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File & ServeXpress has many resources available to
you in order to address your questions and
concerns.

»

»

»

»

File & ServeXpress 24/7 Client Support is available to assist you with
technical, ID, functionality and any other questions you may have. You
can contact Client Support at 1-888-529-7587.

File & ServeXpress Resource Center is available within File &
ServeXpress by clicking on the Resource Center link at the bottom of
your screen. The Resource Center contains our training registration
information, jurisdiction specific rule & procedures, user guides, best
practices, pricing and much more!

File & ServeXpress Login Page is where you can find password help,
what's new and any important information like scheduled maintenance
or system changes. Click here to access the login page.

File & ServeXpress Notices is an information page that is available on
the top, right-hand side of the File & ServeXpress Home tab, once you
sign into File & ServeXpress. This page will provide you with any
critical information, such as system maintenance or downtime, changes
in fees, legal notices, litigation launches and much more.



https://secure.fileandservexpress.com/Login/Login.aspx

Case & Party Management Overview

Use Case & Party Management to update the status of parties and attorneys
in cases. Not all courts permit online Case & Party Management requests,
and in some jurisdictions, special rules apply. For more information, check the
Rules & Procedures for your particular court (available through the Resource
Center) or contact Customer Support.

Locate the Case & Party Management page by clicking on the Case & Party
Management link in the Track & Manage area of the File & ServeXpress Home
Page.

F 1 & S X Preferences | Sign Out
11c crve Press Attorney, Adam | Mock Firm A-Bellevue
File & ServeXpress Notices
HOME FILING & SERVICE | ALERTS | SEARCH
» MailBox » Quick Start » Track & Manage
Inbox State - Transaction ID
Court =
Rejected Items Alerts
saved Transac tions ‘CaseNumber OR CaseName Tracked Items
q Edit Tracked It
File/Serve Set Track Case e Tracked frems
Calendar

Message Boards
My Attorneys

cumen
ase & Pa =
j Billing Information
Custom Document Lists

Client Ssupport

About File & ServeXpress | Resource Center | FAQs | Terms & Conditions | Privacy
Fl].e & Serve & 1-888-529-7587

X s © 2017 File & ServeXpress, LLC. All rights reserved. = support@fileandserve.com
P
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Case & Party
Management Tips:

v

Note: Change
requests take up to 24
hours. If you have a
filing due today and
you need an
immediate data
change, complete your
request online then
contact Customer
Support with the
change request ID and
request that the
change be completed
ASAP.




Case & Party Management Features

Add Party - Allows you to add party information to a case
where a party was not named in the original complaint.
Also allows you to enter party information for those who
were inadvertently left off the service list.

Modify Party - Allows you to remove your party from a
case after being dismissed and also to withdraw your firm
from representation of a case party.

Add Attorney - Allows you to add a new attorney to a
case.

Substitute Attorney - Allows you to transfer representation

of a party to another attorney or to correct the service list if
the wrong attorney is listed.

© 2017 File & ServeXpress
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Case & Party
Management
Includes:

Add Party
Modify Party
Add Attorney
Substitute Attorney

Case Groups
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1. From the main Case & Party Management Page, click the
blue button for Add Party. The Select Court page appears. :
y Page app Add Party Tips:
2. From the drop down menu, select the court presiding over the 7 e i el Case
case in which you wish to make changes. The Select a Case & Party Management
page appears. Page, select the

== button for Add Party:
| selectcowre |

Select a Court -

Select Cowrt Select a Court
Ak Superior Court Third Judicial Dist Anchorage E-Service "~
Select Case(s) AL Montgomery County Circuit Court E-Service
Select Party or Add New AZ Maricopa County Superior Court
AT Maricopa County Superior Court E-Service
Select Attorney Baltimore City Circuit Court

CA Superior Court County of Alameda
CA Superior Court County of Alpine
CA Superior Court County of Amador
CA Superior Court County of Butte
CA Superior Court County of Calaveras i

CA Superior Court County of Colusa r""ud If‘j Pa TTJI'
CA Superior Court County of Contra Costa
CA Superior Court County of Del Morte
CA Superior Court County of El Dorado
CA Superior Court County of Fresno Add Amtorn ey
CA Superior Court County of Glenn L
CA Superior Court County of Humbaoldt
CA Superior Court County of Imperial
CA Superior Court County of Inyo = .
CA Superior Court County of Kern JUI:IStItIJtE Attl:l m E"lll'
CA Superior Court County of Kings -~
CA Superior Court County of Lake

CA Superior Court County of Lassen

CA Superior Court County of Los Angeles- Burbank
CA Superior Court County of Los Angeles- Central Civil West Case G roups
CA Superior Court County of Los Angeles-eService

CA Superior Court County of Los Angeles-Judge Review

CA Superior Court County of Los Angeles-Mortheast District E-Service W'
CA Superior Court County of Madera

i

Enter a portion of the name or number of the case(s) in which
you wish to make changes and click Find.

© 2017 File & ServeXpress 6
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Select a Case

Select Court Court Mame :  Colorado Mock Districe Court

Court: Case Mame : |johnson| x |m
Colorado Mock District Court

Case Number : | |D

Select Case(s)
Select Party or Add New 2 Select Case

Select Attorney

3. Place a check in the box by the Case Number in the Court Case List and click

Select Cases. The Select Party page appears.

e —

Select Court CourtName: (A Superior Court County of San Frandisco O 5 Select a court rame; then enter al or part of he cesename o number.
Cout: Cesehame: |miler il "'o_’a:erua.r he 26 youlrebooking f, enter ofher tot and cie
(A Superior Court Coun —— Find 25200
San Francisoo (vl Case Number - |
Select Casef)
Select Party e Add New
Select Attomey Court Case List 1hmgh SoF61 Mores>
a Nl s Mt Persnral njprpAchestns Ol (A Superior Court Courey ofSan Frandsce-Cvi

4. Select an entity type from the drop down menu, enter in party information and click

Find (required fields are marked with an asterisk).

Case & Party Management

Seicct party

Select an entity type and input the name of your party to do a quick search. If the party is not found you will be able to add them.
Select Court

Court : Individual
CA Superior Court County of Entdty Type : [SlchEr et
San Francisco-Civil

* Party Mame : | |

Select Case(s)
Case(s): m

Miller vs il - e

Select Party or Add Neww
Select Attorney

© 2017 File & ServeXpress
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Select an entity type and input the name of your party to do a quick search. If the party is nat found you w

Entity Type::
Party First Name :
Party Middle Name : I:l
* Party Last Name:

e || v' Party’s Name Does
— Not Appear: When

searching for your
party, if your party’s
5. Choose a party type from the drop down menu in the name does not
resulting screen, and then click the name of your party. appear in the list,
click Re-search to
Select & Party Type then click the Party Name to select the party. mo d Ify an d re-run

A selected alias party name will reflect the alias to party name when completed. yo ur searc h .
Py e —

Party Name Is an alias
Doe, John 2 No
\ Doe, John A No
Doe, John Bernard No

Doe, John BS No
Doe, John BM No
Doe, John BF No
Doe, John BL No
Doe, John DF No

© 2017 File & ServeXpress 8



6. Click "Add New Party" if you cannot find your party, or "Re-
S e arC h " . _"_I‘f;-;l:;;l;r_lm:ﬁnd your Party or if you are unsure [I"IaI any of these match click

7. Next, select the Attorney and their role, e.g., "Attorney in
Charge." This will vary by jurisdiction.

Select Attormey WV !

Attorney in Charge

-
or
Set Attorney as Unknown

8. To complete, select "Add to Case."

Case L Party Management

IFail inforeniation on the feft is comect cick Add Te Case(s] to a0 the Cise Pacty to N selected cases.

i To Conels
Case{sh
Miler s
Setect Pary o £ e
Farty:
ke

© 2017 File & ServeXpress
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Note: In order to
facilitate the requested
changes, File & Serve
must verify the change
with any special
jurisdictional rules, the
Court and Court
Record.

Supporting
Documentation: Types
of supporting
documentation may
include a copy of the
complaint, copy of an
appearance filed or a
letter from your office
authorizing your
request.




Modify Party

To modify case party information:

1. From the main Case & Party Management Page, click the
blue button for Modify Party. The Modify Case
Participants page appears.

2. From the drop down menu select the court presiding
over the case in which you would like to make changes.

Case & Farty Manapement
¥

Modify Case Prticiparts

3. Enter search criteria in at least one of the fields on the
page and click Find. The Case Participants Search
Results screen appears.

© 2017 File & ServeXpress
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v" From the main
Case & Party
Management
Page, select the
button for Modify

Add Party
Modify Party
Add Attorney
Substitute Attorney

Case Groups

I I lI |
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4. Place a check box next to the applicable entry (ies) and
select the appropriate radio button next to Party
Dismissed or No Longer Represent This Party. Click
Update.

Case & Party Mznagement

On all selected Case Participants change:

(heck Case Pertidpants bo modiy, and select any of the party staus ems. Then dick Update

Pary Szt :;.Fa—'":i’“‘.f*d ) 9, Indicate 'Party Dismissed" A 0 SUSRRUE the Etomey con i parnogant cick the
\Ma Longer Represent This Party
1. Select the Party 1. Click or "No Longer Represent This
tpdater | ([ Party"
T
Case Participants search results Szl Pardopznts 1o moddy. 1 thraugh 12
1 Party Name PartyType Partidgant Status Mtomey Name Attomey Type Firm Name: et Name. Case Number
) ecksan, oran Uetensant Ane Adam Attomey PNately Hetaned Aomey MGk T A Hetewe Sa00Ta Ml vs. 00 Lbing Lenter pLETE
1] eckson, orzman Defensan: Amve Lucy Lawyer PrhGIzl Reined Aomey NockRm B San0ra Milker vs. Coag Clbing Center HOEOTIS0G
)], Rck Defensan: Amve Prose Nt Pro%e- Ml V5 L
[ Lo, Ry Defirmdni. Fulive Prole L Pru Se- Wil v Lw
()] M, Hureer dppicznt Active Adom Attomey Pretely Retrined Atormey Miock Frm A Deiewue Inthe Mester of: Miler, unter end Seson
(]| Mle, Susan Aepicant At Andrew Rosedi Priately Retined Aomey Mok irm ABeicwe Inthe Moster of: Milkr, Hunter and Sisn
7] Vi, Gean Respandant Actve Adam Mtomey Prictely Retzined Aoy Mock Frm A Belews R Miller v G Miller 20074111907
]| Mite, Ry Pesioner e Lucy Liwyer Prvately Retsined Atamey Mock Frm B R Miller e G Miller 20074111907
(]| Vi, Sencira et At Adam Atomey Pricaely Bstzined Aoy Mock Frm A Bl Sarel Miler vs. Colorads Cienbing Center MOBTISHG
1] i, Jacesen Repandant Artie Prate NIk P Shana Uiler & Jarenn Miler b ]
]| e, Sheuma Pesitioner Artive Adam Attomey Privately Retained Amomey Mack Firm A-Beflewse Shaunz Miller v ackson Miller H0070R100
] Mier Construgion Plainif Adive Lucy Lamyer Priately Reined Aomey NockFrm B Miler s Law

Case Participants search results Ssiac Paripents o modi. 1 thraugh 12

© 2017 File & ServeXpress



5. The Signature Documentation page appears. Enter the
Document Title and the Transaction ID of the
electronically filed document verifying your change
request, or attach an electronic copy of the supporting
documentation.

To verify that the Petition/Mation has been filed and signed by the judge,
you must either enter the File & ServeXpress Transaction ID and Document Title
of the filed document or attach an electronic copy of the signed filed document below.

(® Transaction ID
Document Title K

() Attached Documentation

Document Path Browse.

B

© 2017 File & ServeXpress
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v' Supporting

Documentation:
Types of
supporting
documentation
may include a copy
of the dismissal, a
copy of an
executed Request
to Remove
Party/Law Firm
from Service List
form (in San
Francisco) or a
letter from your
office authorizing
your request

12



File & Serve
Add Attorney Apress

To add new attor'ney information: | Add Attorney Tips:
1. From the main Case & Party Management Page, click the

v' From the main Case
blue button for Add Attorney. The Add Attorney page e

appears. Page, select the
2. From the drop down menu select the court presiding button for Add
over the case in which you would like to make changes. AlEiErt
e Add Party
Select a Court :
Select Court CA US District Court Central Distri _
CAUS D:st::ct cgﬂn E::tterran Dlis;trrlitct: A Modify Party
Select Case(s) CA S District Court Northern District
Select Party or Add New CA U5 District Court Southern District
(D Boulder County District Court-CRIMINAL COURT
Select Attorney CO Court of Appeals
€O Judicial Arbiter Group (JAG) E-5ervice
CO Mock C C C D Oni - .
O s

3. Enter a portion of the name or number of the case(s) in Case Groups
which you wish to make changes and click Find.

© 2017 File & ServeXpress
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4. Place a check in the box by the Case Number in the
Court Case List and click Select Cases.

Case & Party Management

Name: (0 Mk County i Coun
St ot Court MmOk CountyDisri o

Cout: (e |l b
(0 ok Courty Detnt re——————
(oun (ase Mg il

et Casel) 9 Find

Selct Pty o A New

St Atoney

© 2017 File & ServeXpress
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5. The Select Party Page appears. Click the party’s name. If

the party you are looking for does not appear in the list,

select the entity type from the drop down menu, enter the

party name and click Find. v Attorney

Unknown:

0E o If the attorney is
sl unknown click Set
- AP | Attorney as

Diiimse Cow el v P T O Ca Namber, 0BV
Unknown, and then

click in the resulting

il ()

T

Nt e

o Add To Case(s)
i o el e

iz screen.

 your arty doesttappear cick on the Bnty

Type" dropedonn men. Enterthe Party Name and
click Fid",

6. To select counsel from your firm, choose the attorney and
attorney type from the drop down menus and click Select.

© 2017 File & ServeXpress 15



7. Click in the resulting screen. The
Signature Documentation page appears.

Signature Documentation

To verify that the Petition/Mation has been filed and signed by the judge,
Yyou must efther enter te File & ServeXpress Transaction ID and Document Title
of the filed document or attach an electronic copy of the signed filed document below.

( Attached Documentation

Document Path Browse...

Submit

8. Enter the Document Title and the Transaction ID of the
electronically-filed document verifying your change, or
attach an electronic copy of the supporting
documentation.

9. Click the Submit button.

In order to facilitate the requested changes, File & Serve must
verify the change with any special jurisdictional rules, the Court and
Court Record.

© 2017 File & ServeXpress
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Attorney in Another
Firm: If the attorney is
in another firm, click
Find Attorney in
Another Firm to search
our database. Enter
search criteria in at least
one of the fields on the
upper part of the page,
and click Find. The
Attorney Name Search
Results list appears. If
the attorney name does
not appear in the list,
click Re-search to
modify and re-run your
search. To select an
attorney choose the
attorney type from the
drop down menu and
click on the attorney’s
name. Next, click

Add To Case(s)

in the resulting screen.

16
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Substitute Attorney press
1. From the main Case & Party Management Page, click the Substitute

blue button for Add Attorney. Click Substitute Attorney. Attorney Tips:

The Select Court page appears.
v" From the main

A
Management

Substitute Attorney Page, select the
Select a Court : '
| Select a Court vl button for
Substitute
Attorney:

2. Select the court presiding over the case(s) in which you
would like to make changes from the drop down menu in
the resulting screen. The Substitute Attorney From page
appears. Enter in a portion of the attorney name and/or
firm name for the attorney you wish to substitute from in Add Atrorney
the fields provided then click Find.

Add Party

Modify Party

Substitute Attorney

Court: Colorado Mock District Court Attorney to substitute from:
Last Name First Name

Attorney Name : Case GI"CI'LIFIS

i

© 2017 File & ServeXpress 17



3. Alist of matching attorneys will appear. Click the desired
attorney’s name.

4. The Substitute Attorney To page appears. Enterin a
portion of the attorney name and/or firm name for the
attorney you wish to substitute to in the fields provided
then click Find.

Substitute Attorney

Court: Colorado Mock District Court Attorney to substitute to:

From: Attomey, Adam LastName FirstName
Attorney Name :
Firm: Mock Firm A-Bellevue Y

Firm Name :

5. Alist of matching attorneys will appear. Click the desired
attorney’s name.

6. The Case Search page appears. Search for your case by
entering a portion of the case name or case party in the
fields provided. Click Find.

© 2017 File & ServeXpress
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Case & Party Management

Substitute Attorney

Court: Colorado Mock District Court To narrow your Case search enter a Case Number or Party name

o e e
Firm: Mock Firm A-Bellevue

To: Lawyer, Lucy
Fim: ek 23 weaename: ||

Organlzation/Last Name:

mum Ehe Fram AMtarmey ls pastizipating in

Mrw Asterney Type: (et e Type B et cnses [ concet |

7. From the list of available cases that appears after you
click Find, place a check in the box (es) by the Case
Number(s).

8. Select the New Attorney Type from the drop down menu
and click Select Cases.

Caure: Coinrasn Meck Okmrier Courr

st £ et the g o apprinal Rack el it the cobntitute iy pratms v

Zm

Cise Namber Farty Name

Wi, Fuerer

© 2017 File & ServeXpress
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9. Verify your changes in the resulting screen and click
Submit. The Signature Documentation page appears.

10. Enter the Document Title and the Transaction ID of the
electronically-filed document verifying your change, or

attach an electronic copy of the supporting documentation.

11. Click the Submit button.

File & Serve

Note: In order to
facilitate the
requested
changes, File &
Serve must verify
the change with
any special
jurisdictional
rules, the Court
and Court Record.
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