


The purpose of this User Guide is to provide step-by-step
instructions for registering to use the eFiling system.

For procedural questions, contact:
Appellate Court Records Section
Telephone: 503-986-5555

E-mail: appellateOReCourt@ojd.state.or.us

For technical support, contact:

Enterprise Technology Services Division's Help Desk
Telephone: 503-986-5582

E-mail: ITDHelp@ojd.state.or.us

Copyright © 2009, for the use and benefit of the Oregon Judicial Department, all rights reserved. You may
reproduce or copy this material for personal use or non-profit educational purposes, but not for resale or other

for-profit distribution unless you have the express written permission of the copyright holder.



Contents

Chapter 1: Portal Registration

Portal Navigation
Registration
Confirmation . ............ ... .. ... .. ... ...
Complete the Registration Process

Chapter 2: Portal Log In and Training

First-time Login .. ... ... ... ... ... .. ... ...
Online Training Requirements

Contents | i



ii | Oregon Appellate Courts eFiling Registration Process User Guide



Chapter 1 Portal Registration

Portal Navigation

In order to eFile, you must first register as a user of the Oregon Judicial Department
portal. Registering with the portal allows the eFile system to validate all users.

To reach the portal registration screen:

+ Click the Register Now link on the Oregon Supreme Court eCourt or Court of
Appeals eCourt Information page, located at
www.ojd.state.or.us/onlineservices/efile/index.htm.

QIJIN OnLine Home

SEARCH

Appellate | | Programs
Opinions

Cregon Courts Home > Online

eFiling will be unavailable due to maintenance starting Sunday, March 15th, 2009, at 10:00pm until
IMonday, March 16th, 2009, at 6:00am. We apologize for any inconvenience during this time.

Login To OJIN OnLine:

Select Your Site b

Not a Subscriber?
Sign Up Now

Reguest Additienal Profles

Court Websites |W

|Ccurtlialendar3 v|

About eFiling in the Gregon Appellate Court -
Logon to en*mg

Mew user? Reagister Mow.

About Us ) )

¥ Aboutthe Oregon Appellate eCourt
Get Started k

¥ Technical Support
Sl ¥ Ereguently Asked Questions
eFiling ¥ Dnline eFiling Tutorials

About the Oregon Appellate eCourt

The Cregon Appellate eCourt Program addresses the Oregon Judicial Depantment's (010} technology
needs and the needs of a geographically dispersed legal community. The Oregon Appellate eCourt
Frogram currently provides Oregon's legal community with the ability to submit documents to the cours,
payfiling fees, and will soon provide access to documents filed with the courts electronically from their
computers.

Currently, the Oregon Supreme Court and the Court of Appeals provide electronic filing and electronic
payment services. Inthe near future, the electronic content management system will allow users to
electronically access documents filed with the courts. These electronic services will ensure that Cregon's
legal community has electronic access to the appellate courts 24 hours a day, 7 days a week.

The Cregon Appellate eCourt Program replaces the OJD's antiquated technology with state of the art
technaology to help reduce costs associated with processing, tracking, and storing paper documents, case
information, and courtinformation. The Cregon Appellate eCourt Program furthers the appellate courts’
goals of providing access to justice, producing quality work products, and processing cases in an efficient
and timely manner.
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Register Now link


http://www.ojd.state.or.us/onlineservices/efile/index.htm

Registration

The OJD Registration screen requires you to submit information that matches what is on
record with the Oregon State Bar.

T

Registration Center = Attorney Registration = ? L

Launch §

Supreme eCourt

[
Opinions | Attorney Registration

Supreme Court
Attorney Registration

Calendar
) ) &8 NOTICE: Only begin the attorney registration 25 an anenymous user if you have no user account with the portal, If you zlready are 2 member of the
Public Service Hours portal, please log inta the portal and run the registration process again, Thank you!
Appellate Court Please note that the infarmatien you enter here must match exactly what is on recerd with the Oregen Stats Bar, You must have an email address
registered with the Oregon State Bar in order to register with this application, ¥eu can visit the OSE membership page here, All fields are required.
Records

N * Email Address |
Certificates of Good =

State of Oregon Law " Bar Number I—J

Library * First Mame |7J
Appellate Court Rules * Last Name 7] Informatlon entry area

—

|

* Werify Emazil Addrass |
Supreme Court Home =

Contact:

COregon Supreme Court
1163 State Street
Salem, OR 97301-2563

Standing

Phone: 503.986.5555

f_ﬁ)f_: EEE'EE,G'EE,G? £2008 Oregon Judicial Department

< | =

To register for eFiling:
1. Enter the following information:

= Oregon State Bar number
» First name

= Last name

» E-mail address

» E-mail address verification

2. Click Register

A confirmation e-mail will be sent to the e-mail address provided.
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Confirmation

After successful verification of the information you provided, a confirmation e-mail
containing your User ID and instructions for completing the registration process will be
sent to the e-mail address you provided during registration.

To complete the registration process:

+ Click the link provided in the e-mail to finish the registration process.
You will be routed to a screen to set your password.

testuser@ojd. state.orus,

‘ ) Ie

e

ﬁA Aftorney I.Re Qistration émail
eCourtRegistration@ajd. state or.us - Thursday 012072000 09:18 AM

Test User,
Your user ID is 012345, Please follow the link below to finish the registration process:

Link = hitp:fga counts oregon goviwps/p 2pip2pHandler isp?p2pkey=F % 2FROy% 2Btc TRJIL TXjh AKIASIQUunBOYRTHF 36RF SaYratV SMiwHGa25S1gldddiGbnSXal
nidftAaVuHTBniNz2xa|% 2BexgrygUVdaDNzrviviNurs 2Bbfwlnod &id=IRzl 2eSpaJeF D7 atmP QJ9A%30%3D &tp=tQbhddxmEGKDPmXnHYayTO%30%:

We have obtained the following information from the Oregon State Bar:

Bar Number: 012345

First Name: Test

Last Name: User

Email Address: testuser@ojd.state.or.us

Once you have registered, you can access the portal using the following link:
http-figa courts oreqon goviwps/portal

Thank you,
CJD Portal Registration Process

Please do not reply fo this email as this is only a nofification. Mail sent to this address cannot be answered.
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Complete the Registration Process

To complete the registration process, you need to set your password. Passwords:

= Must be a minimum of eight characters in length

= Cannot contain special characters such as @ # $

= Are case sensitive

Note: Passwords must be changed every 90 days. When you reset a password, it

47 cannot be the same as your previous three passwords.

To set your password:
1. Enter and verify your password.

2. Click Set Password.

[T (o BB F=gistration Center > Attorney Registration =

3

Log In

| Attorney Registration

Attorney Registration
The rules for passwerds are as follows
words must be 2 minimum of 8 characters in length,

rds cannot contzin special characters, [Example: @=3)
words cannot be the same as your pravious 3 passwords,

E A
o
n
n

Passwords are case sensitive,

* Password

* erify Passwerd
Set Password

pinions Court Rules Court Forms Law Library Courts Progra

Help Juror Info Jobs /o
Espaficl Text Only Site Site Tour Online Surv

£2008 Oregon Judicial Department

You can proceed and log in to the eFiling program.
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Chapter 2 Portal Log In and Training

First-time Login
After completing the registration process, you can log in to the eFiling system.
To log in to eFiling:

1. From the Appellate Courts eFiling information page, click the Logon to eFiling
button to access the portal login screen.

 Oregon Courts

SEARCH

Appellate | | Programs

Opinions Forms
€3 | R | & Oregon Courts Home > Online Senvices > Oragon Appellste sCourt Informaticn
¥ Aboutthe Oregon Appellate eCourt
QIJIN OnLine Home ¥ About eFiling in the Gregon Appellate Court Lngon Toeriing
¥ Technical Support =
P echnica .LIJJJ .
¥ Ereguently Asked Questions New user? Redister Now
3 g U,
Get Started ¥ Online eFiling Tutorials
Support
About the Oregon Appellate eCourt
eFiling

The Cregon Appellate eCourt Program addresses the Oregon Judicial Depatment's (00} technology
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The Log in page appears.

e

[T (W B Hcme = Online Services = 2 Log
Supreme eCourt

Opinions | Cnline Senices

Supreme Court

Calendar
i = User ID
Public Service Hours iq—i ForgOt
Appellate Court [Pias sl SR
| —
Your

Records

&8 Mot signed up yet? Sign up here,

State of Oregon Law ?
e Password?

Appellate Court Rules

Reset your passwerd enline here,

Certificates of Good Or contact the help desk by phens at
: [503)986-5582 or here,
Standing

SUPIEIE SN EONE ons Court Rules Court Forms Law

About U elf-Help Jurer Info Jobs /Wolunte
Contact: Sccessibi ext Only Site Site Tour Online 5
COregon Supreme Court o
1163 State Street £2008 Oregen Judicial Department

Salem, OR 97301-2563

2. Enter the User ID provided in your confirmation e-mail.
3. Enter your password.

4. Click Log in.

The first time that you log in to eFiling, you must complete the online training
course.

Online Training Requirements

After you log in to the Portal, you must complete training before using the eFiling system.
Use the link provided to navigate to the online tutorial page. Completion of the tutorial will
satisfy the training requirement.

iupreme eCourt e bt Bapiicn Searchi [0, B+ & 7 woow
Jpinions | Onling Serdces Corfiguration

iuprama Court

ialendar

tublic Service Hours
\ppellate Court
tecords

itata of Oregon Law
library

\ppellate Court Rules

lertficates of Good
itanding B2008 Orages Judicial Duparman

tupreme Court Home
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The online tutorial page offers both required training and informational
components. There are two components of required training:

= How to eFile an initiating document in a new case
= How to eFile a document on an already existing case

Clicking the eFiling an Initiating Document in a New Case link will take you
through both components without having to return to the welcome page.

jupreme eCourt Launch v |[EEEERIERIEEES anccha [,

Jpinions

iupreme Court

talendar . "

—_  Woelcome to Oregon Appellate eCourt’s online tutorial,

tublic Service Hours
This online tutorial has two required components: (1) how to eFile an initiating document in a new case; and (2) how to eFile a document on an already existing case. Artormeys

‘ppellate Court use the eFiling system must complete training. See ORAP 16.10. Completion of the requirad components of this online eFiling tutonial will satxsfy the training requirement and allow
complete the registration process.

tecords

itaof Cragonia This online tutorial also indudes two other components for your information: (1) an overview of the eFiling application, with detailed descriptions of various screens in the applicat
a0 it an overview of Chapter 16 of the Oregon Rules of Appellate Procedure, which govern eFiling.

dbrary

" . [Ifyouhave already completed training, and would like to retake part of the training as a refresher, click on the lnk for the component you would like to review. Completion of this

ippellate Court Rules also be helpful for staff working with attormeys whao will be using the electronic filing systam

“ertificates of Good To learn more about eFiling in the C'nequ'\ .-)cpe late Courts or to f|n6 su:nort contact mformatmn please see our Freguently Asked Ouestions nage. To view the Oregon Rules of 4

standing Procedure regarding eFiling, please visit: Dbl 1t Rl .

supreme Court Home Clicking on the “eFiling an Initiating Document in a New Case” link will take you through both components without having to retum to this welcome page.

ontack: ~ Required eFiling Tutorial

"00" Smme Court gFiling arsiryiisting Do |mgn|; in 3 New Case (required)

L63 State Stre
alemn, QR 97“}. 2563 (required)

wone: 503,986,5555
FAK: 503,986 5560 Additional eFiling Information

TTY: 503.986.5561

edia Contact: RAP CQvar
tephen Armitage
taff Attarney

After completion of the online tutorial:

+ Click Continue to finish the eFiling registration process.

Portal Log In and Training



1.

The eFiling Terms and Conditions screen appears.

m TR o+ 2
Jw'nions— Onling Serices [ Cofiguration

Supreme Court

Zalendar @ Welcoma to the ports

Bublic Service Hours

ippellate Court i

tecords

itate of Oregon Law
Abrary

ippellate Court Rules
certificates of Good
standing

supreme Court Home
ontack:

regon Supreme Court

L63 State Street
alern, OR 97301-2563

vone: 503.986.5555 # harmiul to the electro iy -
FAX: 503.986.5560 s
TTv: 503.986 5561

edia Cantact:
tephen Armitage [
taff Attorney

rone: 503.586.7023

The first time you access this screen, you must indicate that you agree with the
terms and conditions of the eFiling system before you can proceed with eFiling.

Select | agree, and then click Continue.

2. Click the Launch button to start the eFiling program.

Your registration process is now complete! The next time you log in to the eFiling program,

this screen no longer appears. After you log in the next time, the eFiling program starts
immediately. For instructions on eFiling, download or print the Oregon Appellate Courts

eFiling User Guide.
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