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PREPARE DOCUMENTS

Before you electronically file (e-file), you must complete
your court documents. Fillable PDF statewide forms for | o NOTE: You must remove the following
common legal issues are available at ilcourts.info/forms. information from all filings:

Your local court or clerk may also have other forms that ~Social security and taxpayer ID number,

-Driver's license number,

-Financial bank account number,

-Debit and credit card numbers, and

-Any other information ordered by the court.

you can fill out and e-file.

After you fill out your court documents, you must
convert them into PDFs that are no longer fillable. This
step will show you how to convert your fillable PDF
forms, handwritten decuments, or Microsoft Word

You can remove information by physically
documents into non-fillable PDFs.

crossing it out or using white out so that it is
no longer visible on your paper document

These instructions are for people who have computers
before scanning and uploading it. You can

with software called Windows and Adobe Reader.
Converting files to PDF on other devices and other
programs may work differently. If you have questions or
need help, contact Illinois Court Help at 833-411-1121.

FILLABLE PDF FORMS PDF =S @@ Tor Ve Toon Wodon

also remove electronically using PDF editing
software like Adobe Acrobat.

£ cpen..
. , . R Recpen PDFs from last session
1. Afillable PDF form is an electronic document that f_g Crente
lets you type in your information in the shaded insert Pages
boxes. To e-file this kind of document, you want to o
make sure the document is no longer fillable (so no @ Save fAs..
one can change your answers). Save a5 Other
yd
2. You can save your document while you are working - ° )
on it by clicking File and then Save as. This keeps i cras rerEe
the fields fillable and means you can keep typing in . N
the document. e o :
, . :

oy

3. Once you have finished filling out your document,
click File then Print. This does not mean you are
going to print a physical copy of the document. This

is just a way to save the document so that it cannot
be changed after you are done filling it out.
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Fillable PDF forms, continued

4. A"Print” box will open. Click on the printer/
destination labeled Adobe PDF or Save as
PDF. Click on Print, Save, or OK.

5. Next, a “Save PDF File As" box will open. You
can choose where to save your document
(like on your Desktop or Documents
folder) and what to name it. You can name
it anything, but it should be something
that helps you and the court identify the
document. Make sure the “Save as type" box
(under your file name) says PDF. Click Save.

[ﬁ You may now e-file your
court documents.
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HANDWRITTEN FORMS

1

Scan your handwritten document.

You may be able to scan your document using
a smart phone app (like the Notes app on the
iPhone or Adobe Scan) or at a courthouse, local
library, or office supply store.

When your document is scanned, it may:

a. Appear on the computer screen and you must save it,
or

b. Automatically be saved to a folder on the computer.

. To save and name (or re-name) your document to

something that helps you and the court identify it, open
the document and click File and Save As.

A “Save As" box will open. You can choose where to save
your document (like on your Desktop or Documents
folder) and what to name it. Click Save.

If your document scans in a different format like JPG or
PNG, you will need to save it as a PDF,

To do that, select Print. This does not mean you are going
to print a physical copy of the document. This is just a way
for you to save the document in the right format.

. A “Print” box will open. Click on the printer/destination

labeled Adobe PDF or Save as PDF and click on Print,
Save, or OK.

A “Save As” box will open. Make sure the “Save as type”
box (under your file name) says PDF. Click Save.

[é You may now e-file your court documents.
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If you filled out your court forms by hand, you
will need to scan your paper forms and save
them as a PDF to a computer or mobile device.
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MICROSOFT WORD DOCUMENTS w l

Option 1 ._JL

1.

Click File then Save As.

A “Save As” box will open. You can choose where to save
your document (like on your Desktop or Documents
folder) and what to name it. You can name it anything,
but it should be something that helps you and the court
identify the document.

Select the drop-down arrow for Save as type. Click on
PDF or Adobe PDF. Click Save.

)

Option 2 (=]

1.

Click File then Print. This does not mean you are going to
physically print the document. This is just a way for you to
save the document in the right format.

. When the “Print” box opens, click on the printer/

destination labeled Adobe PDF or Save as PDF. Click on
Print, Save, or OK.

A “Save As” box will open. You can choose where to save
your document (like on your Desktop or Documents
folder) and what to name it. You can name it anything,
but it should be something that helps you and the court
identify the document. Make sure the “Save as type” box
(under your file name) says PDF. Click Save.

[ﬁ You may now e-file your court documents.
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If you created your own document in
Microsoft Word, you will need to save it as
a PDF. There are two ways to do this.
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STEP 2 REGISTER
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5. Add or find case information

6. Add or see parties

7. Upload documents

8. Add service contacts (optional)
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10. Review & submit

11. Check status
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REGISTER

Before you can electronically file (e-file) your court Note: If you already have an account with an

documents, you need to create an account. lllinois Electronic Filing Service Provider (EFSP),
you do NOT need to create another one. You go
directly to signing in with your existing account info.

REGISTER FOR AN INDIVIDUAL ACCOUNT

1. To create and register a new e-filing account go to

(i : A

* 1 Register for en individual Account
-

ilcourts.info/efile.

2. Scroll down and click Register = under Register for
an Individual Account.

* TMplayers ILOMATNG wge QTS TAAment Nlormetion
* Prcess senvers g thet non-Darties
* Ovt of ttate o £¥0 Dde e Lawywes

-

-
H
i
1 * Prcote wTho 1 Ly seit rroresented IS /D0 ve ey
1

Remember: If you have already registered for
e-filing in Illinois, you can skip this step and click
Sign in = . For more information on how to sign

into your existing account see How to e-file in

Odyssey eFilell Step 3: Sign in & reset password.

l Register 2

o FOR THE NEXT STEPS,
YOU WILL NEED YOUR:

v/ Email. If you do not have an email, you
should consider requesting an exemption
from e-filing. More information is available at
illinoiscourts.gov/eservices/information-for-

filers-without-lawyers
v/ Mailing address.

v’ Phone number.
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0

ENTER YOUR INFORMATION
Account Credentials

[ * £mail Address

Emad Addess ix Required

1. Enter your email and create a password. Your

|
. « Password o
password must include at least: { R j
a. 8 characters
User information
b. 1lowercase letter
c.1uppercase letter " Furst Name
d.1number or symbol (for example, @, #, S, Mo Name
%, !) '
. *Last Nume
2. Next enter your name, address, and phone number. United States 7 -
H ope . * Addr Line V
3. Click the blue Terms and Conditions hyperlink and feem e
review the Terms and Conditions that open on a Address Line 2
separate page. «City oo « | . +ZipCode
4. If you agree, return to the registration page and « Phane Humber
click the box next to I agree to the Terms and
O 1 agree 1o the Terms and Conditions Registor

Conditions.

5. Click Register.

After you click Register, you will see this message:

Registration Successful! -
You will receive an email with a link to confirm the email address you registered with.

~You must click the amailed link before you will be able to signin.

Page3of4 Step 2: Register Need help? Call or text lllinois Court Help: 1-833-411-1121 ilcourthelp.gov
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CHECK YOUR EMAIL TO CONFIRM REGISTRATION

1. Log in to the email account you registered with and
open the verification email.

2. Click the blue Click to Activate Account link to confirm
your email. The email will look like this:

Click to Activate Account |

New User Activation o If you do not see this email in your
inbox, check your junk mail or spam

e Ak ehove b3 06T Beceaalie. cesy N3 URL a0 your tromaar s 142431 b 0 vikw e dotumex. fOlder' The email Wi” be sent from

Ja B HE Db BT SN 14 AL BREANI NS KR S it ol FO B A e g .

bt sy e s o i e e : no-reply@efilingmail.tylertech.cloud

For et srsatwae torteit row yonics praide

Ocyssey Fita & Semve
N 297817

Faeave 40 00t teghy 1) Ty £k R a3 RATIUS ARy OUrvated

3. After you hit Click to Activate Account, a new
webpage will open with confirmation that your
account has been created. It will look like this:

% tyle r
0 o K] Empoweﬂng people who serve the public”

oo
Your CFS EFSOFong [rtefate sTeourt rig swer e ated

Senan g

You have successfully registered with
Odyssey eFilelL.
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HOW TO E-FILE IN ODYSSEY eFilellL

3 SIGN IN & RESET PASSWORD

| C\(}/ 1. Prepare documents
@ 2. Register
| GJ/ 3. Sign in & reset password
4. Start a filing
5. Add or find case information
6. Add or see parties
7. Upload documents
8. Add service contacts (optional)
9. Take care of fees/fee waiver
10. Review & submit

1. Check status

Step 3: Sign in & reset password Need help? Call or text lllinois Court Help: 1-833-411-1121
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SIGN IN & RESET PASSWORD

After you have created an account with Odyssey eFilell, you  For detailed instructions on how to register, see
need to sign in to e-file your documents. If you have not How to e-file in Odyssey eFilell Step 2: Register.
registered as a user, click Register.

GO TO ilcourts.info/efile

1. Click the blue Sign in — button near the top of

(s : B\
= -: aFlail eFile llinois Stage

Welcome
the screen. eFile lllinois Stage
AFh
Signin -
ENTER YOUR EMAIL AND PASSWORD
1. Enter the email and password you used when T————
you registered for your e-filing account. v
2. C“Ck S!.gﬂ ’ﬂ. Password
=
ﬁ You have successfully signed in to your
account on Odyssey eFilelL.
SR o |

Huwving a problem?

If you forget your password, you need to reset

it and create a new one. After several failed
attempts to sign in, your account may be locked,
and you will need to create a new password.

Page20f4  Step 3: Sign in & reset password Need help? Call or text lllinois Court Help: 1-833-411-1121  ilcourthelp.gov
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CLICK RESET PASSWORD

To reset your password, click Reset Password in

the blue box.

. On the new screen, enter the email you used
when you registered for your account with
Odyssey eFilelL.

. Click the box next to I'm not a robot. You may
be asked to click on certain types of pictures
to show you are not a robot. If that happens,
follow the directions that are given.

. Click Reset Password.

. A message telling you to click the link in your
email will open. Check your email to find the
link to reset your password.

. Open the email and click the blue click here or
the URL to reset your password. The email will
look like this:

° If you do not see this email in your inbox,
check your junk mail or spam folder.

The email will be sent from
no-replygefilingmail.tylertech.cloud

. Step 3: Sign in & reset password

VOYSSEY

eFilell

]
! O Pesto ugn in o continue

Resel Password

¢ tmad Address

Enmt Addens m Bequied

1 Im ot s robot @

Click the link in your email to complete the password reset process.

Reset your password (or your ehling actcunt i . a

G mren— s JO S P
oDYSSLY . i
eﬁlell Password Resot Regquost

V)

Need help? Call or text lllinois Court Help: 1-833-411-1121 ilcourthelp.gov



Reset password, continued

7. On the new screen type your new password in
the first box and enter the same new password

again.

8. Click Change Password.

9. This message will appear and confirm you
successfully changed your password:

You have successfully reset your
password and can sign in to your
Odyssey eFilellL account.

Page 4 of 4 : Step 3: Sign in & reset password
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To complele the process of reseing your password for your ascount. you will need fo select a new paseword
Email Address
ATJtesten@gmall com

New Password

—dp 1
-

Repeat New Password

|\

Change Password

OFS EFSP Filing Interface loge

Your password has been changed successfully

Retumn to OFS EFSP Filing Interface

Need help? Call or text Illinois Court Help: 1-833-411-1121  ilcourthelp.gov
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STEP 4 START A FILING

QN

1. Prepare documents

TO JUSTICE

EDUCATION SUPPORT. EMPOWERMENT.

Q

2. Register

Q

3. Sign in & reset password

Q

: A
h’
w.
", STATE OF ILLINDIS
S, AUS.26,3818
3., SAE

4, Start a filing

5. Add or find case information

6. Add or see parties

7. Upload documents

8. Add service contacts (optional)
9. Take care of fees/fee waiver
10. Review & submit

11. Check status

(Rev 9/2023)
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START A FILING

After preparing your court documents and signing

in, you can start e-filing by following these steps. (- ; > E)
| = 4-&1 P Wk g 9 @& # @
i
© Start filing Filing history Drafts
5 Clacs o St Nl beminn om0
. TS

CLICK START FILING B B i S —

=1 @

1. Click the blue Start filing button.

S /

CHOOSE START NEW CASE OR FILE INTO EXISTING CASE

’

1. Choose whether you will be starting a new case or filing into an existing case that already has a court

assigned case number.

a. If youwant to start a new case and do not b. If you want to file documents into a case that
have a court assigned case number, click already exists and you have a court assigned case
Start new case. number or names of the parties, click File into

existing case.

2 R

Start new case File Into Existing Case

if you do nat have a case number and you want 1o start a if tha case was started by you or someone else and you

new case for the first time have the case number or names of the parties to find the

File into existing case

P

Start new case

R

Start new case File inta existing case

[ﬁ You have successfully started a filing for a new case or an existing case.

Page 2 of 2 Step 4: Start a filing Need help? Call or text Illinois Court Help: 1-833-411-1121  ilcourthelp.gov
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STEP S ADD OR FIND CASE INFORMATION

Q

1. Prepare documents

@ 2. Register
A5RE S
@ 3. Sign in & reset password
, 7 Z
) 5
\‘:’%{gfy CJV/ 4. Start a filing

5. Add or find case information

Q

6. Add or see parties

7. Upload documents

8. Add service contacts (optional)

9. Take care of fees/fee waiver
f 10. Review & submit

11. Check status

(Rev 9/2023)
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ADD OR FIND CASE INFORMATION

This step will go over adding your case information for a (&
new case or finding your case information for an existing * | o : . . . o

case. This happens on the Case information screen. 2 ’_r\.,wp

* To add case information to a new case, see & -
Option 1 below. : 0 Case information

* To find case information for an existing case, you can

skip to Option 2 on page 7.

OPTION 1:

ADD CASE INFORMATION Choose the Court Location, Case
FOR A NEW CASE Category, and Case Type

1. Click the Court Location box and select the correct location.
a. Scroll through the options or type in the correct location and click it.
b. Court Location means where your court case will be heard.

i. New cases will be filed in the county where you

or another party in the case lives or where the Shm o
transaction took place. i - ool o
WHEN FILING INTO AN EXISTING CASE: The Case Locaton, Gase Cotegory, and Cane Type is sef based on
the case youts fi nd cannol be changed
1. Family law cases can be filed in the county where Gl Pk  th et f 4 e 1o o it s

you or your partner/other parent live.

2. Cases for money or property can be filed

where the defendant lives or where the events

happened. For example, where the accident | * Court Location

This is the court where you are filing your case.

occurred, contract was signed, or leased

apartment is located.

3. Name change cases can be filed in the county
where you live.

Page20f9  Step 5: Add or find case info Need help? Call or text lllinois Court Help: 1-833-411-1121  ilcourthelp.gov




1. Court Location, continued

@ ror cook counry:

In the Court Location box, you will need to
know three pieces of information to make
your selection:

(1) County: Cook

(2) Division: Chancery, County, Criminal,
Domestic Relations, Juvenile Justice, Law,
Municipal Civil, and Probate. See the chart
below for more information about Cook
County’s Divisions.

(3) District: In some Divisions, there are 6
different districts divided up by location.
Chicago is in District 1. To figure out what
District your city is in, go to:
ilcourts.info/CookDistricts.

2. Click the Case Category box and select the |
correct case category, then click the Case e
Type box and select the correct case type. -

a. The Case Category is the way the court has divided

up and labeled groups of Case Types.

b. See below for more information about Case Type and

Case Category.

Page3of9  Step5:Add or find case info
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o FOR APPEALS:

If you are filing to appeal a trial court’s decision,
select the Appellate District that your county is
in. If you are filing to appeal an appellate court’s
decision, select the Supreme Court of Illinois.
More information about civil appeals is available
at: ilcourts.info/AppealsResources.

0 Cane Catmgory to seaciher | |

* Case Category l._um,”.-u. 1

This is the type of case J-q""'

* Case Type

If you can't find your ca

Need help? Call or text Illinois Court Help: 1-833-411-1121 ilcourthelp.gov



2. Case Category continued
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Common Case Categories and Case Types in lllinois (not including Cook County) are:

. CASE CATEGORIES

Chancery (CH)

Criminal Felony (CF) or Criminal
Misdemeanor (CM)

Dissolution with Children (DC) or
without Children (DN)

NOTE: Dissolution means Divorce

Eviction (EV) NOTE: Eviction may also be called
Forcible Entry and Detainer

Family (FA)

Guardianship (GR)
Law Magistrate (LM)

Miscellaneous Criminal (MX)

Miscellaneous Remedy (MR)
Miscellaneous Remedy (MR)

Order of Protection (OP)

Probate (PR)

Small Claims (SC)

- CASE TYPES

Specific Performance (order someone to do something), Injunction (order
someone to stop doing something), Mechanics Lien Foreclosure (put a lien on
someone’s property if they didn't pay for your services to improve it)

Petition to Expunge or Seal

Dissolution of Marriage or Civil Union, Legal Separation, Invalidity

Residential, Commercial, Ejectment

Petition for Parentage, Visitation, or Custody

- Guardianship of Minor or Person with Disability

Contract, Tort, and other claims for money over $10,000 up to $50,000
Petition to Expunge or Seal (arrests only), Civil Asset/Property Forfeiture

Administrative Review (for example, review of unemployment decisions),
Certiorari {for example, administrative review of housing authority decisions)

Change of Name

Order of Protection, Stalking No Contact, Civil No Contact, Firearms Restraining.

Administration of Decedent’s Estate

Contract and Tort claims for money $10,000 or less

The Case Category abbreviations will be part of your case number. They may be different if your case was

filed before 2022.

0 Ask your local court, clerK's office, or lllinois Court Help if you need help picking your Case Category or

Case Type.

Page 4of 9 s Step 5: Add or find case info
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2. Case Category, continued

Common Divisions, Case Categories and Case Types in Cook County are:

DIVISION
(and District, if applicable)

Chancery (CH)
{only in District 1 - Chicago)

County
{only in District 1 - Chicago)

Domestic Relations
(in all 6 Districts)

Municipal Civil
(in all 6 Districts)

Probate
{only in District 1 - Chicago)

CASE CATEGORIES

General Chancery (CH)

Mechanics Lien (CH)

Miscellaneous (CONC)

Miscellaneous Remedy
(COFO)

General Proceedings (D)
NOTE: Dissolution means Divorce

Parentage/

Child Support (D)

Domestic Violence —
Civil Protection (DV)

Civil (M)

Disabled (P)

Minor (P)

The Case Category abbreviations will be part of

filed before 2022.

oDYSHEY

% eFilelL

CASE TYPES

Administrative Reviews (for example, review of
unemployment decisions), Certiorari (for example,
administrative review of housing authority decisions),
Specific Performance (order someone to do something),
Injunction (order someone to stop doing something)

Mechanic’s Lien (put a lien on someone's property if
they didn't pay for your services to improve it)

Name Change (may be filed in the Suburban Districts
in Municipal Civil (M) under the Civil case category)

Civil Asset Forfeiture

Petition for Dissolution of Marriage or Civil Union,
Petition for Legal Separation
Petition to Establish Parentage, Petition for Allocation
of Parental Responsibilities

Petition for Order of Protection, Stalking No
Contact Order, Civil No Contact Order, or Firearms
Restraining Order

Eviction (residential or commercial), Consumer Debt,
Contract, Tort, and other claims for money over
$30,000 in Chicago and $100,000 in the Suburban
Districts, Name Change in the Suburban Districts only

Guardianship

Guardianship

your case number. They may be different if your case was

a Ask your local court, clerk’s office, or Illinois Court Help if you need help picking your Case Category or

Case Type.

Page5of 9
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2. Case Category, continued

@ ror cook AND DUPAGE COUNTIES:

Case Cross Reference Number

 In Cook and DuPage Counties, you must Case Cross Refersnice

enter a Case Cross Reference ID. This * Case Cross Referance S { *CaseCross Reference ID |

Cook County Atlor..

+ Add more

appears after you select Case Type.

e Even though you are representing

yourself, you MUST type 99500 in the m
Case Cross Reference ID box. The website
may automatically add this for you in 29500
some cases.
3. Click Parties — to move to the - ? ":"‘“:""'"‘“" A ‘:
f lew Case I} Drah # 8235 v
nEXf S'Cl'een. o OQuNWM $ Pacves & Foeg By seriee % fors R ———
5
n
You have successfully added - Case information
the Case information for a o 0 AN CASE W B G
change the Case Categary tn see other Case Types. To learn more,
new case. g ke
1] WHEN FILING INTO AN EXISTING CASE: The Case Location Case

Category, snd Case Type is el based on the cdse youTre fling info
] and cannot be changed,

Thek Parties at the bottom of the page 1o move to the nest section

e ]
| swve orate and £nn |
N L

parties >
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OPTION 2:
FIND CASE INFORMATION FOR Choose the Court Location and search

AN EXISTING CASE by Case Number or Party Name

1. Click the Court Location box and select the correct location.
a. Scroll through the options or type in the correct location and click it.
b. Court Location means where the case was filed.
i. Ifyou are filing as part of a case at the trial court, select the County where the case was filed.

1. For Cook County, the Court Location will contain the County, Division, and District. More

information can be found above.

ii. If you are filing as part of a case on appeal, select the Appellate District or Supreme Court

where the case was filed.

B e, et @ e & @

»

¥

Sesech for cave

* Court Location

0 @ 9 0 = O

# o s £t el G s 6 ok b v o s i 1y ety 1 a 6 e By Bty
Mama Chen tres bor e case poarch 68
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2. Decide if you want to search by Case Number or Party Name and click that option.

a. Searching by Case Number

i. The Case Number can be found on the upper right corner of
any court documents you have received about the case.

ii. The Case Number should be entered in a specific format,
usually with no extra spaces or dashes.

Use the full 4 digits of the year, 2 capital letters for the case
category abbreviation, and the remaining numbers that are

unique to your case.

a. For example: Documnent says 23-DC-1234, you should
search 2023DC1234.

b. In some cases, you may need to add zeroes so that
there are 6 numbers in your unique case number or you
may need to take away leading zeroes. For example:

Try searching 2023DC123 and if that doesn't work, try
searching 2023DC0O00123.

0 EXCEPTION: For Cook County cases in the Civil Division
that have the letter “M” in the case number, do NOT
include the letter M when searching.

For example: Document says 18-M4-123456, you should
search 20184123456

b. Search by Party Name

i. If you cannot find the Case Number, you may be able to search
by Party Name.

ii. You must enter a first and last name (or the organization name).

iii. You can search your name if you are a party in the case or you
can search by another party’s name.

@ Case Number

| *Court Location

| Christian County

o

Search for case

If you are not sure your case number is correct, refer to the
formatting instructions for the seélected court or search for
the case by party name

{ * Count Location

| Ch:isiira n County

@ Case Number o Party Name

sexactly as you see it an

FEETETIOTTOUNG, or if you do not know the
case number, try searching for a case by Party
Name, Click here for more case search tips.

* Case Number

s0rt Results By

. Newest to Oldest

Cancel ;

Search for Casc by

(D) CaseNumber (@) Party Name

Type your case § :
your case docul

case number, try scarching for a case by Party
Name. Click here for more case search tips.

PageBof7 | SeprbsAdddbufifindassdinfo Need help? Call or text lllinois Court Help: 1-833-411-1121

(Rev _/2023)



c. After you click Search, a list of cases will appear.

i. If no cases appear, double check the case
number or party name and try again. If you
need help, ask your local court, clerk’s office,
or lllinois Court Help.

d. Find your case and click on Actions to the right
of your case name and number. Select File into

case.

3. View Case information

a. The website will automatically fill in the
information on the Case information screen.
Contact your local court, clerk’s office, or Illinois
Court Help if this information needs to be changed.

b. Click PARTIES = to go to the next screen.
[ﬁ You have successfully found the Case
information for an existing case.

© /mPoRTANT NOTE

* Not all existing cases are in Odyssey eFilelL.
If your case is not found and you see the
message in the blue box, you can still e-file
into your case. Click | don't see my case to
start a manual subsequent filing.

* If your case is not found and this message
does not appear, ask local court staff to verify
the case number and your next steps.

Page9of 9  Step 5: Add or find case info

"
"
]
[ ]
Q

8

| B

hampy

Davi§ AL

ODYSSEY

A oFisil

Choose to search by Case Number or Party Name, continued

= Case # 2019F 000323

Champaign County

DOMINGO CANDEL
B ase # 202274

[T

ELARIA J vs. DOE JOHN

000351 File into case

ONFIGENTIAL

Case # 1969L 000530

ISHA 01 vs. BOE JANE TR
File o Case
Family Petition 15 Requy P20 Cata with Tamplate
(Patentage

| Acticas -

COAMENTENTIAL COMFINEMTIAL

o £ BIT0 - Sase # IUIM OONIT] - PATE ALDA B TOC AT @

Case information

WD PG BOTO A MEW CASE ¥ yrw ol fnd o Conee Ty e
Catepory s séw Offes Cane Tyord 10 low

BN FRIMLINTC AN DXIS 18 CASE (e
PR

Sk Bortias o 1 e Boftioon of Dha fuage 1 fresce 1o 1o mead becton

Ny

f you don't see your Case above

1 Try your case search again. Type your Cade number in a different way or search using party names To
search again click Whe Refine Search button below

2 1 the Cave you are looking foc was not created on the «File tile, you may need 10 Sl in more information to
Tie It the case. If you Are sure you typed the right case number and party name, click the | don see my
€asé button below 1o fils intd your cade.

Click here foe more informaton

1 don’t se¢ my case
Al

Need help? Call or text lllinois Court Help: 1-833-411-1121  ilcourthelp.gov
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HOW TO E-FILE IN ODYSSEY eFilell

STEP 6 ADD OR SEE PARTIES

QN

1. Prepare documents

Q

2. Register

Q

3. Sign in & reset password

Q

4. Start a filing

¥ 4D

‘-

5, STATE OF ILLINDIS
-, AUG.26,)818
e, 2K E

Y

5. Add or find case information

QN

6. Add or see parties

7. Upload documents

8. Add service contacts (optional)

9. Take care of fees/fee waiver

10. Review & submit

1. Check status

(Rev 9/2023)
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ADD OR SEE PARTIES

oLYSSEY

eFilell

This step will go over adding or seeing
information about yourself and the other party
or parties in the case. This step happens on the
Parties screen after you have completed or
reviewed the Case information screen.

A party in a court case is the person or
organization that is suing or being sued.

Q Case information

e Parties

OPTION 1:

& Filings

* To add party information for a new case, see
Option 1 below.

¢ To see party information for an existing case,
you can skip to Option 2 on page 5 of this step.

ADD PARTY INFORMATION FOR A NEW CASE

Enter your information

1. Click +Add Party Details next to your
Party Type to add your information.

0 If you are filing or starting a new case,
you are the Plaintiff/Petitioner. If
someone else filed or started the case
and you are responding to it, you are
the Defendant/Respondent. Other

party types may apply, check your
court forms for more information.

Page20f5 | Step 6:Add or see parties

'4 Service 5 Fees 6 Review and submit
Parties ' + Add Party Details
ey 7 s s
Party Type Parly Name
* Petitioner A + Add Party Details

* Recpondent A

+ Add More

+ Add Party Details

Need help? Call or text lllinois Court Help: 1-833-411-1121 : ilcourthelp.gov



Enter your information continued

2. Anew screen will open. Make sure Person is
selected and then click | Am This Party.

a. Your name, address, phone number, and
email that you used to register for e-filing
will automatically show up on this screen.

b. You can enter your birth date if you would
like to, but you do not have to.

3. Click Save to return to the Parties landing page.

Enter the other party’s information

1. Click +Add Party Details next to any other
Party Type.

a. The other party may be the Defendant/
Respondent, Plaintiff/Petitioner, or someone
else who is suing or being sued.

2. If the other party is a person, make sure Person
is selected and then fill in their First Name and

Last Name.

a. You can provide additional information like
contact information, but you do not have to.

3. If the other party is a business, government
entity, or other type of organization, click
the word Organization and type in the
Organization Name.

a. You can provide additional information like
contact information, but you do not have to.

4. Click Save to return to Parties landing page.

Page3of5  Step 6: Add or see parties

Need help? Call or text lllinois Court Help: 1-833-411-1121

QDYSSEY

A eFilell

e

Person Organizatian

& | Am This Party

| * First Name |

i
. ) O 1 Am This Party

| Date of Birth

Respondent
WHEN FILING A NEW CASE:

« Plaintiff, Petitioner, or Applicant means someone who wants 1o start a case. Because
you are starting the case, you are the the Plaintiff, Petitioner, or Applicant. Click the
toggle next to | am this Party 10 auto-fill information from your registration instead of
entering it again

« Defendant or Respondent is who the case is filed against. To enter their information,
click on +Add Party Details next to the Defendant Party Type

» To add more parties, click +Add More. Select the Party Type from the drop down
menu and then fill in the name and other information about that party.

* For Antomey Information, select Pro Se If you are representing yourself and leave it
blank for the cther parties if it is not already filled in.

on to add an entity; for example, to add a Business,

Organization @ 1 Am This Party

* First Nome Middle Name * { ast Name l " -
Sele

* First Name * Last Name

Organization

information is correct. If

you want to change ase, please contact the court.

To add more parties, click +A

{ Ao

| * Organization Name |

Organization Name ]

ilcourthelp.gov



Page 4 of 5

Enter additional party information

(if applicable)

1. If there are more parties in your case, you can
add another party by clicking +Add More.

a. Additional parties may be any additional
Plaintiffs/Petitioners, Defendants/
Respondents, or someone else who is
suing or being sued.

2. On the new screen, select the additional party's
Party Type from the drop-down menu.

0 The Party Type drop-down menu may
list many different types of parties, like
Additional Plaintiff, Additional Defendant,
Adoptive Child, Ward, etc. If you don't know
the party type, ask your local court, clerk's
office, or lllinois Court Help.

3. If the additional party is a person, make sure Person
is selected and then fill in their First Name and Last
Name. If the additional party is an Organization,
you need to click the word Organization and type
in the Organization Name. For more information,
see page 3 above.

4. Repeat until you have entered information for all
the parties in the case.

5. If you need to edit a party’s information, click the
pencil icon on the same row as the party’s name, If
you need to delete a party, click the trash icon.

6. When you're done, click Filings = to move to the
next screen.

ﬁ You have successfully added party
information for a new case.

. Step 6: Add or see parties

Need help? Call or text illinois Court Help: 1-833-411-1121

A okiail

Parties
. Party Type Party Name
. * Petitioner —John Doe

bt >

: 4+ Add More i

<+ Add More

* Respondef

Party information
Enter the name(s) of the people or entities involved in the case

_ *Party Type -

Edit  Delete

VA |

i\ ilcourthelp.gov



OPTION 2:

SEE PARTY INFORMATION FOR AN EXISTING CASE

1. The website will automatically fill in the
information on the Parties screen.

2. Click the pencil icon next to your name to see
your information.

a. If you are representing yourself, you can
select Pro Se in the drop-down menu
under Attorney information.

b. Click Save to return to Parties landing page.

o If any of your information needs to be
changed or updated, ask your local court,
clerk's office, or Illinois Court Help

3. Click the pencil icon next to each party to see
their information.

4. Click Filings —> to go to the next screen.

ﬁ You have successfully seen party
information for an existing case.

Page50f5 = Step 6: Add or see parties Need help? Call or text lllinois Court Help: 1-833-411-1121

" Parties

Party Type Party Name

* Petitioner John Doe

* Respondent  jane Doe

<+ Add More

Attorney information

oDYSSLY

% eFdelL

Main Attorney
Pro Se
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EDUCATION. SUPPORT. EMPOWERMENT.
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HOW TO E-FILE IN ODYSSEY eFilelL

UPLOAD DOCUMENTS

QAR R R R R

Step 7: Upload documents

1. Prepare documents

2. Register

3. Sign in & reset password

4. Start a filing

5. Add or find case information
6. Add or see parties

7. Upload documents

8. Add service contacts (optional)
9. Take care of fees/fee waiver
10. Review & submit

1. Check status

Need help? Call or text Illinois Court Help: 1-833-411-1121

(Rev 9/2023)
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UPLOAD DOCUMENTS

The documents you want to file with the court have to be uploaded onto the Odyssey eFilell website. This
happens on the Filings screen after you have completed the Case information and Parties screens. You must

upload at least one document to e-file.

o Casa information o Parties o Filings 4% Service l’f‘n Fees 6} Review and submit

CLICK + ADD FILING . — i

T

R
Mo Filings Added Yet

+ Add filin p

(® cFile Only () cFile and Serve
CHOOSE THE FIL ING TYPE Pick "efile Only” tn just electronically file your papers Elactranically file your papers with the court and have your
documents sent to the selected service contacts

1. On the new screen, select eFile Only.

o Odyssey eFilelL should already have eFile Only o NOTE: Selecting eFile and Serve or Service
selected, but some Court Locations may have Only does NOT mean official service of process,
other options like eFile and Serve or Service which is required when you first start a case.
Only. Make sure you select eFile Only or ask More information on service of process is
your local court, clerk’s office, or Illinois Court available at: www.illinoislegalaid.org/legal-

Help for information about the other options. information/serving-summons.

Page 2 of 8 Step 7: Upload documents Need help? Call or text lllinois Court Help: 1-833-411-1121  ilcourthelp.gov
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eFlell

ADD FILING INFORMATION

1. Click Filing Code to select or type

in a filing code. Select the type of o Filing Code refers to the title or description of
document you are filing. the document you are filing with the court. For

example: Complaint, Motion, Waiver. If you do not
know your Filing Code, ask your local court, clerk's

2. Once you select the Filing Code, office, or Illinois Court Help.

you have the option of filling out
three additional boxes. These are
NOT required.

a. Filing Description (optional):

This is for you to remember Filing Information

what you are filing.

® Fitng Code
Complaint

b. Client Reference Number ) , T ' T
‘ Fing Description !
(optional): This is for lawyer:x ) ) . o T T ‘

to track which client’s case ‘ Client Reference Number

they are filing into. If you are

. Comments to Court
representing yourself, you

don’t need to use this box.

c. Comments to Court (optional):
This is where you can provide
information to the clerk
reviewing your document. The
judge does NOT read this. You
should not include anything
that the judge needs to know
about in this box.

Page3of8 . Step7:Upload documents Need help? Call or text lllinois Court Help: 1-833-411-1121 | ilcourthelp.gov
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EXPLANATION OF LEAD DOCUMENTS, ATTACHMENTS, AND DOCUMENT SIZE

Lead Document * Most documents should be filed as Lead Documents. Only Lead Documents get
electronically stamped by the clerk.

—> For example, if you want the court to grant your request to reschedule a court
date, upload your Motion for Continuance as a Lead Document.

* All notice documents (such as Notice for Court Date or Notice of Motion) are
Lead Documents,

* You can file more than one Lead Document at a time.

— For example, you could have 4 Lead Documents in one e-filing submission or
envelope (every time you submit a document or group of documents through
Odyssey eFilell, it is called an envelope):

o (1) Notice of Motion,

o (2) Motion,

o (3) Application for Waiver of Court Fees, and

° (4) Proposed Order for Application for Waiver of Court Fees.

* An Application for Waiver of Court Fees is always a Lead Document and should be
filed at the same time as your other documents.

—> If the court already approved your Application for Waiver of Court Fees, you should

file a copy of the approved Order as a Lead Document along with anything you
file that has a fee.

* Note: All Lead Documents MUST be uploaded as separate Lead Documents or your
filing may be rejected. This means that you must scan or save each Lead Document
as a separate PDF file so you can upload each file one at a time. In general, most
filings will have at least 2 Lead Documents: (1) the main document you are filing
and (2) a notice of delivering the main document to the other participants in the
case. If any Lead Document is more than one page long, all the pages of the same
document should be scanned or saved as one PDF file and uploaded as one
Lead Document.

Page40of 8 1 Step 7: Upload documents Need help? Call or text lllinois Court Help: 1-833-411-1121 ' ilcourthelp.gov
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eFidell

EXPLANATION OF LEAD DOCUMENTS, ATTACHMENTS, AND DOCUMENT SIZE

Attachments * Attachments are any documents that support your Lead Document. They are
(not available in usually exhibits or attachments to the Lead Document.
all locations)

—> For example, if you write an Answer in an eviction case saying why you shouldn't
be evicted, that written Answer is the Lead Document. In the Answer, you
reference a receipt for paying rent. You can label a copy of the receipt as an
Exhibit or Attachment and upload it as an Attachment.

—> Another example, if you fill out a Petition for Dissolution and need to use the
Additional Minor Children form, the Petition is the Lead Document and the
Additional Minor Children form can be uploaded as an Attachment.

* If you don't see Attachments as an option, file everything as a Lead Document. You
can do that by:

—> Adding any supporting or related attachments/exhibits to the end of the
Lead Document so that they are one PDF file, and uploading it as one Lead
Document, or

—> Uploading supporting or related attachments/exhibits as separate
Lead Documents.

Document * For Trial Courts, each document cannot be larger than 25MB and a combined total
Size Limits of 50MB per submission or envelope.

* For the Supreme Court and the Appellate Courts, the file size limit is 1I50MB per
submission or envelope.

o Each document must be saved and uploaded as its own PDF file. Do not combine
multiple documents into one PDF file.

Page50f8 : Step 7: Upload documents Need help? Call or text lllinois Court Help: 1-833-411-1121 | ilcourthelp.gov



UPLOAD LEAD DOCUMENT (REQUIRED)

Under Lead Document, click Select file or drag
your document into the gray box.

a. If you click Select file, a new window will
open. Find where your document is saved
on the computer (for example: on your
Desktop, in the Documents folder, oron a
flash drive), select the document you want
to upload, and click Open.

If you uploaded the wrong document, you may
remove or delete it by clicking the trash icon
under the document.

Once you have the correct document
uploaded, click Security and select whether the
document is Confidential or Non-Confidential.

o Most court documents are Non-Confidential

Page 6 of 8

even though they contain personal
information that you may want to keep
private. You may need a court order to be
able to select Confidential. Ask your local
court, clerk’s office, or Illinois Court Help
before selecting Confidential because your
filing may be rejected if you select the
wrong option.

Step 7: Upload documents

Upload Documents

* Lead Document (Saseer

saloct file |

1 Portable Document File (POF)

Select file

Lead Document

J. Doe Appearance.pdf

| B Remove

Security
0 *

Non-Confidential $
R ——
| Select i
l i
| Confidential |

ODYSSEY

//,=:-— eFilell

o NOTE: You must remove the following

information from all filings:

 Social security and taxpayer ID number,

Driver’s license number,

Need help? Call or text lllinois Court Help: 1-833-411-1121

Debit and credit card numbers,

Financial bank account number,

Any other information ordered by the court.

ilcourthelp.gov



o Additional Services (optional). Most filings
do not require additional services. Use this for
things like issuing an alias summons or asking
the clerk to send a document by certified mail
(only available in very limited cases).

If you need an additional service, you can click
Additional Services under Edit Party Details
near the top of the page and select a service
and enter the quantity, if applicable. Be sure
not to select anything you already selected as
a Filing Code or you may be charged twice.

Edit Filing Details

Filing Mequitements

Filing Information

4. Click Save. m

UPLOAD ATTACHMENTS (IF APPLICABLE)

1. Under Attachments, click Select file or drag
your document into the gray box.

a. If you click Select file, a new window will
open. Find where your document is saved
on the computer (for example: on the
Desktop, in the Documents folder, oron a
flash drive), select the document you want
to upload, and click Open.

Page 7 of 8 Step 7: Upload documents

A ool

0 Communication. You may enter a list

of emails (separated by a comma) for
where you want a copy of the uploaded
document sent. Note: These DO NOT
qualify as official service of process or
proper notice.

e Courtesy Copies: These emails will get
a stamped copy of the document if the
clerk acceptsiit.

* Preliminary Copies: These emails will
get a copy of the document as soon as
you submit it, regardless of whether it is
accepted or not, and the document will
not have a stamp on it.

Attachments

B

Drag files here ot

| Seleet file

ire- 187.29 MB
pes: Portable Document File (PDF)

Need help? Call or text Illinois Court Help: 1-833-411-1121  ilcourthelp.gov



Upload Attachments, continued

2. If you uploaded the wrong document, you may Attachments
remove or delete it by clicking the trash icon J. Doe Exhibits to Answer.pdf
under the document.
B Remove
3. Once you have the correct document uploaded, Security
click Security and select whether the document is 0+
Confidential or Non-Confidential. More information Non-Confidential &
is available on page 6. WQ;; B e
. i Confidential
4. Click Save. ’

UPLOAD ADDITIONAL LEAD DOCUMENTS (IF APPLICABLE)

1.

2.

Add any additional Lead Documents by
clicking +Add more.

Non-Confidential

Follow the Upload Lead Document

instructions above.

{ + Add more J

Filings
Re
Filiry
Filing Code g Descriplion
Type
Complaint Efile

} + Add more |

EDIT OR DELETE UPLOADED DOCUMENTS (IF APPLICABLE)

1.

2. You can delete the document by clicking the trash icon.

3

After you upload your documents and click Save, you

can edit information related to each document by
clicking the pencilicon.

When you're done, click Skip to fees to go to the

next screen. You can add service contacts by clicking

Servicea but this is optional if you selected the eFile
Only filing type.

ﬁ You have successfully uploaded your filings.

Page 8 of 8

Step 7: Upload documents

Filings

Filing Code Pl Type

QDYSSEY

/%‘ eFllell

Max Envelope Size; 157.29 MB
maning: 136.89 MB

Actiens

# N

n 2e 157.29 40
™ ;156098

L H
Edit Delete
VA |

Need help? Call or text lllinois Court Help: 1-833-411-1121
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HOW TO E-FILE IN ODYSSEY eFilelL

‘ ODYSSEY‘
4 eFilelL

STEP 8 ADD SERVICE CONTACTS (OPTIONAL)

Q

1. Prepare documents

&

2. Register

Q

3. Sign in & reset password

Q

STATE OF ILLINDIS
AU 26,3818

o Aee ) 4, Start a flllng

5. Add or find case information

QA K

6. Add or see parties

«Q

7. Upload documents

@

8. Add service contacts (optional)

9. Take care of fees/fee waiver

10. Review & submit

11. Check status

(Rev 9/2023)
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4 eFilell

ADD SERVICE CONTACTS (OPTIONAL)

If you want, you can add people as service contacts
on the Odyssey eFilell. website to let them know
you e-filed a document. The website will email them
only if the clerk accepts your document. Note: This is
not official service of process, which is required when
you first start a case. More information on service of
process is available at: www.illinoislegalaid.org/legal-
information/serving-summons.

@& caseinformation & Parties @ riings

If you selected eFile Only as your Filing Type on the
Filings screen, this step is totally optional. You can skip it
completely and click Fees = to go to the next screen.

If you selected eFile and Serve as your Filing Type, you
must add a service contact (if one has not been added)
and choose a service contact.

o Service @ Fees B Review and submit

INPUT SERVICE CONTACT INFORMATION

1. If you are adding yourself as a service contact click
+Add me.

a. Select your name or the party you are associated
with in the drop-down menu.

b. Click Save.

2. If you are adding anyone else as a service contact,
click +Add new contact.

a. Select the party that this service contact is

associated with in the drop-down menu.

b. Enter the service contact’s First and Last name
and Email.

c. You can enter other contact information but
Odyssey eFllelL will only email notification of the

accepted documents.

d. Click Save.

+Add me

Service Contacts

+Add new contact

Service Contacts + Add me + mylist || + publiclist Bl + Addne
|

+Add new contact

Add Sarvice Contact

Associated Parties

Page20f3  Step 8: Add service contacts (optional) Need help? Call or text lllinois Court Help: 1-833-411-1121  ilcourthelp.gov



ODYSSEY

)

4 eFilell

SELECT A SERVICE CONTACT

1. Check the box next to the service contact you want Scrvcn Contacts Vrseme [ s e JE “1,1 P P
Odyssey eFilelL to email when the clerk accepts your . T

John Doe
e-filed documents. If someone has already added s e -
themselves to the case as a service contact, you can e s 8
check the box next to their name. o
2. Click Fees —> to go to the next screen.
EDIT OR DELETE SERVICE CONTACTS (IF APPLICABLE)

1. After you add your service contacts, you can make o T
edits by clicking the pencil icon on the same row as the - T T
service contact's email. - =

7 1

2. You can delete a service contact by clicking the trash o o
icon on the same row as the service contact’s email. o =

ﬁ You have successfully added service contacts.

Page3of3  Step 8: Add service contacts (optional) Need help? Call or text llinois Court Help: 1-833-411-1121 ilcourthelp.gov
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4~ eFilell HOW TO E-FILE IN ODYSSEY eFilell

STEP 9 TAKE CARE OF FEES/FEE WAIVER

¢

1. Prepare documents

Q

2. Register

Q

3. Sign in & reset password

Q

4. Start a filing

N

5. Add or find case information

Q

6. Add or see parties

Q

7. Upload documents

Q

8. Add service contacts (optional)

9. Take care of fees/fee waiver

Q

10. Review & submit

11. Check status

(Rev 9/2023)
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TAKE CARE OF FEES

Once you have uploaded the documents you want to e-file, you must add a payment account and take
care of any filing fees. Even if your filing has no fees or you are requesting a waiver of your fees, you must
add and select a payment account. This happens in the Fees screen after you have completed the Case,
Parties, and Filings screens (and Service if you filled out that screen).

& caseinformation @ Farties & Filings @ service © rees 83 Review and submit :
If there is a filing fee due, it must be paid at the time o If you CAN afford to pay your filing fees, you
of e-filing. If you cannot afford the filing fee, you still must have a credit or debit card or a bank
must follow the steps to create a payment account, account to pay through the Odyssey eFilelL
but you can upload an Application for Waiver of Court website.

Fees and create a waiver payment account. This does

not mean your waiver will be approved, and you may 0 If you want to pay in cash, you need to ask your

local clerk’s office if they accept cash and what

still have to pay filing fees if your Application is denied.

ADD PAYMENT ACCOUNT

the process is for paying in cash.

1. If you have not already added a payment account,

click +Add payment account. Fees

Tou must select 3 payment account even it there are no fees

2. A new window will open where you can typeina I 1
| * Payment Account v i

name for your payment account. You can name ﬁ e
. . . I . - i} + Add payment account
it anything. This name is just so you can identify i M t S

e
R

the payment account in the drop-down menu (for

example “My Waiver” or “Tom's Visa Card").
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Add payment account, continued

o Payment accourt S Entec inf ¥
3. Click Create a New and select how you want

to pay. The options are Waiver, Credit Card, or
Bank Account.
a. Waiver means that you are asking the =

court to waive your filing fees because you

cannot afford to pay them.
b. Credit Card means all major credit cards

and prepaid debit cards. @ /MPORTANT NOTE IF YOU ARE PAYING

WITH A CREDIT OR DEBIT CARD OR BANK

c. Bank Account means direct payment
ACCOUNT (ECHECK) PAYMENT ACCOUNT:

from a checking or savings bank account.
Odyssey eFilelL will put a temporary charge on
your account for the fee while the clerk’s office
reviews your submission. Your account will not
be charged this amount until the documents are
accepted. BUT, if your documents are rejected by
the clerk's office, it could take up to 10 business
days for the temporary charge to be removed.

Haiverpaymentacount (5 TR,
Add new payment account b

1. If you filing an Application for Waiver of Court
Fees, choose Waiver in the Create a New

drop-down menu. — walvar
>

2. Click Account Type and select Waiver.

3. Click Create Waiver. (e |

4. After you create a waiver payment account, it
will be listed as an option when you click the .
Payment Account drop-down menu for you

to select. | it Ak - I
My waiver - i . s ,-

+ Add payment account
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@ /MPORTANT NOTE ABOUT THE

WAIVER PAYMENT ACCOUNT moxron T

¢ Creating and selecting a waiver payment =t e
account does NOT mean you will get your :.'.:.'_:'_: .
fees waived. :?_Tg,_._ = e

« If you are asking the court to waive your fees E_:_‘_::. pre l
for the first time in a case, you must upload an EEDS | PR - - _
Application for Wavier of Court fees as a Lead }T;:; ; " B
Document. A judge will review your application =S| lnmoooomsmIumianee
and rule on it. You will receive an order ) -':::':;::: —
either granting or denying your application, f T;.“Z.”;TZ:'..“”.._MM
requesting supporting documentation, or -

scheduling a hearing. If your application is

denied, you will need to pay your filing fees. If L
. N « If the court already approved your Application

you do not upload the Application, your filing .
) for Waiver of Court Fees, you do NOT need to

may be rejected. , o
submit another Application, but you should

You can find an Application for Waiver of upload a copy of the signed Fee Waiver

Court Fees under Fee Waiver for Civil Cases Order as a Lead Document when you e-file.

at ilcourts.info/forms. For more information You should still select your waiver payment

about how to upload the Application as a Lead account as your payment account.

Document, see How to e-File in Odyssey eFilelL

Step 7 Upload Documents.
0 Contact your local court or clerk’s office if you

have questions about the fee waiver process.

cé You may now e-file your court documents
with an Application for Waiver of Court Fees.
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Credit or debit card payment account T @

Bl Ol S SRRl s s R
Add new payment account

Credit Card in the Create a New drop-down menu.
o Payment scomont 3 Fotec it
2. Click Enter Information.

3. A new window will open, and you will have to o
choose to pay by Credit Card or e-Check. Credit
Card means paying with Discover, Master Card, Visa,
or a prepaid debit card, and e-Check means paying [ conce | [

using a bank account.

o NOTE: To use American Express, please go
to http://efile.illinoiscourts.gov/active-courts.

htm#legend to see if your location accepts it.

4. Under Method of Payment, select Credit Card. Payment Information
Method of Payment
; . =P @credi
5. You will see boxes where you can enter your credit G)S;ef -
or debit card information. Enter your information Sl il
. . Enter the information as it appears on the Cardholder Account. The fields marked with & red
and click Continue. asterisk (*) are required fields.
G —
. . . . Card Number
6. Verify your information is correct, read the Terms 3 R e ey e S
and Conditions, and click Save Information. —P  CWeode [ |* Qihep

==3 Mameon Card |

‘ﬁ\\in"u'u of 30 characters
7. After you create a credit card payment account, = AddressType ®Us O Foreign

\ .
Streed address, PO, b, company name, ©jo

it will be listed as an option when you click the

Payment Account drop-down menu for you S T —
— city e

to select. —_ sate [
—P»  Zpoede [

[ﬁ You may now e-file your court documents ' ('coaﬁ\.;ﬂl

and pay with a credit or debit card.
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Bank account payment account

1. To use a bank account, choose Bank Account in the
Create a New drop-down menu.

2. Click Enter Information.

3. A new window will open, and you will have to
choose to pay by Credit Card or e-Check. Credit
Card means paying with Discover, Master Card, Visa,
or a prepaid debit card, and e-Check means paying
using a bank account.

4. Under Method of Payment, select e-Check. Payment Information
5. You will see boxes wh t bank - o
. You will see boxes where you can enter your ban L Ocroft Cond
o Dores hers you can et —  &om
account information. Enter your information and ' o : o
. . Account Holder Information
click Continue. . Emerlhekfmmﬁon as it appears on the Account. The fickls marked with a red asterisk (*)
e S S -
- Account Number | - ]
- w=> Varity A Mumber J*
ﬂ NOTE: If you need help finding your account =P RoutingMumber J* Batiog Number Help
or routing numbers on your check, click Routing ' :: Verty Rocting Number = — ]
\ 1 Name on wd”m
Number Help next to the Routing Number box. — o Bes O
- ABIETUNR L o i
. Address Lina 2 Wmmmm«: :
. . . - ay —
6. Verify your information, read the Terms and — swe <
Conditions, and click Save Information. = mpeode )

7. After you create a bank account payment account, it
will be listed as an option when you click the Payment
Account drop-down menu for you to select.

[é You may now e-file your court documents
and pay with a bank account.
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CHOOSE A PAYMENT ACCOUNT

1. Select the payment account you want to use for your

filing. This may be a credit card (including debit card), @ MpoRrRTANT NOTE FOR cOOK
bank account (eCheck), or waiver payment account COUNTY ONLY — AMOUNT OF
that you created or pay at counter (where available). MONEY ASKED FOR IN COMPLAINT:

In some types of cases, there is a box on

a. Select Waiver if: the Fees screen labeled Amount of money

i. You are filing an Application for Waiver of Court asked for in complaint. You must type in
Fees and one of your Lead Documents is the the total amount of money that is asked
Application or the court order waiving your for in the complaint. If you don't fill this
court fees. out, you cannot e-file.

* For example, if you are starting a

new small claims case and asking
i. You want to pay in cash and have confirmed for $4,000 in your complaint, type
that your local clerk’s office accepts cash. $4,000 into this box.

b. Select Pay at Counter if:

SELECT FILING PARTY Fees

1. Click the drop_down menu. ‘ T AMAUNT A MONe; ARRCD I I complaint

- '

2. Select your name or the party you are filing the T o

+ Add payment account

—

documents on behalf of.
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o0YLSEY

eFilell

CLICK CALCULATE FEES I| & calculate fees ||

oty e b T T

1. If you selected a waiver payment account, the fees
should be $0.00.
o NOTE: For payments using a credit or
debit card or bank account, the following
convenience fees apply:

a. If you selected a waiver payment account and
uploaded an Application for Waiver of Court Fees,

you will need to check with your local clerk's office
« Credit or debit card: $1.00 or 2.89% of

if you need to do anything more. In some cases,
the total fees, whichever is greater.

you may need to submit documentation or attend
a remote hearing for the judge to decide if you get « Bank account: $0.25 flat fee for each
a waiver. Make sure you follow your local clerk’s submission (also called an envelope).

office’s process, otherwise your application could See above for detailed information about

be denied. If your application is denied, you will adding each type of payment account.

need to pay your filing fees.

2. If you selected credit card, bank account (e-Check), o

If something has changed with your credit
or pay at counter, make sure all the fees for the

or debit card or bank account (eCheck)
since you added it as a payment account,
return to the Filing screen to edit your documents. this can cause your filing to be rejected
when you e-file. Make sure your payment
account information is up to date and
accurate before e-filing.

documents you want to file are listed correctly. If not,

a. If you selected pay at counter, you will need to pay
in cash at your local clerk’s office before your filing
will be processed.

3. Click Review and Submit —>

[é You have now successfully completed the
Fees screen for e-filing.
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HOW TO E-FILE IN ODYSSEY eFilell

A oFiel

STEP 10 REVIEW & SUBMIT

Q

1. Prepare documents
T0 JUSTICE

EDUCATION. SUPPORT. EMPOWERMENT.

Up;

%
g

. STATE OF TLLINGIS
A3.26,)818
Sk

Q

2. Register

Q

3. Sign in & reset password

Q

4. Start a filing

5. Add or find case information

R K

6. Add or see parties

N

7. Upload documents

Q

8. Add service contacts (optional)

Q

9. Take care of fees/fee waiver

Q

10. Review & submit

11. Check status

(Rev 9/2023)
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REVIEW & SUBMIT

Once you have completed the Case, Parties, Filings, Service (optional), and Fees screens, you will be able
to review a summary of your filing before submitting it on the Review and submit screen. After you review
your summary, you must click Submit to send your documents to the clerk’s office.

& cCaseinformation & Parties & Filings & senvice & Fees o Review and submit

REVIEW YOUR E-FILING SUMMARY

1. Click the arrow % to expand a section and review
the information you added for Case, Parties, Filings,
Service (optional), and Fees.

2. If anything is incorrect or missing, click the pencil icon
for the section you need to fix and make your changes. : |

o IMPORTANT NOTE FOR COOK COUNTY ONLY — RETURN DATE AND AGREEMENT:

There may be two extra boxes on the Review and submit screen if you are e-filing in Cook County.

RETURN DATE (Cook County)

The Return Date is the first court date for certain Divisions : :
Review and Submit

in Cook County.

Return Date

Ot Of Gtate Sasvice

1. Click Verify.

2. If your filing does NOT require a return date, Odyssey

Retuim date must be veriled

eFilelL will show you a message in green near the top
righthand corner that says “Return Date verified!” You

can then move onto the Submission Agreement.
&/ Return Date verified.
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Return date, continued

3. If your filing requires a return date, Odyssey eFilelL will
automatically add a date to the Return Date field.

a. If you are available that day, click Verify again.

b. If you are not available on the date that is automatically
added, click the calendar, and select another available
date. Then, click Verify.

i. If the date you selected is available, Odyssey eFilelL
will show you a message in green near the top
righthand corner that says “Return Date verified!” You
can then move onto the Submission Agreement.

SUBMISSION AGREEMENT (Cook County)

1. Read the notice. * Agreements

2. Check the box to confirm that you have met
the requirements.

You mutt accept the Submission Agreements.

o NOTE: You must remove the following
information from all filings:

» Social security and taxpayer
ID number,

« Driver’s license number,
« Debit and credit card numbers,
» Financial bank account number,

+ Any other information ordered by
the court.
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SUBMIT YOUR E-FILING

1. Once you have reviewed each section and confirmed

everything is correct, click Submit — .

i

‘ Save Draft and Exit

You have now successfully reviewed and
submitted your e-filing envelope to the court.

o NOTE: Submitting your e-filing envelope

is the first step in getting your documents
to the court. Once you submit the e-filing
envelope, the clerk’s office will review what
you have submitted and either accept or
reject your documents.

IMPORTANT NOTE FOR COOK
COUNTY ONLY:

In Cook County only, you may see a final
screen called Hearing after you click
Submit—>. If this option is available to you, you
may select a hearing date and time for your
court case or you may select Do Not Schedule.
If you need help with this step, contact the
Cook County Circuit Clerk's office at 312-603-
5030, the Cook County JusticeCorps Helpline
at 872-529-1093, or Illinois Court Help at
833-411-1121.

’%‘ eFilelL

Check your email or filing history on Odyssey
eFilelL for notification about whether your
documents are accepted or rejected. For more
information on how to check on the status of
your documents, see How to e-file in Odyssey
eFilell Step 11: Check status.

Request Hearing Date

Soelect a Hearing Date (Optionol) Select a Hearing Time

- Choose One —~ ~ Chocma One -

If you want to schacule a Hearing Date and Tima, please select a
date and time above and click "Save’ bolow.

A If you do not want 1o schedules a Hearing Date and Time, click 'Do

Not Schedule’ beiow. You will be unabie 1o schedule a hearing later
if you co not schedule one now.

Do Not Scheduls
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4~ eFilell HOW TO E-FILE IN ODYSSEY eFilell

STEP 11 CHECK STATUS

¢

1. Prepare documents

Q

2. Register

Q

3. Sign in & reset password

Q

4. Start a filing

%
%
STATE OF ILLINOIS
AU3.26,)818
kS

5. Add or find case information

QK

6. Add or see parties

N

7. Upload documents

Q

8. Add service contacts (optional)

Q

9. Take care of fees/fee waiver

Q

10. Review & submit

CQ

11. Check status

(Rev 9/2023)
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Your documents will only be filed with the court if the clerk accepts and electronically stamps them.
This can take 24-48 business hours. This step will show you how to:

() Check the status of your documents, including comments from the clerk,

(ii) Get copies of your electronically stamped documents, and

(iii) Copy your envelope if any of your documents are rejected and must be re-filed.

Save Draft and Exit

CHECK THE STATUS OF YOUR DOCUMENTS,

including comments from the clerk

1. Check the email that you used to register for e-filing.

a. You should receive an email confirming each
document you submitted and an email letting you
know whether each document has been accepted
or rejected.

b. These emails will be sent from
no-reply@efilingmail.tylertech.cloud.
Be sure to check your junk mail or spam folder.

Page2of 5  Step 11: Check status
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Check the status, continued

74

If you don't see these emails, sign back into the
Odyssey eFilelL website. For detailed instructions
on how to sign in, see How to e-file in Odyssey
eFilell Step 3: Sign in.

a. On the home page, click View filing history, or
if the envelope that you want to check is listed,
click it. Every time you submit a document or
group of documents, it is called an envelope.

b. Find the envelope that you want to check and
see the Filing Status of your documents.

Note: These are the most common

filing statuses:

+ Accepted means the clerk has accepted your
document and stamped it. This does not
mean the judge has approved or denied your
request, only that your document has been
filed into the case.

+ Rejected means the clerk has not accepted
your document, and you have to re-file it.

- Submission failure means the document
could not be submitted. You may need to
rescan your document or flatten it so that
it is no longer fillable and then re-file it.
For more information, see How to e-file in
Odyssey eFilelL Step 1: Prepare documents.

+ Submitted means your document has been
submitted but has not yet been reviewed by

a clerk.

+ Under Review means a clerk is currently

reviewing your document.

ow

Filing history

Envelope # 275252
Envelope # 275252 Submitted at
03/06/2023 3.29 PM

Filings: Submitted (1)

view filing history J

ted M 302003 11126 PML

g T TesteeTest Tt
Case # 2023D0

biing Trpe

Compisint / Petition - Pet 2Fde Cindy

AMda Fied eFilz Only

ition Filed eFile Only

0N - fsued And R File Only

Exhibits Filed «F e Onily

JDYSS r

A eFiell

Draft

Draft
Draft #
13225

Draft -
Diafl #
10:00 ,

Draft -
Draft #
449 p

Actions v |

Testfirst Testlast
Calendar, 94



Check the status, continued

3. To review any comments left by the clerk, click the
Actions button associated with your envelope and
select Envelope details from the drop-down menu.

a. Scroll to the box labeled Filings and click the arrow
W on the same row as the filing or document you
submitted to expand and read any Comments.

Sulamiied Mar 33 20231 1120 P

TeatTeet vs TeutTeat

Case # 202300
Envebipe £275936
Fang statn Foy Code
Rl Comgtart / Petiton -

b= 0 Aot Fred
Geid) Pee Vrarcw Petston T
QuEsactidy Surnenons - tssoed A

{Arcapted) €302 Fied

oDYSSLY

/'f'—“" eFlell

g

File tnto Case ¥1dh Temolate

| view Service Contacts
Bosckmark cate

{ Cepy thivempe

Filings

(R Feitie

Exhibits Filed efils Only

GET COPIES OF YOUR ELECTRONICALLY STAMPED DOCUMENTS

1. Check the email that you used to register for e-filing.

a. You should receive an email for each document
that has been accepted. These emails will be sent
from no-replyoefilingmail.tylertech.cloud.

Be sure to check your junk mail or spam folder.

b. Open the message and click Download Document
to download a copy of your document with the
clerk’s electronic stamp on it.

2. If you don't see these emails, sign back into the
Odyssey eFilelL website.

a. On the home page, click View filing history, or if
the envelope that you want to check is visible,
click it.
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Get copies, continued

Subwentied W87 33 3023 1) 36 B l Am.;v::—l L
TerTTeut un Teat Togt ‘,.f‘m; Ervelope detasts.
Case # 202300 - Fila tnlo Case
b. Find the envelope that contains the documents you ‘ [ —
need, and click the Actions button associated with gt Cote HeTe  tgomageen | VAT Con
it NG Complart s Pettion - - efde drdy Gookmart case
’ agEe Attt tied otite Oy ' --.-y i ‘,
c. Select Envelope details from the drop-down menu. e IR 7
g’ Summont < ltstund An. efde Onty
d. Scroll to the box labeled Filings and click the arrow W

AEered Extetats Fhed etde Oty

on the same row as the filing or document you
submitted to expand. Click File stamped copy to
download a copy of your document with the clerk’s
electronic stamp on it.

COPY YOUR ENVELOPE FOR RE-FILING

1. If adocument is rejected by the clerk, read the Returned Reason
and Returned Comments provided by the clerk's office and
follow the instructions provided.

a. If you need more information, ask your local clerk’s office.

2. To re-file your documents, sign back into the Odyssey
eFilelL website.

a. On the home page, click View filing history, or if the
envelope that you want to copy is visible, click it.

b. Find the envelope that you want to copy and click the
Actions button associated with it.

Teprutted Jan Th JS2410 3251 AM

Envelope # 25977960

c. Select Copy Envelope from the drop-down menu. i 28711700
Fiog Stetie Fiimg Code Frang Type g Dewcr ptann
d. Follow the instructions provided by the clerk to correct st pemnbem, tioony

any errors and re-file your documents.

ﬁ You have now successfully checked the status of
your submitted documents.
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