst Party Name
] KIM DELORES DOUGLAS
[ MINNIE BURNETT MIXON

5. A Pleading of type Complaint will automatically be added on Case Initiation.

6. You can add as many Pleadings as your need by Selecting a Pleading and pressing the Add
Pleading button.

7. You can add as many Issues as your need by Selecting a Issue and pressing the Add Issue
button

8. If you added the wrong pleading you can remove that pleading by clicking on the red X icon
on the right of the entry.
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9. When you add a Pleading on the Pleading line entry is an Issue drop-down list. Select an
Issue from the list and Click on the Add Issue button.

10. If you added the wrong Issue you can remove that Issue by clicking on the by clicking on the
red X button on the right of the entry.

11. Once you have added all your Pleadings and Issues you can click on the checkboxes to
associate parties to the various issues you have added.

12. Clicking on the Next button will add the Complaint to the Add a Document Screen and you
will complete your submission as described above.
The Add a Document screen opens and the document appears in the document list.
e C(Click the document name to view it.
e C(Click the Edit Data icon to change the document information.
o Click the remove icon to remove the document from the case.
e C(Click Move to Draft if you want to finish the procedure at a later time.

Request Issuance of Summons and other documents

When initiating a case using the paper process the filer generally prepares a summons for the clerk to
sign. This document is often submitted with the pleading. When the summons is signed by the clerk they
are distributed to the sheriff or process server who serves the summons with the pleading information
to the other parties of the case. Now, using the efile system certain types of summons are automatically
generated and not prepared in advance by the filer. These automatically generated summonses follow a
pattern similar to the paper process. In the efile system rather than creating a summons document and
then including this document in your submission you will instead supply the information necessary to
generate the summons.

23
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To make such a request, when you are adding your documents in the Add a Document screen,
you will select the Service Document category.

| ~TDROKIC
ELECTRONIC

NORTH CAROLINA COURT INFORMATION SYSTEM FILING

| Home efile Cases | My Profile Log Out wger: Camtestng Testng Last Name

Draft Filngs =+ Add a Document

Case Type : Civil Superior

Document Category = W

You must select a Docu Additional Documants | this filing.
| AN ers/Responsas Edit Py

Dm:ppeal Docurnents ument ol Size Count  REmOve
(Arbitration
Eoem Bankruptcy Documents Er Qolme

Oiscovery Documents =
Filings/Reports otal Size: ama

Hearings/Calendaring

Judgments/Orders

Mediation Docurmnents

Mabions

Payments/Credits/Cancaflation of Judgrents
Fleadings

Post Disposition

R-E:elst

Trial Decuments

Morve (o Draft

Under the Service Document category you will see some entries that begin with Request
Issuance of... Three of those Request document types follow this new pattern. These
documents include:

1. Request Issuance of Summons
Request Issuance of Alias Pluries Summons
3. Request Delayed Service of Compliance

You can select one of these types of documents to be included in your submission. When you select one
of these entries you will not have the option to browse and upload one of these types of documents.

NORTH CAROLINA COURT INFORMATION SYSTEM
| | vome TS Cases | My Profile Log Out |

Draft Fings =& Add a Docurment

t: Camrgesting Te

Note: Once one of these
document types are selected

Case Type : Civil Superior

Document Category = | Senvice Documents L the browse button W| ” be
e’ R . disabled because the filer will
Document Description | 4, [}
S b ot of ieoring not upload a document. As
Fage Count Natice of Hearing i
Weshcs: o Kayariin.. — seen on the next slide, an
Order of Amtachment 4 L g - -
COSUMENELOSEBEN. | S QM—”,/. Add” button will be displayed
Addto Submismon  [RSGUCS:Endorsement of Summens. | forthe filer to click on to
Reauest Issuance of Alias Fluries Summons Edit = -
2 Request Notice of Right to Designate Exempt Froperty Data i d ! spl ay the correspond ! ng WEb
S Request irit of Fassession & oo form, which will be used to
Transcript Request Total Sizer ©.0M8 generate the PDF forms.

24

June 25, 2010 — North Carolina AOC — Phase Il Interim Solution - Tybera Development Group, Inc.



Filer Interface User’s Guide - 25

Instead you will click the ADD button after you select one of these three documents.

NORTH CAROLINA COURT INFORMATION SYSTEM -
m__-_—!_ﬂ_c_- {H Cavrw My Profile Lazg Ul user: Camiesting T0<- ng L' Harma

Dra® Féngs = Acd a3 Docurment

Case Tvpe : Civil Superior

Document Category = | Senice Documants L

Documant Type = Request lssuance of Summaons -

Docurment Description

Fage Count
= .pdf) e — 2 5
Document Locatkon ( Ty Brﬂwse IS d]satﬂEd [
Add toe Submission == —
b Hanmos View Documment ;:; Sz c:g“ RO
Form fewram ol E oDy
ToLN Seew: Q.0 i

ot § o o Joex

Click the “Add” button to display the
corresponding web form for the
selected document type.

orlne help | Lises

Clicking on the ADD button presents a screen where you will answer some questions about the service.
Shown below are screen shots of the requests. As an example, if you had selected “Request Issuance of
Summons” then you would see the following form displayed:

Name And Address of By Party's Attomey {if none By Party's address)
Hama Jehn Dog [Atborney)
AdEnEsS Ling 1 VX Amy Strest

AOSNESS Ling 2

iy Ralaigh
Siate Higerth Carohna oo
g [ Pastal Code 616

Note: The filer can : _
b= = Sedect the By Party and the Against Party(s) to be Senned (You can select two parties to be served per

SEIEEt .-.E.E ,a.i” if -;jnununﬁ}- |
th Ey hEWE more | gl By ¢ 1 (Chack shis f theee 15 mare than on By party for this summans)

F : Participant lame Address Current Role  Attomey(s) lor Party
than one Dlalntlff ARY TOWN OF 1:L.“ LY Flanfiff Febtoner  TESTING LAST NAME
RALFIGH CTTV &iF 448848 244480440, 0iF Bedandnnt

Selectthe “"Ev" and
“Against” parties

e If a business does not have a registered agent, filers will have the ability to select the
North Carolina Secretary of State for service. It is not necessary to select the party
name when using the NC Secetary of State as the party name will automatically
print.
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Select the By Party and the Against Party(s) to be Served (You can select two parties to be served per summons)
[0 By et al (Check this if there is more than one By Party for this summans)

P:r‘;\t AF?:rlt"it Participant Hame Address Current Role Attorney(s) for Party
() |4l ROBERT JOHNSON 123 Hill Street Plaintiff/ Petitioner WARD
Raleigh, NC
Ll Attn: MC Secretary of State, Process Agent
FO Box 29622
Raleigh, MC 27626-0622
] E BIG 4 RACING INC. 169 Business Fark road Defendant
Raleigh, MC
Attn: NC Secretary of State, Process Agent
FO Box 29622
Raleigh, NC 27626-0622 Motice that you can choose NC Secretary of State
for service if the party does not have a registered
agent.

Or, if you would have selected “Request Issuance of Alias Pluries Summons” then you would see the
following form displayed:

NORTH CAROLINA COURT INFORMATION SYSTEM .

Balt Féngs o Add 2 Dequment @ Als Plunes Surmmaons

Civil Superior

Abea and Praes G Check The box for Alias
Date Grignal Summans Tssued 2j082000 | Lo I and P1 uﬁes and enter the
Date(s) Subsequent Summons{es) Issued o104/2000 | ol (oastzv2000 | L) fr2seavanos | (EH oF -
e Flates for the previously
issued summons.

Hame Johm Do (Amdarney)

Address Line 1 2 Arry Strest

Address Line 2

City Raleigh

State feorth Caroling -
Zip [ Postal Code 261G

Select the By Party and the Against Party(s) to be Served (You can sekect two parties to be served per
SUMmmons)

By EE Al {Chack this if thare i more than on By party for this summans)

By Against o ppant hame Address Current Role  Attorney(s) for Party
Party Party
& a CARY TOWH OF ;11: :"] T ILETAL N Flairtiff Patitioner  TESTING LAST MAME
LS. ) BALEIGH CITY OF SEA444 4454984, HE Diferndant
B3 =3
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And if you would have selected “Request Delayed Service of Compliance” then you would see the
following form displayed:

NORTH CAROLINA COURT INFORMATION SYSTEM

Drafs Fings < Add 3 Document = Raguest For Sérnice

Civil Superior

Name And Address of By Party's Attomey (if none By Party’s address)

Hame lohn Doe [Attornay)

Address Line 1 12 Ary Stréet

Address Line 2

Ciy Raleigh

State Marth Caraling r
Zip [ Postal Code 27618

Select the By Party and the Against Party(s) to be Served (You can select two partles to be served per
SUMIONS])

=] By Er Al (Check this if there i more than on By party for this simmons)

By Angainst

Party Party Participant Mams Address Current Roks Attomey{s) for Party
O CARY TOWH OF '}: :1] FLERLEL AT Flainiff/Petitioner  TESTING LAST NAME
o = RALEIGH CITY OF 444444 244548445 1D Dedendant

When you are finished filling out the information on the screen, you will click the Next button at the
bottom. From the information you entered, the type of document you selected will be automatically
generated. The generated document will be included in the list of documents for this submission at the
bottom of the Add a Document page. Below the heading “View Document” you can click on the
document link and download or view the document.
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MNORTH CAROLINA COURT INFORMATION SYSTEM

[ ——

& 1 Civil Superior

Click on “View Generated Document”
PP r—— to view the PDF form.

Click on “Next” to review and
submit the case to the court

However the document is not complete or issued because the clerk has not yet signed the document.
When you are finish adding all the documents you need to have included in this submission, and
complete any payments required, you will then send the information to the clerk.

28

June 25, 2010 — North Carolina AOC — Phase Il Interim Solution - Tybera Development Group, Inc.



Filer Interface User’s Guide - 29

STATE OF NORTH CAROLINA

Burke County

-

In The General Court OF Justice
[ District Superior Court Division

M OF Pt

YELLOW QFANGE

Agdress

12345

CIVIL SUMMONS

Ciy, Sree, Zip

Ealeizh MC 14234

[J ALIAS AND PLURIES SUMMONS

VERSUS

FimmE OF DEfEndaT|s)
ANNIE SMITH

JENNY BLUE

Dare Origing! Summans /ssued

Diateis} Subseguent Summonsies) lssved

To Each OFf The Defendant(s) Named Below:

M And Address Of Defendant 7
ANNIE 5MITH

123 Any Street

Baleigh NC 12345

hame And Address Of Delendant 2
JENNY BLUE

12345

Raleizh NC 14234

A Civil Action Has Been Commenced Against You!

last known address, and

I

You are notified to appear and answer the complaint of the plainti as follows:

1. Serve a copy of your written answer fo the complaint upon the plaintiff or plaintiffs attomey within thirty (30} days after
you have been served. You may serve your answer by delivering a copy to the plaintiff or by mailing it to the plaintiffs

2. File the original of the written answer with the Clerk of Superor Court of the county named abowve.

you fail to answer the complaint, the plaintiff will apply to the Court for the relief demanded in the complaint.

Name And Address Of PlalnfiiTs Affomey (F None, Address OF Plaintt®
Arorney25 lasmama?s

901 Corporate Center Dmive

Ealeizh HNC 27607

Dare issued "’T""e

Sipnarure

[ oeewy cse [ aswmanr csc [ coers or superor cour

[J ENDORSEMENT
This Summans was onginally issued on the date

be served is extended sixty (60) days.

indicated abowve and returmed not served. At the request
of the plaintiff, the time within which this Summons must

Dare OF Endorsement Time
| Oam Cewm
Signature
[ oeourv csec [ Assistart c5c [ ek o superior court

From the Home page, click on the Filing Status button or click on the "eFile > Filing Status" menu

option.

Find the submission you are interested in and click on the link “Filed” under the Status column

Notice in this document the clerk’s signature is not yet included and the case information is not
complete. You will not receive a copy of the issued document until after the clerk reviews and files your
documents. Once the information is recorded the issued document can be accessed through your
receipt. Once the submission is updated with the final status, a link in the receipt for the issued
document will be included. To access your issued document use the following steps:

on the right of the entry to view the receipt for that submission.
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."‘”““""“"‘"""‘“"”" INFORMATION| - \ioypTi CAROLINA COURT INFORMATION SYSTEM “
-

; e G vy Proe | Log Out

I'illllg Statws
Canstestinsg Testing Last Mame Flsgs
Report Criteria;
Vi Flngs Betveeen: 0306/ 3030 __':j AP :Im
Filing Status Betwesn 02/ 16/ 2010 and Today
1 Filing 0 Chent @ Cass Rumber v 0ate bt berd. Dexument atus
On the home MW | O NEEOE e SUSGARIIN awl—ti— fi
page, click on i of g 1
“Filing
Status” to see
cases filed. Click on the
e . z v | “Filed” status to
view the receipt.

3. The link to the issued document will be displayed in the receipt towards the bottom.

Filing Status

Statun Figd 02-16-2010:11:22:44 AM
Fias Trackrg [ 14
etk Tracarg 50 a0

Submated By
Date Submated
Offical Pl Staro

Caia Cootmn

Testng Last Flama,. Camtartng
D2-18-2OL0A02TIT AM
0Z-16-201 0 10:2 71509 &AM

CARY TOWN QF v RALERGH CITY

OF

Casa Dlusmber 10CWS00I456

Cats Typs Crl Supenos

Court LSctsn Davidsar

MeoTel Ths flng vwill Be removed from eFes on 01 7-2010

Documant Farnes

Razcan lmueros ol Burmmom

Bagoadl Cueoud lar . de of Cimgnsi

Bagead jincerdn of Alas Foures B

Rasporiss

awi Prntable R o
Hosponne

L g L L
ard@tybem.com

EFKCITRI runi

e umeek Hame Wiy Dhoecismmaent

Vo S Cw g b

R T T e
Bagusat L srcs oF &ben Fore Sy pacemmeall] pot
Baguaat Dawred Sarce o Coomp wat Earraaa( 1)
e

4. Clicking on the link will display a downloaded message. From this dialog you will identify where
you want to save the document. The document will be in Adobe Acrobat PDF format. You can
view or print the document using the Adobe Acrobat Reader. The images below shows examples
of the completed documents. You will see the case number, the clerk’s signature, and their title
were added to the incomplete document example from above.
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STATE OF NORTH CAROLINA

Burke Ct}unw

’F\! ™

QSCTTS07804]

In The General Court Of Justice
[] District Superior Court Division

N O FaaieT
TELLOW ORANGE

Adaress
12345 CIVIL SUMMONS

Gy, State, Zis [J ALIAS AND PLURIES SUMMONS

Baleigh HNC 14234

VERSUS G.5. 1A-1, Rules 3, 4

Hame OF Defendant(s) Dafe Origing! Summons fssued

ANNIE SMITH

Dafefs} Subseguent Summonsies) Issoed

TENNY BLUE

To Each Of The Defendant(s) Mamed Below:

Fame £ng ADGrEES OF Defendant T Fame £nd ADGrEES OF Defendant I

ANNIE SMITH JTENNY BLUE

123 Any Street 12345

Fualeigh HNC 12345 Raleigh HNC 14234

A Civil Action Has Been Commenced Against You!

You are notified to appear and answer the complaint of the plaintif as follows:

. Serve a copy of your written answer io the complaint upen the plaintiff or plaintiffs atiomey withim thirty (30} days after

you have been served. You may serve your answer by delivering a copy to the plaintiff or by mailing it to the plaintffs

last known address, and

2. File the original of the writt=n answer with the Clerk of Superior Court of the county named abowve.

If you fail to answer the complaint, the plaintff will apply to the Court for the relief demanded in the complaint.

Fiame And ADSFESS Of FRIMGTS AGMEY (1 None, Aagress OF Fiaint
Artorney25 lasmamal s

901 Corporate Center Drive

Raleigh NC 27607

‘Dare issued Time
2009-12-10 08:36:00 AN
Sgnarure
s/ Camille Spruill
[ cepuy cse [] assistant cac [ cierk o superior cout

[0 ENDORSEMENT
This Summaons was originally issued on the date

indicated above and retumed not served. At the request
of the plaintiff, the time within which this Summens must

be served is extended sixty (80} days.

\Date: Of Endorssment

Oam Oewm

|T|."\=

Signun

[ [ asssant csc [ oo or supemor cour
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STATE OF NORTH CAROLINA

Burke CDU”W

’F\! ™

Q9CT507894]

In The General Court Of Justice
[] District Superior Court Division

Hame OF PR
YELLOW ORANGE

AGIess

12345 CIVIL SUMMONS

oy, Smee, Zip [£] ALIAS AND PLURIES SUMMONS

Baleigh NC 14234

VERSUS G.5. 1A-1, Rules 3, 4

Hame Cf Defendant(s) Dafe Origing! Summons /'ssued

AMNNIE SMITH 12012008

Diafeys} Subseguent Summonsies) lssued
JENNY BLUE 11012009 11042009 1103/ 2000
1240272009 11162008 0915/ 2008

To Each Of The Defendant(s) Named Below:
Hame And Agdress Of Defendant 7 Hame And Agdmess Of Defendant 2
ANNIE SMITH JENNY BELUE

123 Any Street 12345

Eualeigh HC 12345 Faleizh NC 14234

A Civil Action Has Been Commenced Against You!

“ou are notified to appear and answer the complaint of the plaintif as follows:

. Serve a copy of your written answer io the complaint upon the plaintiff or plaintiff's atiorney within thirty (20} days after

you have been served. You may serve your answer by delivering a copy to the plaintiff or by mailing it to the plaintiffs

last known address, and

2. File the original of the written answer with the Clerk of Superior Court of the county named above.

If you fail to answer the complaint, the plaintiff will apply to the Court for the relief demanded in the complaint.

Hame And Address Of PlaindiPs Affomey (I Mone, Address OF Plaint® Digfe fgsumg Time
Attorney25 lasmamals 2009-12-10 08:36:00 AM
001 Corporate Center Drive Signanrs
s/ Camille Sprill
Raleigh HC 17607 [ penun oso [ Aszstant cac [ cren: or supenor cowr

[0 ENDORSEMENT
This Summens was originally issued on the date
indicated above and returmed not served. At the request

of the plaintiff, the time within which this Summeons must

be served is extended sixty (80) days.

Diafe OF Engorsement

Oav Oewm

|T|.'ﬂ!

SNt

[T ceser o5 [ assistant c5c [ o o superior court
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Fie o
STATE OF NORTH CAROLINA ’ [RS——
Fim ko
Alsmance County
In The General Court OF Justice
[ District  [x] Superior Court Division
Hame CF Fladnii
GERRY SMITH DELAYED SERVICE
VERSUS OF
Mame OF Defendant
HARRY GREEN COMPLAINT
JENNY BLUE G35 1A-1, Ruks 38 4
TO: TO:
Mame And Agdress Of Defendant 1 Mame And Agaress Of Defendant 2
HARRY GREEM TERNY BLUE
12345 12345
Faleizh NC 14234 Faleizh NC 14234

summens was issued. You must

‘You are being served with a copy of the complaint in this action, the delayed filing of which was orderaed when the

1. Serve a copy of your written answer to the complaint upon the plaintiff or the plaintiffs attorney within thirty (30) days
after you have been served. You may serve your answer by delivering a copy to the plaintiff or the plaintifis attomey or
by mailing a copy to one of them at his'her last known address.

2. File the original of the written answer with the Clerk of Superior Court of the county named above.

If you fail to answer the complaint, the plaintiff will apply to the Court for the relief demanded in the complaint.

Mame And Agdress Of PRINTS Aftamey (If None, Adaress OF Plaint®
Artommey25 lasmamal s
001 Corporate Center Drive

Raleigh NC 27607

2009-12-10 08:36:00 AM
Signature
5/ Camille Spruill
[ pemy csc O asseanrcze [ gt o superior couwt

You are responsible to deliver the document to the sheriff or process server and pay them to serve the

documents on the other parties.

This process to request issuance of one of these documents is not limited to just case initiation but can

be included in follow-up filings as well.

eFiling to an Existing Case

Filing to an existing case is similar to filing a new case. The summary steps are

Prepare your documents.
Select an existing case.
Add documents.

Review the filing.

vk wn e
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Submit and make payment if any.
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The procedures for these steps are shown below.

To add a document to an existing case:
1. Click File to Existing Case on the home page or select eFile > Existing Case from the menu.

Existing Cases

Type in a case identifying information
Cage Murmber (Ex: 09CYS000067)

Case Number County Participant's Last Name

Alamance v

Or, select a recent case, filter all your cases.

= Mumber of cases displayed per page: | 10

Case Caption ¥ Case Number County
HYATT, CLIMNTOM s DEMTOM, J8Y 09CYS000028 200
HYATT,CLIMNTOM s DEMTOM, J8Y O9CYS000027 200
HYATT, CLIMNTOM s DEMTOM, J8Y 09CY 5000026 200
HYATT,CLIMNTOM s DEMTOM, J8Y 09CY 5000025 200
HYATT, CLINTOM s DENTOM, 18Y 09CYS000024 200
JOHMSOM, JIM s JIMS0MN, J0HN O9CY 5000023 200
JOMES, JARETH vs COMMELY, JEMMIFER 09CY 5000022 200
ROMSCN, MICK ws STng, NIKKI 09CYS00002 1 200
DOGEETT, JOHM ws REYES, MOMNICA 09CY 5000020 200
SATO, TOSHIKD ws HART, JOHM O9CY 5000019 200
1234 =Mext

2. Ifyou are not yet registered as a participant on the case you must enter a case number,
county, and participant's last name, then click Submit in the upper section of this page. This
action will check to see if this case was initiated electronically in the efiling system.

3. If you entered the wrong case number, wrong county, or did not enter a Party’s last name
properly you will receive an error message and you must repeat the process.

4. If you are already registered on the case you can select a case from the list on the page as
displayed above.

5. From either method of identifying the existing case, when you are success the Add a
Document page will be displayed. Unlike on a new case, a yellow banner will display as
shown below.
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L N

11.

12.
13.

14.

15.

16.

17.

Home eFile Cases My Profile Log Out user: Dallas Powvell
Home = Existing Case =2» Add a Document

09CVS000023 Case Caption : JOHNSON,JIM vs JIMSON,JOHN

Case Type : Civil Superior

Document Category  : Answers/Responses i-

Document Type = Amended Answer/Reply -

Document Description

Page Count
Document Location Browse...
Add to Submission Add
Document Name View Document Edit Data Size Pg Count Remove
Amended Answer Reply Rose Answer,pdf 0.01MB 4 Ex

Total Size:  0.01MB
Move to Draft

Select a category from the Document Category drop-down list.

Select a document type from the Document Type category drop-down list.
(Optional) Enter text for Document Description.

The Page Count field is required on certain Document Types because they affect the
calculation of court fees.

. Locate they document you have prepared by clicking on the Browse. The operating system

Open Dialog will display. Browse for your documents and click on Open. This will return you
to the Add a Document page with the file path to your document displayed in the Document
Location field.

Click Add. If you are adding a Complaint or other documents that define Pleadings and
Issues a page will display where you can define the Pleadings and Issues. This is explained
below.

If the document is large you will see a message “UPLOADING, DOCUMENT PLEASE WAIT”.
Once you complete any information associated to your document, the document is
transferred from your local directory to the Court’s efiling server and is ready to be included
in the submission. The next step is to add other documents such as Summons that need to
be issued by the clerk. Repeat the steps on this page to add all your documents.

Each time you add a document the document entry is displayed in the lower section of the
page as shown in the above Add a Document page.

Clicking on the View Document link of each entry will retrieve the document from the efile
server so that you can view what you uploaded.

(Optional) Click the Edit Data icon next to any listed document to change the information
you entered that was associated to that document. If there is no information collected that
is associated to that document no Edit Icon will be displayed for that document entry.
(Optional) If you happened to upload the wrong document you can click on the X under the
Remove column. This will remove that document from your submission.
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18.

19.
20.

21.
22.

23.
24.
25.

26.

(Optional) Click the Cancel button to discard the submission you just worked so hard to
create.

(Optional) Click Move to Draft if you want to finish this submission at a later time.

On the Add a Document page click the Next button at the bottom of the page. The Review
and Approve page will display.

Home eFile Cases My Profile Log Out user: Dallas Powell

Home =& Existing Case 2 Add a Document 2 Review and Approve Filing

Review and Approve Filing

09CVS000023 Case Caption : JOHNSON,JIM vs JIMSON,JOHN
Case Type : Civil Superior

Document(s) to be Submitted: Add/Remove Documents

Document Name View Document

Amended Answer/Reply Rose Answer.pdf

Use the link on the participants name to update their information.

Modified Participant Name Role Attorney(s) for Party
JIM JOHNSON Plaintiff Lucinda Ward
JOHM JIMSON Defendant Kerry Ward
BILLY BOB Defendant

Cancel (Delete) Maove to Draft

In this image there are no fees associated to this submission.

You can go back to change the documents by clicking on the Add/Remove Documents
button.

You can back up to the Add a Document screen by clicking the Back button.

You can Cancel that discard this submission by clicking on the Cancel (Delete) button.
You can store your submission in Draft and finish it later by clicking on the Move to Draft
button.

Click on the Next button to file the submission. The message below will display if you do not
owe court fees.

http://localhost

Your submission is complete. Click OK to submit.

[ ok |’ Cancel ]

1.
2.

36

Click on the Cancel button and you will return to the Review and Approve page.

Click the OK button on this message and your filing will be submitted and the Your Filing has
been Submitted page is displayed.
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ELECTRONIC
FILING

user: Dallas Powell

NORTH CAROLINA COURT INFORMATION SYSTEM

My Profile

Home = Fiing Status 2& Submission Confirmation

Your Filing has been submitted

Case Type: Civil Superior -
Note: This filing is now being processed and added to the Clerk of Court document repository. Once ECF has stored the
documents associated with your filing, a receipt will be issued to you. You may view the status of this filing, and access your

receipt for 60 days, after which it will be purged from this system. The documents will be retained and available long term
through the Clerk of Court.

Filing Status

3. When this page is displayed this means your submission is being transferred to the Clerk’s
server for review.

4. Click on the Filing Status page if you wish to review the status of your submission.

5. Click the Home link on the menu or any other link to go to a different point in the efile
application.

Understanding Filing Status

Whenever you eFile something to the court, the status of your filing is updated to reflect its progress.
Each filing will be updated with several different statuses. Some happen so quickly that you may not see
all the status changes. The Filing Status screen displays the status of each submission as it is updated
until the final status has been received.

Filing Status

Kerry Ward Filings
Report Criteria:

Wieww Filings Between: 04,/22,/2000 E"I AND

Filing Status Between 04 /22 /2009 and Today

[1 Fling ID Client # Case Number ¥ Date Submitted Document Type Status

F 277 04-22-2009:06:54:17 PM fppeal Return Awaaiting Appraval

O 275 09CYS000025 04-22-2009:06:09:33 PM Affidawit Payment Pending Make Payment
i 274 09CYS0000Z5 04-22-2009:05:44:07 PM Affidavit Payment Pending Make Payment
O 273 09CYS000026 04-22-2009:05:32:33 PM Affidavit Payment Pending Vake Payment
il 271 09CYS000026 04-22-2009:04:37:11 PM Affidavit Payment Pending Make Payment
F 270 04-22-2009:12:09:04 PM Complaink Rejected Feesubmit

Each entry in the list represents the status of a filing.

Each entry on this page is temporary and is deleted after a certain period of time. The period of time
this information remains is configurable by the efiling administrator but is usually not less than 30 days.
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You should check each entry. Sometimes, although a status is complete, there may still be a note from

the Clerk of the Court notifying you of fees due or other information.

To check the status of your submissions:

1.

From the Home page, click Filing Status or click eFile > Check Status from the menu.

Filing Status

Kerry Ward Filings
Report Criteria:

Wieww Filings Between: 04,/02,/2000 E- AND

Filing Status Between 04 /22 /2009 and Today

Delete

[] Fling ID Client # Case Number ¥ Date Submitted Document Type Status

I:l + 277 04-22-2009:06:54:17 PM Appeal Return Awaiting &pproval

[] mezs 09CYS000025 04-22-2009:06:09:33 PM affidavit Payment Pending Make Payment
[0 =z 09CYS000025 04-22-2009:05:44:07 PM Affidavit Payment Pending Make Payment
[0 mez73 09CYS000026 04-22-2009:05:32:33 PM Affidavit Payrment Pending Make Payment
[ ®mez7t 09CYS000026 04-22-2009:04:37:11 PM Affidavit Payment Pending Make Payment
0 ®z70 04-22-2009:12:09:04 PM Complaink Rejected

2.

(Optional) Filter the list by using the calendar icons to select a starting and ending date, then

click Go.

e Click the [+] symbol in the Filing ID column to display the documents associated with the
filing. Click the document name to view/download the document.

e Click the filing status to display additional details about the filing. This information will
include information such as the time-stamp your submission received. Click the
document name to view/download.

A filing can have the status of

38

Package Pending: Documents and data are being prepared in an electronic package to be
sent to the Court's Clerk Review system.

Sent: Documents and data have been transmitted to the Clerk Review system.

Received: Documents and data have been received by the Clerk Review system and the
filing time recorded.

Processing: Documents and data have been checked for viruses and validated and will be
posted for the clerk to approve.

Filed: A clerk has reviewed your information and a receipt of the results has been returned.
If your submission only contains a Proposed Order then the status of ‘Filed’ only means that
the Proposed Order has been transferred to the judge for action but it does not mean any
official action was taken.

Rejected: The submission was rejected. The receipt will state the reason for the rejection.
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e Resubmitted: The submission was rejected and a new one was created through the use of
the Resubmit button.

e Make Payment: If you owed money on this submission and the epay payment system failed
to redirect you back to the efiling system your filing will receive a status of Make Payment.
It is important to note that this status means your filing does not yet have a date and time
stamp associated to it. Clicking on the Make Payment button on the right will cause the
efiling system to test and see if payment was made. If payment was made the final page,
Your Filing has been submitted will appear. If the payment was not made you will be
redirected to epay to make the payment and then continue.

When a submission is rejected, a Resubmit button appears next to the Rejected status. Clicking
Resubmit automatically creates a new submission based on the previously rejected submission. You can
then change what was rejected by either deleting the document in question or correcting the
information entered.

If a submission is rejected, the receipt will include a reason field. Although some reasons are entered
automatically by the system, for example, if one of the documents contained a virus, the clerk typically
types in the reason for the rejection.

Note: The My Filing screen is not where you should look for case information; instead, click My Cases on
the home page.

Payment Problems
There are three conditions that could cause your filing to have payment problems. They are:

1. No Money Collected / Submission not complete: For some reason the payment process was
not completed and no fees were paid. In this case the filing receives a status of MAKE
PAYMENT and the submission date and time is not recorded.

2. Money Collected / Submission not complete: For some reason the payment was paid but
the epay response returning to efiling was interrupted. In this case the filing receives a
status of MAKE PAYMENT and the submission date and time is not recorded.

3. Money Collected / Submission was completed / The clerk rejects the submission for some
reason.

For the first two conditions listed eFlex cannot tell whether payment was made or not because epay did
not return to the efiling system with an update. For both of these conditions you need to look at the
Filing Status screen and click on the Make Payment button. eFlex will query epay to see if payment was
completed. If payment was completed the efiling system will complete the submission and display the
“Your Filing is submitted” page with the payment information. From this point your filing will receive a
time stamp. If payment was not completed the efiling system will redirect you to the epay system to
make a payment. If the epay system does not return you to the efiling system you should repeat this
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step. If after a few tries the payment process continues to fail you should contact the court and ask how
they would like you to proceed.

If payment was collected and for some reason your filing was rejected the court has money and no entry
in VCAP their case management system to associate the payment with. To resubmit your filing you can
either start all over or go to the Filing Status page and click the resubmit button as shown in the image
below.

Filing Status

Kerry Ward Filings
Report Criteria:
Wieww Filings Between: 04,/02,/2000 E- AND

Filing Status Between 04 /22 /2009 and Today

[] Fling ID Client # Case Number ¥ Date Submitted Document Type Status

I:l + 277 04-22-2009:06:54:17 PM Appeal Return Awaiting &pproval

[] mezs 09CYS000025 04-22-2009:06:09:33 PM affidavit Payment Pending Make Payment
[0 =z 09CYS000025 04-22-2009:05:44:07 PM Affidavit Payment Pending Vake Payment
[0 mez73 09CYS000026 04-22-2009:05:32:33 PM Affidavit Payrment Pending Vake Payment
[ ®mez7t 09CYS000026 04-22-2009:04:37:11 PM Affidavit Payment Pending Make Payment
0 ®z70 04-22-2009:12:09:04 PM Complaink Rejected

Clicking on the Resubmit button is like creating a new submission but all the data and documents you
entered previously are already included in the filing.

First you need to correct anything that may be in error that caused your filing to be rejected. One
reason for rejection may include your documents were not legible. Once you have corrected the
problem if you have previously made payment you need to add the receipt from epay so that you can
waive additional fees. To do this select the Document Category ‘Receipt’ and the Document Type ‘epay
receipt’ as shown in this image.
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ELECTRONIC
FILING

user: Kerry Ward

NORTH CAROLINA COURT INFORMATION SYSTEM

My Profile

Draft Filings =» Add a Document

Case Type : Civil Superior

Document Category * : Receipt L

Document Type * ePay Receipt -

Document Description

Page Count
(*.pdf)
Document Location
Add to Submission Add
Document Name View Document Edit Data Size Pg Count Remove
Form form.xml E’ 0.01MB
Complaint complaint3 COMPLAINT. pdf E 0.02 MB B

Total Size:  0.02MB

Move to Draft

Once you have included your epay receipt to avoid making payment a second time, when you reach the
Review and Approve page you will see an amount but you will check the fee waiver option:

Previously Paid Item (Must include the Receipt / ePay receipt to avoid rejection)

DO NOT SELECT THIS WAIVER OPTION IF YOUR RECEIPT WAS APPLIED TO ANOTHER FILING FEE.
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ELECTRONIC
FILING

user: Kerry Ward

NORTH CAROLINA COURT INFORMATION SYSTEM

My Profile

Draft Fiings 2» Add a Document 3 Review and Approve Filing
Review and Approve Filing

Case Type : Civil Superior

Payment Method:

@ Pay by Credit Card or Check
Estimated Fees: $110.00

° Affidavit of Indigency Go to Add/Remove Documents to attach the affidavit if not already included.
) Government Agency
@ Previously Paid tem (Must include the Receipt / ePay receipt to avoid rejection)

Generated XML Data: Change Filing Info
View Data
Document(s) to be Submitted: Add/Remove Documents
Document Name View Document
Complaint complaint3 COMPLAINT.pdf

ePay Receipt previous payment ROS.pdf

Back Cancel (Delete) Move to Draft

Selecting this option will indicate to the efiling system to not redirect you to the epay system. Instead
your submission will be completed and receive a date and time stamp. If you select this fee waiver
option in error, or you did not include the proper epay receipt the clerk will reject your submission.

You can access the payment dispute resolution policy at www.efiling.nccourts.org/payment policy .

Refund Process
The steps below identify the procedure to request a refund:

1. Acivil or special proceedings clerk should verify that an overpayment has been made. The civil
clerk then completes a Payment Authorization form including the name and address of the
person/entity to receive the refund, the amount to be refunded and the case number (if one
was assigned) or the eFiling reference number in the case number field.

2. A copy of the epay receipt should be attached to the Payment Authorization.

3. The bookkeeper should use the attached receipt to verify that the funds were actually deposited
to the clerk’s checking account. The receipt number or the eFiling reference number can be used
to search for the receipt on the epay website.

4. Once the deposit of funds is verified, the bookkeeper should process the Payment Authorization
by refunding the amounts receipted from their associated account numbers.

A record of the refund is attached to the epay receipt and placed in the civil or special proceedings file.

NOTE: When processing the refund, the epay processing fee will not be part of the refund. Those fees
are collected by epay and are part of the value the court can refund.
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Saving Submissions as Drafts

The Draft feature acts as a backup if you are disconnected from the internet. Whenever you begin
creating a new submission, eFlex records data each time you advance to the next screen, including any
document data you have loaded. If your internet connection goes down, the system creates a draft of
your submission. When you're back online, you can continue the process. Each time you log out, you will
be prompted if you have any partially completed submissions.

To resume work on a draft filing:
1. Click eFile > Draft Filings to see a list of partially completed submissions.

Draft Filings

[] Filing ID Client # Case Number Filing Description ¥ Create Date  Days Until Deletion
D 276 Civil Superior 04-22-2009:06:19:45 PM &0
D 272 09CYS000030 Civil Superior 04-22-2009:05:30:23 PM &0
D 267 Civil Superior 04-21-2009:06:45:45 PM 58
[] 247 Spedial Proceedings Foreclosure 04-20-2009:01:03:14 PM 55
[] 242 095PFOO0001 Spedial Proceedings Foreclosure 04-158-2009:04:21:59 PM 56
D 241 Civil Superior 04-15-2009:04:20:12 PM 56
[] 240 Civil Superior 04-15-2009:04:11:22 PM =]

2. Click the Filing Description name to return to the last page you worked on.

3. Continue with the submission.
You can also delete entries if you no longer need the information or if you completed the
submission by starting over.

Courtesy Notice of Electronic Filing

Whenever someone eFiles something on a case you are involved in, the efiling system will send you an
email message and post a Courtesy Notification of Electronic Filing (to your account. However, this will
only occur if the case is listed on the My Cases screen. This list shows the cases you are registered as a
participant in through the eFiling system. If you are a participant on a case that is not listed, you can
eFile a Notice of Appearance on the case. A clerk will review the submission, and, if approved, add you
to the case.

Note: The courtesy notification information is temporary. After a configurable length of time, the
notification information is deleted. You should check each entry and download the documents, then
delete the notification. The Envelope icon changes once you have clicked the link to view the
documents, indicating which notifications you have viewed.
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Note: It is important to note that these courtesy notifications do not replace the current rules and
procedures that require you to send paper notices to other parties on the case.

To view the list:
1. Click Notifications from the homepage or select Cases > Notifications from the menu.

Notifications

MNotifications for Kerry Ward

Mark &s Read Mark As Unread
"1 Document(s]) filed by... Case Caption Case Number | ¥ File Date
F Withdraw as Counsel was Flled by ar in behalf of Kerry Ward HYATT, CLINTON vws DENTOR, 1AY  03CYS000030 04-20-2003
Diocuments:
Withdraw as Counsel
[0 A withdraw as Counsel was filed by or in behalf of Kerry Ward  HYATT,CLINTON ws DEMTON,JAY  09CYS000028 04-20-2009
Documents:
Withdraw as Counsel
[ 1 withdraw as Counsel was filed by or in behalf of Kerry Ward  HYATT,CLINTOR vs DENTON,JAY  029CYS000027 04-20-2003
Diocuments:
Withdraw as Counsel
[0 [ withdraw as Counsel was filed by or in behalf of Kerry Ward  HYATT,CLINTON ws DEMTON,JAY  09CYS000025 04-20-2009
Documents:
Withdraw as Counsel
[ 2 withdraw as Counsel was filed by or in behalf of Kerry Ward  HYATT,CLINTOR vs DENTON,JAY  09CYS000025 04-20-2003

Documents:
Withdraw as Counsel

e Click the link in the entry to view the information.
e Click the document link to view the documents. While viewing the documents, you
should save them locally.

Note: The notification section is not where you should look for case information; instead, click My Cases
on the home page or select Cases > My Cases from the menu.

Document Forms

Certain document types require additional information. When one of these documents is added to a
filing it automatically launches a Document Form. For example previously a Complaint was added and a
Pleadings and Issues page was displayed. The Pleadings and Issues page is called a document form.

Following are various types of behaviors that may be included in a form depending on the type of data
needed for each document that is included in the submission.

e collecting new data specific to the document being submitted

e associating legal counsel with people on the case

e associating parties on the case with the documents being submitted
e adding new parties to the case “New Party”
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For the interim solution there are a few document forms in addition to Pleadings and Issues. These
forms include:

Notice of Appearance

45

ELECTRONIC
FILING

user: Dallas Powell

NORTH CAROLINA COURT INFORMATION SYSTEM

My Profile

Home = Existing Case 2» Add a Document = Notice of Appearance

Auto Negligence
Case Number : 306 Case Title : WALTERS vs POWELL

Add Attorneys for selected Parties

Last Mame
Bar Mo.
State: -
Add
Last Name Bar ID Delete
BOWEN 23455553434 *

Check all Parties you represent.

For Paticipant Name c':‘:ﬁ:t Attorney(s) for Party
[71 Dallas Powell Plaintiff ~ Robert J Johnson
[ lim Anderson Defendant

Description: The filer can enter attorney information and check the parties they represent.
Pressing the Next button will save the information and associate it to the document they added.

Pressing the Back button will return the filer to the Add a Document page and not include the
document.
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Motion to withdraw

NORTH CAROLINA COURT INFORMATION SYSTEM ELECT?E:L’ g

user: Dallas Powell

My Profile

Home =& Existing Case = Add a Document s Motion to Withdraw

09CVS000023 Case Caption : JOHNSON,JIM vs JIMSON,JOHN

Add Attorneys Witihdrawing
Last Name
Bar No.
State: -
Add
Last Name Bar ID State Delete
BOWEN 23455553434 OH X

Check all Parties you are withdrawing your counsel from.

For Paticipant Name c':;::t Attorney(s) for Party
[ Dallas Powell Plaintiff ~ Robert J Johnson
[T Jim Anderson Defendant

Description: The filer can enter attorney information and check the parties they are withdrawing
from. Pressing the Next button will save the information and associate it to the document they

added. Pressing the Back button will return the filer to the Add a Document page and not
include the document.

Transcript Request

| Home eFile Cases | My Profile | Log Out user: Kerry Ward

Home =» Existing Case 2 Add a Document =» Transcript Request

Civil Superior - Transcript Request

Case Number : CVS20090323-11:38:16 Case Title : Graham vs Gates
Counties

Davidson

Duplin

Halifax

Hyde

Johnston

Nash

I O R

Wake

Description: This form is used to identify the counties of the Transcript Request.
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Foreclosure Sale
| Home eFile Cases | My Profile | Log Out user: Kerry Ward

Home =2 Existing Case =» Add a Document = Foreclosure Sale

Civil Superior - Foreclosure Sale

Case Number : CVS04-01-2009:10:06:50 PM Case Caption : DEVINE,DREW,D,JR Dr versus STATE OF |

Foreclosure Sale Amount

Description: This form asks for the amount sought as part of the Foreclosure Sale.

47
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North Carolina VCAP Abbreviations

When entering party information the NCAOC requests that you use the abbreviations included here

when appropriate.

48

ADMINISTRATION ADMIN
APARTMENTS APTS
ASSOCIATES ASSOC
ASSOCIATION ASSN
BOARD BD
COMPANY co
COMMISSION COMM
COMMIISSIONER COMR
CONSTRUCTION CONST
CORPORATION CORP
COUNTY co
DEPARTMENT DEPT
DIRECTOR DIR
DIVISION DIV
EDUCATION EDUC
EXECUTIVE EXEC
GOVERNMENT GOVT
INCORPORATED INC
INSURANCE INS
LIMITED LTD
MANAGEMENT MGT
NATIONAL NATL
NATIONAL BANK NATL BANK
NORTH CAROLINA NC
PARTNERSHIP PTNSHP
SAVINGS AND LOAN S&L
UNITED STATES us
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Quick Reference for Filers

Link to Filer’s Interface: http://www,efiling.nccourts.org

Hint: create a bookmark or favorite link in your browser for this address so you don’t have to remember
what to type in. To create a favorite link open Internet Explorer and go to
http://www.efiling.nccourts.org. On the Internet Explorer menu click on Favorites > Add to Favorites

and then enter the name of this new link.

WHAT CAN I EFILE?

You can initiate new cases or send in follow-up filings on cases that were initiated through the efiling
system. You cannot submit documents through the efiling system on cases that were not initiated
through the efiling system during this release.

YOU NEED:
e Internet high speed access (DSL, cable network) and a web browser,
e Request User account during training so NCAOC can approve it before you want to efile,
e Word processor to create your documents. Proposed Orders can be efiled in these formats,
0 Microsoft Word 2003 (.doc)
O Rich Text Format (.rtf)
0 Corel WordPerfect (.wpd)
e  Print your word processing documents to PDF using a PDF printer driver. You can purchase the
Adobe Acrobat Standard Edition, or you can find free PDF printer drivers by searching the web.

PREPARING YOUR DOCUMENTS

e Create your documents in your word processor and save them then print to PDF. This will be
the format for all lead documents. Proposed Orders are efiled in doc, rtf, or wpd.

e If you have exhibits scan them using a low resolution (TIFF 300 dpi — black & white). The NCAOC
would prefer you scan them to PDF but you can leave them in TIF.

e  NOTE: ONLY PDF DOCUMENTS GET DATE/TIME STAMPED. If you have a document that you
want time stamped make sure it is in PDF format.

e Separate your documents. Don’t combine motions and proposed orders together.

e Proposed Orders or other Proposed Order type documents need to be submitted in word
processing format.

CREATE A SUBMISSION THAT INITIATES A CASE
1. Login at http://www.efiling.nccourts.org

2. Onthe Home page click New Case

49
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10.

11.

12.

13.

14.
15.

16.
17.

18.
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On the Case Type page select the case type.
On the Case Initiation page, if there are any options check the appropriate ones.
On the Case Initiation page click the Add My Party button and the parties you represent. Note:
If there is a Plaintiff or Petitioner that you do not represent, use Add My Party and delete your
name that is automatically associated to the party.

a. Repeat this step for all parties you represent.
On the Case Initiation page click the Add Other Party button to add people that you do not
represent.

a. Repeat this step for all parties you do not represent.
When finished adding parties click on the NEXT button and the Add a Document page will
display.
On the Add a Document page select a Document Category, required field. (Example for CVS:
Pleading)
Then select the Document Type, a required field. (Example: Complaint)
The Document Description field is options but can identify more information about the
document.
On the Add a Document page count displays for all types of documents but is only needed for Lis
Pendens and Claim of Lien.
Browse to locate the PDF document that represents the type of document you have selected. By
browsing and locating your PDF documents and clicking on the ‘Open’ button the file path
location will be returned to the Add a Document page. When you return to the Add a
Document page the file path such as C:\My Documents\Complaint.pdf will display in the
Document Location text area.
Click on the Add button. This will display a message “UPLOADING DOCUMENT, PLEASE WAIT.
This action will copy the document from your local machine to the efile server. Adding a
complaint will display a Pleadings form.

a. The Complaint pleading will automatically be selected. Add Issues to the Pleading. Add

other Pleadings and Issues as needed. Identify the By and Against relationships.

Repeat adding documents for all the documents you wish to include in this submission.
On the Add a Document page click the NEXT button at the bottom of the page when finished
adding documents. The Review and Approve page will display.
The calculated fee should display on this page.
The Review and Approve page allows you to return to any point to change the information you
entered or change the documents you included.
If everything looks correct click on NEXT button. A message will display about how you will be
redirected to epay to make the payment. Click OK on this message and you will be transferred to
epay.

a. Follow the steps to make a payment to epay using either a credit card or an echeck.

b. When you have completed the epay process you will be redirected back to the efile

system.
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c. Ifthereis a problem and epay does not return go to your Filing Status page. Your
submission will have a Make Payment button on the left. You do not have your
submission date and time stamp yet and it is important that you complete the payment
to complete the submission.

19. When your payment is made a page that says ‘Your Filing has been submitted”. This page will
also show how much was collected for this submission. If you wish to see how much was paid
later you can use the menu My Case —>Filing Charges to view the charges you have made.

20. At this point you can start a new submission or perform other tasks.

CREATE A SUBMISSION FOR AN EXISTING CASE

51

Login at http://www.efiling.nccourts.org

On the Home page click Existing Case

3. If the case you need to file on is not in your list of cases in the lower section of this page enter
the case number and the county the case was filed in. If this case is registered in the efiling
system the Add a Document page will display. On existing cases a yellow banner with the case
number and case caption appear.

4. Onthe Add a Document page select a Document Category, required field.

5. Then select the Document Type, a required field.

6. The Document Description field is options but can identify more information about the
document.

7. Onthe Add a Document page count displays for all types of documents but is only needed for Lis
Pendens and Claim of Lien.

8. Browse to locate the PDF document that represents the type of document you have selected. By
browsing and locating your PDF documents and clicking on the ‘Open’ button the file path
location will be returned to the Add a Document page. When you return to the Add a
Document page the file path such as C:\My Documents\Complaint.pdf will display in the
Document Location text area.

9. Click on the Add button. This will display a message “UPLOADING DOCUMENT, PLEASE WAIT.”
This action will copy the document from your local machine to the efiling server at the court.
When adding certain documents you may see an additional page displayed that will ask for
information specific to the document you are adding. For example, Notice of Appearance,
Motion to Withdraw, Answers, Request Transcript, all need additional information associated
with them, such as which party you represent. These additional pages are called document
forms.

10. Fill out the form information and click Next.

11. Repeat adding documents for all the documents you wish to include in this submission.

12. On the Add a Document page click the NEXT button at the bottom of the page when finished
adding documents. The Review and Approve page will display.

13. The calculated fee should display on this page if any are required.
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14. The Review and Approve page allows you to return to any point to change the information you
entered or change the documents you included.

15. If no payment is required you a message “Your submission is complete, click OK to submit”.
Click OK and the final page ‘Your Filing has been submitted”.
16. At this point you can start a new submission or perform other tasks.
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