Preparing Documents in the STARS Database
Open the STARS Database:

DOGUMENT GENERATION

To access Document Generation, select
the Common menu in the STARS
Toolbar. Then select Doc/Gen.

Generate the Doc Gen form or scan documents as needed:

Common - Document Generation |

I :J BUTTSE18) FLINT-JACKSON OFFICE(129)

NON-AF DCONAY REGULAR NON.-AFDCTNR) CHANGE OF CPIAL) ENFORCEMENT(E)

CUSTODIANICY)
NON CUS TODIANNCP)

Office Number: [AommsTRANONG30) |

User ID: | |
"NCP Address Sequence: [ 5
Court Order Number/FIPS: [00000191500031X 320701 =l

Edit and scan all documents as needed.

When the document is ready and fully edited and/or scanned, Biéde&rint and Printer
Namechanges t&DF Creator.

Save your document @: / _Jstars/ - ™

To go to the table of contents clibkre

Howsetoeaccessetheschildesupporteefilingeapplication

To access the Child Support E-filing Application go the internet and go to theStipport E-
filing Application website of:https://www.gaje.us




GAJE EFiling

Home Courts
Courts Seanh
I—
Child Support EFiI'WI/ m I
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» Washington County Ao
e Jefferson County Ié:fri':s RSS
« Oglethorpe County Comments RSS
» Fulton County WordPress.org
e Chatham County
= Clarke County
< & Houston County >
e Peach County
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* Franklin County
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e Augusta-Richmond County
e Morgan County
t * Upson County J

The application will take you to the login (enter) screen to accesgplieadion here at:
https://www.gaje.us/cs/client.faces

To login (enter) the Child Support E-filing Application follow these easysstep

N

Username: I o
Password: |
Login W

©)

A
A

With your mouse, click in each empty box and type your:

@ Click on the Legin | putton.

The application will take you to tHgelect a court from the list and click the button to go to it
Screen.

@ See the™ (drop down) box. Your court (or available courts) will show in the box.

S)



Court Imported

Click on the| Submit  pytton:

Select a court from the list and click the button to go to it

| NIRRT
S

_____

If you file to just one court then you will be directed to this court’s efiling web.pag

| Civil | niiated | Defendant | Defendant | s

Action # | Date First Name Last Name

1 |2em Apr22, |ROBERT MORRISON | Imporied |Event |Apr22, Case
2010 Log Detaile
Re 1 2 | 16458 | 2010-DR- | May 17. | HENRY BURSE Imperted | Event | May 17, | Case
o | oootas | zoto |Lea |2010 Detais
2 [16458 |2010.0R- | May 17, | HEMRY BURSE imported |Event |May 17,  Case
|oootas 210 Leg [2010 Detais
Chbune: T 4 570016262 |2010-DR- May24, |CHRISTOPHER |PAYTON Imported |Event |May 24, Case
L | Pre tion |poo1s0 | 2010 Leg 2010 Details
e s |son17zsz May 24, | JAMES BLODDSAW | Imported |Event |May 24, Case
Rejected Filing 2010 Log 2010 Details
Allomey 3 € |2B0016825 |2010-DR- May 24 WILLE NELSON Imperted | Event | May 24,  Case
ourt Received |oootay | 2010 |Log |20%0 Details
Court Imported ; i f i f i
7 10010881 |2010.DR- | Jun7. ROBERTO PEREZ imported |Event |Jun7.  Case
es ided |ooo1s2 | zot0 Leg 2010 Details
Queued for import
S InE B 10012038 |2010.DR-|Jun7, JERRALD COKER Imported |Event |Jun7.  Case
Eailed to I rt |ooo1s1 2010 | Log 2010 Details
e |roo13303 Jun7, |LEON | REVES imperted |Event |Jun7.  Case
2010 Log 2010 Details
10 410016545 | 2010-DR- Jun 14, GECRGE HARTSHORM Imperted | Event Jun 14 Case
DODISZ | 2010 |Log  |2010  Details

"Il

To see the table of contents clickre

If you are a legal preparer and you want to file a new caseldick

If you are an attorney and you want to work on cases sent to you by the legalrprigganere
If you are an attorney and you want to sign a document lotiok

If you a clerk and you want to work on cases clieke

If you are a clerk and you want to reject a case tlaie



How to file a new case using the efiling application
To file a new case into the court’'s case management system:
1. Alegal preparer must do the following ( se=ow):
a. Create a new case in the efiling application.
b. Verify the accuracy of the information in the case.
c. Send the case to the attorney.
2. The attorney upon receiving the case sent by the legal preparer must do thadollowi
a. Verify the accuracy of the information in the case
b. Sign the necessary documents of the case.
c. Send the case to the clerk.
3. The clerk upon receiving the case must do the following:
a. Verify the accuracy of the information in the case.
b. Sign the necessary documents of the case.
c. Import the case the case into the court’s cms using the cms appropriate tools.
To see the table of contents clickre

How to create a case in the efiling application by the legal preparer.

Jump to the end of this section

Legal preparers file new cases, although the efiling application prafiddsinctionality to the
attorneys also. An attorney can file new cases ONLY if he/she has aodhe two resources
needed from $tars (data file and the proper document package described below).

To file a new case you must create a case in the efiling application. To create aecasu
must first login into the efiling application, unless you are already logged in. if you don’t
know how to login please see sectidiHow to access the child support efiling application
If you are already logged into the applicatmick on the “NEW” button. If you don’t see the
“NEW?” button click on the “HOME” bubn. You will be directed to your home page in the
applicationwhere you will definitely see the “NEW” buttoRemember you can get to your
application home page from anywheréy clicking the “HOME” button.

Once you click on the “NEW” buttodo the following:

On the screen you will see a box with six choices listed:




N

| Home | Change Court | Report Error
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sTofilesasnewecasesintoethescourteusingethesefikagplication,syousmusfirstecreatesasnews
caserinsthesefilingeapplication.s Ineorderstoecreatesasnewscasesyousmiisteuploadsthes
necessarysdocumentsetosthesapplication. esThesesdocumentsemustebespreparedsineSTARS®
beforeeyousbeginsthesChildeSupportsE-filingeprocee3 hesesdocumentseare:s

Datafile - Is created by STARS in the DocGen process. A datafile is a teixt)(fle
that serves as the building block for creating a case in the e-filinigatpgh. In this file

you will find the information about the case participants. This file can be found tnede
folder C:/Stars/Data

Document package in pdf format- this package of pdf documents is the electronic
image of a Microsoft Word package of documents created from DocGen.

The steps in creating a new case that will eventually be filed are:

® Click a case action, such as Establishment or Contempt, etc.

Home Change Court Report Error

(Official court documents : Go
-ummgs by Case Actions
® Contempt
Review/Modification
Motion To Redirect
Motion To Transfer
Registration
ENTER I

T
@

@Click the _ENER  putton. This action will take you to tRespare Filings for Attorney screen.

At the Prepare Filings for Attorney screen, see the headibgcument Type. On the next line,
see texSelect Document Typean empty box and ™  (drop down arrow) box.
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77 TE < Prepare Filings for Attorney >

ﬁ

Document Type

> Select Document Type | :jhl 1

Prepare Document for Filing I — B

Upload as Exhibit: &

@ Click on the ™

it —

Select :l
Package

Type

Prepare [— Browse.. 1

Document

for Filing

box.

The box opens and there is a list of items in alphabetical order. Use youranduse down the

list until you find

@ Click on the file

DATA FILE
\

the item namedATA FILE .

Acknowledgement of Senice
Acknowledgement of Service - Amended —
Acknowledgement of Senvice - FormCEJ
Acknowledgement of Sernvice And Waiver of Jurisdiction
Acknowledgement of Senice-FormCEJ-Order

Affidavit: Support of Rule Absolute

Agency Recemmendation

Amended Agency Recommmendation 2 - ey - i.___"\.m

Blood Test Results
Cerntificate Of Service

Certificate Of Service - FormCEJ G
Cenificate Of Service-FormCEJ-Order
Certification of Default

Certification of Default-FormCEJ-Order

Child Suppert Worksheet on File

Complaint: Contempt - Amended _
int-Coentempt of Child Support Order Go

mlm:!:ontem of Child Support Order-CAA

Complaint-Petition for Recovery of Child Support

Co int-Petition for Rec of Child SCAE

Dismissal: Voluntary
Disposition Form of File

INCOME DEDUCTION ORDER

Initiation Form of File

Initiation Form of File - FormCEJ

Initiation Form of File-CAA

Initiation Form of File-CAE 19
Mation and Order to Close Case .

e
—

[ uvFicapFe |

The Select Document Typéox now shows thBATAFILE inthe ™ box.
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| Home Court
Prepare Filings for Attorney

Document Type

' Prepare Document for Filing | |

:-Lbkmﬂ as Exhibit r |

Package Type
I ™ 1

Select | =
[ ]
Type

| Docunenl |
|forFiling |

TR RN

Selecting the Data file.

See theéPrepare Document for Filing text, an empty box and Browse..  button under ™2
box.

Use your mouse and click on t/ Browse.. button one time.
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j\ | Prepare Filinas for Attornav
21
Lockin [( Deskton H QT
My Documents o Spark.exe - i

_" My Computer gWth
My Network Places |,_rﬂ ‘WordPerfect X3 I
8 Adobe Reader & |_Adobe £53
A0 AOC Intranet \_JCopy of Countyl
G Crystal ¥eelsius Professional 4.5 |_JCountyl
P FLY Player _County2
g Tunes \_JDownloads
7| Malwarebytes' Anti-Malware |_)Websites on A0OC-WEBDL
) Microsoft Mouse |_)Websites on &OC-WEBD0Z

My Documenty L Mozilla Firefox & crystal vcelsius sample Files

. L Presentations X3 1] dhupdate.log
F‘! § | Quattro Pro X3 LYFirefox Setup 3.5.2.exe
h-l--::m'lpulm i QuickTime Player (@ JFix PRINTERS i
it iz U2 RealPlayer Enterprise [E] Fsaua.log -
| ") —
File: name: I = L_UW’
Flesof pe:  [AlFiles (1] =1 Cancel
for Filing

I""}:_ ] Data .
Find theDATA FILE that you created in STARS @t / lJStars/ L Iname of file). When

you find the file, use your mouse and clOKE time on the file. This action will highlight the
file in .

Prepare Filinas for Attornev

| Package 1
F (EEREEETESAN <—

|

A

File name: |$@CS0LE_330016367_00000 1+ = | open |
Fiesof type: — [AllFiles %) =l Cancel

| |for Filing

Click the button ONE time. This action will move a copy of the file from yourpzdar
to the Child Support E-filing Application. View the text in the window.

® Use your mouse and click tt UPLOADFILE button.
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Now that the Data file is uploaded the next step is to upload the document packagatthwvill
constitute the initial filing. Do the following:

® Click on the ™ box.

The box will open and there will be a list of items in alphabetical order.

Use your mouse and go down the list until you findRaekage Typethat matches the
document that you want to use.

15









Package is Uploaded

Now that the two resources- data file and document package- are uploaded the case is

created in the efiling application.
The next step is to review the uploaded documents, verify their accuracy by vaily

inspecting them, and then send the whole case to the attorney. Do the follogin



Deletetext to remove the
wrong document and repeat step two again.

Reviewing the Filing
After you look at the documents and see that they are all correct, you can seral tthem t

attorney to E-file them. To send the case to the attorney, use your mouseland thie
button to e-file your documents.

This action takes you to@ase Details Page.






here
To see the start of this section cliokre

Confirming That a Case Was Sent to the Attorney

If you are a legal preparer or an attorney and you want to verify that a cdsehasent to the
attorneydo the following:

If you are not logged into the application do so. If you don’t know how to login see the section
How to access the child support efiling applicatitbryou are, then click on the attorney table
under “Choose Tables” in the left pane. If you don't"€&®oose Tables”, then click “HOME”

and that will direct you to your home page in the application where you can dgfaaieel

“Choose Tables”. After you click on attorney table your page will besb&d with the case on
the attorney table.

Case Status To check that your case has been sent to the attorney, find a case and see the
column,Case Status Look in this column to see the status of your case. For a successful
result, this status must f&ent to Attorney or Received by Attorney

Case Details- To see case details, see the col@are Details and click on the liniCase
Detailsto see a cadeetails page.

Last Event - To see all of a case history of a case, sekabeEvent column. See thEvent
Log link for your case and click on it. This action will take you to a &smrd History
Page. Here you can view all of the events (history) for a case.



