GaJE E - Filing Instructions
In Stars

1. Add the case to the Stars Court Calendar (if needed).

2. Generate the Doc Gen form (choose the e-file version of the desired package)
3. Edit document as needed
4. When document is ready & fully edited – Select File, Print, and change Printer Name to PDF Creator

Save your document in C:/Stars/PDF – (save as Stars case # and NCP Last name)

Efiling Website = gaje.georgiacourts.gov (save to your favorites/bookmarks)
1. Log into e-filing system

     1a. (if applicable) Choose which county you want to file for

2. Select “Search By” to verify whether the case already exist in GAJE

a. If yes click “Case Details” and proceed to add “Document Type” or “Package Type” and proceed to section stated “Filing Subsequent Documents”
b. To add a new participants to an existing Data File in GAJE proceed to section “Add a Child”

c. If no case exist on GAJE proceed to Step #3
3. Click on “New”

4. Choose the specific type of case to be filed when prompted

5. Under “Document Type” choose Data File (always choose data file when uploading a New Case)
Note: (Multiple Data Files are not accept if case is already filed in GAJE)  
6. Under “Prepare Document” click Browse

7. Select the data file under C:/Stars/Data/(filename)

8. Click “Upload File” button

9. Under “Package Type” select package type that matches your document

10. Under “Prepare Document” click Browse

11. Select the PDF file under C/Stars/PDF/(filename)

12. Click “Upload Package”
13. Review documents to insure they are correct

14. Click “Review of Filing”
15. Set “Proposed Court Date” (If applicable to case filing action) 

16. Click “Submit”
17. Enter the “Civil Action Number” (when appropriate) in the “Civil Action Number” field. 
Remove the “Civil Action Number” from the field and click “Set Civil Action Number”. This will allow the field to remain empty. 
Note: (Only on cases that are assigned a new “Civil Action Number” in that county)

18. Click “Retrieve Case from Odyssey” (If Applicable)

19. Send to Attorney (If requires Attorney Signature on documents)

20. Submit to Clerk (If Attorney Signature is not required on documents)

Filing Subsequent Documents
Note: Single Document Filing only

Select “Modify” or “File New Documents” 

Select the document you want to upload in the drop down menu listed      “Document Type” 
Select “Browse” and locate the file on your computer

Click “Upload File”
Proceed to Step # 14 and complete the E-filing process

Note: Packages Only
Select “Modify” or “File New Documents” 

Select the package you would like to upload using the drop down menu labeled “Package Type”

Select “Browse” and locate the file on your computer

Click “Upload Package”

Proceed to Step # 14 and complete the E-filing process

Add a Child to Existing Data Files

Click “Search By” Enter “Case Number”

Click “Case Details”

Click “Add Case Participants” 

Choose “Case Participants Role” and proceed to enter in the new participants First,     Middle and Last Name in the appropriate field. Enter new participant’s Date of   Birth. Enter in the new participant’s full address.  

Click “Save Changes” 

Attachments must be scanned or converted to PDF to be e-filed. (Save ALL .pdf documents in the C:/Stars/PDF folder)   
If you have attachments, such as worksheets, UIFSA packages, foreign orders, etc. You will need to attach them to the previously e-filed case. Search for the case on the system that you want to add an attachment to by using the ‘SEARCH’ button. Once the case is found; click ‘Case Details’ to open the case then the ‘Modify’ button. Return to the “DOCUMENT TYPE” box.  Select the Document Type from the drop down menu (when adding an attachment; make sure to select the document TO WHICH you would like to add your scanned document to). In the “PREPARE DOCUMENT” area, select Browse and select your PDF attachment that you have saved.   Click the ‘Upload as Exhibit’ box and then click UPLOAD FILE. Your attachment will be uploaded to the back of the document you selected.

Instructions on .pdf converting and uploading worksheets:

1. Open Microsoft Excel and select the Worksheet that matches your client/filing/petition

2. Edit document as needed.

3. When document is ready & fully edited – Select File, Print, and change Printer Name to PDF Creator

4. Save your document in C:/Stars/PDF – (save as $tars case # and NCP Last name)
5. Under “DOCUMENT TYPE” choose the title to the document to which you wish to attach the worksheet.

6. Under “Prepare Document” click Browse

7. Select the worksheet under C/Stars/PDF/(filename)

8. Click UPLOAD FILE button

Final Orders and Foreign Orders must be scanned and saved as a .pdf to be e-filed. (Save ALL .pdf documents in the C:/Stars/PDF folder)
To upload FINAL ORDERS, search for the case on the system that you want to add the order to by using the ‘SEARCH’ button. Once the case is found (make sure it is in the IMPORTED status); click ‘Case Details’ to open the case then the ‘File New Documents’’ button. Return to the “DOCUMENT TYPE” box.  Select the name of the Order that you want to upload from the drop down. In the “PREPARE DOCUMENT” area, select Browse and select your PDF attachment that you have saved the order as then click UPLOAD FILE. Your Order will be uploaded to the bottom of the list of documents filed previously for the case under ‘Uploaded Documents’. All documents filed prior should be listed under ‘Imported Documents’.
TABLES

Legal Preparation – Documents prepared by DCSS & pending upload to Attorney

Rejected Filing – Documents returned to DCSS by Attorney due to error

Attorney – Documents pending Attorney signature

Court Received – Documents pending action by Clerk
Queued for Import-Documents pending action by Clerk 
Court Imported – Documents filed by Clerk and returned to DCSS

