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Disclaimer 

This Process Guide is a high-level overview of Guide & File functionality and is not meant to define all 
workflows, procedures, and processes that can occur for each interview.  
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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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Overview 

The North Carolina Administrative Office of the Courts (NCAOC) provides electronic filing 
capabilities, also referred to as e-filing. All initial and subsequent filings will either use Guide & File 
(OGF) or File & Serve (OFS) depending on the filing. This document details the process of using 
Guide & File. 

High Level Processes 

Filing attorneys and self-represented litigants can use Guide & File (OGF) or File & Serve (OFS) to e-file. 
For some filings, Guide & File presents the filer with a series of questions, and based on the responses 
provided, automatically generates forms that can be e-filed seamlessly since OGF is integrated with OFS. 
Filers have the option to use OGF as an anonymous user or a registered user. 

eFiling vs. Guide & Print 

Some interviews indicate (eFiling Option Available) – this means the filer can choose whether to file 
their forms electronically or print them out and file the paper version with the court (referred to as 
Guide & Print or OGP). Some interviews indicate (eFiling Required) – this means the forms generated by 
the interview must be filed electronically. If neither of these is indicated, the only option for that 
interview is Guide & Print.  
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Account Registration 

A registered account is required to file electronically. Registering an account allows the user to save 
their interview answers and return later to finish the interview, if needed.  

To create an account, click the person icon at the top right corner of the screen. Then click Register. 

Enter the filer’s information, check the box indicating acceptance of the terms and conditions, and click 
Register.  
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Completing an Interview 

Select the interview to be completed. If the interview has multiple sections, this will be indicated by an 
Interview Menu. Click Start to begin the interview. If the interview does not have multiple sections, it 
will go to the start page automatically.  

The start page summarizes what the interview is for. 
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Each interview includes a page of Disclaimers. Read this page carefully as it contains important 
information. Use the buttons and dropdown menu at the bottom to navigate through the interview. 
Each page, as it is accessed, becomes available in the dropdown menu for quick navigation. Any 
interview questions with a red asterisk are required.  

Each interview also includes a page of instructions to follow before starting the interview, including a 
link to a printable list of needed items.  
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Proceed through the interview pages, answering all questions truthfully and accurately. Field types 
can include free text, dropdown menus, radio buttons, and checkboxes. Enter the data or select the 
appropriate option(s).  

Click any “i” icon to get a pop-up with Question Help for that question. 
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If the interview has multiple sections, the page will inform the user when one section is complete. Click 
Proceed to go back to the Interview Menu.  

 

 
 
The Interview Menu will now allow the user to click Start on the second interview section. Complete the 
second interview section in the same manner as the first section.  
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Some interviews will give the option to file electronically. Other interviews will not provide a choice.  
 

 
 
To file electronically, an Electronic Signature and Unsworn Declaration are needed. Check any required 
boxes and add the electronic signature.  
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Each interview will generate a Next Steps document explaining what should happen after the filing is 
submitted. The Next Steps can differ depending on whether the documents will be e-filed or not.  
 

 
 

Each interview also includes a Survey at the end. Survey responses are appreciated, but completion of 
the survey is not required. Enter responses to the survey and then click Save Survey before clicking 
Next. Or, simply click Next to proceed without responding to the survey.  
 

 
 

  



  Guide & File Process Guide | Page 13 

 

Once the interview is completed, click Proceed to review the forms.  
 

 
 
Review Summary Screen 
 
The Review Summary screen gives important information on how to proceed. Carefully read everything 
on this page. The first part of the screen gives general instructions that are applicable to all interviews.  
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The second part of the Review Summary screen lists the Party Information that was entered in the 
interview.  
 

 
 
The third part of the Review Summary screen lists the Documents that the interview generated. Review 
each document by selecting either View or Download from the dropdown next to it. A check mark will 
appear next to each document after it has been reviewed. View will open the document in the user’s 
default PDF viewer for their device or browser. Download will download a copy of the document to the 
device’s local storage. All documents must be reviewed before they can be e-filed.  
 

 
 
If any forms are incorrect, scroll to the bottom of the Review Summary screen and click Return to 
Interview to go back and correct the data. Click Exit to cancel the interview submission.  
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If a filing fee is associated with the documents being e-filed, the Fees section of the Review Summary 
screen will detail what is owed. Click Pay Now to electronically submit the documents and proceed to 
enter the payment information.  
 

 
 
Select from the dropdown list of saved payment accounts, create a reusable account that will be saved 
to the dropdown list, or create a one-time account that will not be saved to the list. Then click Continue.  
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If no filing fee applies to the electronic filing, the Fees section will show no amount due. Click Submit 
Now to file the documents electronically. 
 

 
 
Upon successful electronic filing, the system will provide an Envelope Number. Save and reference this 
Envelope Number when contacting the court with questions about the filing. Click Print Confirmation to 
print a copy of this page.  
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