GAJE CHILD SUPPORT E-FILING

Administrative Office of the Courts of Georgia

User Guide



Child Support E-Filing User Guide

© Administrative Office of the Courts of Georgia
Technology and Operations Division
244 Washington Street, SW ¢ Suite 300
Atlanta, GA 30034
Technical Support: 1-(800) 298-8203 » (404) 651-8203 ¢ Facsimile: (770) 342-4756
GAJE Website: http:/ /w2.georgiacourts.gov/ gaje

Revision History

Document Version: v7.0

Last Revision Date: Wednesday April 13, 2011
e Revision:v7.0 Date: Wednesday April 13, 2011 Author: Michael Alexandrou
e Revision:v6_03 15 11 Date March 15, 2011 Author: Sharon C. Arthur


http://w2.georgiacourts.gov/gaje

e Revision: v1 through v5: Author: Sharon C. Arthur

TABLE OF CONTENTS

About this guide.

About this guide (initial version).

Introduction.

Operations by all users.

How to access the child support efiling application.

How to search for a case.

Operations by the legal preparer.

How to create the two $tars resources needed for efiling by the legal preparer.
How to file a new case in the court’s cms using the efiling application.
How to confirm that the attorney received a case.

How to file a subsequent filing into an imported case by the legal preparer.
How to work on a rejected case rejected by the attorney, or the clerk.

Operations by the attorney.

How to work on cases sent to the attorney by the legal preparer.
How to sign a document by the attorney

How to reject a case by an attorney

Operations by the clerk.
How to work on cases sent to the clerk by the attorney or the legal preparer.
How to reject a case by a clerk.

ABOUT THIS GUIDE

The latest version (v7) of this guide is basically reorganization of the contents of the original user
guide. We tried to create a document in such a way where the reader can jump into any section
without having to start from the beginning of the document to the point of interest. Our intention
is, for this user guide to be an on line live document without losing its usefulness when it is
printed out in a hard copy. Also, as a consequence, when the application is updated the user
guide can be adapted very easily by modifying only the part of it that deals with updated part of
the application.

To go to the table of contents click here




ABOUT THIS GUIDE (INITIAL VERSION)

Welcome to the Child Support E-filing Application User Guide!

The objective for the creation of the Child Support E-filing User Guide was to provide you with
assistance, support and instruction for processing and executing cases in the Child Support E-
filing Application in a timely and efficient manner.

The User Guide is divided into three sections for each pertinent audience, for child support legal
preparers, attorneys, and court personnel, in an effort to support you with your child support
cases on behalf of the State of Georgia.

Our hope is that you find this User Guide to be a useful tool. This User Guide was written by
Sharon C. Arthur, within the Technology and Operations Division of the AOC. In the event that
you have any questions about any of the information provided in this document, or comments or
feedback, please feel free to provide them to the Child Support E-filing Group of the
Administrative Office of the Courts by contacting us at (404) 656-5171.

Sharon C. Arthur, Author
Technology and Operations Division
Administrative Office of the Courts

Division of A

CHILD SUPPORT SERVICES mmmﬁwc

Office of the
DHS GEORGIA DEFARTMENT OF HUMAMN SERVICES courts

To go to the table of contents click here



INTRODUCTION

The Georgia Judicial Exchange Program (GAJE), is a joint effort between the Division of Child
Support Services (DCSS) of the Georgia Department of Human Services and the Administrative
Office of the Courts (AOC) to enable DCSS and the superior court clerks of Georgia to
communicate electronically for the purpose of filing civil pleadings and associated documents.

DCSS recognizes that it is perhaps the largest single filer of civil pleadings in the state of
Georgia and that the manual filing processes used by the agency are time consuming, not cost
effective and are very often burdensome on clerks and their staff. In addition, Georgia’s DCSS
IS a pioneer among states’ child support agencies for recognizing the benefits in automating the
filing of court related documents using electronic filing.

How does e-filing work?

In a few quick and easy steps, the e-filing system enables DCSS to submit civil pleadings and
related documents from their database electronically via the Internet that are then imported into
the court’s present case management system.

The e-filing program helps courts by automating the current manual workflow process. E-filing
benefits the courts and DCSS by enabling internal process improvement and better resource
allocation. DCSS and the courts benefit from increased access to data, reports, improved
document imaging, and management capabilities.

E-filing can save time and reduce paper usage, storage costs, travel costs, and resources required
to produce and file documents.

To go to the table of contents click here



Preparing Documents in the STARS Database

Open the STARS Database:

DOGUMENT GENERATION
S To access Document Generation, select
Prempts the Common menuin the STARS

Case sction Log
Event Log
m_’?% I )
Search b
GO Network

Toolbar. Then select Doc/Gen.

Generate the Doc Gen form or scan documents as needed:

Parent
CUSTOD[AMIC?J)
NON CUSTODIAN(NCFP)

Common - Document Generation

BUTTSO18) FLINT-JACKSON OFFICE(129)

| Current Function
NON.AFDC(NA) [ REGULAR NON.AFDC(NR) CHANGE OF CP(IAC) ENFORCEMENT(E)

Office Number; [AoMNSTRATION30) |

User ID | =]

*NCP Address Sequence: [v 5]

Court Order Number/FIPS: |00000191509031X1320701 =]

e Edit and scan all documents as needed.
e When the document is ready and fully edited and/or scanned, select File, Print and Printer
Name changes to PDF Creator.

e Save your documentin C:/ _stars/

Data

To go to the table of contents click here

How to access the child support efiling application

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



https://www.gaje.us/

GAJE EFiling

Home Courts
Courts Search
I—
Child support Eang/ [— |
r = Bibb County \
« Washington County Admin
« |efferson County I!;:friIZS RSS
= Oglethorpe County Comments RSS
= Fulton County WordPress.org
« Chatham County
# Clarke County
< = Houston County
« Peach County
« Coweta County
= Franklin County
« Bulloch County
« Crawford County
# Augusta-Richmond County
« Morgan County
t =« Upson County J

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

To login (enter) the Child Support E-filing Application follow these easy steps:

Username: : t : J
Password:
Login W

T
3

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

@ Click on the Legin | pytton.

The application will take you to the Select 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)


https://www.gaje.us/cs/client.faces

Click on the | Submit pytton:

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

NIRRT
1

L

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

Home Change Court Report Error

Court Imported
New |

OCSS Civil Initiated | Defendant
Number Action # | Date

Search by ... |
299

Apr22, ROBERT MORRISON

2010

16459 2010-DR- | May 17, HENRY BURSE

EEpogs | 000149 |2010

16459 2010-DR- | May 17, HENRY BURSE
000148 | 2010

Choose Table
Legal Preparation
Existing Filing
Rejected Filing
Altorney

Court Received
Court Imported
Cases Decided
Queued for Import
Failed to Import

570016263 |2010-DR- |May 24, CHRISTOPHER PAYTON
000150 | 2010

80017252 May 24, JAMES BLOODSAW
2010

280016825 |2010-DR- May 24, WILLIE MELSON
000147 | 2010

10010881 2010-DR- | Jun 7, ROBERTO PEREZ
000153 | 2010

10012038 2010-DR- | Jun 7, JERRALD COKER
000151 2010

w© o ~ @ 0 - w Y] =

10013303 Jun 7, LEON RIEVES
2010

410016545 | 2010-DR- | Jun 14, GEORGE HARTSHORN Imported |Ewent |Jun 14, Case
ooo1sz 2010 Log 2010 Details

=

&\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\k\ \
T T

I4€ 44 4 12 F [Br ¥l

To see the table of contents click here.
If you are a legal preparer and you want to file a new case click here.

If you a clerk and you want to work on cases click here.
If you are a clerk and you want to reject a case click here.



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 ( see below):
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 the following:
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 click here.

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 provides this functionality to the
attorneys also. An attorney can file new cases ONLY if he/she has access to the 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 a case you
must first login into the efiling application, unless you are already logged in. if you don’t
know how to login please see section “How to access the child support efiling application™.
If you are already logged into the application click on the “NEW?” button. If you don’t see the
“NEW?” button click on the “HOME” button. You will be directed to your home page in the
application where you will definitely see the “NEW” button. Remember you can get to your
application home page from anywhere by clicking the “HOME” button.

Once you click on the “NEW” button do the following:

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




A T Y

§
;
L
;

AN

iﬁ'llngs by Case Actions
ontem
ificati
i i

i

T,

AR
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To file a new case into the court using the efiling application, you must first create a new
case in the efiling application. In order to create a new case you must first upload the
necessary documents to the application. These documents must be prepared in STARS
before you begin the Child Support E-filing process. These documents are:

o Datafile - Is created by STARS in the DocGen process. A datafile is a text (plain) file
that serves as the building block for creating a case in the e-filing application. In this file

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

o 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
-\:_JFiIings by Case Actions
® Contempt
Review/Modification
Motion To Redirect
Mation To Transfer
Registration
ENTER I
1 S

@

@Click the _ENTER | putton. This action will take you to the Prepare Filings for Attorney screen.

At the Prepare Filings for Attorney screen, see the heading Document Type. On the next line,
see text Select Document Type, an empty box and a ™ (drop down arrow) box.

11



Report Error

< Prepare Filings for Attorney >

Select Document Type: [

se—(1

Prepare Document for Filing

l— Browse...

Upload as Exhibit: |

UPLOAD FILE

Select
Package
Type:

=

Prepare
Document
for Filing

l— Browse.

UPLOAD PACKAGE

® Click on the '™ box.

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

list until you find

the item named DATA FILE.

@ Click on the file

DATA FILE
\

of Service
of Service - Amended
of Service - FormCEJ
Acknowledgement of Service And VWaiver of Jurisdiction
Acknowledgement of Service-FormCEJ-Order
Affidavit: Support of Rule Absolute
Agency Recommendation
Amended Agency Recommmendation
Blood Test Results
Certificate Of Service
Certificate Of Service - FormCE.J
Certificate Of Service-FormCEJ-Order
Certification of Default
Certification of Default-FormCEJ-Crder
Child Support Worksheet on File
Complaint: Contempt - Amended

oiplaint: Contempt of Child Support Order
ﬂ)lalnt:(:ontempt of Child Support Order-CAA
Complaint:Petition for Recovery of Child Support
Complaint-Petition for Recovery of Child Support-CAE

Acknowledgement
Acknowledgement
Acknowledgement

Dismissal: Voluntary
Disposition Form of File
IMCOME DEDUCTION ORDER
Initiation Form of File

Initiation Form of File - FormCE.J
Initiation Form of File-CAA
Initiation Form of File-CAE
Motion and Order to Close Case

_APAT

‘s Logout

Go

e |

-

[ UPLOAD FILE ]

The Select Document Type box now shows the DATAFILE in the ™ box.

12



N

| Home Change Court { Report Error

Prepare Filings for Attorney

Document Type

Select Document Ty DATA FILE hd
Prepare Document for Filing | Browse... |

Upload as Exhibit: -

UPLOAD FILE
Package Type
Select j

Package
Type:
Prepare I Browse...
Document —I
for Filing

T
AAA A HE AN NN\

Selecting the Data file.

See the Prepare Document for Filing text, an empty box and a = Brewse... button under the ™
box.

Use your mouse and click on the = Browse.. button one time.

7

Bibb County Superior Court Test Agent *

Home | Change Court ] Report Error |

Document
for Filing

.
/ %
% Prepare Filings for Attorney %
. .
% Document Type %
% poomenee |}
% Select Document Type: | - %
. |
% ﬁ Prepare Document for Filing T Bowse. |_ Ll) %
/ Upload as Exhibit = %
. .
% %
/ |
/ Package Type %
. |
% Select | = %
% _Prac:;dge /
. %

L owe | ‘ ‘

This action will open the dialog box (screen) of files on your computer that says Choose file.

13



Prebare Filinas for Attarnev

Loak in: I@ Dieskiop

|‘®

Deskiop

Malwarebytes' Anti-Malware

o

9 Microsoft Mouse

% Mozilla Firefox

' Presentations ¥3

{1 Quakkro Pro X3

£ QuickTime Player

(PR ealPlayver Enterprise

4

My Daocuments

L 8
o

by Computer

21x|
EH o@ @

i) My Documents EF‘ Spark.exe

My Compuber @W\nzip

My Metwork Places 54 wordPerfect X3
o Adobe Reader 8 [Shadobe €53
e AOC Inkranek @CUW of Countyl
-,; Crystal Xeelsius Professional 4.5 [CCountyl
EAFLY Player [ZCountyz
(14 iTunes |hDownloads

[)websites on A0C-WEEO01
|ehsites on AOC-WEBDD2
Crystal Xeelsius Sample Files
E] dbupdate log

(L)Firefox Setup 3.5.2.exe
[520Fix PRINTERS

E:I fsaua log

i

|

File name: I j Open I
Files of type: IA\I Files [*7) j Cancel /l
7
| |for Filing |

Find the DATA FILE that you created in STARS at C: / uStars/ & = fmame of file). When

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

file in blue.

Choose file

Back

Prepare Filinas for Attornev

Look in: I (3 Data files

JE3 e G

Packagae 2
Package 1
[ls@csc 016

Iy Computer

»

File narne:

|$@CSDLB_33UUT B367_00000. txt

[

Open

Files of type: IAII Files [*.7]

|

Lef L

Cancel /L

| ‘for Filing |

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

® Use your mouse and click the | UPLOADFILE  pytton,

14



/|

Select Document Type- |DATA FILE ﬂ

Prepare Filings for Attorney

Document Type

Prepare Document for F\\ing‘ C:\Documents and Setting  Browse... |

Upload as Exhibit: O

oo —(3)

Select
Package
Type:

| [

Package Type

Prepare
Document
for Filing

l— Browse. .

UPLOAD PACKAGE

11T

=

Y

Now that the Data file is uploaded the next step is to upload the document package that will
constitute the initial filing. Do the following:

Click on the '™ box.

N

Home | Change Court | ReportError

Select Document Type: |

Prepare Filings for Attorney

Document Type

Prepare Document for Filing Browse. . |

Upload as Exhibit: -

UPLOAD FILE

Select
Package
Type:

Package Type

Prepare
Document
for Filing

l— Browse...

UPLOAD PACKAGE

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

&\\\\\\\\\\\\\\\*\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\W

Use your mouse and go down the list until you find the Package Type that matches the
document that you want to use.

15



@ Click on the type

of document that
matches your
package.

2 Acknowledgements For Rev-Mod

2 Certificates of Service

DISMISSAL PACKAGE: DISPOSITION FORM. VOLUNTARY . DISMISSAL
Form CAE Petition for Support
HFORN-CAE - Complaint Petition 5 or more children |
BFormcaa Contempt Petition —
|FormCAD - Mation for DNA Conternpt —
FORMCAG MOTION TO REDIRECT CHILD SUPPORT
FormCAG-EX - Motion To Redirect Exibits

FormCAH - Motion To Transfer

FormCAH-EX - Motion To Transfer Exibits

FormCCU - Registration

FormCCU-EX - Notice of Registration Exibits 1
FormCEJ-EX Review - Modification Petition Exhibits

| ORDER (RM), ACKNOWLEDGEMENT, WORKSHEETS, DISPOSITION FORM
ORDER (RM), WORKSHEETS, DISPOSITION FORM

Qrder - Amended - Contempt with Rule Absolute

Qrder - Consent - DNA Paternity Testing With 2 Acknowledgements

~|Order - Consent - DNA Patemity Testing With Ack, DNA Waiver

“|Order - Consent - DNA Paternity Testing With Ack, DNA Waiver, Disp Info
Qrder - Consent - DNA Testing - Foster Care

Qrder - Consent - Patemity Testing With Acknowledgement

Qrder - Consent - Patemnity Testing

~Order - Consent For Child Support

Qrder - Consent For Child Support With Acknowledgement

QOrder - Consent For Child Support With DNA Waiver

iOrder - Contempt

o
o
=]

QOrder - Contempt - Amended

Qrder - Cnmemgt - Amended with DisEns\Iinn QOnly
Browse

UPLOAD PACKAGE

This action puts the package type in the Select Package Type window.

Prepare Filings for Attorney

Select Document Type: | j
Prepare Document for Filing | Browse...
Upload as Exhibit: -

UPLOAD FILE

Select IOrdEr - Contempt j

Package
\ Type:
Prepare I Browse

Document
for Filing

UPLOAD PACKAGE

Uploading the document package for Filing

On the right, see the box Prepare Document for Filing, an empty box next to it and a = Browse..

button.

Use your mouse and click on the = Brawse.. putton. This action will open the dialog box (screen)

of files on your computer that says Choose file.

16



Pranare Filinas for Attornev

Loak in: I@ Desktop j e I’ - v
i) IMy Documents f—j Spark.exe -
J My Computer Gwinzip
ity Hetwork Places Eagtwordperfect 13

il Adobe Reader 8 () Adobe 53
P ACC Inkranet @Copy of Countyl
-,';' Crystal ¥celsius Professional 4.5 ()Counkyl

W EAFLY Plaver [ County2
4 iTunes [)Downlnads

E Malwarebytes' Anti-Malware
,;'; Microsoft Mouse

L Mozilla Firefox

‘ Presentations X3

(o Quattro Pro X3

{84 QuickTime Player
FRealPlaver Enterprise

|

() Websites on AOC-WEBD01
| Websites on AOC-WEBODZ
Crystal ¥eelsius Sample Files
E] dbupdate.lag

(L)Firefox Setup 3.5.2.6x8
[57)Fi PRINTERS

2] fsaua.log

File: riame: I

Fiesoftyps:  [AllFies )

Laf Lo

Cancel

M
Open I
=

| ‘Ior Filing |

FDF

oor 1N I".-—\* — |"..3 ——
Find the /= file (that you prepared In STARS) in your “C” Drive, C:/ L.JStars/ L.J
[ror 1
/name of &).

® When you find the folder, use your mouse and click ONE time on the L.J " folder.

| Prenare Filinas for Attornev

Lok it IW j 0 " 5o

Data
@po_ @

Back

3
|

Fils name:; I j Open I
Files of type: IAIIF\Ies[x.*] j Cancal |
i)
||forFH|ng ‘

® Click the button ONE time. This action will open the L.J " folder to show all of the
[ror

7= files in the folder.
Find the name of the file that you need to E-file. When you find the file, click ONE time on the

[eor
name of the 7~ file.
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Back | Prepare Filinas for Attornev

Look i [ ) PDF = Qe E-

E]Ducumsnt 1 -
E)Ducumsnt 2

|C)Package 1
|- Package 2

[T E-file FORMCAB _MOTIOM FOR CONTEMPT_ pdf
™ E-file FORMCAF _COMPLAINT FOR ChlldSuppDrt.pdh

My Documents @

1

|

File name: [ i FORMCAB_MOTION FOR CONTEMPT pal | Open |
Files of type: | 0 Files 1 = Cancel
%

| for Filing

Use your mouse and click ONE time on the button. This action will move a copy of the

file from your computer to the Child Support E-filing Application.

Package Type
© -ﬁ IFDrmCAA Contempt Petition I
Packagé

Type:

Prepare Browse. |

Document
for Filing

© Use your mouse and click the | YPLOADPACKAGE |y 1o

This action will result in the package being uploaded. See the text, Package is Uploaded

Select  |FormCAA Contempt Petition [
Package

Type:

Prepare Browse: |

Document

for Filing ©

UPLOAD PACKAGE | 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 visually
inspecting them, and then send the whole case to the attorney. Do the following:

18



Reviewing the Uploaded Docuemnts

Look at your screen and at the text heading List of Uploaded Documents, and below it is the
word Title. Listed here are the documents that you have uploaded. Look at all of the documents
to be sure that they are the right documents that you want to e-file.

— Gst of Uploaded Documents \
e Title

Initiation_Form_of File CAA Delete [j«(uu—

Summons_and_Rule_Nisi_ CAA Delete

Complaint_Contempt_of Child_Support_Qrder CAA Delete

Summons_CAA Delete

Motice_ To_Produce CAA Delete

\Sheriﬁ s_Entry_Of Senice_ Filed Delej

If any document is not correct, then use your mouse and click the Delete text 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 send them to the
attorney to E-file them. To send the case to the attorney, use your mouse and click on the

Review ofFiling | hytton to e-file your documents.

UPLOAD PACKAGE Package is Uploaded

List of persons extracted from the text data file

Custodial
Last Name First Name Middle

Non Custodial
Last Name First Name Middle

Initiating Party Persons

Last Name First Name Middle
— Review of Filing
List of Uploaded Documents

Title

Initiation_Form_of File_CAA Delete
Summons_and_Rule_Nisi_CAA Delete

Complaint_Contempt_of Child_Support_Order CAA Delete

Summaons_CAA Delete

Notice  To_Produce_CAA Delete

Sheriff_s_Entry_Of Senvice  Filed Delete

This action takes you to a Case Details Page.

19



Here, at a Case Details Page you should check a case’s details. Open each document to make
sure that they are correct to send to the Attorney.

Report Error
Go

Filer Name: Test Agent

Division: Superior Court: Civil Division

Case Category: Dom Rel: SupportfURESA

Case Filing Type: Complaint/Petition

Case Type: Superior Domestic Case

Case Caption: GDHS/MAXIE MOUSE et. al. vs MINNIE MOUSE
< OCSS Case Number: 330016367

Court Case Number:

Court Date: March 24, 2011

Jurisdiction: Bibb

CASE PART!CJPANTSE

Initiating Party Organization
\ Name Address
Geaorgia Department Of Human Senvices

Initiating Party F'erson_

Name
MAXIE MOUSE
DEWEY DUCK

Defendant F'art_
Address

Name
MIMNMIE MOUSE -

Witness _

Name Address
MICKEY MOUSE -

Witness h

Name Address
MICKEY MOUSE -

Plaintifi’s Attorney -« u—

Name BarlD
Test Attorney 12345

Defendant's Attorney _

Name BarlD

— DOCUMENTS

41purled Documents
Title Type Sign Document

Uploaded Documents
Title Type Sign Document

Initiation_Form_of_File C.AMA Initiation Form of File-CAA
Summons_and_Rule_Misi_CAA Summoens and Rule Misi-CAA

Complaint_Contempt_of Child_Support_Order_C. Complaint:Contempt of Child Support
Order-CAA

Summons_CAA Summons-CAL
MNotice_To_Produce_CAA Motice: To Produce-CAA
\‘%riﬁ s_Entry_Of Senvice_ Filed Sheriffs Entry Of Service: Filed

\—/

Look at all of the details (information) about a case. If all of a case details are correct, use your
mouse and click on the |__Sendto Attomey  jy;tion,

\| Sendto Attorney | | Iniiating Party Organization

Name Address
Georgia Department Of Human Senvices

The case you have created in the efiling application is sent to the attorney. The attorney will
review the case, sign the necessary documents and will send it to the clerk.
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To go to the table of contents click here.
To see the start of this section click here.

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 case has been sent to the
attorney do 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 application. If you are, then click on the attorney table
under “Choose Tables” in the left pane. If you don’t see “Choose Tables”, then click “HOME”
and that will direct you to your home page in the application where you can definitely see
“Choose Tables”. After you click on attorney table your page will be refreshed with the case on
the attorney table.

Home Change Court Report Error

Official court documents : | [ e ]

0Ccss Civil |Initiated |Defendant |Defendant
Number |Action (Date First Name | Last Name
#
Search by ... =
1[110017730 Julg, JEFFREY  |BERGSTROM |SentToAttorneyAddition
2010 ais
2330016367 Febs,  |MINNE WOUSE Receive: dByAftorney | Event |Feb 10, | Case
211 Lo |20t petais
€ ¢4 4« » » )
Choose Table
Legal Preparation
Existing Filing
Rejected Filing
ﬁ Aftorney

Court Received
Court Imported
Cases Decided
Queued for Import
Failed to Import

« 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 be, Sent to Attorney or Received by Attorney.

o Case Details - To see case details, see the column Case Details, and click on the link Case
Details to see a case Details page.

o Last Event - To see all of a case history of a case, see the Last Event column. See the Event

Log link for your case and click on it. This action will take you to a case Record History
Page. Here you can view all of the events (history) for a case.
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Home Change Court Report Error

e et | Go |

Case Record History
e el e e
1 no ot ents

Filing Received by Attorney February 10, 2011 10:48:37 AM EST Test Agent

2 Filing Signed by Agent February 10, 2011 10:48:35 AM EST Test Agent no comments
Filing Signed by Agent February 10, 2011 10:48:28 AM EST Test Agent no comments
Filing Signed by Agent February 10, 2011 10:48:21 AM EST Test Agent no comments
Filing Signed by Agent February 10, 2011 10:48:15 AM EST Test Agent no comments.
& Filing Signed by Agent February 9, 2011 3:11:43 PM EST Test Agent no comments
7 Filing Signed by Agent February 9, 2011 3:11:36 PM EST Test Agent no comments
8 Filing Signed by Agent February 9, 2011 11:31:48 AM EST Test agent no comments

Filing Created by Legal preparer February 8, 2011 11:30:15 AM EST Test Agent no comments

4« <« » » ¥

To go to the table of contents click here.
To jump to the start of this section click here.
To see how to create a new case in the efiling application, click here.

How to file a subsequent document (into an imported case), by the legal preparer, or a
clerk. (To go to the end of this section click Go to the end of this section.)

You can add a document into a case that is imported into the case management system of the
court. For example an order can be filed into an existing case that is already filed into the case
management system of the court.

To file this additional document into the court you need to “modify” the case in the efiling
system. This is the term we use when we want to say that we need to add a document or delete a
document or substitute a document for another.

Very important to know: A user can only modify cases in his/her tables.

Examples:

A legal preparer cannot modify a case that is in the attorney’s tables.

A legal preparer cannot modify a case that is in the clerk’s tables.

An attorney cannot modify a case that is in the clerk’s table.

Very important to know: The status of a case indicates what table the case is in. You don’t
have to remember the statuses that will allow you to modify a case. The system will not let you
modify a case if you are not supposed to.

How to modify a case in order to file a subsequent document

In order to modify a case do the following:

Search for the case. If you don’t know how to search for case, click here. Once you have located
the case you are looking for then use your mouse and click on the Case Details link that will
take you to the page where the details of the case will be presented.

If you are not permitted to modify a case, you will not see the Case Details link.
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that you

searched for
will be in the

box.

|
The DCSS # %

Modifying a case

Ent

/ [ Jiome | - Change Court |

Fy 9, 2011
Number:|33[][]1636?

View 0CSS Filrgs | Rese 4 A,

Report Error |

Go

Status Table of Filings for an 0CSS Case Number

Inifiated |Defendant | CaseType | Case Status Last Event Last Event | Case
Date Name Time Details

Feb9, 2011 Case k/

er OCSS

Feb 9, 2011 | WINNEE MOUSE | Superior Unzent Filing Created by
Domestic Case Legal preparer Detals
WINNE MOUSE | Superior Unzent Fiing Created by~ |Feb9, 2011 | Caze
Domestic Case Legal preparer Detals
MINNIE MOUSE | Superior SentToattorneyAddtion |Fiing Created by |Feb7, 2011 Case
1 Domestic Case Legal preparer Detalls
CHC I

Test Agent

AT,

Filer Hame:

[ sendto attorney |

Test Agent

| Back | Division: Superior Court: Civil Division
Case Category: Dom Rel: Suppert/URESA
| Modify | Case Filing Type: Complaint/Petition
Case Type: Superior Domestic Case
Case Caption: GDHS/MAXIE MOUSE et. al. vs MINNIE MOUSE
0OCSS Case Number: 330016367
Court Case Number:
Comments: Court Date: )
;I Jur Bibb
=l
CASE PARTICIPANTS

Name

Initiating Party Organization

Georgia Department Of Human Services

Address

After clicking on “Modify”, you be directed to the page where you can upload document or
package of documents.

% . - F——

Go

/

AN

Select Document Type:

( Prepare Filings for Attorney )

(-

Prepare Document for Filing

li Browse...

Upload as Exhibit

-

UPLOAD FILE

A R
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To insert subsequent (additional) documents, you must upload these documents at the Prepare
Filings for Attorney screen. Under the Document Type heading, see Select Document Type
and the empty box next to the words.

@ Click on the '™ box.

The box opens and there is a list of items in alphabetical order. Use your mouse and go down the
list until you find the subsequent document that you want to upload.

t Type: Cormplaint:Contempt of Child Support Order-CAA ~
Certification of Default-FormCEJ-Order a
=nt for Filing Child Support Warksheet on File

Complaint: Contempt - Amended
it Complaint:Contempt of Child Support Order
Complaint:Contempt of Child Support Order-CAA —

Complaint:Petition for Recovery of Child Support

Complaint:Petition for Recovery of Child Support-CAE i

Cemplaint Click on the
Dismissal: Voluntary

Disposition Form of File dOCU ment yOU

INCOME DEDUCTION ORDER

Initiation Form of File

Initiation Form of File - FormCEJ
——{Initiation Form of File-CAA =
Initiation Form of File-CAE =

want to upload.

Motion and Order to Close Case

Motion and Order to Transfer

Motion To Redirect

Motion: Add Party

Motion: Amended - To Redirect

Motion: Contempt

Motion: Contempt-Failure to Appear
Motion: Correct Clerical Error

Motion: To Vacate

Motice of Hearing and Request To Produce
Notice: Of Hearing

MNotice: Of Registration

MNotice: To Produce

MNotice: To Produce-CAA

MNotice: To Produce-CAE =

Jocuments

The Select Document Type box now shows the DOCUMENT NAME in the ™ box.

Document Type

Select Document Type: Complaint:Contempt of Child Support Order-CAA
— Prepare Document for Filing | Ml(—
Upload as Exhibit r

UPLOAD FILE

See the Prepare Document for Filing text, an empty box and a = Browse.. button under the ™
box.

@ Use your mouse and click on the = Browse.. button one time.
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Select Document Type: | j
Prepare Document for Fiing | Bowse. [€m— ®
Upload as Exhibit r

UPLOAD FILE

This action will open the dialog box (screen) of files on your computer that says Choose file.

Ij\ | Prevare Filinas for Attornev
Look i @Deskton j QT e E-

i My Docurnents El?) Spark.exe -
a My Computer @Wanlp

My Metwork Places & WordPerfect X3

P Adobe Reader & IC)Adobe C53

8 ACC Inkranet [E)CUpy of Counky1

9 Crystal ¥eelsius Professional 4.5 =) Countyl

FA FLY Player I County2

4 iTunes [C)Downloads

E Malwarebytes' Anti-Malware ) Websites on ACOC-WEEDDL
i Microsoft Mouse ) Websites on ACC-WEBDZ
P Mozilla Firefox Crystal ¥celsius Sample Files
. Presentations X3 E] dbupdate.log

(o 2 Quaktro Pro X3 ﬁFlraan Setup 3.5.2.exe

A QuickTime Player [EJFix PRIMTERS

P RealPlayer Enterprise E] fsaua.log

4| i

j Open I
Files of type: IA\I Files [%7] d Cancel |
g

| |f0r Filing |

My Dacuments

Iy Computer

|

File hame: I

(=
Find the DOCUMENT that you want to upload in C:/ IJ /name of file). When you find the
file, use your mouse and click ONE time on the file. This action will highlight the file in blue.

¢~ Legal Preparation Establishment Filing Page - Windows Internet Explorer
Choose file el |
Look i [ =5 PDF =l Q@ ¥ £ E-

| =) Document 1
|5 Document 2
|C=)Package 1

| Package 2 suit k.. |
I E-file FORMCAE _MOTION FOR CONTEMPT . pdf

™ E-file FORMCAF _COMPLAINT FOR. ChildSupport. pdf
i FORMCAA Contempt Pet1 DHS. pdf
I FormC AE2007FOR430 DHS, pdf

epare

File: rarne: [FORMCAS Contempt Petl DHS. pdt =1 Open |
Files of wpe: [0 Fites 1) =1 Cancel |
g

| | Select Document Type: | I Complaint:Conter
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Click the button ONE time. This action will move a copy of the file from your computer
to the Child Support E-filing Application. View the text in the window.

Use your mouse and click the |  UPLOADFILE. putton. You have uploaded the subsequent

Prepare Filings for Attorney
Document Type
Select Document Typ\ [Complaint:Contempt of Child Support Order-CAA, =l
Prepare Document for Filing C:\Documents and Setting  Browse... I
Upload as Exhibit: -

UPLOAD FILE @

Reviewing the Uploaded Subsequent Documents

Look at your screen and at the text heading List of Uploaded Documents and below it is the
word Title. Listed here are the documents that you have uploaded. Look at all of the documents
to be sure that they are the right documents that you want to e-file.

— Gst of Uploaded Documents \
- Title

Initiation_Form_of File CAA Delete [j«m—

Summaons_and_Rule Nisi_ CAA Delete

Complaint_Contempt_of Child_Support_Qrder CAA Delete

Summons_CAA Delete

Motice To_Produce CAA Delete

kSheriﬁ s_Entry Of Senice_ Filed Delej

If any document is not correct, then use your mouse and click the Delete text 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 send a case to the
attorney to e-file them. To send a case to the attorney, use your mouse and click on the

Review of Filing | hytton to e-file your documents.
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After you have modified a case, you need to review the case and then send the modified

case to the attorney or to the clerk directly. You choose attorney or clerk based on the type

of the document to upload.

Here, at a Case Details Page, you should check a case’s details. Open each document to make

sure that they are correct to send to the Attorney.

Report Error

Filer Hame: Test Agent

Division: Superior Court: Civil Division

Case Category: Dom Rel: Support/fURESA

Case Filing Type: Complaint/Petition

Case Type: Superior Domestic Case

Case Caption: GDHS/MAXIE MOUSE et. al. vs MINNIE MOUSE
{ OCSS Case Number: 330016367

Court Case Number:

Court Date: March 24, 2011

Jurisdiction: Bibb

CASE F'AR'”‘G‘PANTS_

Initiating Party Organization
\ Name Address
Geaorgia Department Of Human Senvices

Initiating Party F'ersonh
Mame

MAXIE MOUSE

DEWEY DUCK

Defendant Partyh
Address

Name
MIMNMIE MOUSE -

Witnes sh

Name Address
MICKEY MOUSE -

Witness <

Name Address
MICKEY MOUSE -

Plaintiff's Attorne v
Hame BarlD
Test Attorney 12345

Defendant's Attorne y

\ Name BarlD
DOCUMENTS

ﬁported Documents
Title Type Sign Document

Uploaded Documents
Title Type
Initiation_Form_of_File_C.AM Initiation Form of File-CAA
Summons_and_Rule_Misi_C.AA Summens and Rule Misi-CAA
Complaint_Contempt_of Child_Support_Order_C. Complaint:Contempt of Child Support
Order-CAA
Summons_CAM Summons-CAA
Motice_To_Produce_CAA Motice: To Produce-CAA
G&riﬁ' s_Entry_Of Serice_ Filed Sheriffs Entry Of Service: Filed

Sign Document

\/

If all of a case details are correct, use your mouse and click the button that says send to attorney

or click the button that says send to clerk.

To go to the beginning of this section click here.

To go to the table of contents click here.

To go to child support efiling for the courts click here.
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How to modify a rejected case

A case can be rejected by the attorney or the clerk back to the legal preparer for a number of
reasons. In most cases the reasons are wrong docket id, wrong spelling, wrong or corrupt
document or missing documents. To modify a rejected case do the following:

If you are not logged in the efiling application, do so. If you don’t know how to log into the
application, click here.

Click on the rejected by attorney or rejected by clerk table. The system will display a table of
rejected records. Choose the one you want to work on (modify) by clicking on the Case Details
link. Once you are on the case details of the case perform the desired application.

If you want to insert a new document, click here.

If you want to change the court date, go to the Proposed Court Date calendar on the left of
your screen and enter the right one, click submit and send to the attorney or clerk

Changing the Court Date

Propeses Court Date

To propose a new court date, use your mouse and click in the Proposed Court Date s« °

box and click on the |_“ (calendar) and it will become larger. The calendar will show the
current day’s date. Click on a new day on the calendar

Mame Address
Georgia Department Of Human Services

Court Date Initiating Party Person
Original Court Date: l HName

Feb 21, 2011 MAXIE MOUSE
Proposed Court Date:

DEWEY DUCK

[ —— —
Submit |
Wk Sun Mon Tue Wed Thu Fri  Sat Address
5 1 [2 = 4 5
[5 7 &8 9 10 11 12
7 14 15 16 17 ig 15 ———
" . e 21 2z 23 24 25 285
Reject Reason: | o5 Address
Today is 02/02/2011 -
Plaintiff's Attorney
Name BarlD

Type in a new court date and click the _=Submit huytton. See that the calendar now shows the
new date as the original court date.

Court Date Initiating Party Person
Original Court Date: Name
Mar 24, 2011 MAXIE MOUSE
Proposed Court Date: DEWEY DUCK
—_— | =
T | Defendant Party
Name Address

MIMNMIE MOUSE

To go to the table of contents click here.
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CHILD SUPPORT E-FILING FOR ATTORNEYS

If you are an attorney you can:

o Review a case - review all of the case details and documents for accuracy.

e Sign documents in a case - If all the case details and documents are correct, sign the
documents.

e Modify a case - Change the court date.

e Reject a case - If any case details and/or documents are incorrect, reject the case for it to
be sent back to the legal preparer for correction.

e Search - perform a search to view a specific case.

Accessing the Child Support E-filing Application by an attorney
To access the Child Support E-filing Application, click here.

To go to the end of this section click here.

After logging into Child Support E-filing Application, your screen will show all cases that have
been sent to the attorney. Look to the left and see a heading Choose Table and tables for you to
view e-filing information:

Attorney Status - This page shows all cases that need to have some action taken by the attorney.

Rejected Status - This page shows all cases that have been rejected by the Court and sent back to
the attorney.

Court Status - This page shows cases that the Court has received but have not imported.

Court Imported - This page shows cases that the court has imported into their case management
system.

Home Change Court Report Error

Official court documents : | *‘
_ Initiated Defullhll First Defmnhll Last |Case Status Last Last Event
Date Event Time Detﬂs
1 J 1 MINNIE MOUSE vedByAttorney E ent Feb2, 2011 |Case

4« 4« » »
Choose Table
Attorney Status

Rejected Status
Court Status

Court Imported

View All Cases

An attorney can see all cases sent to him/her or all cases sent to all attorneys that file for
this child support office.

30



Viewing Filed Cases

To view all cases that have been filed by your child support office, on the left, use your mouse
and click on the View All Cases link on the left.

N

g

Change Court Report Error

Reports

}E

4«4 4« » »
Choose Table
Aftorney Status

Rejected Status
Court Status

Court Imported

View Al Casesb

.

This action will result in all cases being visible and the link will change to View Only Cases |
Have Worked On. Now, click on this link, to see the cases sent to you only.

N

g

Change Court Report Error

Initiated | Defendant First | Defendant Last |Case Status Last Last Event Caw Clear
Date Hame HName Event |Time Details

Jul9, 2010 | JEFFREY BERGSTROM SentToAttomeyAddition Feb 7,201
Reports

W

LCase

Details.
Feb 10, Case
2011 Detai

2 |Feb 8, 2011 | MINNIE MOUSE ReceivedByAttorney

m

ElE|E
@

Choose Table 4 44 4 L |
Attorney Status

Rejecied Status

Court Status

Court Imported

View Only Cases | Have
Worked On b

L
I——_———

Viewing Attorney Status

To view Attorney Status cases use your mouse and click on the Attorney Status text on your
left:
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N

Home Change Court

Go

Initiated Defendant First |Defendant Last |Case Status s
Date Hame Hame
1

Jul9, 2010 | JEFFREY BERGSTROM ReceivedByAttorney | Event Jul9, 2010 | Case

2 |Jan 31, WINNIE MOUSE ReceivedByAttorney | Event Feb2, 2011 |Case

Choose Table 2011 Log Details

Attorney Statu [4¢ ¢4« <« » » »|

Rejecied Siaius
Court Status

Court Imported

Wiew Only Cases | Have
Worked On h

To view cases that only you have worked on click on the View Only Cases That | Have worked
on text.

N

Go

ntFirst |Defendantlast |Case Status

ReceivedByAttor

Choose Table 44 <« » » ¥l

Attorney Status
Rejected Status
Court Status

Court Imported

View All Caseh

AN AR
A AN

To return to the View All Cases screen, use your mouse and click on the View All Cases -link.
Viewing Case Details of a Case
To view details of a case, see the Case Details column, click on Case Details for any case.

Home | Change Court | Report Error |

| Search by ... |

’ Details

| 1 |Jan 31, MINNIE MOUSE SentToAttorneyAddition | Event Febk 7, 2011 |Case «_.
| Reports | 201 Log Details

This action takes you to a Case Details Page. Here, at a Case Details Page you can:

View a case (history, participants and documents)
Sign a case

Return to the previous table

Modify a case

Reject a case

Change a case’s court date

Give comments
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Filer Name: Test Agent
I Back | Division: Superior Court: Civil Division
Case Category: Dom Rel: SUpportyURE SA —
‘ Modify | Case Filing Type: ComplaintPetition
Case Type: Superior Domestic Case
Case Caption: GDHS/MAXIE MOUSE et. al. vs MINNIE MOUSE
OCSS Case Number: 330016367
‘ Reject ] Court Case Number: \
Court Date:
. Jurisdiction: Bibb
Comments:
=l
CASE PARTICIPANTS
(= Initiating Party Organization
Name Address
Georgia Department Of Hurmnan Services
Court Date Initiating Party Person >
Original Court Date: Name
MAXIE MOUSE
Proposed Court Date: DEWEY DUCK
=
Submit I Defendant Party
Name Address
MIMNIE MOUSE -
= z Witness
k Reject Reason: J Name Address J

See table of contents

To go the start of this section click here

Signing Case Documents

To go to the end of this section click here

If you are an attorney and you need to work on cases sent to you by the legal preparer do the
following:

First you must log into the efiling application. If you don’t k now how to log into the application
click here. Then locate the case in the attorney table(s), and click the case details link.

Here, on the Case Details page, you may review all of a case's detail information and documents
that are attached to this page. If all of the information is correct, you can sign a case's
documents. To sign case documents:

@ See the heading Sign Document text.

@ Use your mouse and click on the Sign button next to each appropriate document to sign it.
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\ Modify |

\ Reject |

Comments:

Filer Name:
Division:

Case Category:
Case Filing Type:
Case Type:

Case Caption:
0OCSS Case Number:
Court Case Number:
Court Date:
Jurisdiction:

Test Agent

Superior Court: Civil Division

Dom Rel: Support/URESA
Complaint/Petition
Superior Domestic Case
GDHS/MAXIE MOUSE et. al. vs MINNIE MOUSE
330016367

Bibb

CASE PARTICIPANTS

Initiating Party Organization
Name
Georgia Department Of Human Sewvices

Address

Court Date
Original Court Date:

/|Proposed Court Date:
=
Submit |

Reject Reason:

N~

This action will result in a case documents being electronically signed. The text has now

Initiating Party Person
Name

MAXIE MOUSE

DEWEY DUCK.

Defendant Party
Name

Address
MINNIE MOUSE -

Witness
Name Address
MICKEY MOUSE -

Plaintiff's Attorney
Name
Test Attorney

BarlD
12345

Defendant's Attorney

Name BarlD

DOCUMENTS

Imported Documents

Title Type Sign Document
Uploaded Documents
Title
Initiation_Form_of_File_CAA

Summaons_and_Rule_RMisi_ CAA

Type
Initiation Form of File-CAA
Summans and Rule Nisi-CAA

Order-CAA

Summons-CAA

Motice: To Produce-CAA
Sheriffs Entry Of Senvice: Filed

Summons_CAA
Motice_ To_Produce_CAA
Sheriff_s_Entry_Of Service_ Filed

D

Sign Document

Complaint_Contempt_of Child_Support_Order_CAA Complaint:Contempt of Child Support S_W!ﬂh

changed from Sign to Signed.
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DOCUMENTS

Imported Documents
Title Type

Uploaded Documents
Title
Initiation_Form_of File CAA

Summons_and_Rule_Nisi_ CAA

Sign Document

Type Sign Document
Initiation Form of File-

CAA

Summons and Rule Nisi-

CAA

Complaint_Contempt_of_Child_Support_Order_CAA Complaint:Contempt of Sigﬂedh

Summaons_CAA
Motice_ To_Produce CAA
Sheriff_s_Entry_Of Service_ Filed

Viewing Signed Case Documents

Child Support Order-CAA

Summons-CAA

Motice: To Produce-CAA  Signed o
Sheriffs Entry Of Service:

Filed

View Details

View Detailz

To view the signed case documents, use your mouse and click on the document title to see each

signed document.

To go to the table of contents click here
To go to the start of this section click here

Rejecting a Case

If you are an attorney and you want to reject a case for any reason you must do the following:

From Case Details page of the case the attorney click the Reject button. Then type
in the Enter Reason for Rejection box. If necessary, click in the (¥") Remove all
signed documents when rejected box. Rejecting a case will send a case back to the

legal preparer.

Home Change Court Report Error

Enter Reason For Rejection

Official court documents :

Reject Filing

[ — Remove all signed documents when rejected

Reset |

Go
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Adding Comments to a Case

Comments:

To add comments to a case click in the =1 box and type your comments.
Comments: Jurisdiction: Bibb
[—
-> CASE PARTICIPANTS

=l || Initiating Party Organization

Name Address

To go to the table of contents click here.

CHILD SUPPORT E-FILING FOR THE COURTS

If you are a clerk you can:

e View the records in many tables — imported, received, rejected, queued for import,
ready to import, etc. All these views give you the status of any child support case that
reached the court.

e Review a case - review all of the case details and documents for accuracy.

o Sign documents in a case - If all the case details and documents are correct, sign the
documents (see Signing Case Documents below)

o Modify a case — file a subsequent filing (such as an order) into an imported case (see
How to file a subsequent filing into an imported case)

o Reject a case - If any case details and/or documents are incorrect, reject the case (see
Rejecting a case below).

If you don’t know how to access the child support application click here

Once you logged into the application you can choose to view cases that are imported or received

or rejected, etc. Most of the time if you are a clerk or deputy clerk you will want to see and
process cases sent by the child supprt office.

To process a case click on the Case Details link of the case record in the table you are interested
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Home Change Court Report Error

Filer Name: Test Agent
Division: Superior Court: Civil Division
Case Category: Dom Rel: Support/URESA

Case Filing Type: Complaint/Petition

Case Type: Superior Domestic Case
Case Caption: GDHS/MAXIE MOUSE et. al. vs MINNIE MOUSE
0CSS Case Number: 330016367

Court Case Number:

Court Date: Mar 24, 2011
Set Court Date Jurisdiction: Bibb

Accept Filing CASE PARTICIPANTS <mmmm—

_ _ Initiating Party Organization(——
Name Address

Georgia Department Of Human Services

Initiating Party Perso
Name

MAXIE MOUSE

DEWEY DUCK

Defendant Partygmmm

Name Address
MINMIE MOUSE -

Witnes s

Name Address
MICKEY MOUSE -

Plaintiff's Attorne y(mmm

Name BarlD
Test Attormney 12345
Defendant's Attorneh

Name BarlD

q DOCUMENTS

Imported Documents

Title Type

Uploaded Documents

Title Type

Initiation_Forrm_of File_CAA Initiation Form of File-CAA

Summons_and_Rule_Nisi_CAA Summeoens and Rule Misi-CAA

Complaint_Caontempt_of Child_Support_Order_CAA Complaint:=Contempt of Child Support
Order-CAA

Summons_CAA Summons-CAA

Notice_To_Produce_CAA Motice: To Produce-CAA

Sheriff_s_Entry_Of Sewice  Filed Sheriffs Entry Of Senice: Filed

Sign Ducumen/

Sﬂﬂh
h

Sign

Signing Case Documents

Signing a case document must always follow a careful verification of the case participants

information and case documents.

If you are a clerk or a deputy clerk and you want to sign a document do the following after

verifying the accuracy of the information:

Click at the case details link. If all of the information is correct, you can sign the case documents.

To sign case documents:
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® See the heading

Sign Document text.

@ Use your mouse and click on the Sign button next to each appropriate document:

This action will

result in case documents being electronically signed. The text has now

changed from Sign to Signed.

Plaintiff's Attorney
Name BarlD
Test Attorney 12345

Defendant's Attorney

Mame BarlD
m— ,GCUMENTS
Imported Documents
Title Type Sign Document ®
Uploaded Documents /
Title Type Sign Document
Initiation_Form_of File CAA Initiation Form of File-CAA
Summons_and_Rule Misi CAS Summons and Rule MNisi-CAA
Complaint_Contempt_of Child_Support_Order_ CAA Complaint:Contempt of Child Support  Zign
Order-CAA
Summons_CAS Summons-CAA
Mlotice  To Produce CAA Motice: To Produce-CAA Sign
Sheriff_s_Entry_Of Serice__ Filed Sheriffs Entry Of Senvice: Filed

Viewing Signed Case Documents

To view the signed

case documents, use your mouse and click on the text View Details to see

each signed document. When you click on View Details the selected document will open and
you can view your signature on the document(s).

DOCUMENTS

Impeorted Documents
Title

Uploaded Documents

Type Sign Document

Title Type Sign Document
Initiation_Form_of File CAA Initiation Form of File-
CAA
Summons_and_Rule_Misi_ CAA Summons and Rule Misi-
CAA
Complaint_Contempt_of_Child_Support_Order_CAA Complaint:Contempt of Sigﬂe_ Vigw Details
Child Support Order-CAA
Summons_CAA Summans-CAA
Motice_To_Produce CAA Motice: To Produce-CAA Sigﬂeh Vigw Detailz
Sheriff_s_Entry_Of Semice__Filed Sheriffs Entry Of Service:
Filed

To go to the table of contents click here.
To go back to CHILD SUPPORT E-FILING FOR THE COURTS click here.

Accepting Case Fi

lings
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If you are a clerk or a deputy clerk accepting a case means that you have already reviewed the
case information, you have checked visually the documents for accuracy, and you have signed

the proper documents and you are ready to accept the case.
To accept a case filings use your mouse and click on the |

Home: Change Court Report Error

Filer Name:
Division:

Case Category:
Case Filing Type:
Case Type:

Case Cap

OCSS Case Number:
Court Case Number:
Court Date:
Jurisdiction:

[ Back |

[ Modify |

[ setCourtDate |

Accept Filing | CASE PARTICIPANTS

| Reject Filing | Name

AcceptFiling | putton.

Test Agent

Dom Rel: Support/URESA
Complaint/Petition
Superior Domestic Case
GDHS/MAXIE MOUSE et. al. vs MINNIE MOUSE
330016367

Bibb

Initiating Party Organization

Address

This action will take you to a case’s Case Details page.

On the case’s Case Details Page, review all of the details for a case. If they are correct, click the

| Queue For Import

button. *Note -you may now need to import into your case

management system. See your software vendor for specific instructions

Home Change Court Report Error

—) Queue For Import

Filer Name:
Division:

Case Category:
Case Filing Type:
Case Type:

Case Caption:
OCSS Case Number:
Court Case Number:
Court Date:
Jurisdiction:

CASE PARTICIPANTS

Go

Official court documents :

Test Agent

Superior Court: Civil Division

Dom Rel: Support/URESA
Complaint/Petition
Superior Domestic Case
GDHS/MAXIE MOUSE et. al. vs MINNIE MOUSE
330016367

Bibb

This action will take you to the Queued for Import page where you can view a case filing that

is queued for import.

Depending on how your case management system imports the case will moved from the Queued
for Import table to Imported table at some point within s.
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Rejecting a Case

If you are a clerk or a deputy clerk and you want to reject a case do the following:
Log into efiling application. If you don’t know how to log into the efiling application click here.
To reject a case, locate the case in the received table click on the case details link and then click

on the s button. Type in the Enter Reason for Rejection. If necessary, click in
the (v') Remove all signed documents when rejected box.

Home Change Court Report Error

Official court documents : Go
nter Reason For Rejection
[
E
Reject Filing
[” - Remove all signed documents when rejected
Reset |

To go to the table of contents click here.
To go the child support efiling for the courts click here.

How to search for a case

All users can search for a case in the efiling application.
The reasons for searching for a case are:
1. You want to modify a case. In order to modify you must first locate the case by searching
for it.
2. You just want to inspect visually the case

To search for a case do the following:
Click at the “Search by...” button. If you don’t see this button click “HOME” and you will be
directed to your home page in the application where you will definitely see the “HOME” button.
After clicking the “Search by...” button you will be directed to a page from which you can start
your search. You have the following search options:

1. Search by the child support case number.

2. Search by the docket number.

3. Search by first name, last name, middle name.
See below the options.
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Home Change Court Report Error

Status Table of Filings for an OCS$S Case Number

Initiated | Defendant |CaseType |Case Status Last Event Last Event
Date Name Time

Feb 9, 2011 | MINNE MOUSE | Superior Unsent Fing Created by  |Feb , 2011 | Case
Domestic Case Legal preparer Details
Enter OCSS Feb 9, 2011 | MINNE MOUSE | Superior Unsent Fing Created by  |Feb , 2011 | Case
Number:|330016367 Domestic Case Legal preparer Detais
View OCSS Filings | Reset | an 31, WINNE MOUSE | Superior SentToAttorneyAddition | Fiing Created by | Feb 7, 2011 | Case
011 Domestic Case Legal preparer Details

4 < » M
Back Enter DCSS #
Type a case # and click
Enter OCSS the __Vew0CSSFinss  hytton
Number] to view the filing.
View OCSS Filings | Reset |
Enter Civil Action L. .
Number] Enter Civil Action #
View OCSS Filing | Reset | Type a case # and click
View OCSS Filings
" Extended Search - Search the —g button
Within Court Case Management to view the flllng.
System
Enter Person Name Enter Person Name:
s Type in first and last names
ame q
Middle I and click the
Ea"”e View Filings
NZ?JE | = button.
 Search Defendants Only Search Defendants Only,_
View Fil Check (v') the box next to it.
iew Filings | Reset |




Filing Activities

Starting Date: Filing Activities:
| & Type in dates and click the
Ending Date: View Filings Status ‘ button to
| @ view the filing activity.

View Filings Status | Reset |

To clear the box:

If you type in the wrong information or make a mistake when typing in any a box, use your
mouse and click on the "Reset putton. This will clear the box and you can retype the number.
Once you retrieve the case you were looking for then go ahead and work on this case.
You can do the following:

1. Ifthe case is in the legal preparer’s table you can add or delete a document.

2. If the case is imported in the case management system of the court, you can file a

subsequent file into the case.

Please note the system will not let you work on a case unless you are authorized to work on

it.

To go to the table of contents click here.
To go to back to “how to file a subsequent filing” click here.

Division of
CHILD SUPPORT SERVICES Adwinis e
DHS GEORGIA DEPARTMENT OF HUMAMN SERVICES OfﬁCZZ/;Z:
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