eFiling Online

Maricopa County Clerk of Superior Court

eFiling User’s Manual (non-criminal)

In the Superior Court of Maricopa County, Arizona - eFiling is available for:

O Civil cases that have been designated for mandatory eFiling by Order of the Court and civil case types where eFiling is

permissive per Arizona Supreme Court Administrative Order 2008-89

® Family Court cases where the case is assigned to a participating eFiling division; eFiling is permissive not mandatory

© Criminal cases where the case is assigned to a participating eFiling division; eFiling is permissive not mandatory
The following sections detail how to register to use the Clerk of Court eFiling website, and how to complete an electronic filing
(Superior Court — Maricopa County) utilizing the Clerk of Court, Maricopa County eFiling website. For comprehensive information on
eFiling in Maricopa County Superior Court, please visit the web page: http://www.clerkofcourt.maricopa.gov/efiling/default.asp

Version 5.1
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1 ‘ Become a Registered User

We suggest working through this user’'s manual in conjunction with going to the Clerk of Court eFiling website (below). Your
computer monitor will provide a much clearer image of the web pages versus the screen shots contained in this manual.

® |n order to eFile, you must first register as a user on the Clerk of Court eFiling Online website. To
access the website and register as a user, go to the following URL:

https://efiling.clerkofcourt.maricopa.gov

® The eFiling home page contains some useful training information (see text box below), in a flash
movie format, regarding: how to register to use the eFile website, and how to complete an
electronic filing.

® |f you haven't had the opportunity to attend a training session on eFiling, please be sure to read
the Administrative Order 2007-140, view the flash movies on this web page, and see the
Electronic Filing Guidelines at: https://efiling.clerkofcourt.maricopa.gov/efilingguidelines/

1. If you have not already registered, click on the Not Registered yet? link, and complete the
registration page.

2. Ifyou are registered on the website, enter your user name and password, and then click on
Login.

e | eFiling Online .:. Clerk of Superior Court, Maricopa County - Microsoft Internet Explorer

Fle Edit View Favorites Tools Help

Qsack - © |£| |E| l\J /._\= Search ‘x.j‘\‘(Favorites £ - k% W - B S

Address Iiéj htips: ffefiing. clerkofcourt. maricopa.gov/ffdlogin.asp

eFiling Online

CLERK OF THE SUPERIOR COURT, MARICOPA COUNTY
coc

%= Clerk of Court Home =] efiling Guidelines -7 System Time ) Heln

File Mow .

_—

Sign in to eFiling Online:

File in Paper?
Not anymore ...

Usemame |

passmord |

[~ Remember my Username on
this computer,

Login

Register now and electronically file

| Mot Registered yet? Click here
to get started.
For more information on the eFiling programs currently underway in
Maricopa County, to view the eFiling Guidelines and for information on
how to get started with eFiling, visit our Help section or click here.

@ Click Here if you have forgotten
- your Username or Password

eFiling Training VYideos!

e Reqistration and Loagin

U.SerI tra.mmg @ Filing 3 Simple "One Document” Filing
information.

o Filing a Pleading with Exhibits and Proposed Order

e Note: At any time, you may click on the Q icons that appear next to certain fields on the

website. By clicking on this icon, you will launch a small window containing helpful hints on how to
complete certain fields.
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3. Complete the registration form in its entirety. Be sure to choose a username and password that

you can easily remember.

Be sure to select a Role that is appropriate. If you are an attorney,

select the Attorney role; by

doing so, you'll be required to enter your Bar Number (six digits for Arizona) and Bar Number
State. For any other role selected, the Bar Number and Bar Number State fields will not be
required. Legal support staff, who will be efiling on behalf of an attorney, should register on the
website by using their identifying information on the registration page.

Once the form is completely filled out (all asterisk indicated fields), the Register Me button will
become highlighted; click on the Register Me button to continue with the registration process.

\ eFllln Onhne

\ CLERK OF THE SUI’ERIDK COURT, MARICOPA COUNTY

m = Clerk of Court Home _.] eFiling Guidelines

-') System Time w Help

File Nowe

Thanks for taking the time to register for eFiling.

Reqistration will only take a minute and you will be filing in minutes, * denotes required fields,

Username:

Password:

Confirm
Password:

First Name:

Last Name:
Middle Name:

Email Address:

Confirm Email
Address:

Role:

Bar Number:

Firm/{Agency
MName:

Address:

City:
State:

Zipcode:

Qme Number:

Bar Number State:

This butten will be available vehen you have completed the form.

* (Used to log in; up to 15 chars)
L2
*

Select a Role AL’

—

Legal Support Staff
Adult Frobation Staff
|=elt-Represented (Fro Fer)

(Max 300 characters)

| .

w

Select State

- Some required fields are empty.

- You must select a Role.
- Empty or invalid email address.

® You'll now be directed to a screen indicating there is one step left in the registration process; the
message on this page instructs you to check your e-mail inbox to confirm your identity.

eFilinq Online

| CLERK OF THE SUPERIOR COURT, MARICOPA COUNTY

coc

m = Clerk of Court Home _J eFiling Guidelines

3 System Time t‘) Help

( ﬁ_‘ Username: Password: | Submit I Mot registered?

Click here) File Now

Wait! There is one more step to complete.

We have sent a confirmation email to silberschlagj@cosc.maricopa.gov. Before you can log in, you must dlick the link in the email to
confirm your identity. If you do not receive the email, please follow our Lost Password process to retrieve the number again and have it
emailed to you,

Back to Home Page

Thank you for registering with the Maricopa County Clerk of Superior Court eFiling system,
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® To finish the registration process, you must check your e-mail inbox on the e-mail account you
entered on the registration form, and click the link contained in that e-mail.

B Maricopa County Clerk of Superior Court eFiling Confirmation - Message {Plain Texk)

File Edit ‘iew Insert Format  Tools  Actions  Help

CaReply | CEReplyro Al | S Forward | S Do | Sh | w13 x| @

<

3

]
e

AL -JlAIB rujss=iz=EEE]
From: eFiling Bot [efiling@cosc.maricopa, gov]
To: Joseph Silberschlag - COSCK

Lo
Subject:  Maricopa County Clerk of Superior Court eFiling Confirmation

IDear Joe Silberschlag,

You have recently signed up with Maricopa County Clerk of Superior Court's Online eFiling Svystem.

To werify vour identity and confirm vou actually registered with us, simply olick the link below:

|
http://efilingistage.coc.maricopa. gov/member/confirm. asp?id=393 srankey=945738724

If clicking this link does not work, please cut and paste it into your browser.
Click on the link

Thank You,
The eFiling 3Itaff

® Once you click the link contained in your registration confirmation e-mail, you'll be directed back to
the eFiling application site and receive a confirmed user message on the screen.

3 eFiling at Maricopa County Superior Court - Microsoft Internet Explorer provided by Clerk of Courk - ITG - 66077

File Edit ‘“iew Favorites Tools Help
b A - Jn'_ .
\_) Back - 1> B \ﬂ \ELI __l\J | /.jSearch ‘:_./\\./ Favorites {‘} = = _] E ii

Address If§] http: ffefiling3stage. coc.maricopa. govmember/confirm. asprid=3938r ankey=245738724

ﬂ eFiling Online
4 ,l CLERK OF THE SUPERIOR COURT, MARICOPA COUNTY ot = - - .-.,:J .
{_, m = Clerk of Court Home E eFiling Guidelines — System Time Q) Help
C ﬁ;.i Username: | Passwaord: | Subrmnit |(N0t registered? Click here)
<L You are a confirmed member of the Maricopa County Clerk of Superior Court eFiling system.

You may now log into your member account, eFile documents and edit your profile.

Lo In MNew |




E Login

1.

‘) eFiling at Maricopa County Superior Court - Microsoft Internet Explorer provided by Clerk of Court - ITG - 66077

To begin eFiling , login in using one of the two methods: (a) enter your Username and Password,
and click Submit, or (b) click on Login Now.

If you chose option (b), see the screen with the number 2. below. From here, simply enter your
Username and Password, then click the Log Me In button.

File Edit W¥iew Favorites Tools  Help

rLE- JIE

@ L
7 Search

J Back - 'J E \ﬂ @

Address I@ http: jfefiling3stage. coc.maricopa.gov/member fconfirm, asp?idd

1. Either (a), or

\ eFiling Online

J CLERK OF THE SUPERIOR COURT, MARICOPA COUNTY

Clerk of Court Home  [®] eFiling Guidelines :;3 System Time Q) Help

/ ——
C msername | Password: | Submlt)l(l\l reqgistered? Click herg)

TrheSSe——
You are a confirmed member of the Maricopa County Clerk of Superior Court eFiling system.

You may now log into your member account, eFile documents and edit your profile.

Lag In MNaw (b)

() Copyright 2005-2006 by Maricopa County Clerk of Superior Court, Created by the Information Technology Group.

Clerk of Superior Court, Maricopa County - Microsoft Internet Explorer provided by Clerk of Court - ITG - 6

4} E-Filing Online .:.
File Edit View Favorites Tools  Help

eBack - -J E \ﬂ @ _;\J | /..-Ij Search \j“\'( Farvorites €_‘3| { = u_f ' _] E ﬁ

Address I@ http://efiling3stage . coc.maricapa. govimember flogin. asp

eFiling Online

|| CLERK OF THE SUPERIOR COURT, MARICOPA COUNTY o . - o '—5 )
® = Clerk of Court Home 3 gFiling Guidelings ' System Time t)) Help

Eile Mow .

Please log into our system with your username and password.

@ ™
Both username and password required.

Username: Isilberschlag e ! 2

Password: I........| *

] Remember my Username o
this computer.

Log Me In

Sﬁl Mot Reqistered yet? Click here to get
started.

@ Click Here if you have forgotten your
Username or Password,

[c)] Copyright 2005-2006 by Maricopa County Clerk of Superior Court. Created by the Information Technalogy Group.




ﬂ My eFiling Page

e When you login to the eFiling Online website, you will be directed to the My eFiling page.

1. The My eFiling Page provides the user a list of filings they submitted within the past seven days.
The intent of the screen is to provide the user with a list of recent eFilings for immediate review.
Filings on the page are grouped sequentially by the case number, and then chronologically by date
/ time within a case number.

2. By clicking on the Collapse All button, the list of filings will collapse to only display the case
number.

3. By clicking on the Expand All button, the list of filings will display the filing details (Filing 1D, date
and time of filing, document(s) filed), for each filing under each case number.

4. By clicking on a Document Title, a new window (Adobe Acrobat) will be launched to display the
document that was filed.

5. By clicking on a Case Number you will be launched into the filing process, described on page 7,
and the case number will default to the case number on which you clicked. This provides a quick
way to file a new document on a case number that already exists on the My eFiling Page.

6. You may also access the My eFiling Page at any time by clicking on My eFiling Page.

)\ eFiling Online

} CLERK OF THE SUPERIOR COURT, MARICOPA COUNTY 6

* S = Clork of Court Home [ eFiling Guidelis -_';,-‘) System Time t)) Help

( ﬁ_{ ‘Welcome back, silberschlag! Logout | My eFile Page | Edit My Profile File Mow .

My eFiling Page <o
2 llllllll......

My eFiling Page

Click case number to file more documents on that number or click document type to view AdAm
Expand All Collapse all

Past 7 Days Subsequent Case Filings

fEI C¥2000-010049 4
|2 Filing ID: 7515: 08/07/2006 11:05:40 AM
= Main document 1on: Maotion to Compel Defendant to Produce Accident Repart

[ Filing ID: 7587: 08/09,/2006 2:13:08 PM

= Main document - Memorandum: Memorandum and Request to Complete and Process an ElectronicfFiling
< ) Filing ID: 7588: D&/00,/2006 2:14:32 PM

Z Main document - Application: Application to Restor Rights to E-File
() Filing ID: 7589: 08/09,/2006 2:16:37 PM
= Main document - Noti

B Cv¥2000-02119
) Filing ID: 7500: D&/09,/2006 2:20:50 PM

\ = Main document - Motion: Mation ta have Plantiffs and Defendants E-file all Pleadings )

2asy itis to E-File




ﬂ Edit User Profile (ifnecessary)

1. To edit your user profile and change your account information (i.e. e-mail address, password, etc.)
go to the My eFiling page and click on the Edit My Profile link.

o

of Court Home }J eFiling Guidelings __‘7‘) Syster Time ﬂ) Help

File Now .

C ﬂ-ﬁ wWelcome back, silberschlag! Logout | My efile Page | Edit My Profile

My eFiling Page
Click case number to file more docurments on that number or click document type to view document,

Expand All Collapse all

Past 7 Days Subsequent Case Filings

C¥2000-010049
CY2000-021192

2. Onthe Profile Editor screen, change any information necessary and click on the Update
Profile button at the bottom of the page.

Welcome to the Profile Editor

® Note: To change your
password re-enter it in the
fields provided. If you do not
wish to change your
password, leave the
password fields blank.

Username:

New Password:

Confirm Password:

* denctes required fields.

Idarrowc * {Used to log in: up to 15 characters)
I [Leave blank to keep old password)

First Name: ICIarence £
Last Name: IDaerw £
Middle Name: I
Email Address: |darrowc@cosc.maricopagov e
Role: |Legal Support Staff j = w

Bar Number:
Bar Mumber State:

Firm/Agency Mame:

ISeIed State 'I

ICIerk ofthe Superior Court, Maricopa Courty *

201 W. Jefferson =]
Address; |C°F-Z AS-TRH EE
(Maxinmum 300 characters)
City: IPhUenix *
State: IAZ o
Zipcode: IESDDS *

Phone Number:

IEDE—EDB—21?1 *

You may now submit this form.

Update Profile

This button will be available when you have completed the form.




ﬂ Submit an eFiling

® To begin the process of eFiling a document login to the web page and then,

1. click on the File Now button on the upper right hand corner of the screen,

or
2. click on a case number that already exists on your My eFiling page to file a document on this case
number.
| _,eFilinq Online
L ¥ | CLERK OF THE SUPERIOR COURT, MARICOPA COUNTY ~ 2
g %= Clerk of Court Home (2] eFiling Guidelines _‘j,-) System Time Q)

C € | welcome back, silberschlag! Logout | My eFile Page | Edit My Profile

My eFiling Page

Click case number to file more documents an that number or click document type to view document.

Expand all Collapse all

Past 7 Days Subsequent Case Filings

= C¥2000-010049
|2 Filing ID: 7515: 08/07 /2006 11:05:40 AM
= Main document - Motion: Mation to Compel Defendant to Produce Accident Repart
() Filing ID: 7587: 08,/09,/2006 2:13:08 PM
= Main document - Memorandum: Memorandum and Request to Complete and Process an Electronic Filing
|5 Filing ID: 7588: 08,/00,/2006 2:14:52 PM
=2l Main document - Application: Application to Restore my Civil Rights to E-File
|2 Filing ID: 7589: 08/09,/2006 2:16:37 PM
Z Main document - Notice: Motice how easy it is to E-File
B c¥2000-021192
|2 Filing ID: 7590: 08/09,/2006 2:20:50 PM
= Main document - Motion: Motion to have Plantiffs and Defendants Efile all Pleadings
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There will be two screens used to complete the eFiling process; the first screen requests all the
information about the filing. Notice the Filing Instructions on the right hand side of the web page;
1 through 9. This page contains the first of two screens.

® = Clerk of Court Home }J gFiling Guidelings __‘;3 System Time t)) Help

File Mow .

C ﬁ;ﬂ Welcome back, silberschlag! Ly

ormat of entering

Case Information Filing Instructions: ™
Enter Case Number: CW2000-021192 Canfirm Case | (eg CY2001-123456) w (these instructions disappear after your first document upload)
Case Summary : ; Swann, Peter 1. Enter Case Mumber and hit Confirm Case
2. Fill out the remaining case infarmation
5 | nuthorsng ormey: Sartumber [T [pvio S | G seleg e v computertouoioas - Followthese
(engiiienOnty) Attorney Email: |nasha@cosc.maricopa.com| * 5. Enter the document title < Filing Instructions.
6. Hit Upload Document (see estimated upload times|
7. Mote the fee associated with this filing.
Upload Documents (7)) 8. Repeat steps 3-6 until all your documents
Select - appear in this window
ele — I ) -
D, IQ\E_me examplesiappl | Browse.. | (o documents uploaded) 9. When finished, click on the Complete Filing

button

Filing Type: |App|icati0n j
Note: Those filings requiring a filing fee will be billed o

'I[')igﬁ:ment | pplication to Restore rmy Civil Rights to E-File the subimitting attorney/party by the Clerk of the Court
: . i,
Filing Fee: ipload main docament to calculate filing Fee Upload Document L

- You must least one document to file. |

Complete Filing »> 4 Drop down menu

ith filing type options.

5. This would typically be the
title that appears to the right of
the case caption on the actual
document.

s

Clerk of Court Home }J gFiling Guidelings __‘;3 System Time t)) Help

C Q_;’, Welcome back, silberschlag! Logout | My eFile Page | Edit My Profile File Mow .

Case Information Cancel This Filing |ApplicationtoRestore... Main Document | Remove [
o g . P e Document Title: Application to Restore my Civil Rights
Enter Case Number: |Cv2000-010049 Confifn C552 | ag cy2001-123456) Q) to Efile o0 : ?
Case Summary : ; Swann, Peter Filing Type: ApplicationA
Authorizing Attorney: Bar Number: 241241 2 Arizona x| \
MNon- Pro Per Onl . - ™ -
Gies b Aftarney Email: [nasha@cosc.maricopa.gov @ Documents that you upload for filing will appear here. After
you have completed uploading the documents to be filed,
Upload Documents 7] proceed to Step 9. Some filings may require that you
Seloct upload more than one document, for example, a Motion
Document: [ Browse.. |(z document uploaded) that contains Exhibits. If this is the case, simply repeat
8 =2 Filing Type: | Select Filing Type =] steps 3 through 6. You may repeat these steps as many
: = times as necessary to make sure all documents needed
ocument | . . i
Title: are submitted with the filing.
Filing Fee: %0 Upload Docurment

You may submit this filing.
| Complete Filing >>

9. Only click this button when you
are ready to proceed to the next I
screen; the final step to e-file the
ldocument(s).
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10. Additionally, notice the Remove link. If you accidentally upload a document that you do not want to
file; you can click the Remove link to “delete” that document from the filing.

11. There will also be an option titled, Make Main link (not shown here, but will be to the left of the
Remove button). The first document uploaded is always defaulted to the Main Document, or the
document containing the first page of the filing that will receive a file stamp (once it is accepted by the
Clerk of the Court). If the first document you uploaded should not be the Main Document, you may
click the Make Main link (not shown here) on the document that should be the main document, in
order to make it the Main Document. The original main document will simply switch to a supporting
document.

l i
s
\

. eFiling Online

| CLERK OF THE SUPERIOR COURT, MARICOPA COUNTY
coc

w® = Clerk of Court Home _f,] gFiling Guidelines _‘;" System Time Q) Heln

[ S_j Welcome back, silberschlag! Logout | My eFile Fage | Edit My Profile File Now .

Case Information Cancel This Filing |ApplicationtoRestore... Main Document | Remove =
Enter Case Number:  |Cv2000-010049 Contiin Case | ag evzoo1-122a56) @) &o;l_.;ir;‘;ent Title: Application to Restgge my Civil Righ
Case Summary : i Swann, Peter Filing Type: application
Authorizing Attorney: Bar Humber: [ear241 * | |Adizona g
(Non- Pro Per Only) ) .
Attorney Email: Inasha@cosc.mancopa.gov [

Upload Documents L 7] 11 10
Select . :
Document: | Browse... |z document uploaged)

Filing Type: ISe\ed Filing Twoe ;!

Document |

Title:

Filing Fee: %0 Upload Docurment |

You may submit this filing. ST Click this button when you are
B El =—ready to proceed to the final step
in the e-filing process.

Screen Two of Two

1. If anything on this screen is incorrect, click on the Cancel Filing button, and start the filing process
from the beginning.
2. If everything is correct, click on Submit Filing button.

cac

w = Clerk of Court Home _f,] gFiling Guidelines _‘;" System Time @) Help

C Bd Welcome back, silberschlag! Logout | My eFile Page | Edit My Profile File Now .

Confirm Your Filing

P By
Filing Details
loe Silberschlag (silberschlag)
Filer's Information )
Please verify the filing information on the Email: nasha@cosc.maricopa.goy
right. If you are sure you wish to file, click Clerk of the Superior Court, Maricopa County
Submit Filing below. To discard and Firm Information 201w, Jefferson CCB-2 AS-TRN
cancel this filing, click Cancel Filing. Phoenix, AZ 85003
Phone: 602-506-2171
Case Number Cw2000-010049
Case Summary Case Information Mot Available
Submit Filing Cancel Filing Attorney Information Bar No.:241241 - State: AZ -
Filing Fee 0
Documents Attached to Filing
Document Title (zick to viaw documeant) Document Type
2 . 1 . Aspplication to Restare my Civil Rights to Efile  Application
L o
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After you click the Submit Button you will see a page indicating Filing Complete. Remember, your
filing has been received by the Clerk of Court eFling system; it has not been reviewed by the clerk, and
it has not been accepted / rejected. In other words, it is pending clerk review.

Notice that the Filing ID # appears on this page. You will use (reference) the Filing ID # in the event
you need to discuss this filing with the Clerk’s Office, Judicial Officer, or perhaps opposing counsel.

The Filing ID # will also appear in the e-mails that the Clerk of Court will send you upon receiving the
filing, and accepting or rejecting the filing. The various e-mails that you will receive from the Clerk’s
Office will be discussed in the next section, Section 6.
Three options as to what you would like to do next appear on this page:

® Print a Copy of the Filing

® File Another Document

e Go to My efiling Page

/3 eFiling Online .:. Clerk of Superior Court, Maricopa County - Microsoft Internet Explorer provided by Clerk of Court - ITG - 66

File Edit Wiew Favorites Tools  Help

aBack - -d - \_L| @ _;j /.__j Search Hj‘\'{Favorites €}| <]~ u_f A _J E ﬁ

Address Iﬁj http: ffefiing3stage, coc.maricopa. gov/fileffinalsubmit. asp#fiingfee=08raseno=CW2000-0100498barnumber=241241 &b arstate=AZ &baremail=silber schlagj@cosc. maricopa, goviccmail=fagencyel
—
[ %\ eFiling Online
\% | CLERK OF THE SUPERIOR COURT, MARICOPA COUNTY
_—//

C ﬁg{ Welcome back, silberschlag! Logout | My eFile Page | Edit My Profile File Now .

Filing Complet
e empiete Filing ID #

Your filing has been submitted successfully to our systern as Filing ID #7515,
A copy of this confirmation is being sent to silberschlagj@cosc.maricopa.gov.
\We recommend you print a copy for your records.,

s

& = Clerk of Court Home _J:] gFiling Guidelines __‘;3 System Time t)) Help

What would you like to do next?

Frint & Copy of this Filing | File Anather Document | Goto My eFiling Page |

Y

Three options as to what
you would like to do next.

—

() Copyright 2005-2006 b

formation Technolagy Group.
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6 | eFiling E-mail Receipts

Received and Accepted / Rejected eFilings

® Once your eFiling has been submitted to the Maricopa County Clerk of Superior Court, you will
receive a “received e-mail.” It will look like the following sample:

10 |Q| From |5U|3'1E=Et |Received T

I Date: Today

-] LenKeso -.. This Wednesday Mon 08,/07,/2006 10:57 AM
i) 1 LisaLaabs  [SP&M:] - Make Importing inko WIDS Easier: Tool Mow &valable - Bayesian Fiter det... Mon 08/07/2006 10:53 &M

From: COSC eFiling [efiling@cosc. maricopa. gov]

L] Please remember Ta: Joseph Silberschlag - COSCH

Cet

that thls e-mall Subject:  COSC eFiling Confirmation (CY2000-010049, Filing ID: 7S15)
indicates that your
f|||ng has been The following eFiling has beey the Manicopa County Clerk of Supenior Court eFiling system:
m’ not Authorized Date: 08/07/2006 11:.05:40 AN
accepted. Filing TD- 7515
Case Nuber: CV2000-010049
Filed By:

Joe Silberschlag

Clerk: of the Supenor Court, Manicopa County
201 W Jefferson CCB-2 AS-TEIT

Phoem=, A7 85003

602-506-2171 / silberschlag{@cosc. maricopa. gov
Authorizing Attorney:

2471241 (A

silberschlagj@cosc. maricopa. gov

Filing Copied To:

Document(s) Filed:
10917, Title: Wotion to Compel Defendant to Produce Accident Report / Type: IMotion

Filing Fee: 0

Should vou have any questions about vour filing, please contact us:
Clerk of Comrt Address

201 West Jefferson

Phoentz, Arizona 835003

eFiling Support Phone: 602-506-2565

Clerk of Cowrt Web Site
httpfelerkofcourt. mancopa. gow




| 12
“Accepted” eFiling e-mail

® Once your eFiling has been accepted by the Maricopa County Clerk of Superior Court through
the clerk review process, you will receive an accepted e-mail. It will look like the following
sample:

From: 5 eFiling [efiling@cosc. maricopa.gov]
To Joseph Silberschlag - COSCx

e eFiling
Subject:  COSC eFiling TESQ Accepted JoV2000-010049, Filing ID: 7515)

The followang eFiling has beey the Maricopa County Clerk of Supenior Court eFiling system.

Filing Date: 08/07/2006 11.05:40 AL
Filng IT): 7515

Case Number: CV2000-010045

Filed By:

Toe Siberschlag

Cletk of the Supenor Court, Maricopa County
201 W Jefferson CCRB-2 AS-TET

Phoen, AZ 85003

G02-506-2171 f alberschlagy@cosc. manicopa gov
Authorizing Attormey:

2412471 (AZ)

silberschlagi@cosc. maricopa. gov

Document(s) Filed:
1. Tifle: i ndant to Produce Accident Eeport / Type: MMotion
Document Statms: Accepted

“hould vou have any questions about your filing, please contact us;
Clerk of Cowrt Address

207 West JTefferson

Phoets, Arirona 85003

eFiling Support Phone: 602-506-2565

Cler)k of Comrt Wel Site
hitpoffcletofeouwt mancopa. gov




“Rejected” eFiling e-mail

e |f the filing has been rejected, the Subject line in the e-mail will indicate “Rejected.” The first
line in the e-mail will state, “ The following eFiling has been Rejected by the Maricopa
County Clerk of Superior Court eFiling system.” It will also state in the body of the e-mail
the reason why the e-mail has been rejected. It will look like the following sample:

B (STAGE) COSC eFiling Rejected (C¥2005-654321, Filing ID: 8122) - Message (HTML)

File Edit “iew Insert Format  Tools  Actions  Help
FiaReply | CEReplytoal |3 Foward | By | v | BB X a9 N @ !
L -lAlB 7 U ESS :

“Rejected” in Subject Line

From: COSC eFiling [efiling@cosc. maricopa. gov]

To: Joseph Silberschlag - COSCY
Ce eFiling
Subject:  (STAGE) COSC eFiling Rejected (CY2005-654321, Filing 1D: 8122

The following eFiling has beey the Manicopa County Clerk of Superior Court eFiling system,

Filing ID: 2122

Cage Number: CV2003-654321

Filed By:

Toe Silberschlag

Cletk: of the Superior Court, Maricopa County
201 W Jefferson CCB-2 A3-TEIT

Phoentz, A7 83003

602-506-2171 ! siberschlag@cosc mancopa. gov
Authorizing Attorney:

241241 (AT

nasha@cosc.maricopa. gov

Document(s) Filed:

1. Title; i ndant to Produce Accident Report/ Type: Motion
Docwment Status: Eejected

< Clerk Comnents: Wrong case number. Document 15 not signed as required by ARCP 11, From Admumistratrve Order 2005-091: " To ensure
wm document will bear the printed name of the fling participant preceded by the symbol "fs/*.." OR scan the s@lﬁ__curnegt/

Should you have any questions about your filing, please contact us:
Clerk of Cowrt Address

201 West Jefferson
Phoentz, Artrona 85003

eFiling Support Phone: 602-506-2565

Clerk of Comrt Web Site
httpoiclerkofcourt mancopa gov
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ﬂ Monitor “My eFiling Page”

1.

2.

3.

File Edit ‘iew Favorites Tools  Help

When you return to My eFiling Page, the filing that you submitted will be displayed, with the Filing
ID #, date, and time that the document was filed.

You can click on the document to open and view the document (filing). The document will open in
Adobe Acrobat.

When the filing has gone through the clerk review process, and has been accepted by the Clerk of
Court, you will be able to view the Clerk’s file stamp in the top right hand corner upon opening the
document. A good time to check for the file stamp is after you have received the “accepted” e-mail
on a particular filing. Once the filing is accepted, an electronic copy will be sent to the judge.

a eFiling at Maricopa County Supetior Court - Microsoft Internet Explorer provided by Clerk of Court - ITG - 66077

Qe - Q) - 1¥] 3]

\)ﬁ Search * Favarites z

2 aE- )l

Address I@ http:ffefiing3stage, coc. maricopa. govimember fdef aulk, asp

-\ eFiling Online

CLERK OF THE SUPERIOR COURT, MARICOPA COUNTY

=] eFiling Guidelines '_"_,‘-‘) System Time t)) Help

(-14
[ ES
( ﬁ \Welcome back, silberschlag! Logout | My eFile Page | Edit My Profile File Mow .

My eFiling Page

Click case number to file more documents on that number or click document type to view document.

Expand all Collapse all

Days Subsequent Case Filings

El C¥2000-010049
[Z2) Filing ID: 7515: 08/07,/2006 11:05:40 AM
& Main document - Motion: Motion to Compel Defendant to Produce Accident Repoart

! Pages ' Layers\ﬂ Signatures \l Bookmarks

Michael K. Jeanes, Clerk of Court
*** Electronically Filed ***
Michelle Paigen
Filing ID 7515
08/07/2006 11:05:40 AM

1 ||Joe Attorney

Joe Rttorney & Assoclates
2 123 W. Jefferson

Phosnix, AZ 85003 3

3 Telephone: (602) 506-0007
Bar No. 123456

Attorneys for the Plaintiff

IN THE SUPERIOR COURT OF THE STATE OF ARIZONA
€ IN AND FOR THE COUNTY OF MARICOPA

Charlie Brown, ) Case No. CV2000-010049

® This completes the step by step instructions related to Civil eFiling in desighated cases
with the Clerk of the Superior Court, Maricopa County.

® Remember to Logout of the system when you have finished using the website.



ﬂ Signature Page

RESPECTFULLY SUBMITTED this 30" day of April, 2007

MARICOPA COUNTY PUBLIC DEFENDER

By: /s/Alfred Guinness

ALFRED GUINNESS
Deputy Public Defender

Copy of the foregoing
delivered this 30™ day of
April, 2007 to:

HON. WILLIAM BLACKSTONE
Judge of the Superior Court
Central Court Building

201 W. Jefferson Street
Phoenix, AZ 85003

JOHN COURAGE
Deputy County Attorney
301 W. Jefferson Street
Phoenix, AZ 85003

By: /s/Alfred Guinness

ALFRED GUINNESS
Deputy Public Defender

If you are signing a document for another attorney, for instance, if you are Alfred Guinness
i signing for Samuel Adams, this is how the signature line should appear:

By: /s/Alfred Guinness on behalf of Samuel Adams
: ALFRED GUINNESS on behalf of SAMUEL ADAMS



9 eFiling — Things you need to know

eFiling - Things You Need to Know

eFiling is available for Civil cases that have been designated for mandatory eFiling by Order of the Court, and for Family Court and
Criminal cases where the case is assigned to a participating eFiling division. If your case is eligible for eFiling in either the Civil, Criminal or
Family Court case types, and you are actively participating in eFiling, here is a list of things you NEED TO KNOW about eFiling with the
Clerk of the Superior Court in Maricopa County.

Be sure that the Clerk of the Court has an accurate record of the “Primary Attorney” on your case. You can view case information
by looking the case up in the iCIS application, or online by going to the Case History web site at:
http://www.superiorcourt.maricopa.gov/Docket/

Please review the eFiling Guidelines established by Administrative Order 2007-140, available at this web address:
https://efiling.clerkofcourt.maricopa.gov/eFilingGuidelines

Initial complaints, service documents, or answers may not be eFiled. Only subsequent documents on in eligible eFiling cases may
be eFiled (i.e. Notices, Motions, Responses, Replies, etc...)

eFile only one “Main” document per filing ID transaction. The first document in each Filing ID is the “Main” document and will
receive the “FILED” stamp (if accepted) and determines how the document will be recorded on the Court’s docket.

Submit exhibits or other documents you want attached (or “stapled”) to the main document as a supporting document within the
same Filing ID. Supporting documents will not have a “FILED” stamp and do not generate a separate record in the Court’s
docket.

Submit Proposed Orders under the same filing ID as their respective motion. It is highly encouraged that Proposed Orders be
submitted in an editable format. Microsoft Word is the most desirable.

You do not need to provide the judicial division a copy of the filing unless specifically instructed by that division. The eFiling
system will automatically route a copy of the filing to assigned judicial division once your filing has be accepted (filed).

eFilings will not be printed and placed in the hard copy case file. Therefore, it is important to know that when viewing the hard
copy case file it is possible eFilings exist. Please consult the electronic court record, via the available computer kiosks at the
Court’'s Customer Service Center (601 W. Jackson Ave.) to make sure you have seen all filings on the case.

When viewing the docket using the computer kiosks at the Court’s Customer Service Center, documents that had been eFiled, will
be marked with a paper document icon with a red “E” onit. This is an indication to the user that the document will not exist as
paper in the hard copy case file.

Free training on how to eFile using the Clerk of Court eFiling website is available. Please use the following web address to
access upcoming training dates, time, location, and free parking: http://www.clerkofcourt.maricopa.gov/news/CV%20E-
File%20Dates-Map.pdf

eFile Support Contact

Hours: Monday — Friday  7:00 am — 6:00 pm

Phone 602-506-2565

Email efilesupport@cosc.maricopa.gov

Visit us on the web at http://www.clerkofcourt.maricopa.gov.

Visit https://efiling.clerkofcourt. maricopa.gov/eFilingGuidelines for the eFiling Guidelines.
Visit http://www.azleqg.state.az.us/ to review Arizona Revised Statutes.

Visit http://www.supreme.state.az.us/rules/ to review local rules of procedure.

Acknowledgements

We would like to thank Susie Graham, Public Defender’s Office for sharing training materials in
the design of this user’'s manual.



10\ Administrative Order 2007-140

IN THE SUFERIOR COURT OF THE STATE OF ARIZONA
IN AND FOR THE COUNTY OF MARICOPA

ADMINISTRATIVE ORDER
NO. 2007-140

IN RE THE MATTER OF RESCINDING
ADMIMNISTRATIVE CRDERS 2005-0686,
2005-072, AND 2005-091 AND THE
ADMINISTRATION OF ELECTRONIC FILING

L )

WHEREAS, Superior Court Administrative Order 2005-072 outlines a target
implementation schedule for electronic filing for the Judicial Branch of Arizona in
Maricopa County,

AND, WHEREAS electronic filing has besen implemented in Civil Complex
Litigation cases on December 8, 2003, Criminal cases on April 25, 2005 and Civil cases
on Junea 20, 20045,

AND, WHEREAS the Superior Court and the Clerk of the Superior Court
continue to work rigorously in evaluating and implementing electronic filing across all
case types,

AND, WHEREAS the administrative order process makes it unwieldy and
inefficient to keep pace with the rapidly improving technological abilities, resources and
capacity of the Clerk and Court;

IT 15 ORDERED that Administrative Order 2005-072 related to the eFiling
implementation schedule is rescinded in favor of the following direction for electronic
filing:

Continued expansion of electronic filing shall he contingent upon the evaluation
of initial implementations in each Deparment, and upon agreement bhetwesen the
Fresiding Judge and the Clerk as to progression. As evaluations and agreements occur,
the Presiding Judge and the Clerk will publish electronic filing implementation timelines
and communicate the necessary electronic filing guidelines for use by members of the
State Bar, agencies and the public.

IT IS FURTHER ORDERED establishing the Superior Court of Arizona in
Maricopa County Electronic Filing Guidelines (“eFiling Guidelines™. The eFiling
Guidelines shall be a dynamic web-based document that shall maintain the current
guidelines for electronic filing in all case types in the Superior Court in and for Maricopa
County. The eFiling Guidelines shall clearly identify the last revised date and shall
maintain a summary of changes made and the effective date of those changes.

page 1 of 2
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IT IS FURTHER QORDERED that agreement hetween the Presiding Judge and
the Clerk shall occur hefore changes shall occur to the eFiling Guidelings.

IT IS FURTHER ORDERED that Administrative Order 2005-066, and 2005-091
are rescinded, and all guidelings related to electronic filing will now be addressed in the
eFiling Guidelines established by the Order. The eFiling Guidelines shall be availahle
for download at any time via the Superior Court web site, andior via the Clerk of the
Superior Court's eFiling webh site. A direct link o the eFiling Guidelines is available here:
https:/isfiling.clerkofcourt maricopa.govieFiling Guidelines/

Dated this 26™ day of October, 2007

Barbara Rodriguez Mundell
Prasiding Judge

Criginal: Clerk of Superor Court

Copies: Departmental Presiding Judges
Hon. Michagl K. Jeanes, Clerk of Superior Court
Marcus Reinkensmeyer, Judicial Branch Administrator
Fhil knox, General Jurisdiction Court Administrator
Karen Westover, Deputy Court Administrator

Note: Administrative Order 2007-140 was filed with the Clerk of the Superior Court on October 26, 2007 at 9:00 am.
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