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L. Begin at the Beginning- Register for the Portal
A. peoriacounty.org
B. “Services”
C. “Courts & Legal Services”
D. “Courts & Jail Records”
E. “Register” - fill out the online registration form.
F. Sign in using your e-mail address and password.
G. “Smart Search”- you can search by party name or case number.

H. If you are one of the attorneys of record on the case, and have registered
and signed in, you can view and print the documents in the file, as well
as the summary of the filings and actions.

L. If you are not one of the attorneys of record on the case, and/or you have
not registered and signed in, you can only view the summary of the
filings and actions. To view the actual filings, you, must go to the Clerk’s
office.

II. Filing a New Probate Case

A. Odyssey eFilelL- used by all 10" Circuit Counties
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B. You will need to be registered, either through your firm, or as

an “Individual Filer.”

C. Sign in.

D. “Actions”

E. “Start a New Case”

F. “Location” (The County you are filing in.)

G. “Category” (Case type, such as “Letters Testamentary.”) The filing fee
amount will be displayed.

H. “Save changes”

L. “Party” (Name and type)

J. “Lead attorney”

K. “Save changes”

L. “Filing type” and “filing code” (From drop down list.)

M. “Document name” (Type in the description.)

N. “Client reference” (If your firm uses file or client numbers. This is not
required.)

0. “Comments to Court” (For example, a request that the Clerk notify you
when an Order has been entered. Also, if you are uncertain as to the




filing fee, you can state “Adjust filing fee as required.”)

P. Attach the document, in PDF form.

Q. “Save changes”

R. Use “Add another filing” if you have additional documents to file. Add
each document separately. For example, do not attach a proposed Order
to a Motion.

S. “Courtesy copies” (List e-mail addresses for yourself and others.)

T. “Save changes”

U. “Payment account”

1.”Waiver account” - anything for which there is not a filing fee.

2. “Restricted account”- charges the filing fee to a credit card-
$.25 additional charge.

V. “Party responsible for filing fees”

W. “Filing attorney”

X. “Add additional party” (For example, the Executor’s name)

Y. “Save changes”

Z. “Summary”- click and review the Summary




AA. If you need to make any changes, click “back.”

BB. If the summary looks OK, click “Submit.”

CC. For each document filed, you will receive two e-mails:

1. “Submitted”

2. “Accepted,” with a link to the file stamped document

DD. Follow ups after you have filed

1. Go to the Odyssey e-file site and sign in

2. Pull up the file for your case

3. Go to the “Accepted” folder

4. Add your e-mail address to “Add Service Contacts”

5. You will need to monitor the Portal to check on the entry of your
Orders, unless you have asked the Clerk to notify you. The Clerk

currently checks on new filings once weekly, on Fridays.

6. Save written documentation of your filings, just in case.”

EE. Contact Judge Gorman’s Clerk if you have questions:

probatecourt@peoriacounty.org




IL. Filing in an Existing Case

A. Go to Odyssey eFilelL.

B. Sign in.

C. “Filer Dashboard”

D. “File into an existing case.”

E. “Select Location’ (County).

F. Case number or party name.

G. “Action”- “File into case.”

H. “Filing type’- “e-file.”

L. “Filing code” (Document type.) If it is not, listed, use “Other not listed.”

J. Type in a description of the document.

K. “Client reference” (If your firm uses file or client numbers. This is not
required.)

L. “Comments to Court” (For example, a request that the Clerk notify you
when an Order has been entered.)

M. “Courtesy copies”- Fill in e-mail addresses.

N. “Lead document”- attach the document, in PDF form.
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O. “Security”- Normally, this will be “Case Manager.”

P. “Payment information”

Q. “Filing attorney”

R. “Save changes.”

S. Use “Add another filing” if you have additional documents to file. Add
each document separately. For example, do not attach a proposed Order
to a Motion.

T. “Save changes”
U. “Courtesy copies” (List e-mail addresses for yourself and others.)
V.. “Summary”- click and review the Summary.
W. If you need to make any changes, click “back.”
X. If the summary looks OK, click “Submit.”
Y. For each document filed, you will receive two e-mails:
1. “Submitted”
2. “Accepted,” with a link to the file stamped document

Z. Follow ups after you have filed

1. You will need to monitor the Portal to check on the entry of your
Orders, unless you have asked the Clerk to notify you. The Clerk

currently checks on new filings once weekly, on Fridays.




2. Save written documentation of your filings, “just in case.”

IV. E-Court

A. Laptops at the counsel tables in Courtroom 203

B. Click on your case number

C. Click on the “Form” button in the upper right corner.

D. Select the form or Order. (A blank Order form is one of the options.)

E. Type the information into the form or Order.

F. Click “Attach” when you are finished.

G. Go to the “Document” tab.

H. If the Order needs to be signed by the parties

1. Right click on the line where your Order is listed.

2. Select “Annotate PDF Document.”

3. Click on the “pencil” icon in the upper right corner.

4. Draw a box on the Order where you want the signatures

a. Clicking the icon activates the pen pad.




b. When the box has been drawn, use the pen pad to sign.

c. Click “ok/accept.”

d. Click “save.”

e. Repeat for any additional signatures.

5. Send the Order to the Judge for signature.

a. Select “Workflow path.”

b. Select “203 Judge Signature.”

c¢. Click “Continue.”

d. Click “Exit” to return to the Court Docket page.

6. To view and print a copy of the signed Order, you will have to go
to the Portal.

1V. Final Thoughts
Alice: "There's no use trying. One can't believe impossible things."

The Queen: "I daresay you haven't had much practice. When I was
younger, I always did it for half an hour a day. Why, sometimes I've
believed as many as six impossible things before breakfast."

Lewis Carroll, Alice in Wonderland




ATTACHMENTS
(See following pages.)

1. Odyssey e-filing Quick Reference Guide.

2. Peoria County eCourt Tutorial.

3. Courtroom 203 eCourt Checklist and Annotation.

4. “30 Things to Know About E-Filing Changes in Illinois,” from the Illinois
Supreme Court Commission on Professionalism

5. Some useful Jllinois Bar Journal articles (All available at isba.org.):

“Mandatory E-Filing is Coming,” March, 2016, page 30.

“Court System Readies for Mandatory E-Filing,” October, 2016, page 14.

“Yes, You have to Accept Service by E-Mail,” January, 2017, page 46.

“Digital-Age Document Management,” May, 2017, page 20.

“Get Ready for Mandatory E-Filing,” June, 2017, page 26.

“New E-Filing Rules,” August, 2017, page 12.

“Choosing an E-Filing Service Provider,” November, 2017, page 24.
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Registering for Odyssey File & Serve

« To register for File & Serve, perform the following
File & Serve HTMLS5 steps:
Quick-Reference Guide
Release 3.14
Topics Covered in this Document 1. From the home page, click ——Segister
+ Registration Options 2. Complete the required fields, which are outlined in
¢ Keyboard Shortcuts red: First Name, Last Name, Email Address,
+ Filing a New Case Password, Security Question, and Security
+ Entering Party Details Answer. »

+ Entering Filing Details
+ Filing Into an Existing Case
3. Click ¥ .

4. On the next page, select the appropriate
registration option.

Registration Options

Register
Three registration options exist in Odyssey File & U < i « e e ot i
Serve, Regitation Cosem

Partact o Parkert for.
o) - P %4 Flen

Register for a New Firm Account mEn, ol | . ®
This account is perfect for the following users:

Figure 1.1 - Register Page
» Attorneys

+  Firms with multiple filers 5. If you are registering for a new firm account, click
. Solo attorney practitioners the option for a firm account.

@ Note: if you want to join a firm, you cannot
register to join a firm from the home page.
Instead, you must request an invitation email
from your Firm Administrator. After you
receive the invitation email, click the link in the

Before you register for a new firm account, please
check with your firm to ensure that an account has
not already been created. If a firm account has
already been created, ask your Firm Administrator to

invite you to join the firm. body of the email. You will be guided through
the registration process including joining a
Join a Firm firm.

8. If you are registering for an individual filer account,

To join a firm, you must request an invitation from ; $
J y g click the option for a self-represented account.

your Firm Administrator. You cannot join the firm by
going to the regular registration page on the home

page.

Register for an Individual Filer Account
This account is perfect for the following users:
+ Prosefilers

* Process servers
« Landlords/tenants

NFS-FS.ANN-AAR?A W 1 1



Odyssey File & Serve HTMLS5 — Quick Reference Guide - Release 3.14

Keyboard Shortcuts

At any time while you are in the File & Serve system,
you can use keyboard shortcuts for assistance. Press
SHIFT+? to display the following window.

Kevhontd o
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Press any shortcut key to initiate an action depending
on the key you pressed. The keyboard shortcuts are
designed to make your experience flow more
smoothly and to help you to gain efficiency in using
the system.

O Note: The tab key is not functional within the
Safari application program.

Filing a New Case

Prior to filing a new case, you must set up a payment
account.

Perform the following steps to file a new case:

1. Select Start a New Case from the Actions drop-
down list, or click Start a New Case from the Filer
Dashboard under the New Filing header.

The Start a New Case page opens.

2. Complete the details for the new case by using
the drop-down lists in the required fields in the
Case Information section:

O Note: A red box around the field indicates
that it is required.

a. Select your court location in the first Location
field.

© Note: This is generally the county or
district court where you will be doing the
filing.

b. Select the specific court in the Refine
l.ocation field.

© Note: The location filtering feature is
configured by Tyler and may not be
available on your system.

@ Note: The selection in this field is limited
to only the courts in the county or district
that you previously selected.

c. Select your category.

© Note: This field is determined by the
location you selected.

d. Selectyourcase type.

© Note: This field is determined by the
category you selected.

@ Note: The fee associated with the case
type is displayed.

3. After completing the required fields, click
Save Changes |

© Note: if you decide to save the draft, you can
stop working on the filing and resume work ata
later time. To resume filing a saved draft, navigate
to the Filing History page. From the Actions drop-
down list for the specified draft, select Resume
Draft Envelope to continue with your filing.

Entering Party Details
Each case requires a party type.

Perform the following steps to enter the details for the
parties involved in the case:

1. In the Party Information section, enter the
information for the first party on the case. If you
are the party, select the | am this party check
box. Or indicate whether the party is a business or
agency by selecting the Party is a Business/
Agency check box.

NFS.FS-ANNAR25v 1



Entering Filing Details

Figure 1.3 — Party Information Section

. Complete the First Name, Middle Name (if
applicable), and Last Name fields for the first

party.
. Select the country from the drop-down list.

. Fora party in the United States, complete the
Address, City, State, Zip Code, Phone Number,
and Filer ID fields.

For a party in Mexico, complete the Address,
City, State, Postal Code, Phone Number, and
Filer ID fields.

For a party in Canada, complete the Address,
City, Province, Postal Code, Phone Number,
and Filer 1D fields.

O Note: Select the province from the Province
drop-down list.

. Select a lead attorney from the Lead Attorney
drop-down list.

© Note: If you select Pro Se from the Lead
Attorney drop-down list, the system shows
“Pro Se” as the lead attorney instead of the
party’s actual name when viewing filing
details.

. If‘ypq‘ygﬁrﬂlﬂt‘vtg ‘addwaggt"her party to the filing, click

memsmmemememew: | 2N then enter the party
information for the second party.

@ Note: After all attorneys for both parties
have been selected, the lead attorney’s name
is displayed next to the specified party.

7. After completing the fields for all parties, click
Save Changes 4

O Note: If you decide to save the draft, you can
stop working on the filing and resume work at a
later time. To resume filing a saved draft, navigate
to the Filing History page. From the Actions drop-
down list for the specified draft, select Resume
Draft Envelope to continue with your filing.

Entering Filing Details

The Filings section allows you to enter the filing
details and calculate the fees associated with the
filing.

Figure 1.4 — Filings Section

To enter the filing details, perform the following steps:

1. Enterthe filing details for the case in the Filings
section:;

a. Select a filing type from the Filing Type drop-
down list.

b. Select a filing code from the Filing Code drop-
down list.

NFS-FR-ANN-3R2A v 1




Odyssey File & Serve HTML5 — Quick Reference Guide — Release 3.14

@ Note: After you select the filing code, the
fee associated with the filing code is
displayed.

O Note: Depending on your system
configuration, some filing codes cause the
Due Date field to be enabled.

. Type a description of the filing in the Filing
Description field.

. Type a reference number in the Reference
Number field.

© Note: A reference number is a customer-
created number for internal purposes only.
Most courts do not see or refer to the
Reference Number field for the filing. This
is an optional field.

. Type any relevant comments in the Filing
Comments field.

If you want to send courtesy copies of the filing
to another party, type the recipient's email
address in the Courtesy Copies field.

. Enter the date the filing is due in the Due Date
field by clicking the calendar icon.

© Note: The Due Date field is configured by
Tyler and may not be available on your
system.

A calendar is displayed from which you can
select the specified date.

. Click the Related Parties field to select the

parties from the drop-down list.

O Note: The related parties feature is
configured by Tyler and may notbe
available on your system.

Click the Lead Document field to select a lead
document to load. If your document is stored in
the cloud, click the icon for the cloud service
provider where the document is stored.

O Note: Cloud services are configured by
Tyler and may not be available on your
system. If your system is configured for
cloud services, you can upload documents
from the following cloud storage providers:
Google Drive™ online storage service,
Dropbox®, and Microsoft® OneDrive®.

© Note: The Lead Document field is
required. Only one document can be
uploaded as a lead document.

. Click "

. Click =

. Click "emm

Type a name for the lead document in the
Description field.

. Click the Security drop-down list to select the

fevel of security to attach to the document.

If you have attachments to load, click the
Aftachments field to select the documents to
load. If the attachments are stored in the cloud,
click the icon for the cloud service provider
where the attachments are stored.

© Note: Not all court locations accept
attachments. If your court does not accept
attachments, create the lead document and
attachment as one document, and upload
the document in the Lead Document field.

Save Changes |
N Vtosaveyour

’ Undo
changes, or click to cancet the

action.

If you save your changes, the Optional
Services section is displayed.

———— {0 30d an
optional service to the lead document.

The Optional Service field is displayed.

. Select a service from the Optional Service

drop-down list.

© Note: The fee associated with the
optional service is displayed.

. Type the number of services that“you want,

Save Changes |

and then click ™

The total quantity that you selected and the
associated fees are displayed.

. Add additional optional services if you want.

Verify that the service contacts are correct. If
you want to add another service contact,
select an option from the Actions drop-down
listin the Service Contacts section.

Save Changes

. ‘_: to save your
Undo
changes, or click
action.

to cancel the

NFS-FS.ANN-3R?5 v 1



Filing Into an Existing Case

2. Complete the fields in the Fees section.

@ Note: Your credit card is authorized when
submitted. However, the transaction fees are
not posted to the credit card account until the
court accepts the filing. Once the filing is
accepted, the total filing fee to be submitted
for the filing is displayed.

a. Select the payment account from the Payment
Account drop-down list,

© Note: If you enter incorrect payment
information in the Payment Account field,
you will receive an error message stating
that the account information you entered is
invalid. You must correct the payment
information before you can continue with
your filing.

5. Ifyou clicked ™=

d , review the filing for
accuracy. If you need to make any changes, click

Back l
. to return to the previous page. Make any

necessary corrections, and then click ™
again.

. When you are satisfied with the information in

Submit |

your filing, click “SecGm—

A new Envelope of your filing is included on the
Filing History page.

b. Selectthe party that is responsible for paying Fllmg Into an EXIStmg Case

the fees from the Party Responsible for Fees  Once a new case has been created by the courts,
drop-down list. you can file into the existing case.

c. Select the filer type from the Filer Type drop-

down list. To file into an existing case, perform the following

steps:

Save Changes

d. Click " ¥ to save your

g Undo '
changes, or click - to cancel the

action.

. Inthe Submission Agreements section, select
the check box for the appropriate submission
agreement.

© Note: Submission agreements are
configured by Tyler and may not be available
on your system.

. After completing the fields in all of the sections on
the page, perform one of the following actions:

Save as Dr'aft l
. Chc to stop working on

your fi fhng and resume work at a later time.
0 Note: To resume filing a saved draft,
navigate to the Filing History page.
From the Actions drop-down list for the
specified draft, select Resume Draft
Envelope to continue with your filing.

+  Click " ¥ to review a summary of

yourfhng

1. Select one of the following methods to begin your

filing:

+ (Click File into Existing Case from the
Filer Dashboard page.

© Note: The File Into Existing Case
page is displayed. Select the county or
district location from the Location drop-
down list, and then select the specific
court from the Refine Location drop-
down list. (The cholces in the Refine
Location field are based on the court
that you previously selected. Also, the
location filtering feature is configured
by Tyler and may not be available on
your system.) Click the search option
that you plan to use: Case Numberor
Party Name. Enter the search criteria,
and then click Search.

NFR.FR.ANN-3R2A v 1



Odyssey File & Serve HTML5 — Quick Reference Guide — Release 3.14

File Into Existing Case ‘
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Figure 1.5 ~ File Into Existing Case Page

O Note: When the correct case is
displayed, select File Into Case from
the Actions drop-down list for the
specified case.

+ Select File Into Existing Case from the
Actions drop-down list. @ Note: The File
Into Existing Case page is displayed.
Click Search to locate the case that you
want. When the correct case is
displayed, select File Into Case from
the Actions drop-down list for the
specified case.

+ Fromthe Filing History page, locate the
case that you want to file into. From the
Actions drop-down list for the specified
case, select File Into Case.

The Case Information and Party Information
fields are already populated since this is an
existing case. You can immediately view the
parties associated with the case.

When more than 100 parties are on a case, only
the first party of each required type is displayed,
along with a message that additional parties could
not be displayed due to system constraints. Add
additional parties to the case if you want.

. Complete the filing details in the Filings section.

3. Complete the fields in the Fees section.
4. After completing the fields in all of the sections on

the page, perform one of the following actions:

! Save as Draft
+ Click® to stop working on
your filing and resume work at a later time.
O Note: To resume filing a saved draft,
navigate to the Filing History page.
From the Actions drop-down list for the
specified draft, select Resume Draft
Envelope to continue with your filing.

. Ifyouclicked ™

« Click "y

to review a summary of
yourfhng

. , review the filing for
accuracy. Ifyou need to make any changes, click

~ Back
= to return to the previous page. Make any

necessary corrections, and then click
again.

. When you are satisfied with the information in
Submit

your filing, click ™

A new Envelope of your filing is included on the
Filing History page.
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eCourt Checklist T Annotation

To Create the document

1. Get the new court date from Clerk (if appropriate)
2. Click on your case number

3. Click on the “form” button (upper right corner)

: fh View 1{0045] Centers Help
‘ ¥ 17 -1 M-00333

] Status Open

4. Select the appropriate form/order

5. When done typing, Click Attach (upper right hand corner)

6. “Your job has completed” will flash in lower left hand corner
7. Go to Document Tab

To Obtain Signatures on the Order (Annotate):
a. Right click on the line where your order resides
b. Select Annotate PDF Document
c. Click on the “pencil icon” in the upper right corner
d. Draw a box on the form where you want to place the signature
i. Clicking the icon activates the pen pad
il. Once the box is drawn, sign on pen pad
iii. Click ok/accept
iv. Save
v. Repeat steps until all signatures in place

Send to Judge for Signature:
¢ Right click on the line where your order resides

e Send to workflow queue
v" Select (workflow path)
v’ Select the 203JudgeSignature
v’ Click Continue
v" Exit to return to Court Docket

Send Item




eCourt

This tutorial will walk you through the steps of creating a form in
Odyssey and sending it to the Judge electronically for a signature

This process will be used IF an order or document was previously
filled out in paper form IN THE COURTROOM

For Attorneys




The Court Session should be up
on the computer when you
arrive in the courtroom

Lase Humber J Stule nr Delendant Lead Attys Hescheduled

If you are setting a future
hearing, please see the clerk
before proceeding!

After the clerk adds the date
to the case you may begin
creating your order

16-9C-01346
PRIEST, SHAWN W VS. HEATHCOAT, MARTIN P Pro Se

To create your order, find
your case nhumber
Jo A OF MATLETON V. MDERGALL FRIIE P CONROR Click on the Blue Hyperlink




Once in the Case
Click on the form button
Select the appropriate form/order

Info.  Name 1ype Owner
BLARK OREA Cod Case Manager F Anks Mesker

€nfl Case Manager F Anka Meeker

Ok Case Mamager F Ania Meeker

WHINMEA

Yhodyssey o @@ oa -

Home Developer Insert Design layout References Mailings Review View Add-ins Q Tell we Q.Sham

gﬁ = AaBbCcDc A-achdc AaBbC P
1. Complete the order e o 1N, Hending 7 B9
2. When finished click attach Ty = e e pa— —
3. “Your job has completed” will flash In lewer left corner
4. Go todocument tab !
)
1 V IN THE CIRCUIT COURT OF THE TENTH JUDICIAL CIRCUIT OF ILLINOIS

PEORIA COUNTY
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