File & Serve X press-

USER GUIDE

Using Additional Recipients to Share
Documents with Non-Parties




Additional Recipients Tab File & )S(/ffe‘sfse

The File & ServeXpress Additional Recipients tab allows filers to send transactions to recipients
who are not on the service list of the case. Newly added recipients will receive emails with
instructions as to how to retrieve the documents. They will be provided with a login/password
for the sole purpose of retrieving those documents. Once a non-party is added on the

Additional Recipients tab, they are saved to the data base and can be searched for and easily
added on subsequent transactions.

FILING & SERVICE ALERTS SEARCH

Start A Transaction Saved Transactions Scheduled Transactions

1201317 10:37 AM EST Documents
Select Additional Recipients
2005CV123456 Doe, Johnvs AB C Corp Mock Court-E-5ervice

Enter & few characters in Last Mame, Email, or Organization, and click Find to search for available recipients. If your search is unsuccessful, you may change your criteria
and try 8gain, or choose to Create Additional Recipient

Sending Parties

Service Add'l Recipients Review & Submit

Transaction |D: 61459785 Cancel Save & Close

First Mame

Last Name
Email Organization
To add recipients, enter search criteria above and dick Find.
Mo available selections
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Additional Recipients Tab (continued) Xpress.

To add an additional recipient:

1. The system requires a user to initially “search” for an additional recipient before
being given the option to create a new additional recipient.

First Mame Bob Last Name IH.:.pe

Email Organization

03 &3 0

2. Search results will display both File & ServeXpress subscribers and non-member
users.

Select each person you want 1o add as an additional recipient and, for each, indicate the delivery method (online or fax). To remove a person, deselect them.

IRl REE Rl Add to Recipient List | Create Additional Recipient g VR I= Vi el el

* online Bob Hope Hope, Bob bobhope@somewnere.com none valid Mon-5ubscribing Liser
* Online Bob Hope Hope, Bob bob@overhere.com none valid Mon-5ubscribing Liser
* Online Bob Hope Hope, Bob bobby hope@fakelawfirm.com none valid Mon-5ubscribing Liser
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Additional Recipients Tab (continued)

File & Serve
Xpress®

3. If no results or inaccurate results appear for the search, then the user will see a
button to “Create Additional Recipient”.

r Create Additonal Recipient 1

9

4. When creating a new Additional Recipient, the user will now enter both a First and
Last Name and will then select either “Online” or “Fax” as the delivery method.

Create Additional Recipient

Enter the information for the person you wish to add to the Additional Recipient List. When you finish, click Add to Recipient List.

First Mame:

%/ Online

Bob Last Name: Hope

*Email address |[fake@fake.com

Fax

Add to Recipient List
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Additional Recipients Tab (continued) File & Serve

5. After entering a new Additional Recipient, the system will then create a non-member
“account” for the additional recipient.

6. That non-member account will now appear in the search results when filers search
for the name and will display the notification method previously entered for the
additional recipient non-member.

© 2017 File & ServeXpress 5



	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5

