
 

 
 
 

File & Serve User Guide for Facilities: 
Involuntary Commitment Petitions 

October 2023 
 
 
User Role:  Mental Health Facilities, Hospitals, any facility initiating an Involuntary Commitment 
 
Summary:  This is for INITIATING an involuntary commitment via File and Serve. Mental health 

facilities will use this process when they are initiating an involuntary commitment. 
 
 
 

1. Log into File & Serve. 
2. Click “Start Filing”: 

 
3. Click “Start New Case”: 

 
4. From the Case Information screen: 

a. From the court location dropdown, select the applicable county’s DISTRICT COURT 

https://efilenc.tylertech.cloud/OfsEfsp/ui/landing
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b. From the case category dropdown, select PROBATE  
c. From the case type dropdown, select SPECIAL PROCEEDING CONFIDENTIAL 

(COMMITMENT) 
i. Note: confirm you’ve selected Special Proceeding Confidential (COMMITMENT) 

rather than Special Proceeding Confidential (Other). 
d. Click the Parties button at the bottom of the page 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. From the Parties screen, click to add party details of the petitioner: 

 
a. If your petitioner is the provider/clinician, add that person’s information.  If your 

petitioner is the facility, toggle to the “Entity” screen and add the facility’s information: 

 
i. Note: You do NOT need to enter data into the Party CMS ID field. 
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b. Fill out the petitioner’s contact information: 

 
c. You do NOT have to select an attorney from the attorney information dropdown if one 

is not applicable. 
d. Click SAVE at the bottom right corner of your screen: 

 
6. From the party screen, click to add the party details of the respondent: 

 
a. Enter all of the party information for the respondent that is available: 

 
i. Note: You do NOT need to enter data into the Party CMS ID field. 
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b. Enter all of the contact information for the respondent that is available: 

 
c. You do NOT have to select an attorney from the attorney information dropdown if one 

is not applicable. 
d. Click SAVE at the bottom right corner of your screen: 

 
7. Once you have entered your parties, click the Filings button at the bottom right of your screen: 

 
8. From the filings screen, click the Add Filing button to add your filing: 

 
a. Your filing type will automatically be selected as eFile Only.  Select the applicable filing 

code from the dropdown (when submitting a Petition for Involuntary Commitment, that 
is the code you will select): 
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i. Note-Client Reference Number is any internal number that YOUR facility uses to 

track records—it is NOT required and will NOT affect your filing. 
ii. Note-you can add comments to the court if applicable, but this is NOT a required 

field and leaving it blank will NOT affect your filing. 
b. To upload your document, click Select File and choose the appropriate PDF from your 

computer: 

 
i. Note-Involuntary Commitment Petitions will need to be saved as a .PDF on your 

computer to upload into File and Serve. 
c. Once your document is uploaded, select the document security group as PUBLIC: 

1.  
i. NOTE- The document security group should be set as public but the CASE 

ITSELF IS CONFIDENTIAL so the public will NOT have access to any information 
provided.  Information will not appear in the public portal, on public terminals, 
or even to clerks who have not been granted elevated access to these case 
types.  If the documents are not labeled “public”, if a case gets transferred to 
another county for hearing, the clerk in the other county will not be able to 
access them.  Rest assured that the case itself is still confidential and tightly 
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locked down with multiple security measures to ensure no one can access this 
confidential information that shouldn’t.  

ii. NOTE-do NOT click the Auto-Redact button. 
d. Click SAVE at the bottom right corner of your screen: 

 
9. Once you’ve uploaded your documents to submit to the magistrate, click SERVICE at the bottom 

right corner of your screen: 

 
10. You do NOT have to enter any service contacts to this page so click Fees at the bottom right 

corner of your screen: 

 
11.  From the Fees screen, select Waiver from the payment account dropdown, the Petitioner as the 

party responsible for fees, and the applicable selection from the filing attorney dropdown: 

 
12.  Click Summary at the bottom right corner of your screen: 

 
13. Click to check all Submission Agreements: 
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14. Review your information.  If anything is incorrect, you can click the edit button to go back to that 
screen and make edits: 

 
15. Once you have confirmed that all of your information is correct, click SUBMIT at the bottom 

right corner of your screen: 

 
16. Once your filing has been submitted, you will get a pop-up window with an envelope number 

confirming your submission.  You can view your receipt or return to your dashboard: 

 
17. The email address associated with the account will also receive an email confirming the 

submission (or an error email if there is an issue).  Once the submission has been accepted by 
the clerk, the email address associated with the account will receive another email that 
indicates acceptance and provides a file number. 

 
 


