E-file User Alert

Filings which include multiple lead documents per selected event are negatively affecting the court record and
are making it very difficult for Judicial Officers and Court staff to quickly find and efficiently locate selected
lead documents in the electronic record. Filers are being contacted in order to remedy this issue as soon as
possible. The Courts cannot resolve this filing issue alone and are asking for your help to avoid delays in
processing your e-filed documents. Please review and follow the proper e-filing procedure below. Thank you.

Correct way to file

Add a separate filing code for each document being submitted (refer to the filing guide or below for more
specific details). Each filing will then be visible as an event in the Register of Actions. The attachments
portion of the filing should only be used for documents that are a part of the lead document such as exhibits,
and NOT for filing separate documents.
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Below are two examples of an incorrect filing and the result on the court record.

e Lead document with multiple separate documents added as attachments

e Lead document containing multiple separate documents within the single document
In both cases only one filing code was selected for an entire envelope, which has various separate documents
being filed. When they enter the court system all documents are only available under the single filing code,
which means only one event in the Register of Actions. Judges are only able to see that one event and all other
documents submitted are basically buried when viewing the case electronically. The documents are hidden
from view because they all appear within the single event and in order to find them the judge needs to search
the entire large document.
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