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1. Introduction

A primary goal of the MiFILE initiative is to make filing into court cases easier and more
accessible to attorneys and the general public. The MIFILE solution consists of two major
software components: the TrueFiling e-Filing platform and the OnBase Filing Review component

for court staff.

Case Document
Management _ Management
System System

TrueFiling — e-Filing OnBase — Filing Review

Attorneys and Pro Court Staff
Se Filers

TrueFiling is a web-based e-filing and e-service solution for attorneys, firm staff, court
reporters, and pro se (self-represented) filers.

* It provides an intuitive user interface where filers can electronically file documents for an
existing case or initiate a new case.

* Using an Internet-connected computer instead of filing paper copies at the clerk’s office
results in increased efficiency and accuracy.
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The OnBase Filing Review component of MiFILE enables court staff to electronically

ac

To su

cept, route, and take action on filings.

Both MIFILE components (OnBase and TrueFiling) integrate directly with the electronic
document management system (DMS) and the case management system (CMS) at the
clerk’s office.

For courts that do not currently have an on-premise DMS, the MIFILE solution provides
an optional Cloud DMS solution for conveniently accessing filed documents and case
records directly from within OnBase, where filing review is already done.

mmarize:

TrueFiling is the part of the system with which the filers and attorneys interact.

Andrea Colen

MG FILE ricFiling ——le s

Main Pages H Isto ry My History My Network's History View Payment Information
File
Case Search
Histary show[5 v | entries search: |
Favorites
Submission... y  Court Case Num... Filing Name Filing Type Matter... Filer Submitter Status
Settings
Resources 08/07/2019 at ... MI SCAQ Circuit Court TEMP-0XB577...  Case Initiation Form [SI_CASE_INIT_FOR... Andrea Colen |... Andrea Colen  Paid
Help / Support 08/07/2019at..  MISCAQ Circuit Court ~ TEMP-O0XBS77..  Answer, Civil Appearance Andrea Colen (..  Andrea Colen  Paid
Email Activity
08/07/2015 at ... MI SCAQ Circuit Court TEMP-OXB577...  Appearance lury Demand Andrea Colen ... Andrea Colen  Paid
08/02/2019 at ... MI SCAD Circuit Court TEMP-LDDYH... Case Initiation Form ISI_CASE_INIT_FOR... AndreaColen (..  Andrea Colen  Paid
08/02/2019 at ... MI SCAQ Circuit Court TEMP-LDDYH... Appearance Appearance Andrea Colen (... Andrea Colen  Paid
Showing 1 to 5 of 224 entries Previous ‘ 1 ‘ 2 3 4 5 45 Next

i 7

Gl Cour Case il

OnBase is the part of the system with which the court staff interact.

older Tree . Decument
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AS Case Documents E
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2. MIFILE Account Registration

Creating a filer account in MiFILE is simple.
* Navigate to the MiFILE webpage, https://mifile.courts.michigan.gov/

*  Click the Sign Up button.

ML FILE T icFiling

Welcome to MIFILE, the Michigan judiciary’s electronic filing system for filing and serving documents

online. This website does not provide public access to court records. If you would like to obtain a court

record, please contact the court directly.

Log In to MIFILE

Email Address

Password

Forgot password

View Available Courts

Provide your personal information.

Email Address *

[ Signing up for TrueFiling will allow you to log
First Name * in to the site and connect to other users.
Connections will grant you rights to submit a
filing on behalf of that person and view their
Last Name * filing history.

In addition, choose any of the following roles
Firm/Organization

that apply if you are a person who files
documents in a court.
Address (Line 1) * I am Filing For Myself (Pro Se)
Address (Line 1)
Address (Line 2) | am a Court Reporter
Address (Line 2)

I'm an Attorney in one or more States

State/Province * Zipcode * Sign Up

Select State v Zipcode

Page 4



NG FILE

Note: The e-mail address is your unique username — you may only have one account per e-
mail address. This email address CANNOT be changed within MiFILE.

Set your password; your MiFILE a password must be at least eight characters, no more than
twenty characters, have at least one lower case letter, have at least one upper case letter,
have at least one numeral and have at least one symbol.

Password Requirements:

Password * « Afleast one lower case letter [a-z]
» Af least one upper case |efier [A-7]
« Afleast one numeral [0-9]
Confirm password * » Af least one symbol [l@#"&*()+_{}7-]
= Minimum 8 characters
* Maximum 20 characters

Select your MIFILE role. Multiple roles can be chosen (or none at all). If you select either the
court reporter or attorney roles, you'll be required to enter your court reporter or bar
number; these numbers are not validated by the system, any validation will need to be done
manually by a clerk. Attorneys may provide bar numbers from multiple states by clicking the
Add State button.

In addition, choose any of the following roles
that apply if you are a person who files

documents in a court.

# | am Filing For Myself (Pro Se)

# |am a Court Reporter

Court Reporter Number *

# |'m an Attorney in one or more States

Licensed State/Province *

Select State v

Bar Number *

Add State
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Different roles allow for different functionality. Note: “"Other” indicates that the user did not

select a role.
“ System Functionality Available
Can Be Added
CanFiletoa Can Initiate a s = Can Serve |
Case Connection gas e Fili ShnEe e
Contact nes
. ) B . }

1. Those with the Other role can file to a case on behalf of an attorney ONLY if they are a Connection within MiFILE

Once you complete the MIFILE registration, an e-mail will be sent asking you to confirm that
you created an account. Click the Confirm Now button in the e-mail. You will be redirected
to MIFILE to log in.

Final step...

Confirm your email address to complete your TrueFiling account.
Simply click the button below.
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3. Logging into MIFILE

Enter your e-mail address and the password specified at registration to log in.

Welcome to MiIFILE, the Michigan judiciary’s electronic filing system for filing and serving documents
online. This website does not provide public access to court records. If you would like to obtain a court
record, please contact the court directly.

Log In to MIFILE

Email Address

test@test.com

Password

fone

Forgot password

View Available Courts

If you have forgotten your password, click the Forgot Password link, and a screen like the one
shown below will be displayed. Enter your e-mail address and click submit. A password reset

link will be sent to your e-mail.

Forgot your password?

Enter your email below and click on the submit button. You will be sent an email with a link to reset your password.

Enter Your Email test@test.test Submit

Back to Log In
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Open the e-mail and click the Reset Password button to change your password. This will
redirect you to MiFILE.

Please reset your password by clicking the button below.

Reset Password

Your e-mail address should be prepopulated, enter your NEW password twice, and then click

Reset. You will receive an on-screen confirmation of the password change and automatically be
logged into MiFILE.

Reset Password.

Reset your password.

Email

lalicegary @imagesoftinc.com

Password

(LTI Y )

®)

Confirm password

®

Reset

Reset password confirmation.

Your password has been reset. You have been logged in.
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4. Navigating MiFILE

Once you have logged into MiFILE, you will see a view resembling the following:

n Powered By . Andrea Test
m" F I LE Tru e Fl I 1 I‘Ig andreatestimagesoft@gmail.com Log Out

Main Pages

File

Case Search
History
Favorites

Settings

Reso

Hel

Email Activity

Case Search

Court Search by Case Number or Case Title Search by Date

urces

p / Support Search Result (0)

The Header Bar displays notifications (e.g. Connection Requests), the active user’s information,
and the Log Out button. The Navigation Pane is where most of the system’s features are found.

On the

left side of the screen is the Navigation Pane. The following menu options are available:
File: Filers can initiate a case or to submit filings to an existing case.

Case Search: Filers go here to view case information, add themselves or another party as
a case contact, and view filing details. Users can also file to a case from this page.

History: Filers may go here to view payment receipts for previous filings, copies of filings
they've submitted, and the status of any filings currently being processed by the court.

Favorites: Filers can maintain a list of “favorite” cases for easy access in the system.

Settings: Filers can update personal information, configure notifications, and view
information regarding Connections.

Help/Support: MiFILE has an incredible help section, including videos, to assist end
users getting acquainted with the system. The MIFILE support team can also be
contacted from this page.

Email Activity: If a filer thinks emails from MIFILE are being blocked, they can test this
capability from the Email Activity page.

On the right side of the screen, once you've selected a court, you'll see the Court

Information Pane that contains court specific notifications, information, and links.
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5. Connections

Connections provide a way for users to easily share filing and payment information with other
MIFILE users in their network. The most common scenario for utilizing connections is within a
law firm. Often, legal assistants will be submitting filings on behalf of an attorney.

Connections will have access to payment information, so users must be vigilant about only
connecting with users to whom they wish to grant this level of access. Only users who have
registered in MIFILE as an attorney have the ability to initiate a connection request. However,
any user can receive and accept a connection request.

To request a connection to another user, navigate to “Settings” within the navigation pane to
the left.

Andrea Test

£ Powered By
aF Connection Requests (1) i Lag Out
Main Pages
: Case Search
File
Case Search
Histary Court Search by Casze Number or Case Title Search by Date

Favorites {l ouirt b Search

Helnf 5”“"‘ Search Result (0)

Ermail Activity
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From the Settings screen, open the “"Connections” panel.

Settings

» My Information

I W Connections I

search
Active Connections (0) I:I

You have no active connections, ‘

Connection Requests Sent (0)

You have re panding sant eannection requacts, ‘

Connection Requests Received (0}

You have no pending recelved connection requests. ‘

¥ Payment Accounts ‘

¥ Notification Settings ‘

The connections panel will show you accepted/active connections you currently have,

outstanding connection requests you have out to other users, and connection requests you have
received.

Requesting a Connection

If you wish to request a connection with another user, you can do so by clicking the "Add New
Connection” button. This button will NOT appear for non-attorney users.

Settings

¥ My Information

+ Connections '

Active Connections (0} l:l

‘ Yau have na sckive eanractians.

Connection Requests Sent (D)

‘ You have ne pending sent conncotion requests.

Connection Requests Received (0)

‘ fou have ne panding received connection requests,

¥ Payment Accounts l

¥ Motification Settings ‘
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A popup will be displayed allowing you to search for any matching users with whom you
potentially wish to connect.

Add a New Connection

When you send a connection request to another registered TrueFiling user, and the request is accepted, the following things will happen:

+ They will be able to file on your behalf and you will be able to file on their behalf
+ They will be able to see your History and you will be able to see their History
+ They will be able to share Payment Accounts with you and you will be able to share Payment Accounts with them

Therefore, it's important to send a request only to co-counsel or other firm TrueFiling users as connections.

Search for user by first 3 letters of name or email '

| imagesoft |

Lou Gmail ImageSoft
loualicegary@gmail.com

Jason Buckner Imagesoft G
jbuckner@imagesoftinc.com

Kimbley Griffin ImageSoft, Inc.

Loriffinmimasacnftine com

Connect

To request a connection to one or more users that are returned, click the connect button next to
the user’s search result.

Add a New Connection

When you send a connection request to another registered TrueFiling user, and the request is accepted, the following things will happen:

= They will be able to file on your behalf and you will be able to file on their behalf
» They will be able to see your History and you will be able to see their History
+ They will be able to share Payment Accounts with you and you will be able to share Payment Accounts with them

Therefore, it's important to send a request only to co-counsel or other firm TrueFiling users as connections.

search for user by first 3 letters of name or email

| imagesoft]

Lou Gmail ImageSoft
loualicegary@gmail.com

Me

Kimbley Griffin ImageSoft, Inc. Connect

Loriffinmimacacnftine rom

Page 12



NG FILE

Once the request has been made, the “Connect” button will turn into a “Withdraw” button
indicating that the request is pending. To withdraw a connection request, simply click the
"Withdraw" button.

| 4 . |
Add a New Connection
e g e e e R
Alec Ballantyne
aballantyne@imagesoftinc.com
mryan@imagesoftinc.com
jbunch@imagesoftinc.com
Michelle Telecky Telecky MiFileUAT Law
mtelecky@imagesoftinc.com
dokeefe@imagesoftinc.com
Ashley Lee Withdraw
alee@imagesoftinc.com
-
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When you are finished with your connection requests, click the “Done” button to close the Add

New Connection popup.
[

Add a New Connection

S g e

Alec Ballantyne
aballantyne@imagesoftinc.com

Michael Ryan
mryan@imagesoftinc.com

lenny Bunch
jbunch@imagesoftinc.com

Michelle Telecky
mtelecky@imagesoftinc.com

Daniel O'Keefe
dokeefe@imagesoftinc.com

Ashley Lee
alee@imagesoftinc.com

Telecky MiFileUAT Law

Connect

Connect

Connect

Connect

Connect

Withdraw

N

If you've requested any connections, you will now see these connection requests listed under
the “Connection Requests Sent” heading.

Settings

[ ¥ My Information

“ Connections

Artive Connections (0] 1

You have na actve connections.

Ceonnection Requests Sent (1)

=6, sty
ake@imagesattin.coen Fending since 03/26/2015

Connection Requests Received (0)

Yau have ne pending received cannectlon requests.

I ¥ Payment Accounts

I » Naotificatlon Settings
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Accepting Connection Requests

If a user has requested a connection with you, you will receive a notification in the Header Bar
when logging into MiFILE.

Lou Gmail

m‘FlLE ﬁﬁ:ﬁlil‘lg Comnection Requests (1) NS Log Duit

You'll also receive an email indicating that another user has requested a connection with you.
This notification does not need to be configured; an email will always be sent when a connection
request is initiated.

Thu 9/13/2018 11:21 AM
info@truefiling.com

Someone has requested to connect with you.
To @ Lou Alicegary

Hello Lou,

Ashley Lee has requested to connect with you. Click the button below to view

connection requests.

View Connection Requests

Clicking the link in the email will take you to the MIFILE site. From there, you'll need to click the
“Connection Requests” button in the Header Bar. You will be redirected to the Connections
panel in the setting menu, from where you can see the connection requests pending your
approval. To reject/ignore the request, click the “Ignore” button. If a connection request is
ignored, it will be removed from all lists and will no longer appear on the screen.

Settings

» My Information

W Connections

Active Connections (0)

Connection Requests Sent (0}
¥ou have no pending sant cannection requasts.

Connection Reqguests Recelved (1)

» Payment Accounts

% Natification Settings
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To accept the connection request, click the "Accept” button for the connection request. Once
the connection has been accepted, a new window will open indicating the capabilities a
connection will have.

Accept a New Connection

IMPORTANT! Be certain you understand the following before accepting a connection request.
When you are connected to another registered user, the following capabilities are enabled:

s They will be able to file documents in cases you are connected to and you will be able to file documents to cases they are connected to.

» They will be able to see your History and you will be able to see their History.

= They will be able to view and use your non-private Payment Accounts and you will be able to view and use their non-private Payment
Accounts,

Therefore, it is important to accept connection requests only from trusted persons. You are responsible for any filing, service, and payment
actions that you or your connected users make as a result of a connection.

If you want to confirm the connect, click the “"Accept” button and the connection will appear in
the “Active Connections” list and be removed from the “Connection Requests Received” list.

* Connections '
Search

Active Connections (1) l:l
Lee, Ashley Roles:  Prose Accapted on 03/27/1018 m

alee@irnagesoftine.com Antomey [M1) [£34221)

Connection Requests Sent (0)

You hava ne panding sant connaction raquasts.

Connection Requests Received (0)

You hava ne panding recaivad connection raquasts,
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Removing Connections

If you have a connection you wish to terminate, you can do so with the Remove button. You will
be prompted with a confirmation window:

Confirmation

Are you sure you want to remove Lou Gmail as a connection?

Neither party will receive a notification upon a request being accepted or rejected.
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6. Setting Up a Payment Account

A major convenience of the MiFILE platform is the ability to pay for filings via credit or debit
card from the comfort of one’s own computer, without needing to physically go to the court. To
access your payment information in MiFILE, click on the "Settings” menu.

ML FILE icFiling

Main Pages Case Sea rCh

File

Case Search
Court Search by Case Number or Case Title Search by Date

History

Settings

Resources
MplSL Search Result (0)
Email Activity

To view existing payment methods, or to add a new method, expand the “Payment Accounts”
panel. Click the “Add” button to specify a new payment account. Click the “View Payment
Information” button to navigate to the payment history page.

Settings

> My Information

¥ Connections

¥ Payment Accounts

¥ Notification Settings
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Enter your payment information. All credit card details, including the CVV code, are required (the
* indicates a field is required). You can also optionally provide a “card nickname” to easily
identify a card from among multiple payment methods. Lastly, you can also indicate whether
you wish to share this payment record with your network connections. Once you've entered all
necessary data, press the "Add” button to save your information.

=
Add a New Payment Account
Name on Card * Card Nickname
Test Person ﬂ Super Duper Card
Card Number *
Expiration Date *
A== 11
12/3000
e VISA A DISCOVER _ Accepted Cards CVV *
123
Billing Address *
123 Sesame 1 would like to share this payment account with my
Connection Network.
City * State/Province ® Zip Code *
Sesameville I v 48222
[y

You'll now see your payment card in the “Payment Accounts” panel within Settings. To see more
details about the payment account, click on the item.

Settings

> My Information P
» Connections

% Payment Accounts

> = Super Duper Card This card s peivite 12/3000

View Payment infcemation

| » Notification Settings
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7. Case Initiation

One of MIFILE's most valuable features is the ability for litigants and attorneys to initiate a case
without needing to visit the court. To initiate a case, click on “File” in the Navigation Pane.

MEFILE i Filing _ Moo onfICLY

Case Search

Hte Search
Histary Court Search by Case Number or Case Title Search by Date
Favorizes Court 4 Required..
Settings
Resources
Hal,
Sialn  Suppor Search Result (0)
Email Activity

First, you'll need to select the court to which you wish to file.

Create Filing

Court

Court ~

Recent Courts

No Recent Courts

All Courts ‘
Michigan 4

M1 Qakland 6th Circuit Court

MI Macomb 16th Circuit Court

M1 Ottawa 20th Circuit Court

MI Grand Traverse 13th Circuit Court
MI Test Supreme Court

MI Test Court of Appeals

M1 Court of Claims Test

M1 Wayne 3rd Circuit Court
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After the court has been selected, click the “Initiate a New Case” button. You will then be asked

to provide the name of the filer you are filing on behalf of. This can either be you (you'll see an

entry in the dropdown for each of your roles) or a connection (you'll also see an entry for each

of your connection’s roles).

Create Filing

Court Action

‘ MI SCAO Circuit Court v Initiate a New Case
Choose Filer e
Last, First Name Role State Organization Number
Gmail, Lou Attorney M ImageSoft P99999
Gmail, Lou Court Reporter ImageSoft 12345
Gmail, Lou Pro Se ImageSoft
Alicegary, Lou Pro Se ImageSoft
Alicegary, Lou Court Reporter ImageSoft 123456
Alicegary, Lou @ Attorney Mi ImageSoft P12345
Lee, Ashley Attorney M 654321
Lee, Ashley Pro Se

You will be presented with a list of case categories eligible for case initiation. Click on the

appropriate case category, which with then expand the list of eligible case types.

Case Category

Select Case Type o

¥ Civil Cases not Involving Damage to Person or Property

CC - Condemnation proceedings
CD - Employment discrimination complaints

CE - Environmental matters, such as zoning, pollution

CB - Business claims invalving a business or commercial dispute; MCL 600.8035
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Circuit Court Case Types

The case types available upon case initiation are derived from the list maintained by SCAQ. For
circuit court cases, the following case categories/types are presented:

« Civil Damage Suits: ND, NF, NH, NI, NM, NO, NP, NS, NZ
» Other Civil Matters: CB, CC, CD, CE, CF, CH, CK, CL, CP, CR, CZ, PC, PD, PR, PS, PZ
The circuit court case category list also contains the following family division options:
* Ancillary Proceedings: CA, CY, DD, GA, GL, GM, LG, PO
* Domestic Relations: DC, DM, DO, DP, DS, DZ, UD, UE, UF, Ul, UM, UN
For the following family division categories, case types are listed individually:
* Miscellaneous Proceedings:
— [EM] Emancipation of Minor
— [ID] Infectious Disease

— [NC] Name Change
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District Court Case Types

The case types available upon case initiation are derived from the list maintained by SCAQ. For
District court cases, only five case types are currently available for case initiation:

+ Civil Damage Suits
- [GC] General Civil

- [GZ] Miscellaneous Civil
- [SC] Small Claims
* Housing and Real Estate Suits
- [LT] Landlord-Tenant Summary Proceedings

- [SP] Land Contact Summary Proceedings

Probate Court Case Types

The case types available upon case initiation are derived from the list maintained by SCAQ. For
Probate court cases, the following case categories and case types are in use:

+ Conservatorship and Guardianship
— CA, CY, DD, GA, GL, GM, LG, PO
+ Estates and Trusts
— DA, DE DH, PE, TR, TT, TV
* Miscellaneous Matters
- ML
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After selecting the appropriate case type and clicking the Next button, you'll be presented with
a case initiation form to fill out. The appearance of the form and the information it collects will
differ based upon your case category selection.

Case Type: |CB - Business Claims

‘ > Party Details

‘ > Case Details

Validation Issues

MNone

First, you will need to fill out the party information for the case. Fields marked with an asterisk (*)
are required. Depending on your case type, attorney information may also be required.

~ Party Detalls

P|a] ["|t|ff % Parson Business

Lixst Mame” First Mame* hidcls Narne

Address®

Address Ling 2

iy

Ststa”

v
® ¢

Attorney Lead Attomey
Last Name* First Name* Middle Name Suffix
Bar Number” Firm/Organization

Is this an international address?

Address*

Aduress Line 2

city’

State*

Zip Gode*

Phone

(ORK) XXX-XXXXK

Page 24



NG FILE

Fill out any additional case details required by the court, then click “Save.”

¥ Case Details

Related Civil Actions

There is no other pending or resclved civil action arising out of the transaction or occurrence alleged in the
complaint.

A civil action between these parties or other parties arising out of the transaction or occurrence alleged in the
complaint was previously filed in:

Business or Commercial Dispute
This a businass case in which all or part of the action includes a business or commearcial dispute undar MCL 600.8035.

B T T

Validation Issues

If any required fields are not provided, the system will show the error within the Validation
Issues section at the bottom of the window.

2 Case Details

Validation Issues

« Party Details - Plaintiff attorney last name is required.
» Party Details - Plaintiff attorney first name is required
» Party Detailz - Plaintiff attorney bar number is required. -
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After clicking “Save,” a temporary case number will be generated, and you'll see a screen like the

following:

Filer

File to: MI SCAQ Circuit Court
Case Number: I[EMP-DHEGSSKD
Case Title: ANDREA TEST w JOHN DOE

Clhent / Matter Number (optional)

Test, Andrea (P123)

“

Max File Size: 25.00 MB

File Size Flling Type Upload Status Fee

152¥8 CASE INIT FORM J 0.00

Drag and drop a document to connect it

#® Click Here to Upload File(s) -or- Drag and Drop

Save Progress Cancel m

In the bottom pane, the case initiation information provided on the previous screen is converted
by MIFILE into a case initiation form that is submitted to the court. To view the case initiation
details previously entered, hit the “View" button. NOTE: The data is no longer editable at this

point in the process.

To finish the case initiation process, at least one filing must be submitted. Typically, this will be a
complaint or a petition. The steps needing to be taken will mirror those of the next section,

“Uploading Filings.”
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8. Uploading Filings
When ready to upload filings, you'll see a screen resembling the following:

File to: MI SCAD Circuit Court Client / Matler Nuinber [uplional)
Case Number: TEMP-DIHEGSSKD
Case Title: ANDREA TEST v. JOHN DOE

Fller [N ke Docament
lest, Andrea (P123) w
Filing Kaine ile size Filing Type Upload Statiss ree
S Case initisban Form 152K8 CASE INT FORM £0.00 View
: v
Max File Size: 25.00 MB Drag and drop a document to connect it

#® Click Here to Upload File(s) -or- Drag and Drop

The following information is shown at the top of the page:

e the court you are filing to
e the case title generated by MiFILE
e the temporary case number

Other items that can be specified:

e the MIFILE user (and role) you are filing on behalf of
e an optional client or matter number

The bundle’s “File” indicators are also listed in the topmost pane. Note: Filings submitted when
starting a new case CANNOT be e-served, so the “Serve” option is not available, as shown in the
above screenshot.
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To upload a document, you can either drag an item from your desktop onto this square or click
within it to open a dialog and select the file from your local machine or network share. Note:

Only the following file types are supported: DOC/DOCX, PDF, RTF, TXT, JPG, TIF, PNG. Maximum
file size is 25MB.

File to: M1 SCAD Circuit Court HIGce oo s c fgricaial)
Case Mumber: TEMP-DHEGSSKD
Case Title: AMDREA TEST w JOHN DOE

Fller [ o= o s ¥ P oot
Tost, Andrea (P123) b
Fling Name Filo Size Filing Type: plnad Statues Fer
Case iniligbon Funm 25200 CASEIMIT FORN V4 SO0 m

Max File Size: 25.00 MB Drag and drop 3 document to connact it

#® Click Here to Upload File(s) -or- Drag and Drop

Save Progress Cancel

Once a document has been uploaded, you'll see it in the bundle list along with a case initiation
form. You can change the name of your document to something more descriptive, if you wish.
You'll be required to select a filing type for your document from the dropdown list as well. The
filing type list will vary based on your case type.

Select Filing Type v

Affidavit and Notice of Entry of Foreign Judgment - $150.00
Appearance - 50.00

Attachment - S0.00

Complaint - 5150.00

Filing Fee Prepaid - 50.00

Jury Demand - $85.00

Motion - (filed with another document that requires a filing fee) - 50.00
Other - S0.00

Request for Foreign Language Interpreter - 50.00

Reguest for Reasonable Accommodations (ADA) - 50.00
Summons - 50,00
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A document can be viewed, edited, or removed with the buttons to the right. Clicking the “Edit”
button will open a pane that allows you to add a note for the clerk or to flag that a document is
Confidential according court rule or law or can be filed under seal (Sealed) pursuant to an order
of the court. The clerk will verify this. Notes can easily be edited or removed.

Filing Name File Size Filing Type Upload Status Feg

H Case Inianion Form 252 K8 CASE INIT FORN 000

H v

. 133 Lo ¢

H Complaint 13T K Select Filing Type A V s0.00 # Edit m
Remove Note Sealed Confidential
200 characters remaining

Max File Size: 25.00 MB Drag and drop a decument to connect it

#™ Click Here to Upload File(s) -or- Drag and Drop
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9. Saving an In-Progress Bundle

Hitting the “Save Progress” button will allow you to pause the creation of your bundle and come
back to it later. A popup will appear notifying you that you've successfully saved your bundle.

Your progress has been saved.

Your changes have been saved in draft (available on your Histery-=Unsubmitted page). The court
will not receive your filing(s) until you click the Submit Filing(s) button.

To view your saved bundles, navigate to the History page and then click on the "Unsubmitted”
tab at the top. Clicking on a bundle in the list will open it. You'll need to click “OK" on the popup
to proceed to the bundle. Once you're back in the bundle view, clicking the “Cancel” button will
send you back to the home screen without saving the filing.

I FILE ricFiling sl S

Main Pages HISTOW My History My Nesweork's Hstory Unsubmiteed fiew Paymesit information
il
it frie

Lint Activity Dabe v (oot (< mber Bundle ishormation attor Neamides Fler Sebmifte Stahny

Help f Sappo:

astmitted bundle found, click Ok to continge your progress with this bundie
Emad Acthvty

show(§ ¥ | mtres
\ 08 35 A1 SCAD Crt Lo /~.-::-;-;-,\5 Unsubmitted Filing =
it Shorming 1001 o 1 enries / i [
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10.

Filer Submits Payment

If you are ready to submit your bundle to the court, click the "Next” button.

File to: MI SCAOQ Circuit Court
Case Number: [EMP-DHEGSSKD
Case Title: ANDREA TEST v JOHN DOE

Flles

dliont § Matter Number [optional}

# Fike Document

Test, Andrea (P123)

v

Max Flle Size: 25.00 MB

Filiig Narne File Size Fillng Type Upoat Status Fee
i Case inibakan farm 250k8 CASE N FORM S0 o
: v
H P 11337 kB ; g e g 150,00
- Compizint Affidavit and Notice of Entryof Forelgn J, J Bview | # Fdir m

Drag and drop a document to connect it

#3 Click Here to Upload File(s) -or- Drag and Drop

Save Progress Cancel

A popup will appear, indicating the bundle of filings has passed validation and you've provided
all the necessary information. Continue by pressing the “Next” button. The Checkout screen will
be displayed, which summarizes the cost of the filings in the bundle that are being submitted.

Checkout

Fees
Fee Type
Filing Fees
eFiling System Fee
Processing Fees

Total

Available Payment Accounts

Type Card Mickname

VISA Test Card

Amount

5150.00

$25.00

55.25

$180.25
Number Expiration Date

JOOOE00M-N-1111 12/2023

-

Request Fee Waiver

Cancel
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If you've already provided credit card information, you'll be able to select your cards from the
Available Payment Accounts section. If you need to provide a new method of payment, you can
do so by hitting the "Add Payment Account” button. The “Add Payment” screen will appear and
allow you to add the new payment method.

Add a New Payment Account

Name on Card * Card Nickname

Card Number *
Expiration Date *

M DISCOVER  Accepted Cards
= | DISC®VE

Billing Address *
| would like to share this payment account with my

Connection Network.
State/Province * Zip Code *

Select State v
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11.

Fee Waivers/Exemptions

If a filer would like to request a fee waiver or is statutorily exempt from filing fees, a filer can

request or indicate their exemption via the Request Fee Waiver button from the Checkout

screen.

Five options are available to request a fee waiver and two options are available to make a claim

that the filer is statutorily exempt from filing fees:

“I do not have to pay a filing fee because the court already granted my request to waive
fees in this case.” — No additional information required.

“I receive public assistance and my MDHHS case number is (enter MDHHS case number
below). See my Fee Waiver Request, form MC 20.” — Requires the filer to provide their
MDHHS Case Number and to fill out (and upload) a MC 20 form. Note for court staff. To
confirm the case number entered by the file, you must contact MDHHS. MiFILE does not
have a direct link with MDHHS.

“| receive public assistance from a source other than MDHHS. See my Fee Waiver
Request, form MC 20." — Requires the filer to fill out (and upload) a MC 20 form.

"I am represented by a legal services program or law clinic because of indigence. See my
Fee Waiver Request, form MC 20.” — Requires the filer to fill out (and upload) a MC 20
form.

“l am unable to pay fees because of my indigence. See my Fee Waiver Request, form MC
20." — Requires the filer to fill out (and upload) a MC 20 form.

“l am an agent of a government entity and the case is exempt from an Electronic Filing
System (EFS) fee.” — No additional information required.

"This case is exempt from fees because: (Explain why you do not have to pay fees, e.g. |
am the subject of the petition.) - A free text field is provided for filers to provide a fee
exemption reason.

The filer can download a copy of the MC 20 form using the link provided on the Fee Waiver

Options screen. Once the MC 20 has been downloaded, it would need to be completed / filled

out, saved to a location on the computer being used and then uploaded using the “Choose File”

button available for the fee waiver that has been selected.
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Once a reason has been selected and any required information provided, the “Select” button will

appear. Click this to submit the waiver.

Fee Waiver Options

Waiver of Filing Fee

. | do not have to pay a filing fee because the court already granted my request to waive fees in this case.

20. [Download Form]

My MDHHS Case Number is:

Choose File

Choose File

[Download Form]
Choose File
| am unable to pay fees because of indigence. See my Fee Waiver Request, form MC 20. [Download Form]
Choose File
Exempt from Fee

| am an agent of a government entity and the case is exempt from an Electronic Filing System (EFS) fee.

This case is exempt from fees because: (Explain why you do not have to pay fees, e.g. 1 am the subject of the petition.)

Reason:

Cancel

| receive public assistance and my MDHHS case number is (enter MDHHS case number below). See my Fee Waiver Request, form MC

| receive public assistance from a source other than MDHHS. See my Fee Waiver Request, form MC 20. [Download Form]

| am represented by a legal services program or law clinic because of indigence. See my Fee Waiver Request, form MC 20.

On the Payment Options screen, you can see the Fee Waiver has been conditionally applied to

the total and the total due is now $0.00. The court must still grant the fee waiver request; if it is
denied, the court will instruct you how to proceed and your bundle may be rejected. See
Michigan Court Rule 2.002 for details. If your bundle is rejected, you will need to resubmit the
bundle and pay the filing fee, unless you complete a new request for fee waiver form with

different information for the court to consider.
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If you want to edit the fee waiver information you've provided before submitting it to the court,
click the "Edit Fee Waiver” button. Or, to move forward with submitting your filings to the court,

press the “Submit” button.

Checkout Checkout
Fees Fees
Fee Type Amount Fee Type Amount
Filing Fees $150.00 Filing Fees $150.00
eFiling system Fee 525.00 eFiling System Fee $25.00
Processing Fees 5325 Processing Fees §5.25
Tota 5180.25 Total $180.25
Waived Amount ($180.25)
Available Payment Accounts
Conditional Total $0.00
Type Card Nickname Number Expiration Date
Fees have been conditicnally waived.
. wIsA Test Card XK XHKR-1111 12/2023
Cancel Request Fee Waiver Cancel Edit Fee Waiver

If the submission was successful, you'll see the following popup. Click “OK” to complete the

process.

Submission Successful

Your submission was successful.

Note: Michigan Court Rule 2.002 requires clerks to grant requests for fee waiver for all but the
last Fee Waiver Option shown on the previous page. If the last option is checked (I am unable
to pay fees because of indigence), the request must be routed to the judge for a decision. The
judge has three (3) days to grant or deny a fee waiver request. If the request is granted, the
filing will be file-stamped with the date it was submitted to the court, and not the date the
judge signed the order granting the request or the date the clerk processed and accepted the

filing.
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12. Viewing Your Filing History

The “History” pane allows you to see the status of all your filings, and those of your connections,
at a glance. Click the “History” item in the navigation pane.

Main Pages

Case Search

File

Case Search -
Court Search by Case Number or Case Title ) Search by Date

Settings

Resources

/e Search Result (0)

Email Activity

By default, the history pane will show the "My History” list, which contains all of the filings
you've submitted along with their current status.

My Histis Wiy Nitwaork's History | Usiutirviiited | Weirer Payrrsent infarmation
Shom |5 % Lesiries ‘ searrhc
Satevinglon Date » Courd Cave Mumbes

Flling Name Fillng Type: Wt Murmibes Filer Sabureties Stabe
DA/2A/3019 @ SITTLAM  MESCAD Cincul Court TEMACDESTR Cags seamanon Foem 1_CASE_TNT_FORM_DT Andens Tust [F123] Andrea Tem In Prograss
ORIZBI0M A S2LIAM . W SCAD Cincul Court TERARIICORGC R Appeatante Affidawit and Notice of Estry of F ke el (FT23) Andren Test I Prigresd
DEQRADIS MEILILAM Wi SCAD Orcut Court TERMPJACDECIP Fie Warvee Decumient %I|_FEES_ WAINED COURT_APPA. Andtea Test (P123) Andrea Test In Progress
Showing 1 to 30F 3 antries Provdous | L | Hest
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One of the most important items to view from this page is the status of any filings you've
submitted.

Viling Type: Miatter Numbes Files Setemetter Stalun

Andrus Tt (R123] Andraa Test in Brogress

Angepy et (F123) Andres Tes In Frogress

ndrea Test [PLE] andrea Tes In Frogress

The following filing statuses may be shown on the history screen:
* Submitted: The filing was submitted to the court via MiFILE

* In Progress: The filing has reached the court’s filing review system but has not yet been
reviewed.

* Accepted: The filing is ready for payment to be collected by the payment processor.

Note: At this point, the court has NOT yet interacted with the filing and the filing is NOT a part
of the official court record.

* Paid: Payment processing has been completed successfully

+ Payment Rejected: Payment for the filing failed. Typical reasons include: expired credit
card, insufficient funds, card deleted from TrueFiling

+ Filed: The filing has been accepted by the clerk

= - 2N - K2R

Note: Only when a Filed status is received by MiIFILE has a document been made part of the

official court record.
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* Rejected: The filing has been rejected by the clerk. If a fee was associated with the filing,

it will be refunded in a subsequent step.

* Refunded: Once a refund has been generated by the payment processor, the filing
status will be updated to Refunded and an email will be sent notifying the filer the fee

was refunded.

Progress

Note: Rejected Filings are not maintained as part of the court record.

* Not Filed: When a serve-only filing is successfully processed by the system, this will be
the final status shown.

Hsrary I T I T

e o - | s by iy Yy M sy Pl m& hew

wad Submission Successful

Foul Submiissdn wis suiceiEiul,

¥ you selected File and Serve, & prood of service will be generated by MIFILE bnd Mhed with Ehe cour
=5 along with your submiition. Oniy parsond e-served \will be namsd in the prool of service; pecsons

selected to feceive 8 Courbesy Copy ane not inchuded. Parties in the case who wete not selected For
service or who arg pot registened in MIFILE may need 1o be served the document by anothes
mgthead af reguired by coudt rule o b, Oicki D to go the: Mistory page and view the proots of

Lervice That have besn gensratied by MaFELE and filed with the court
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Filings that have been rejected by court staff will be marked in red within your history.

My Hitory

Urrubenitted Wiirw Parrnmy

History

| [To ey v -y =
Submission Dl Lot Lase Mumber FHing Nama Fing Typs Matier Number Filix Sutmintzs Stab
SUETAOTM. MRl 0d Crrut G- Waiteaw  SO0LIOTID Cecmon 1o Pregosisd Ordis Pamman o Seamng for Androp Cotn (#2145 Anirun Colan dajected
1 WEN 1.50%
O1T/A009 4t 1NZEAT AW W81 Zin Orsust Gt - Wasemaw Giave sthation o 185 CASE INIT PN T Andrus Coten (7121451 Andres Colm Enjected
Andpa Coamn: DOCE=mIT mom
Appearance s o ] e
NEA0E M JOAASEM  MISEAD Clecun YIS0 Garnahes ! m udgme ro. med
S RASITPM M 1 e n e i Pebetha Kt (1334 Arded Soln -
Preacs i 4yt [ 4T | s Ne
To view more information about a filing, including stamped copies from the court and the
original copy of the filing, click on the item.
Submilssion Date Court Cage Numbar Filing Nane Flllng Type Matter Number Fller Submitter Status -
06/17/2019 8t BOO:SOPM M1 22nd Circult Court - Washtenaw 15-001106-00 Case Intation Farm 15I_CASE_INT_FORM_DT Andrea Colen |212345) andrza Colen Case Crested
OBy T4/2019 3t 2:54:42 AW Mi 37th Dissmet SEIIOER Lase Ination Form 151_CASE INTT_FORM_ 07 Andrea Coben [012345) Andraa Colen Cas2 Created
{20188k 24521 PN MI3F D Court 06141962 Camse nitiation Farm 1SI_CASE_INIT_FORM_DT Andries Colen | Anidrea Colen Cases Created
DRS21/2079 a0 824042 AM M1 Gith Circuit Court - Oakland Q21200 %01-C2 Answeer, Ciwl TN Andrea Colen {7 1 Andrea Colen Filed

froparties Statu g
Court: Matter Mumber:  Fee Bunle 10:
M Gth Circult Court - Oakland WA 220, a0

Case Information:

821201901 €F  KOHN DOF INC LMART CORD

Filer Informatian:

Subirmitted o August 2151, 2018 by Andrea Calen

If a filing has been accepted by the court, the FILED stamped copy can be found via the Status

Updates tab. Payment receipts can also be found on this tab.

08/21/2019 at 8:24:42 AM MI 6th Circuit Court - Oakland 0821-201801-CZ Answer, Civil MOTION Andrea Colen (P12345) Andrea Colen Filed
Properties Status Updates Service Recipients / Status

Status Date Comments
Filed 08/21/2019 09:10:44 am Andrea Colen: This document has been officially filed with the court (4771297} Filed Stamped Copy
Paid 08/21/201908:27:12 am INFO: Payment Accepted. Order Id: 233981130301, Tracking Id: 8c24fa33-7ce9-4214-9bd2-eff3953de00a. Original Filing Id: Sccfaefb-c08b-41ca-92a7-71c67198bbac Payment Receipt
Accepted 08/21/201908:27:10 am Pending Payment: Filing has not been reviewed, accepted or filed by the clerk and should not be considered filed at this time. (4771297)
In Progress 08/21/2019 08:24:50 am Your filing (MOTION) has been received by the court. Tracking 1D: 5ccfaefb-c08b-41ca-92a7-71c67198bbab
Submitted 08/21/2019 08:24:42 am Submitted to the court by Andrea Colen (P12345)

Received Stamped Copy Original Copy

Page 39




NG FILE

The Service Recipients / Status tab provides information on when individuals who have been
served documents have downloaded the documents.

Fambzlen Cate v e s Mumidar Fllne; Hame Fllng Teps HlaitEr Hunir Fllar Subriitiar A
BT AL T T T M (A PN Appemante A e Aine = e (B8] Anian L Slmainal
Gl Sbe e, Servmsa ieepenl S5
Mame Emall Lameany Emadl Hatus Reciplont Aty
P - s iz e a1 5 5080 [ P

You can also view the status of filings for any users you are connected with via the "My
Network’s History” option. Note: This screen will show the filings submitted by you and your
network.

HiStDrv ¥ My Network's Hostory

»  Court Case tumber Filing Name Filing Type Patier Numbes Filer submitter Status

Filings that have been saved, but not yet submitted, may be accessed via the Unsubmitted
button. Note: This will only show YOUR saved unsubmitted filings and not those from your
network connections.

My Notwark's |istory View Paymant Infarmation

History b

i U Pl 1 ourl Cas Runlber Last Aclivily Date Sllus
necmplete Bundi for (TEMP. Lo alizegary Wi Dev Oaddand County Gth TEMP 210HNKES 07/08/2018 at 02:34:04 'K Unzubmitted
TEHNEEY] with 1 fle] circuit Court

Acoirlzte D Aty L Alicegany Lo Aliceany W1 Diew hzaland County fth TEMP-SKRTIIND 0772771018 3t 05:12:50 PR Unsysmitted

SN HENL) with

mzomalete Bundie for (TEwe Lo Alizegery Lo Alicegary 71 e Wayne County 2rd Urzuit TEMP-DRZZERCE L2018 3t DE:A7:12 PR unzubmitted
TATIEECIK] with 1 Fle

arnmyplate Bundis ar (TFW0. Lo Allzegary o AlicRgary W1 Dy Cisddand Conty Gt TEMPLT3URIGL. 07167018 3F DRAA5A A Unzamittad
LZHvPIGT] with 1 flefs) Cireuil Court

it Bunde for (TEMWS Lo magetuft Lo Imizgetiul 841 Dew Qadland County bl TEMP-AEZZVBDS /232018 al 0211358 AW Unzubmitied
VEIVCRDS| with 1 Flaz) Clrcutt Court

wPrev Papge 1ol 1T MNexts
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You can view a payment history from your filings, as well as your connections’ payments, from

the “View Payment Information” screen.

Unsubmiteed View Paymaont Infommation

[
show search
i Matter Auth Filer Fayment
Filar Susbimiter Filing thaime Vg Type Cane Mussbay Court Mamn o Al Code femount Fuymert 1 s
Humber DateTime Number Agcount
o
T018-196606-
Rebekia Kieta Aeakia Kieta Claimof &ppsal  ABPERL s 083012015 FEES WANED EED 000 FEES WAIVED
o
13 Supre :
Wares Stuig Whares Stusg , o 0 REFLIN 5959 28
A3 But
u]
MiSCAD Miach_Autreeiza
A K Rabais K C DB/2412019 = s £15.00
Cort tion,_Code

If you wish to filter down to certain results, an advance search filter and a date range filter are

available at the top of the screen.

Unubmitted Wiew Payment Irformstion

‘ W camsaos o,
- e search
A Mattr Rt Filex TR
Pt P Fling M Fing T Cave Nusss Coust Nama 5 AulhCode P Pyt 1
i i Huriber DateTime Narmbes Becount
(=]
H016- 156608 W
Febekka ieta Rabeka Kitta Claim of Appeal  APPEAL E FEES WANED 13388 2000
o
Warci S2ege Whared Saeiges thing e & REFUND a0 5385
o
LU
Hebalcs Kreta ez fp qE5T a7 5,/200% 723
wrt

Transactions can be selected via the checkboxes to the left and exported to either a pdf file or
an excel spreadsheet. Note: Transactions for filings where a fee waiver was submitted are also

shown on this screen and are available for export.

Unsubmitted View Payment Information

His‘torv My Netwark's History

oy Fler Subitter Filing Mame Filing Type Rl Cait Muamber Court Name Ak v AuthCode e
Nembes DateTime Number
(=]
> 2016-156606- W
eheida Kiets btk Keta m of appesl & =) #/30/2008 £55 WAIVED 3
] Complaln for
= - Supesintending TEAR W Siipresne -
Marc Steger  WamiSlege T ki i e b Ll r i REFUMD Bl
Fammpty
& Appaat from
Coreuit- with eepy AN SCAD CHout o Msick_Ahariza
i 201212085708 oayi5{2010 ey 12348
elamisppleation
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13. Searching for a Case

To search for case information, select "Case Search” from the Navigation Pane. First, you'll need
to select the court in which you'd like to search for the case.

Case Search

Court Search by Case Number or Case Title Search by Date

~ Search

Recent Courts
MI SCAD Circuit Court
MI 22nd Circuit Court - Washtenaw
MI 6th Circuit Court - Oakland

All Courts
Michigan o
MI Bth Circuit Court - Oakland
MI 16th Circuit Court - Macomb

MI 20th Circuit Court - Ottawa

MI 13th Circuit Court - Grand Traverse
MI Court of Claims Test

MI SCAQ Probate Court

MI SCAO District Court

MI SCAO Circuit Court

Mi Court of Appeals

MI Supreme Court

MI 37th District Court

Mi 22nd Circuit Court - Washtenaw
MI Ottawa County Probate Court
Mi 3rd Circuit Court - Wayne

Then you'll need to provide your main search criteria, which is either a portion of the case
number or case name. The search will return any cases with a case number or a case title that
contains your main search criteria. An exact match is not required. Optionally, by clicking the
“Search by Date” box as shown below, you can specify a date range to refine your search.

Case Search

Court Search by Case Number or Case Title ¥/ Search by Date
‘ MI SCAQ Circuit Court v
Case opened on or after Case opened on or before

Optional... Optional...
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Click on an individual line to view the search results and then Case Details page will display. The

Case Details page allows filers to view and add case contacts, view filings for the case that you

have permissions to view, and file to the case.

Case Search

Caurt Swarch by Case Number or Case Titls Search by Date
|n.f.| SCAQ Circuit Court v | [
Search Result {36)

Case Numbor Court Case Title

AEIRIZIEER 1M1 5240 Cirzadt Court 4.CXTIIBECK v, TOPARDY LLL

023-0F RAISCA0) Circues Court

1 S0 Circut Courl

Dt

1071572010 12:00:00 A%

/26,2013 £:01:11 98

1/24/2019 11:16:32 A

When completing a case search, only 50 results will be returned. If your search term is too
general, you'll see the warning below and the case you're looking for may not appear.

Case Search

Court Saarch by Case Mumber or Case Title Search by Date
| Search Result (50+) (Your search criteria returned more than 50 results. Please refine your search if your d 1 car I
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14. Case Contacts

Case Deta ||5 File tn this Case Pay Additional Amount

JAME DOE V. LIAM TEST f}

W Case Contacts (3]
Name fow status Chganizaticn frmall

Add Whyself / Comnetbed Uer nsc View Parficipant Activity

% Filings {14) u Prey L f1 MNests

Filing Name Fling Type it Submitler Submslasion Date Status

Appearance Amachment Debcce Sxam S Propeny ek ks [L3343) Andros Coben O7/N207% 3 B3144EPM Rajastad

Case Contacts are individuals that can be selected for service on a given case. Any MiFILE user
can add themselves, or a connection, as a case contact via the “Add Myself / Connected User”
button. Clicking the button will bring up the following screen where you can add yourself or a
connection as case contacts.

Add Myself or a Connected User

Search for user by name or email Add New Connection

Name Roles Email
r Andrea Test Attorney (M1} (P123) andreatestimagesoft@gmail.com
r Marci Steiger Attorney (MI) (395555) msteiger@imagesoftinc.com

If you have numerous connections and need to filter down the list, you can provide a search
term here to match against their name or email address.

If you wish to add a case contact who is not currently a connection, you can request a
connection via the “Add New Connection” button. This will take you through the typical process
of adding a connection as we've already done.

Once you've selected the user/role combinations you wish to add as case contacts, click the
“Add Selected” button.
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A popup will appear explaining the impact of adding a case contact. Click “OK" to proceed.

Request Case Contact Verification

The TrueFiling user you selected will inifially be added as a Standard case contact.
To be a Verified case contact, one of the following must be true:

» The contact has been added as= a party on the case in the Clerk's CMS.
» The contact must have an accepted (filed) document in the case via TrueFiling.
» The Clerk's office must accept the contact as Verified after they're added to the case.

When you click OK, a request will be sent to the Clerk to validate the selected user as a Verified case
contact.

If the request is accepted, they will become a Verified contact on the case,

If the request is rejected, they will remain a Standard case contact.

As the popup shown above explains, Case Contacts are classified into two groups:

+ Standard Case Contacts: These are case contacts that are not actively involved in the
case but have made themselves a case contact. These individuals are not preselected for
service on the case and may be required to justify the reason for being added as a case
contact. Whenever you add yourself or another user as a contact to a case, it will be as a
Standard Case Contact until the clerk takes subsequent action on the request.

» Verified Case Contacts: These are court approved case contacts who are preselected for
service on the case. Contacts may become verified in one of three ways:

— They've had a filing accepted by the court for this case.
— They've been added as a party in the court’s case management system.

— They've been flagged as a verified case contact by the court clerk.
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Case Deta |i 5 File to this Case Py Additional Amount

JANE DOE V. LIAM TEST pird
0713-123456-CP

ML SCAQ Circnit Court

Casa Type: Antitrust, Franchising, And Trade Regulation

“ Case Contacts (4)

Name Rodes Status Drganization Email
Kieta, Rebedka Attorney (M1} 12343 verfied MIFILE Team rkigta@imapesofiinz.com m
Pmse
L, Ashiey Staneard alee@imagssoftine. com
Attorney (N1} (PERTES|
fest, Ancres stancard Imagesct fos archsatsstmagesotargma o [
calan, Anores Attorney A1) (P12345) Stancard ImageSoft ine acalen@imagesofting,cam m

A Mysell { Connectd Lses A Other Coursel | iew Parliijsnt dectivity

The Standard or Verified status of case contacts will be displayed in the status column.

To remove oneself or a connection as a case contact, click the “remove” button to the right of
the contact's record.

To add opposing or co-counsel to the case as a case contact, the “Add Other Counsel” button
provides a special search box that displays only attorneys. Choose any attorneys you wish to add
via the checkboxes and click the “Add Selected” button to add them.

Add Other Counsel

Search by name (first or last), email address, or Attorney Number |2 character minimum)

imagesoft Attorneys only?

Mame Roles Organization Email

J Buckner, lason Pro Se Imagesoft jouckner@imagesoftinc.com
Petty, Steven Attorney (MI} [25598765) spetty@imagesoftinc.com
-Chapma, Ashley Pro Se ImageSoft INC amchapman@imagescft.net
Westerman, Todd Attorney (M1} {62345) twesterman@imagesofting.com
Jaisssi, Kris Attorney (MI) (12345) ImageSeft Inc Kjaussi@imagesoftinc.com
15|, Sydney Pro Se ImageSoft, inc. sisle@imagesoftine.com
Coxe, David Pro e Imagesoft, Inc, deoxe @imagesoftinc.com

Cancel Add Selected
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The "View Participant Activity” option shows a log of all case contact addition and removal
activity on a case.

Case Details NN [ESTRNTRRSY

JANE DOE V. LIAM TEST ﬂr

ry

Case Type: Antitiust, Franchiaing. Ard Trade Regulation

v Case Contacts (4)

N Roles Status, Organization Emad
KMt Aptaki verified AFILE Taam

L, dvibery Stancard

Teir. Andres Stanzarg Imagesoe Test

P——

Participant Activity for 0723-123456-CP

Date Activity

07/23/2019 08:45:28 PM Andrea Colen added Rebekka Kieta as a case contact.
08/27/2019 01:14:57 PM Ashley Lee added Ashley Lee as a case contact.

09/03/2019 12:50:02 PM Andrea Colen removed Andrea Colen from the case contacts.
09/03/2019 12:50:18 PM Andrea Colen added Andrea Colen as a case contact.
09/03/2019 07:56:01 PM Andrea Colen added Andrea Test as a case contact,
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15. Submitting Filings to an Existing Case

Apart from the method you've seen of filing to cases from the Case Search screen, you can also

file to an existing case via the “File” menu item in the navigation pane. Select the court within

which the case you wish to file into resides and select the “File to an existing case” option in the

drop down.

M FILE T CcFiling

Filg

Cate Search
Wity
Farsorites

SEmngs

Halp [ Support

Email Acovity

Create Filing

Court

[ 1 5€AG Cireuit Count .

In the scenario shown below, we are searching for any cases that have “-CZ" in the number or

title. As you type the first few characters of your search query, a “quick search” is executed with

each letter you type, showing up to five matching results. If your search query is too broad and

your desired case has not appeared, keep refining your search term until the case appears.

Alternatively, you can click the bottom item in the results box (colored in blue) to execute an

advanced search that will provide more results.

Create Filing
Court
‘ MI SCAO Circuit Court v‘
Action
‘Fileto an existing case v‘

Search for Case

-CZ

2019-061709-CZ
2019-124567-CZ
2019-041700-CZ
2019-011254-CZ
2019-223656-CZ

Quick Search returned more than 5 results. Refine search or click here for an

ANNA A ANDERSON V. CARL C CRANSTON SR.
MILEY CYRUS V. LIAM HEMSWORTH

PAULINE HENDERSON V. STACY STIEFEL
ROBERT LOOMIS V. MICHAEL HARRISON
WHITNEY DERRIG V. JACQUELYNN DERRIG

Advanced Search
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When you locate your case, select it from the dropdown, then click the “File to this Case” button
to file into it.

Create Filing

Court Action

|MI SCAD Circuit Court W File to an Existing Case .

Search for Case

[3(?1” 124567-CZ MILEY CYRUS V. LIAM HEMSWORTH Q

File to this Case

S

Once you select your case, you'll see a screen very similar to what we saw during case initiation,
with some exceptions. First, because we are not initiating a new case, the bundle does not
contain an e-form (such as the case init e-form). Second, note that we now have the option to
serve the filings within the bundle we are creating. By default, filings within a bundle are set to
be filed to the court AND served to the preselected verified case contacts. However, you can
deselect either the “File Document” check box or the “Serve Document” check box. One reason
you may want to deselect the “Serve Document” when filing documents is because you want to
defer service until after you receive your submitted documents back from the court with the
FILED stamp on them. See the next section on details on Marking a Bundle for Service.

File to: MI SCAD Circuit Court Client { Matter Numbier [optional)
Case Number: 2019124567 CZ

Case Title: MILEY CYRUS \. LIAM HEMSWORTH

Files [ == vour e #! File Document

Colen, Andrea (P12345) ™ #! serve Document

Max Fila Size: 25.00 MB Drag and drop a decumant to connaect it

#® Click Here to Upload File(s) -or- Drag and Drop

Page 49



NG FILE

16. Marking a Bundle for Service

The ability to serve filings is on the bundle level, not on an individual document level. A bundle
is one or more documents submitted together. Therefore, if you are submitting five documents
to the court in a single bundle, the selected service recipients for that bundle will be served all
five documents.

When the “Serve Document” checkbox is selected, you'll notice that the “Select Service
Recipients” pane displays after you've uploaded a filing. As stated previously, verified case
contacts are preselected for service but standard case contacts are not. You can select any of the
standard case contacts you want to serve using the checkboxes on the right side of the screen.
However, they will remain standard case contacts until they are made verified case contacts (as
indicated in item 14). You can only serve (e-Serve) verified and standard case contacts. Filers are
to serve documents on parties to a case when those parties are registered MiFILE users. If a
party to a case is not registered in MiFILE, documents must be served on that party as otherwise
required by Michigan Court Rule.

File to: M1 SCAD Circuit Courl Clbent / Matter Number (optional)
Case Number: 2019 124567 CZ
Case Title: MILEY CYRUS V. LIAM HEMSWORTH

Filer o nem g i ¥ File Document

Calen, Andrea (P12345) v

' Serve Document

Filling Mame File: Size Fillit Type Updoad Stalus For
— 11237 K PTOR LA T i 50.00
: Comgtsint Attachment - $0.0( ¢

Max File Slze: 25.00 MB Drag and drop a document to connect It

#9 Click Here to Upload File(s) -or- Drag and Drop

Select Service Reciplents

Mame Roles status Email Service Type Al

Andrea Colen Atornay {MI| (P12345) O standard acolen @imagesofting.com S |

lacguetynn Dermg Standard derngj@courts.m gav

Micheliz Telacky Court Regorter (12345] Standard mtelecky@Iimagesofting.com
Attorney {MI1] (PRI0EAD)
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You can add and serve counsel by selecting the "Add Other Counsel” button; provided they are
a registered user in TrueFiling. You can search by name, email or attorney number. They will
remain standard case contacts until they file an appearance in the case and are made verified
case contacts (as indicated in item 14).

Add Myself f Connected User | Add Other Counsel

Add Other Counsel

Search by name (first or last), email address, or Attorney Number (2 character minimumy)

Colen | Attorneys only? Search

Name Roles Organization Email
< Colen, Andrea Attorney (M) (P12345) Imagesoft Inc acolen@imagesoftinc.com
Test, Andrea Attorney (MI) (P123456) ajcolen2019@outlook.com

Cancel Add Selected

You can also add a one-time “Ad-hoc” recipient without making them an official case contact via
the “Add Recipient” button. Select the drop down menu under the service type column and
select "Courtesy Copy”. Note: A courtesy copy is not legal service and cannot be used for parties
in the case.

Select Service Recipients

Mame Roles Status Email Service Type < all

Sarsh Santini Pro Se Verified santinis @courts.mi.gov eServe v| @
o ) e-Serv
Attorney {MI) (p12345)

. Ad Hoc : :
George Smith GSmith@email.com Courtesy Copy v o
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Once a bundle is successfully submitted, the filer will be notified via a popup that a proof of
service will be automatically generated and submitted to the court on their behalf.

Submission Successful

Your submission was successful,

If you selected File and Serve, a proof of service will be generated by MIFILE and filed with the court
along with your submission. Only persons e-served will be named in the proof of service; persons
selected to receive a courtesy copy are not included. Parties in the case who were not selected for
service or who are not registered in MIFILE may need to be served the document by ancther
method as required by court rule or law. Click OK to go the History page and view the proofs of
service that have been generated by MIFILE and filed with the court.
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Service on the filings will occur as soon as the bundle is submitted by the filer. Below is a sample
of an emailed service notification.

MIFILE - Document Submitted and Served 0718-123456-CH, JANE DOE V. JOHN DOE

info@truefiling.com © Reply € Reply Al 7 Forward

To Andrea Colen Sat 7/20/2019 1:08 PM

The following documents were electronically submitted to the MI SCAQ Circuit Court and served by MIFILE, and a proof of electronic service has also been
submitted to the court.

All parties in the case who are not registered in MIiFILE may need to be served the document as required by court rule or law.

Case Number: 0718-123456-CH, JANE DOE V. JOHN DOE

Document Name: Notice of Judgment Lien

Document Type:  Motion

Served Document: Download

If you are unable to view the document using the hyperlink above, please copy and paste the entire URL into a web browser's address bar.
https://truefiling-efsp-uat.truefiling.com/openfiling/b719589a-294a-4e97-5703-08d70c795ff8/recipient/3e2 96df5-d cOf-407e-6e44-08d 70c7chb 808/ download

Document Name: Objection to Proposed Order

Document Type:  Attachment/Debtor Exam/Seize Property

Served Document: Download

If you are unable to view the document using the hyperlink above, please copy and paste the entire URL into a web browser's address bar.
https://truefiling-efsp-uat.truefiling.com/openfiling/7fd52 dc4-3c2b-4e48-570a-08d70c795ff8/recipient/3e296df5-dc0f-407e-6e44-08d70c7ch808/download

Proof of Service: Download
If you are unable to view the document using the hyperlink above, please copy and paste the entire URL into a web browser's address bar.
truefiling-efsp-uat.truefiling.com/filing/b719589a-294a-4e57-5709-08d 70c795ff8/proofofservice

E-served documents are available via the above links for one year. You should either print your documents or save them to your device.

The persons who were served the above document(s) are:

Andrea Colen (acolen@imagesoftinc.com)

*****This a-mail was sent from 2n unattended e-mail mailbox. Replies o this e-mail will be rejected. *==**

MIFILE is the Michigan judiciary’s electronic-filing system for filing and serving documents online. This system is available 24 hours & day, 7 days a wesk.

Home page: https://mifile courts. michigan gov/

CONFIDENTIALITY NOTICE: Thiz meszage and any associated documents have been sent vis MIFILE and may contain confidential information. The information is intended for individuals or legally defined interested persons associated
with the case to which this message applies. any individuzl not associated with the case is prohibited from dizseminating, distributing, or copying this message or any aszociated documents, downlozding the associated documents, or

taking amy action on the contents of this message or any associated documents. If you have received this communication in ermor, please delete the message immediately. Thank you.
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If a filer wants to delay service on filings until after the court has accepted a document and the
document has been stamped FILED by the court, they can do the following:

« Submit a bundle to the court without the “Serve” checkbox being selected.
* Wait for the court clerk to accept the documents.

« Upon receiving notification of the documents being accepted, download the FILED
stamped copy of the documents.

« Upload these FILED stamped copies of the documents to a bundle via MiFILE and flag it
to be e-Served but not filed with the court.

*  When the Serve Document option is selected, MiFILE will generate a proof of service for
the court but it will not be sent to the court automatically. Instead, the filer must either:
1)r prepare their own proof of service and submit it to the court, or 2) download the
MiFILE-generated proof of service from the case history, upload it, and submit it to the
court.
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17. Connected Filings

You may be required to file documents that must be attached to one another, such as a
pleading or motion (lead document) with an attachment (such as a lease or some other
supporting document), or multiple files that constitute one large document that exceeded the
25MB file size. The connected filings feature is used for these purposes. Below, we uploaded
three documents to simulate a three-part connected filing. It is important to name your
documents in accordance with standards established by the State Court Administrative Office so
that it is clear to the clerk the sequence within which they are connected and to identify whether
they are attachments or multiple parts of a single document.

Filing pisme Finsizn  Fling Type Uplosd Samtus Fee

weran 1 LLERE et siling s . v e m £ Edir % Remoie
“eror £2 AL KB selzct siling T . e it m £ Edit m

Miax Fite Sire: 75.00 MB Dvag andd drop a document ta connect it

# click Here to Upload File(s) -or- Drag and Drop

To connect documents, drag the second document (referred to as an attachment) on top of the
first document (referred to as the lead document) and release it when you see the blue bar. The
blue bar indicates that documents are connected. Then drag the third document up with the
first two documents to connect it. The chain link icons indicate that the documents are
connected. As you can see below, in this example you only specify the Filing Type for the Lead
document. However, in the case of a motion and supporting brief, the connected documents
would each have their own filing type.

Filieng M FilaSize  Fillng Tyau Status Fuu

Other documents can be added separately to the bundle and sent across with the connected
filing as needed. Not all documents in a bundle must be connected together, as shown below.
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File
Filing Mame Size
. e
: Moticn_01 2134
¥B
H D 2134
- Matign 02
: <o o
. )
: & Wation_ 03 a3
H 0 KB
. i
- smething Completely Diffarent et
KRB

Max File Size: 25.00 MB

#9 Click Here to Upload File|s) -or- Drag and Drop

Filing Typa:

otion (first) - S20.00

CONNECTED FILING

CONNECTED FILING

Drag and drop a document to connect it

Uplasd
Status

« £ 8

£0.00

Note: Because documents cannot be separated after they are connected together and

submitted to the court, use this feature only when required by court rule or law to attach one

document to another. Proposed orders and judgments must not be connected to other

documents, such as a motion or notice. A proposed order or judgment must be filed as a
separate document, as indicated MCR 2.602(B)(3), with its own filing type.
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18. Ad-Hoc Payments

On occasion, the court may request that a filer pay an additional amount related to a case
without needing to upload a filing. Common examples of this would be bond or inventory fees.
To do this, you'll need to navigate to the Case Details screen. This can be done via a Case Search
or via the Favorites screen (if you've favorited the case). Further, if you've already filed to the
case, it can be accessed from the History screen.

At the top of the Case Details screen, select the "Pay Additional Amount” button.

Case Details

MILEY CYRUS V. LIAM HEMSWORTH
2019-124567-C2
Ml SCAD Crcult Court

Casze Type: General Civil

¥ Case Contacts (3)

# Filings (2)

This will take you to the File to this Case page. The additional payment function is actually a
special type of filing that will be delivered to the court. It is not related to any filed document.

File to: Mi SCAD Circuit Court Clisind | Matter Nusnber [sptional)

Case Number: 2019-124567-C2
Case Title: MILEY CYRUS \. LIAM HEMSWORTH

Filey
|i:>|x-r|, Andrea [P12345) -

Filing Hame: Payment Type

’ Save Progress Cancel
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These types of payments are only used for a handful of reasons, which the filer will need to
select from via the dropdown.

File to: M1 SCAD Circuit Court et Mattor Numiber [optiomal)
Case Mumber: 20119124567 (7

Case Title: MILEY CYRUS V. LIAM HEMSWORTH

s T

Colan, Andrea [P12345) v |

AdiMot Peymant TS : e

For any items specifying that a “filer provided fee” will be used, the filer will enter into the fee
box the amount they have been ordered or requested by the court to pay.

Select Fayment Type

{as ordered) - Filer Provided Fee
oo
Fiter Provided Fee

Filing Mame Payment Type ter

AUHOC Paymignt

Once you've entered the fee amount or, selected a payment type with a predefined amount,
select the "Next” button and proceed through the payment steps.

File to: MI SCAD Clrcuit Court Chiurri / Watves Bumber (options)
Case Number: 20119-114567.CF
Case Title: MILEY CYRUS V. LIAM HEMSWORTH

s =
Colen, Andrea (P12345) v |
Filing Marsss [ [
B
|

Save Progress Cancel
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19. Prepaid Filings

A filer may have prepaid in person at the court for filings they have yet to submit. This may
occur when the filer does not have a credit card to pay through MiIFILE. MIFILE provides filers
with a special filing type of “Filing Fee Prepaid” to indicate that the fees associated with a bundle

have already been paid.

Navigate to the Case Filings page via the “File to this Case” button.

Case Detalls

RILEY CYRUS . LIAR HEMSWORTH

¥ Cava Contaotn {3)

¥ Filngs (7]

Proceed as you typically would to upload a filing and select “Filing Fee Prepaid” as the filing
type. This will alert the court that the filing fee has been prepaid and the filer will not be

prompted for payment on this filing.

File vo: M1 SCAD Clreuit Coun L arcinr Buivd ot (optoust])

Case Number: 2019-124567 L7
Case Title: MILEY CYRUS V. LIAM HEMSWORTH

File

|Colen, Andrea {P72345)

Fling Name File Sipe Filing Type

- 840 Ki
L. PR LRI
. i

Max File Size; 25.00 MB Drag and drop a document o connect it %
#% Click Here to Upload |s) -or- Drag and Drop

o]

Note: In order to file into an existing case, the case number must be in MiFILE. Depending on
when the court’s case management system is set up to send case data to MiFILE, a filer may not
be able to file documents the same day that the fees are prepaid. The filer should ask the clerk

for details in this regard.
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20. Notification Settings

A variety of notifications are available in MIFILE to inform filers of events related to their filings
and user account. Notifications can be configured to be sent via text message, e-mail, or both.
Notifications also may optionally be shared with individuals in your Connection network

To view your notification settings, navigate to the “Settings” option in the Navigation Pane.

Main Pages Case Searth
File § o
Casa Search
— Court Search by Case Number or Case Title I Search by Date
Favorites |{_0-J‘.( v Required...
Resources ‘
Help/Suppart Search Result (0)
Enmsail Activity

The notification settings pane is broken up into two sections: Your Notification Settings and

Network Notification Sharing.

% MNotification Settings

Manage your notifications settings.

These settings control which
notifications you receive (and
how).

Hotify me: Via Text:  Via Email: ;
When my documents are submitted 1o the Court 4 [ .
When a Payment transaction occurs L
When a Filing is marked as "Flled’ o
When & Filing is marked as 'Rejected [
When payment Information |s added or updated £
When my password is changed "
Select users in your Network you want copied on your email notifications.
T T T T S T T T T T TEy L T e T T O e
Nams Emill Adcreds tRucehind Foymet. Fled Rejected
| Andrea Test andreatestimagesoft@gmail.com L «
—| Margi Steiger msteiger@imagesoftinc.com - o o +
| Rebekka Kieta rkieta@imagesaftine.com + + - +

\ These settings allow you to “forward”

various notifications to your Connections
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Personal notifications are available via text message or email:

Manage your notifications settings. s ,

Notify me: Via Text: || Via Email:
When my documents are submitted to the Court 7
When a Payment transaction occurs L
When a Filing is marked as 'Filed' o
When a Filing is marked as 'Rejected’ 7
When payment information is added or updated s
When my password is changed i

The following options are available for personal notifications:

When my documents are submitted to the Court: This is sent after a bundle is sent to the
court, but before the clerk staff interacts with it.

When a Payment transaction occurs: This is sent after payment for a bundle is processed (but
not for $0 bundles).

When a Filing is marked as ‘Filed’: This is sent after the clerk has accepted the filing and
finished processing the bundle.

When a Filing is marked as ‘Rejected’: This is sent after the clerk has rejected the filing and
finished processing the bundle.

When payment information is added or updated: This is sent for security reasons when a
change is made to payment information.

When my password is changed: This is sent for security reasons when a change is made to
your account password.
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Glossary of Terms

Ad-Hoc Payments: A payment made by a filer that is tied to a case, but not to a specific filing (e.g.
escrow payment, deposit, other fee).

Courtesy Copy: An option that allows a filer to select an individual or entity who is not a party to the
case or required by law or rule to be served to receive a copy of a document.

Bundle: A group of filings that have been submitted together in a single transaction via MiFILE.

Bundle e-Form: The electronic form displayed to clerks within OnBase that shows a list of filings in a
bundle and the current status of each. Documents in the bundle are accessed from this form.

Case Contact: Case contacts are individuals who are on the list of potential service recipients within
TrueFiling. There are two groups of case contacts: verified case contacts and standard case contacts.
Verified case contacts are preselected for service and standard case contacts are NOT preselected for
service. Both groups are displayed on a list of potential service recipients.

Connection: A “link” between two user accounts in TrueFiling that can be initiated only by an attorney
that allows for mutual access to filing history, payment methods, and notifications.

Connected Filings: Two or more documents that are attached to one another. The first document is the
lead document or first part and the connected documents are attachments (such as a supporting
document) or one of several parts of a document that were split into multiple documents because the
document exceeded the 25MB file size limit. Connected documents are not merged into a single
document.

Custom Queries: Custom queries are “saved searches” that you can easily go back and execute as
needed. The custom queries available to the court are part of the solution and cannot be edited by court
users.

e-Notice: For documents that are directly imported into OnBase by court staff, an electronic notice (or
e-Notice) can be sent by court staff to alert case parties to a case filing.

MIFILE: The entire State of Michigan e-filing solution, consisting of the TrueFiling e-filing portal, the
OnBase Filing Review system, the Cloud DMS solution, and the integrations with court CMS/EDMS
systems.

OnBase: The portion of the MIFILE solution that court staff interact with; OnBase is a software product
created by Hyland Software.

TrueFiling: The portion of the MIFILE solution that filers interact with on the web to submit filings to the
court and make payments.
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TruefFiling Filing Type: All documents entering OnBase via MiFILE or import are assigned a TrueFiling
filing type. This value is used to identify the type of document coming into the system so specialized
“rules” can be applied to the documents, e.g. auto-coding.
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