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Log in to your File & Serve Account

If you have not registered for a File & Serve account yet, please visit the DRC’s Mediator Certification Renewal webpage

to view A Mediator’s Guide on How to Register for an Account with File & Serve.

If you have a file and serve account, but you have not established a waiver account,
you MUST set up a Waiver Account before you submit your renewal application.

Sign in to your account on the File & Serve Once you are logged in to your File & Serve
website. account, please select the blue “Start Filing” button.
= (Q == eFile North Carolina o .
Welcome to eFile North Carolina If B . o o
b
a

Nll!{ll! CAROLINA

Dispute

Resolution

Commission
/] 1995 //



https://www.nccourts.gov/commissions/dispute-resolution-commission#mediator-certification-renewal-4104
https://efilenc.tylertech.cloud/OfsEfsp/ui/landing
https://efilenc.tylertech.cloud/OfsEfsp/ui/landing
https://efilenc.tylertech.cloud/OfsEfsp/ui/landing

In the “Location” dropdown box, select the District Name and Court.

Select the blue
“File Into Existing Case” link.

Ensure that “Case Number” is selected as the case search method.

Enter the case number, you MUST include the county Identifier number in
the case number. Then click on “Search.” County Identifier numbers can be
found here:

N.C. Courts County Codes | North Carolina Judicial Branch (nccourts.gov)
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https://www.nccourts.gov/documents/publications/nc-courts-county-codes

Your case will appear in the search results. . .. :
PP Click on Parties in lower right corner.

Click on Actions, in the drop-down box select
“File into Case.”
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If all the information listed is correct (names of : 3y C
parties/case number) then click on the “Filings” Click on “Add filing.
button.
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Scroll down to Upload your Report of Mediator.

Filing Code: Under the C ot . ¢
For MSC, “Mediated Settlement Filings” DA G LOMMHTICAHONS SeCHOM, Chtet your
T A email address and anyone who should receive a
For FFS “Family Financial Filings” copy of the ROM. Click “Save.”

For Clerk “Miscellaneous Filing”

Filing Description write in “Report of Mediator” File your ROM as a “Public” document.
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Select Waiver Account™ in Fees Section.

The mediator will not be listed as a party to the
case, they may choose the plaintiff or defendant
as the “Party Responsible for fees”, if prompted.

Click on “Summary.”
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*If you have not created a Waiver Account
yet...you will need to do so to complete this
step.

Click + Add Payment Account, Enter “Waiver’

for the Account Name and select “Waiver” for
the Payment Type. Click Save.

Add Payment Account

Important: When adding a payment account, temporarily enabling third-party cookies and cross-site traffic
information is necessary.

For step-by-step instructions on how to enable these settings for your browser based on your device,
please click here

* Account Name
Waiver

* Payment Type
Waiver

* Account Type
Waiver
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On the Summary page, check the two boxes
under Submission Agreements.

Verity the case information 1s correct.
Click “Submit.”

it

You will see a message with an Envelope
Number; this 1s your confirmation number.

Your Dashboard will display all cases you
have filed within.

To verify your ROM has been reviewed and
accepted by the Clerk’s office, a
confirmation page will appear in your
account.

The Mediator will receive an email once
your ROM has been successfully submitted,
and an additional email once the ROM has
been accepted.
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