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About the North Carolina Judicial Branch

The mission of the North Carolina Judicial Branch is to protect and preserve the rights and liberties of all the
people as guaranteed by the Constitutions and laws of the United States and North Carolina by providing a fair,
independent and accessible forum for the just, timely and economical resolution of their legal affairs.

About the North Carolina Administrative Office of the Courts

The mission of the North Carolina Administrative Office of the Courts is to provide services to help North
Carolina’s unified court system operate more efficiently and effectively, taking into account each courthouse’s
diverse needs, caseloads, and available resources.
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EFIL

ING PROCESS FOR PROBATION OFFICERS IN

ODYSSEY FILE & SERVE

Overv

iew

The North Carolina Administrative Office of the Courts (NCAOC) currently provides some eFiling
capabilities in limited counties. As NCAOC prepares to transition to eCourts, all initial and
subsequent filings will either utilize Odyssey’s Guide & File (OGF) or Odyssey’s File & Serve (OFS)
products depending on the filing. This document details the process of e-file for Probation
Officers using Odyssey’s File & Serve product.

High Level Processes

1.

Firm Account Registration

For registering to the File & Serve Filer website, the Chief of Support Services has indicated each
unit will have a separate firm account that will be set up by the CPPO. Additionally they may
provide a supplemental guide to assist with the initial setup of the firm account.

A Firm Administrator will be identified for each firm account, and they will use a different email
for each unit when registering. Once registered, the Firm Administrator will need to setup the
firm account by adding Probation Officers as users. Additionally, they must add a dummy filing
attorney and create a ‘Waiver’ payment account detail.

The details of the dummy filing attorney for initial setup of firm account are as follows
First Name = N/A — COURT PARTNER
Last Name = EFILER
Bar Number = 999981

After the initial set up Probation Officers can begin filing.
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2. Filer Process

Probation Officers begin e-filing by initially registering in the OFS Filer site which will be made
available through the main Judicial website.

a. Filers initiate filing by clicking on Start Filing button on the Dashboard.

aFila North Carolina o-

fr

& Start Filing Filing History Drafts

& Click the START FILING butten below 10 get started Draft ¢ 227547 ) )

" e

= e

6 Draft # 227545 Started at 08/23/2023 10:11 PM

o [T | — -

L]

B Case Search Bookmarks Templates

Case # "1 6EDDDA4I 23CV014639-910 - MW Manufacturers, inc. d/b/a Ply Gem Windows VS Seaboard |, LLC immary Ejectment
b. Users will always submit a Subsequent Filing - Click on File into Existing Case
*For Out-of-County filings that require a new case number, please reach out to your
local clerk’s office for guidance. *
LS VL e— o o

" € Start Filing
=
=]
n ] [ &)
= File New Case File Into Existing Case
(<] " 3
=]
(]

2 < | [ = ]

......Continued in next page
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c. Select the Court Location from the drop-down, ex: Mecklenburg District or Mecklenburg
Superior Court

®

Search for Case

If you are not sure y number is correct, refer to the

Location ¥

Select hd

Location is Required.

......Continued in next page
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d. Search for the case by Case Number or Party Name. Be sure to enter the case number

as directed.

Mecklenburg District Court

Search for Case by

(® caseNumber (O) Party Name

Type your case number exactly as you see it on your case documents.

Case Numbers in Odyssey

Case numbers in Odyssey can be broken
down into four parts; year, case type,

case number, and county identifier.

21CR000003-910

I | I |
CASE  SEQUENCE  COUNTY
YEAR TYPE

NUMBER IDENTIFIER
YEAR The first two numbers signify the year in
which the case was established.

CASE TYPE The two letters signify the case type. “
y— 1

SEQUENCE The set of numbers signifies the sequential

NUMBER order or numbering.

COUNTY The hyphen plus the last three numbers is

IDENTIFIER the county identifier.

!

The below case types will
be converted from legacy
“as is” and will not follow
the new format.

* Civil General CVD

* Civil Magistrate CVM

* Civil Superior CVS

These legacy case types
will be converted “as is”
AND remain a one letter
Case Type format in
Odyssey.

Civil Transcript “T*
Miscellaneous Civil
Judgments “M*
Registration “R"

* Estates, etc. "E*

Click here for the county identifier.

Click here for more case search tips.

23CR000006-590

Sort Results B

Newest to Oldest

......Continued in next page
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e. Verify the Case Number and Party information and select the case you want to file into
by clicking on the Actions button and selecting File into case.

cation: Mecklenburg District Court Case Number. 23CR0O00006-590 Results
o  STATEOF NORTH GAROLINA VS CLARK KENT
== Case # 23CR000006-590
Location Case Categ Case Type
Mecklenburg District Court Criminal Criminal File into case with template

| View Service contacts

el | Bookmark case

f. The Case Information will appear. Verify this information is correct and proceed to the
Parties tab using the blue error on the bottom right.

Case information

Mecklenburg District Court

Criminal

Case Type
Criminal
g. Review this information for accuracy and proceed to the Filings tab.
Parties
Party Type Party Mame Lead Attorney Actions
State STATE OF NORTH CAROLINA 7
Defendant CLARK KENT 7
Victim lan Trouble Va

+ Add More

eFiling Process in Odyssey File & Serve — Filer for Probation Officers| Oct. 6, 2023
Page 7 of 14




h. Add a filing by clicking on the ‘+ Add Filing’ button.

Filings Max Envelope Size: 36.70 MB
Remaining: 36.70 MB

Filing Code Filing Type Description Actions

No Filings Added Yet

At least one filing is required to complete the
filing process.

i. Choose whether the document should be “eFile Only, eFile and Serve, or Service Only”.
Select PROBATION as the filing code and enter a Filing Description, if applicable.

*Filing Type (rsquired)
(@) eFile Only () eFile and Serve () service Only
Electronically file your papers with the court and have your documents sent to the selected  Your filing will only be sent to the selected service contacts and will not be filed with the

Pick "eFile Only" to just electronically file your papers.
service contacts. court.

Filing Information

Filing Cade

PROBATION

Filing Description

Client Reference Number

Comments to Court

......Continued in next page
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Filing Information

FROBATION
Filing Description

Client Reference Numbe;

Upload Documents

* Lead Document (Required)

Filing Information

PROBATION

Filing Description

Client Reference Numbes

Upload Documents

Lead Document

AOC-CR-312.pdf

j. Upload the document to be e-filed by either dragging and dropping the file or clicking
the Select File button. Select the PDF document from your local folder.

@ Open
| e v [ s
| Organize v Newfolder
1 Apps @
) | Attachments
— [ Deskiop

[ Documents
& Warrants Magic
ICMS Go-Live

Microsoft Teams

PC >

Name

AOC-CR-100
AOC-CR-120
AOC-CR-123
AOC-CR-225
AOC-CR-259
AOC-CR-262
AOC-CR-273

Documents >

TESTFORMS >

Redaction Test Forms v

Status

Date modified

Type
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D.
Adobe Acrobat

Adobe Acrobat

Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...

[cNcNCNoNoNoNoNoNoNoNCRCNONG)

Adobe Acrobat D...

| OfficeMobile joeiinets
] Pictures AOC-CRI12
[ This PC AOC-CR-313A

& AOC-CR-
B 30 Objects AQC-CR-3138
1 Desi (5 Aoc-cr-312
P AOC-CR-330A
5 Documents v () Aoc-cR-3308

File name:

x
O Sesrch Redaction Test Forms
= m @
S
126 KE
128 KE
126 KE v
~| [ custom files v

ze: 26.21 MB

Drag files here or

Select file

Portable Document File (PDF), Word 2007 File (DOCX), Word S7/XP File (DOC)

k. Select the applicable Document Security and click on Auto-redact to redact any
Personal Identifying Information (PIl). Click Save. Repeat this step to add additional
filings and documents. Note: Only AOC forms with tokenized fields for auto-redaction
will be redacted automatically. Review the redactions to ensure it was redacted
properly and apply manual redaction if necessary.

ient to the filing, create another filing and upload your document.

AOC-CR-312.pdf

Public

Confidential

Public Not Portal

Supporting Documentation for Audit Pracess

ment is public or confidential
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I.  Inthe Service tab select a Service Contact from the Firm List and associate with the
relevant party. You can also add a new Service contact if they are not already in the firm
list. Click Save. Note: Service Contacts will not receive any filings if “eFile and Serve” or
“Service Only” are not selected for each filing code. Click Fees to proceed.

Service Contacts + Add me ]I + Firm list l[ + Public list II + Add new contact "
State ; o
STATE OF NORTH CAROLINA
Email/Ma Actions

new or existing contact

Defendant
CLARK KENT

Email/Ma Actions

be
e

Mo service contacts added. Add a new or existing contact

Victim

lan Trouble

be
e

Email/Ma Actions

Mo service contacts added. Add a new or existing contact

Other Service Contacts

be
e

Email/Ma Actions

Mo service contacts added. Add a new or existing contact

Associated Parties

CLARK KENT

STATE OF NORTH CAROLINA

Ian Trouble

Other: No Party Association
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m. Select Payment Account (Waiver Account), Party Responsible for Fees (Defendant), and
Filing Attorney (N/A — COURT PARTNER FILER), and click on Calculate Fees. Click
Summary to proceed.

You must select a payment account even f there are no fees.

Total $0.00

‘ * Payment Account

Waiver

+ Add payment account

Party Responsible for Fees

CLARK KENT

g Attorney

‘ N/A - COURT PARTNER EFILER

Grand Total $0.00

n. Review all the details entered so far and make corrections if needed. Check the boxes to
agree to the terms and click Submit to e-file.

File Into Case Draft # 4295 - Case # 23CRUODODE-530 - STATE OF NORTH CAROLINA VS CLAR -
#
[l . . s
@ Gese nfarmaticn @ Fonies @ Fing & senice @ Fee 0 ey
=]
n
=] * Submission Agreements
a
]
-]
Case Information 7 Ean
Mecklenburg District Court Crminal Crimnal
Parties l 7 Edin I
state STATE OF NORTH CAROLINA
Defendant CLARK KENT
\ictim an Trouble:
Filings #eain
PROBATION eFile Only v
Service Contacts [7ea
O suppart
(e =
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0. System displays an Envelope Number upon successful filing. The Envelope Number and
filing details now appear in Filing History. The filing now appears in the OFS Reviewer
site.

Envelope Submitted

Envelope Submitted

Envelope E52150has been submitted successfully.

| View Receipt | Return to dashboard
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p. Filer also gets a Filing Submitted Notification email upon successful filing. The Envelope

Number and filing details are also listed here.

Submitted Filing Notification for Case No. 23CR0O00006-590 (STATE OF NORTH CAROLINA VS CLARK KENT)

gmail tylertech.cloud

Your fiing below has been submitted to the Clerk's office located in Mecklenburg District Court, NC for review. Please allow for sufficient processing time based on the following fiings:
- T the Clerk's Office - up to one (1) business day;

- For LE to the AGC dmin (Law Enforcament Use Only) up to ten days;
Filing Details
Mecklenburg District Court
Court
/29/2023 7:57 PM EST
Date/Time Submitted:
PROBATION
Filing Type:
EFile
Activity Requested:
Cori Williams
Filed By:

......Continued in next page

€3 Reply

 Replyal | = Fomard |G

Filing Submitted

Envelope Number: 5215
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g. Filer gets a Filing Accepted Notification email with a stamped copy of the e-filed
document. The Envelope Number, filing details and any comments are also listed here.
Note: If a service contact was listed and “eFile and Serve” was chosen, the service

contact will also receive an email upon acceptance by the court with the document
attached.

Accepted Filing Notification for Case No. 23CR000006-590 (STATE OF NORTH CAROLINA VS CLARK KENT)

- : < Reply | € Reply Al Forward
no-reply@efilingmail.tylertech.cloud ) ey D ey - &
To © Williams, Cori N. Tue 8/29/2023 8:08 PM

Filing Accepted
Envelope Number: 5215

The filing below was reviewed and has been accepted by the Clerk's office located in Mecklenburg District Court, NC. Please
click the link below to retrieve a filed-stamped copy of your eFiled document

Filing Details
Court District Court
Case Number 23CR000006-590
Case Style STATE OF NORTH CAROLINA VS CLARK KENT
Date/Time Submitted 8/29/2023 7:57 PM EST
Date/Time Accepted 8/29/2023 8:07 PM EST
Accepted Comments
Filing Type Probation Violation
Activity Requested EFile
Filed By Cori Williams

Lead File AOC-CR-312 pdf
Lead File Page Count 2
File Stamped Copy https://reviewernc-test tylertech. cloud/ViewDocuments. aspx ?FID=96c939d7-579a-4246-8cf2-b6d88467acd3

This link is active for 60 days.

For Technical Assistance
Contact Tyler Technologies

Please do not reply to this email. It was generated automatically by no-reply@efilingmail tylertech. cloud
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