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Make sure you have at least 45 minutes to complete this process.

Logon to the eCourts Guide & File page. If you do not login you will not be able to
submit your renewal application.

If you must change an answer, you may need to click the “refresh” button to update
the page.

You will need to have emailed DRCMediators@nccourts.org all documents
necessary to properly report any matters that fall under MSC/FFS Rule 8 PRIOR to
completing the application.

You will need to pay your renewal fees by credit card or check book (for ACH
transfers) in a separate application called Paylt. The DRC no longer accepts checks
for renewal applications. You must pay all fees before we can process our renewal
application. (You will need to create an account.)

Your mediator profile will be housed on Smartsheet. You will need to register for a
work account using the same email currently on file with the DRC. You will not
have access to Smartsheet until your renewal application has been approved by
DRC. The account is free and operates under the NCAOC. Do not sign up for the
30-day trial. This is where you will make your selections for designations and court
appointments, your attendance preference, enter your keywords, and list your bio. If
you do not set up a bio, you are still certified to mediate under the DRC, but your
status as a certified mediator will not be available to the public.

Most common errors: Your firm must have a Waiver Account in place for you to
submit your renewal application. Please see the Additional Renewal Information on
the DRC’s website.

You must go PAST the survey to submit your renewal application.



https://northcarolina.tylertech.cloud/SRL/SRL
mailto:DRCMediators@nccourts.org
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fncaoc-nc-payments.mobilgov.com%2Fform%2F90c1edfe-eb2a-4386-a34a-c73dc6c24c31&data=05%7C02%7Ccale.h.barker%40nccourts.org%7Cc40f2262233446a4e99008ddb32fe634%7C40b599628165480ba3de46df6e278235%7C1%7C0%7C638863740482703036%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=gCRMP98rDlKoJXF3FVlbePvwet1zWlOdZHfQGNMkKPY%3D&reserved=0
https://www.nccourts.gov/assets/inline-files/Additional%20Renewal%20Info.pdf?VersionId=q0MLkwlMsCU2Kx4HMZIVq8_u9eBaYii9

You must logon to Guide & File
to submit your renewal
application.

If you have not yet registered in
eCourts, Attorney mediators
can create/register for an
account. Emergency Judges,
and non-attorney certified
mediators, must create/register
for an “Individual Account” in
eCourts.

Once you are logged onto
eCourts Guide & File, please
click on DRC Mediators ONLY
- FY 25-26 Mediator
Certification Renewal.
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= Start a New Filing Interview Home Start a Filing My Interviews

Please select the type of filing you would like to complete.
Absolute Divorce (Now! eFiling Option in Some Counties)
Adult Name Change
Appeal To District Court From Small Claims Court Judgment In Summary Ejectment

Application for Certific Jerification of Prior Expunction

Complaint In Summary Ejectment (Now! eFiling Option in Some Counties)

Domestic Violence Protective Order (Now! eFiling Option in Some Counties)

DRC Mediators ONLY - FY 25-26 Mediator Certification Renewal

Motion te Claim Exempt Property (Now! eFiling Option in Some Counties)

Online Request For Dismissal Or Speeding Reduction Of A Traffic Citation (Now! eFiling Option In Some Counties)
Petition To Praceed As An Indigent (Now! eFiling Option in Some Counties)

Probate: Petition for Summary Administration with or without a will

Request For Relief From Fines, Fees And Other Monetary Obligations, And Order On Request

Small Claims Complaint (Now! eFiling Option in Some Counties)

Summary Ejectment Answer And Counterclaims (Nowi eFiling Option in Some Counties)
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LINKS

Find My Court Date

ﬁ Find My Courthouse

Find An Attorney

? Explore Services

|', Going To Court
5HE] Need an Interpreter?

CONNECT WITH US

I0v o

FILLING OUT YOUR FORMS
C——

New! List of eFiling Counties.




You will be asked to

confirm that you are

entering the correct
Interview.
Click Next

Please read, click the
box acknowledging
you have read the

page.
Click Next
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[PROD] Mediator Renewal FY 25-26

Mediator Certification Renewal for FY 25-26

This interview Is to be used for those who wish to apply for Superior Court (MSC), Family Financial (FFS), Clerk Estate & Guardianship (CPME), or District Criminal Court

(DCC) mediator certification renewal with the Dispute Resclution Commission.

Goto | Start Page =

North Carolina Judicial Branch

e& FileFAQs | Guide&FileSupport | Help Topics

Nu. 27 Payro eCourts Portal

English 2

You can also.
SAVE YOUR WORK. SIGN UP

ALREADY SIGNED UP? LOG IN
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Disclaimers

Use this interview at your own risk!
This In
Commis:

it your application for mediator certificat

newal. It is your responsibility to make sure the forms and information you file with the Dispute Resolution

Foliow these ste

= Read the Interview and th

all information

al documents that the inferview generates for your application

on your documents is corract before you

s them.

d advice pl

(@ 1 you have questions abaul your app ontact the Dispute Resolution Commission (DRC)
To contact the DRC:

= Call the North Garolina Dispute Resolution Comm

Acknowledgement *
1 acknowdadge that | have read the impora

information above and woulkd like 10 proceed with this

sato | Disclaimers. ~

n A2 Type here to search

You can also.

SAVE YOUR WORK. SIGN UP

ALREADY SIGNED UP? LOG IN

More Information




Before you start the interview, you
MUST have already provided any
documents required under MSC/FFS
Rule 8 to DRC Staff.

Click Next

You may email the documents
directly to
DRCMediators@nccourts.org

I.e. Notice of Grievance, Criminal
Charges, Civil Judgements, Liens,
Bankruptcy, etc.

Answer yes if you want to complete
the renewal application.

Please pay your renewal fees on Paylt
iImmediately after submitting your renewal
application. The DRC will not process
your renewal until all fees have been
received.

Click Next
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Before You Start The Interview

Follow these instructions:

« For best performance, use Googhe Chrome 10 ake e Interview: If you are not using CIome now, cansider SWIIChing 1o Chiome before you get started
- Setaside up to 30 minute:
« Useer

+ UseE

i appear on the final forms for the DRC exactly

s
+ Register for an account before you begin. Withoul an accounl, your answers wil not be saved, and your Inlerview may reset if you leave the compuler. Wilh an account
o your answers Wil be saved and

o you can return later to finish i needed

+ Gather the items listed below 1o help you answer the questions

Gather these items, if applicable, before you begin the interview:

+ All CME training certdicates and training information
Any documentation related 10 previous of ongoing disciplinary actions with any professional organizations.

Important!: You must register for an account and log i lo be able to save your answers and to file electronically. If you leave your computer and come back, you may lase all your work.
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I T T

Is This the Right Interview for You? .

This interview will allow you to compiete an application for mediator annual certification renewal. From this interview you will be able to apply o renew any of the Dispute
Resolution Commission's mediator programs.

You may select the appropriate application on the next page and processing fees will be calculated near the end of the Interview. You will be given instructions on how to pay
these fees online. All application fees will need to be paid before the DRC will process your renewal.

Do you want to continue with the interview? «
Yes No

m Gote | Is This the Right Interview | ~

= .

North Carolina Judicial Branch

Guide & File FAQs | Guide &FileSupport | HelpTopics

You can also
SAVE YOUR WORK. SIGN UP

ALREADY SIGNED UP? LOG IN

More Infarmatien

English 2

You can also...
SAVE YOUR WORK. SIGN UP

ALREADY SIGNED UP? LOG IN

More Information

m Iy g B @



https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fncaoc-nc-payments.mobilgov.com%2Fform%2F90c1edfe-eb2a-4386-a34a-c73dc6c24c31&data=05%7C02%7Ccale.h.barker%40nccourts.org%7Cc40f2262233446a4e99008ddb32fe634%7C40b599628165480ba3de46df6e278235%7C1%7C0%7C638863740482703036%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=gCRMP98rDlKoJXF3FVlbePvwet1zWlOdZHfQGNMkKPY%3D&reserved=0
mailto:DRCMediators@nccourts.org
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Application to Complete B - ;‘m‘ww - Se I eCt yo u r p rog ram .

ALREADY SIGNED UP? LOG IN

o TN Click Next
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Select a" Certification(s) you are renewing in Application for Mediator Certification Renewal e “

You canalso.

3 7A-33 1,-28.38: -38 44 Rules 2 and § of the Rules of Wledizton for Matters Eefore the Glerk of Superior Court: Rules 2 and  of the Fules for Settlsment Frocedures in Distric: Gourt Family Financial Cases: Rules 2 and & of the Rules for Medisted Setiement Gonferences and Otner Setlemen Procedures in Superior Court G SAVE YOUR WORK. SIGN UP

this application. You will be prompted to elect

Personal Information

® More Information
Active or Inactive status for each program you e —— S
select. N

[elec] ¥

Street Address or PO. Box

Please only select programs where you are e Please answer all questions that

already certified. pop up. i.e., Inactive or Active, and

enter your State Bar No.
Il The selected renewal certifications and election of

active or inactive will determine the amount of renewal e
fees you owe at the end of the interview. !!

INSTRUCTIONS: An applicant for medistor cerification renewal shauld complte the sppiation below and falw the instuctions to pay the certation renewalfee. The Dispute Resolution Gommis
ostion renewal ee. i

il sty the appiiant upon receipt of both the medistor cerifiation i payment of the
lete Seotion I, Secton I, Sestion 1V, Seotion V., and Section V1. Hon-stiomey applisants complete Section If Seotion i, Section , Section V. and Section Vi

Are you a lioer of the NC Bar? +
e .

ez O No,lam nota foensed stomey

Please complete the required information.
Click Next e PIe— —
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= imerview Home Start 8 Filing -

Attorney applicants have —— FE— =

reporting requirements. Please,
read this carefully.
Click Next

ALL applicants will need to —
AFFIRM the statements are ] ———
correct. If you have
ANYTHING to report, you may R — | - L

@ Cisca Wichex Meeti () Dispute Resolut

do so in the next few screens. «Courts D ™

= Interview e My Interviews.

e e

Section Il. Non-Attorney Applicant Statement Vou can also
// SAVE YOUR WORK. SIGN UP
L . sy, ginal applicaion v
o ! fuc

Non-attorney applicants have
reporting requirements.
Please, read this carefully.
Click Next

| Homepage | luno

More Informatien
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North Carolina Judicial Branch

Guide & File FAC ot | Helo Tonics
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mediator profile —— e

will be housed on e ]
SmartSheet m Section lll. Statement as to Designations You can also...

your renewal

1, the undersigned, understand that | will have an opportunity to designate or change my designations for counties and/or districts in which | am willing to be selected by ALREADY SIGNED UP? LOG IN
parties to mediate or in which | am willing to receive court appointments to mediate. | understand that these designations are collected in a new system housing my mediator

ap p I i Cat i O n h as bee n profile using Smartsheet. | further understand that completing these designations enables members of the public and court staff to search for me by my designations, @
qualifications, keywords, and preferences.

You may access your new mediator profile by clicking on the link on the DRC website affer submitting your renewal application.
approved by DRC
staff, you must
complete your
mediator profile on
the Mediator Profile .

) North Carolina Judicial Branch

S m a rts h eet I | n k . Guide &File FAQs | Guide&FileSupport | Help Topics

Click Next

More Information

Goto | Section lll. Statement as to v Next

The Smartsheet link is
universal and is available
on the DRC’s website and
will be in your renewal
notice emails.



Reporting Continuing
Mediation Education.

Please select your CME for

the renewal FY by selecting -« ¢ -+ e
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= Interview

your course in the drop-
down box.

;
—— e

Section IV. Statement as to Continuing Mediator Education

You can also.

ssssssssssssssss

(If you do not recall your course, please

review the CME Opportunities link for i Mo
additional course information.) ::
a
[Select] [%
When you are done m Goto | Section IV. Statement as t m “

reporting all courses, chec
the “no” box under a
another course.
Click Next.

North Carolina Judicial Branch

If you are newly certified in
FY24-25, you are not required to
report CME for this FY, please
select Newly Certified — Exempt
from CME Requirements.

If you are a trainer, or have
presented a CME, you may select
Mediator Trainer/Instruction for
each hour of instruction, up to 2
hours.

If you are inactive, you are not
required to complete annual
CME, please select Inactive —
Exempt from CME Requirements.
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Home Start a Filing My Interviews

If all statements are Section V. Affrmation

true, select “yes” to .

affirm your statements. —~ -
Click Next

North Carolina Judicial Branch
Guide BFie FADS | Guide &FileSippont | Help Topics

D

P

@ Cacoviebex Meeti. O ® A Do
eCourts ETEGED ™

= Interview Home Start a Filing My Interviews

If all statements are not
true, select “no” and
provide a brie
explanation of what you
are reporting under Rule
8 in the box.
Click Next

Section V. Affirmation

v

m Goto | Section V. Affirmation

North Carolina Judicial Branch

SAVE YOUR WORK. SIGN UP

More Information

I TCY =

I T R [

SAVE YOUR WORK_ SIGN UP

ALREADY SIGNED UP? LOG IN

Mare Information

I 18 B ©

i

You must re-report any
pending matter!

If you have already reported a
matter (i.e. a tax lien that
remains pending with
documents) to DRC Staff, please
state “Previously reported lien to
DRC staff” in the Explanation of
Statements box.

Forward all relevant
documents to
DRCMeditors@nccourts.org



mailto:DRCMeditors@nccourts.org

The fees are automatically calculated based on your renewal certification selections, per the DRC’s Fee Schedule.
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Note the amount of your cCourts G =~~~ o 8-
Application Processing Fee. S —

Fees

You can also..
-
‘ I I C k N eXt The total amount due to the DRC will be displayed below, including any applicable late fees. The amounts displayed are calculated based on your responses to questions in the interview as well as

SAVE YOUR WORK. SIGN UP
automated formulas. If you have any questions about the amounts displayed or believe you should be exempted from all or part of these fees, please contact the DRC for approval and further
instruction.

ALREADY SIGNED UP? LOG IN
All applicants must pay their application fees using the Paylt system at the link below. You may pay your renewal fee now and return to the interview or access the Paylt system from the @
DRC website after submitting your application. The Paylt link is located on the DRC website under the Mediator Certification Renewal Page. DRC staff will process your renewal
application after your payment has been received through the Paylt system. The DRC will no longer accept paper checks mailed to their office in lieu of online payments. Please contact
the DRC if you have any questions or concerns about the online payment system.

More Information

‘You may access the Paylt system here

Afte r yo u CO m p I ete yo u r re n eWaI If you wish to pay after submitting your application, please find the payment link on the DRC website here I:cl% A for Non Proit Lecal tely
application, please pay your renewal fees

Application Processing Fee @ Legal Glossary of Terms
on Paylt, the DRC’s new payment system. 520000
Late Fee

The Paylt site requires you to set up an B2
account. Please manually enter the s
amount of renewal fees shown here.

The DRC will not process your renewal coto [FE
application until payment has been
received though Paylt.

There is a $2.00 transaction fee for paying online, plus a
$1.50 flat fee for ACH or a 1.8% fee of the total amount if
paying by credit card.


https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fncaoc-nc-payments.mobilgov.com%2Fform%2F90c1edfe-eb2a-4386-a34a-c73dc6c24c31&data=05%7C02%7Ccale.h.barker%40nccourts.org%7Cc40f2262233446a4e99008ddb32fe634%7C40b599628165480ba3de46df6e278235%7C1%7C0%7C638863740482703036%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=gCRMP98rDlKoJXF3FVlbePvwet1zWlOdZHfQGNMkKPY%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fncaoc-nc-payments.mobilgov.com%2Fform%2F90c1edfe-eb2a-4386-a34a-c73dc6c24c31&data=05%7C02%7Ccale.h.barker%40nccourts.org%7Cc40f2262233446a4e99008ddb32fe634%7C40b599628165480ba3de46df6e278235%7C1%7C0%7C638863740482703036%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=gCRMP98rDlKoJXF3FVlbePvwet1zWlOdZHfQGNMkKPY%3D&reserved=0
https://www.nccourts.gov/assets/documents/publications/NCDRC-2025-Fee-Schedule-7-1-25.pdf?VersionId=Li2Mtp0X7roxpj.cFCrcshaiK0bTJ7rH

Please read this section carefully.

You must check the two boxes at the
bottom of the screen and type your

full name. ——
Click Next
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Section VI. Certification by Applicant

By signing below, 1, the undersigned, affirm that | have given true, accurate, and complete information in this Application For Mediator Certification Renewal. NOTE: Afier receiving notice that the DRC has accepted your
renewal application you v eed fo use the mediator profile appiication here to designate the judicial districts and/or counties in which you are willing to accept court appoiniments to mediate, the judicial districts and/or
counties in which you are willing to be selected by parties to mediate, and the specific attendance method(s) by which you will be available to conduct mediations.

[0

The Supreme Court rules require ali certified mediators to annually redesignate districts/counties in which they wish to be available to receive court/clerk appointments to mediate (MSC Rule 2(b), FFS Rule 2(b), Clerk Rule

2(b)).

A designation of a district shall be deemed to be a representation that you have read and wiil abide by the local rules for, and will accept appointments from, the designated district and will not charge for travel time and
expenses incurred in carrying out your duties associated with those appointments. A refusal to accept an appointment in a distrit
mediators avallable for court appointment in that district/icounty.

county desi by you may be grounds for your removal from the list of certified

The renewal process is nof complete until you have lly submitted your e o

to me” in Section V above, you must have aiso supplied an explanation fo the Dispute Resolt

e renewal application and your payment has been received. If you answered “NOT ALL of the above statements are frue as
n Commission, providing copies of all relevant documents

PLEASE ENSURE YOU HAVE ADVISED THE DRC OF ALL CURRENT OR PENDING DISCIPLINARY ACTIONS, INVESTIGATIONS, COMPLAINTS, GREIVANCES, OR
MORAL/ETHICAL ISSUES SINCE YOUR LAST RENEWAL.

Your answers from the inferview will be used to fill in the licabl for
Your form(s) will now be electronically signed.

Important! If you need to change your answers, you can ciick Previous below or Go to the page.

By_signing_below, you agree fo the following: *
[ 1 'will review my forms carefully to make sure that the information on them is true (o the best of my knowledge, information, and belief.
[ 1 declare under the penalty of perjury that the information provided in this interview to fill in the application(s) is true and correct

*

Type yo ULL Name

erve as your electronic signature.

Goto | Section VI. Certification by v m Next

County Codes /Nu.. 27 Payroll eCourts Portal

You can also.

SAVE YOUR WORK. SIGN UP

ALREADY SIGNED UP? LOG IN

Information & Resources
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P I d th - t- f I I Next Steps You can also...
e ase rea I S SeC I O n Ca re u y- On the next page you will be asked to complete a short survey about this interview. Your application has NOT been submitted yet. Please complete the survey and continue through the subsequent pages until you receive SAVE YOUR WORK. SIGN UP

an envelope number that will serve as your confirmation of submission.
ALREADY SIGNED UP? LOG IN

Upon receiving notification from the DRC that your application has been accepted, you will be provided a link to the Smartsheet application to update your mediator profile and designate districts or counties in which you
are willing to accept assignment. Failure to complete this step may result in not receiving assignments or being involuntarily moved to inactive status. Please note: If this is your first time accessing the new mediator profile,
you will need to register for an account on the Smansheet website using the same email address associated with your mediator application

Information & Resources

Program rules require all certified mediators to annually re-designate districts/counties in which they wish to be available to receive court/clerk appointments to mediate (MSC Rule 2(b), FFS Rule 2(b), Clerk Rule 2(b))

Find An Attorney

®
€8S Find My Courtho
RS,
@

A designation of a district shall be deemed to be a representation that you have read and will abide by the local rules for, and will accept appointments from, the designated district and will not charge for travel time and

- expenses incurred in carrying out your duties associated with those appoiniments. A refusal to accept an appeintment in a district/county designated by you may be grounds for your removal from the list of certified
e n eXt p ag e W I ta e yo u to a mediators available for court appointment in that district/county.
TI I E Sl | RVEY I S N OT At the end of the interview, you will get:
Su rvey + Your completed application form(s)
« The ability to download/print any supplemental documentation you uploaded.
I I I I I N D O F I I I I I 2 I N I \A/AI = A"Next Steps" document containing information about the process after submission of your application
A P P I I CAT I O N When prompted, please downioad and read all documents. If there are any errors, you may return to any section of the interview to make corections.
.
-
‘ : I I C k N eXt Click Next to continue.

A lon-Profit Legal Help

Legal Glo

of Terms

[

Goto | Next Steps v m Next
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You will then be guided through a survey
regarding your interview experience.
Please take a moment to complete the
survey so we may continue to improve

this process!

THIS IS NOT THE END OF THE
RENEWAL APPLICATION PROCESS!

0 | j Homepage|Juno X g Interview x IS = fa] X
< C m () https//northcarolina.tylertech.cloud/SRL/SRL/Executelnterview a A % 0 = e
0 Cisco Webex Meeti.. () Dispute Resolution... () Court Rules | North.. @ General Statute Cha.. /Y Home | North Caroli.. i) Doodle - Dashboard | ] | Homepage |Juno i DocuSign @) Messuring JusticeU...  [IJ IDWebb || County Codes / Nu. =7 Payroll eCourts Portal >
eCourts (R g Uneisae s | Hi- 8-
= Interview Home Start a Filing My Interviews

e e

Survey You can also

SAVE YOUR WORK. SIGN UP

7
North Carolina Guide & File Survey ALREADY SIGNED UF? LOG IN

) ) Information & Resources
Your answers will help improve the interview process.
+ Information and Resources

Your answers are completely anonymous and cannot be associated with your name or case.

1. Which interview did you use? *

2. Are you a first time user? *

Yes No

To proceed, please click Save Survey on your survey before clicking Next below.

North Carolina Judicial Branch

Guide & File FAQs | Guide& File Support |  Help Topics




0 ¢ Interview % (O DRC Fee Schedule | North Carclin X | + = (=]

&« O @ & ntips/fefilenc-testiylertech.cloud/SRL/SRL/Executelnterview @ oAy 3 = 8
0 Cisco Webex Meeti.. () Dispute Resolution.. () CourtRules | North.. @ General Statute Cha.. /Y Home|North Caroli.. 0 Doodle- Dashboard | || Homepage [Juno i DocuSign @ Measuring Justicell.. L) IDWebb | | | County Codes /Nu.. & Payroll eCourts Portal
. - THIS SITE IS FOR TESTING ONLY AND IS NOT MONITORED .
eCourts EEGEE Iy
Please read this page carefully = Inervew ore  Seieflg Mimemes
.
Select Interview Complete Interview Review Summary Submit Documents

Before You Submit You can also...

SAVE YOUR WORK. SIGN UP

Y d h By clicking on the "Submit" button on the next page, | certify that | have given true, accurate, and complete information on this Mediator Certification Renewal Application.
0 u m u St p rocee to t e n eXt ALREADY SIGNED UP? LOG IN

By clicking the "Submit" button your mediator renewal information will be submitted for approval. After it is approved, your information will be updated and you will receive an

p ag e to rev i ew al I D R AF I email confirmation. Attached to the confirmation email will be your mediator certificate(s) for FY 2025-26, which you can download and print, YOU WILL NOT RECEIVE A

LETTER OR STICKER(S).
d Ocu m e nts befo re yo u Su b m It Thank you for submitting your online Mediator Certification Renewal Application. The Commission is pleased that you have elected to continue your service to the courts
- - and citizens of North Carolina.
your renewal application.
C I i C k P roceed Your answers from this interview were used to fill in the forms.

Review your forms on the next page before you file them with the DRC. If anything is incorrect, click Return to Interview to make changes.

Click Proceed below to review your forms.




Review and Download

You are required to view each

document to ensure accuracy.

You may also download the documents to save a
copy for your own records.

Please note, you will see a DRAFT
Certificate attached for your review,
If you are an active mediator and
your application is approved, you
will receive a signed Certificate via
email.

Please scroll down the page and
click to the right of each document
to view before proceeding.

Click Submit.

1. REVIEW YOUR DOCUMENTS

LINKS.
Selact "View” in the dropdown menu next to sach form. Make sure each form is correct and complate.
+ M you see anything that you need to change, use the “Return to Interview” button to go back and ans f
220
w
CONNECT WITH US
4. PROTECT YOUR PERSONAL INFORMATION E @m o
Wihen you are finished, remember ta SIGN OUT of your accaunt and close your browser windew before leaving your computer. f you are on a shared computer and you downloaded any farms you don't want other people to see,
rake s fles
page.
[a] epage | luno i ~
« < o
Q@ Cisco Webex Meeti.. () Dispute Reso ™ Fa o i 0o ® [ = >
eCourts @D s
= summary Home Starta Filing My interviews

View

Documents
by clicking

e - .
: on each

dropdown
list.



Click the Submit link to submit your application.

If you have a firm account through File & Serve, you will be prompted to select your name
from the attorney list provided in the drop-down menu and continue.

If you receive a Waiver Account error, please make sure you are logged in before you exit

Guide & File. If you get an error message regarding a “waiver account”, your firm administer will need to set up a waiver
account. The waiver account is necessary if you are in a firm, and you are not the eCourts administrator. A waiver account is
used for filings that do not require payment. Since the DRC fees are being paid through Paylt to the DRC and not being paid to
the Clerk’s office, the waiver account must be established. Once the account is established, the mediator will be able to click
through and submit their renewal application. Below are the instructions, from our systems analyst, on how to create the
waiver account.

Here are the instructions to add a waiver account in File and Serve.

Click on the “Hamburger” menu in the top-left corner of the screen (the 3 horizontal lines)
Click on “Firm Management”

Click on “Payment Accounts”

Click on the blue “Add” button in the top-right

Name the account anything you like

Under payment type select “Waiver”

Account type should default to “Waiver”

Click “Save”

© N O e



The Next Steps page Is on the page where you may review your
documents. Please read this carefully and let DRC Staff know if
you have any questions.

If you have a firm account through File & Serve, you will be prompted to select
your name from the attorney list provided in the drop-down menu and continue.



Congratulations! You have completed your FY 25-
26 DRC Certification Renewal Application. Please

read this carefully and let DRC Staff know If you
have any questions.

Courts (TEEGED

Please take note of your envel
DAl DR S et el Gl T
number if you have any questions @ -
about the status of your ..
application prior to approval. e
Please include this number when
sending DRC Staff any S
documents or information related
to your application.

o tyler



DRC staff will review all completed renewal applications. Once staff has
determined that all renewal requirements have been satisfied, and the proper
annual fee has been collected, you will receive notice of your approval. Your
annual certificate will be sent to you via email. If your application is missing
any information or payment, we will contact you via email.

Please reach out to DRC staff with any questions.
919-890-1415
DRCMediators@nccourts.org
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