File and Serve

How To Training
8/13/26



Quick Links




Getting Started

Case Search
Start Filing Filing History Drafts

Your Filing History

Click the START FILING button below to get started.

View filing history Case # 25PR02267
Draft # 809 Started at 08/12/2026 11:58 AM

Templates
View my drafts

Service Contacts

Case Search Bookmarks Templates

Case # 25pr02267 View my bookmarks View my templates

Marion

Search cases

You can navigate to each section by using the icons on
the left or by clicking into the specific boxes.



Adding Service Contacts to Firm Account

* Clickinto the Ilcon
* Ontheright side of the screen choose

* Fillinthe email and name for the contact
* Assistants and paralegals can be added in the section

* Select and

H Firm Service Contacts

First Name ‘ Last Name ‘ Email Address

E Service Contacts

Add Service Contact X

‘ ‘ Middle name

ce@ojd.state.or.us ‘ 15035893248

(s)
anne.m.black@ojd.state.or.us

Country
United States

Address Line 1

Address Line 2

City ‘ State - ‘ Zip Code

[ Add to Public List




Updating your user profile

To update your contact information, change your password, or set favorites and defaults :
* Select your initials in the top right of the screen

* Choose “Profile”
* Select to change your name or email address

* Choose to update a password
* Choose to customize what items you are notified on.
e Select to set specific locations, case categories or default payment account

2 Profile Information

First Name Last Name
Tammy Chance
Profile W Favorites and Defaults

Email
tammy.j.chance@ojd.state.or.us

Change Password .
Locations .
Default location

Email Notifications i i N i
B Change Password Favorites 4  Edit

No favorites selected.
Preferences

Favorites and Defaults Categories

Fa /' Edit

No favorites selected.

Case types

Favorites # Edit

No favorites selected.

A Email Notifications

Filing codes

Accepted Email Rejected Email Receipted Email
Submission Failed Email ‘Submitted Email .
No favorites selected.

Account Locked Email Returned For Correction Email Bulk Submission Email

Payment Accounts Default payment account
No default payment account selected




Filing a New Case

€« Start Filing

Start Filing

Click the START FILING button below to get started. w

File New Case

If you do not have a case number and you want to start a new case for the first time.

Case Search

Case # 25pr02267
Marion

Start New Case
Search cases

e Click the button
e Select



* Select the court location, case category and case type
using the drop-down menus

* Select to move to the next step

P New case filing Draft #810 @ ~

ocaselnformatinn @Parties @ Filings @ Service @ Summary

Case Information

* Court Location
Marion

This is the court where you are filing your case.

* Case Category
Probate or Mental Health

This is the type of case you are filing (Family, Probate, or Civil).

* Case Type
Simple Estate

If you can't find your case type, change the case category to see other case types.




Adding Parties

Fill in the information about each party
A warning icon will show for all required parties

In the party information section, an asterisk will show for the required sections
After each added party, select

Edit Party Details

Parties Party Information

Enter the name(s) of the people or entities involved in the case.

Party Type

e
* Decedent A + Add party details

* Affiant A + Add party details
+ Add More




Adding the documents

Click
Select the button

e Choose
e Choose the name of the document to file
e Select the client's name for

*Filing Type (Requireq)
Description

@ eFile Only (O eFile and Serve

Pick "eFile Only" to just electronically file your papers. Electronically file your papers with the court and have your documents sent to the
selected service contacts.

Filing Information
No Filings Added Yet

J—
At least one filing is required to complete the Filing Code

Affidavit - Simple Estate - AFSE - $124.00

+ Add Filing [ )
@ Client Reference Number

Comments to Court

‘ Filing on Behalf of

Bugs Bunny X | Select...



* Upload the document by selecting from a file or dragging and dropping
from a folder directly onto the upload area

 Add any emails of persons who need courtesy copies (client, legal
assistant, etc.)

Filing Requirements f

Upload Documents

To add more than one lead document to the filing, create another filing and upload your document.

* Lead Document (Required)

© 35 w4 T0 s Desktop » ANALYST v Search ANALYS

Organize +  MNew folder

Communications §
. . OneDrive - Pi Name Date modified Type Size
If you want someone to receive emails (for exampl” O EENLRE)

[%) DRAFT dac 8/12/2026 11:15 AM Adobe Acrobat D... 17 KB

If the court rejects a filing these email addresses ¢

Communications

If you want someone to receive emails (for example, a legal helper, family member, friend), input their email address below.
If the court rejects a filing these email addresses do not receive notification that the file was rejected by the court.

\\Add emails for anyone needing courtesy

copies (Client, assistant, etc)




Adding the filing fee

e Select to add any filing fee (not included with filing)

e Select

‘amily member, friend), input their email address below.
ification that the file was rejected by the court.

Additional services and fees

The additional services and fees you see below are based on the filing code you picked.

Type Fee Amount
APO1 - Amended Pleading Additional Filing Fee of $291.00
AP02 - Amended Pleading Additional Filing Fee of $294.00
APO3 - Amended Pleading Additional Filing Fee of $313.00
APO4 - Amended Pleading Additional Filing Fee of §585.00
APO5 - Amended Pleading Additional Filing Fee of $604.00
APO6 - Amended Pleading Additional Filing Fee of $898.00

Guardianship| initial papers §124.00

O
O
0
O
O
O
O
0
O

PTF-Initial Pty filing action $281.00




Service contacts cannot be added or served in brand new cases.
* Select button to proceed to next step

Service Contacts

***Per UTCR 21.100 (1) (a)
and 21.100 (2) (a) you must
add yourself as a service

contact when filing an
electronic action. Once a
new case is accepted, go
back into system and add

No Service Contacts Added Yet. yourself as a service contact.

1 * k%
Please click the 'Add' button above to add a service contact. See S l.| d e 1 6




* Add the payment account associated
* Select the client responsible for the fee
* Associate the attorney’s name with the filing

Fees

You must select a payment account even if there are no fees.

* Payment Account
Test Visa

* Party Responsible for fees

| Bugs Bunny

Filing Attorney
Daniel Parr




* Select button to ensure the filing fee is added
* Click to continue filing

Fee Breakdown

Once you've picked your payment account, click the button below to see

the total fees. FEE' Breakdnwn l:\ Calculate Fees

{ calculate Fees

Case Initiation Fee

Simple Estate £0.00

Filing Fees

Affidavit - Simple Estate - AFSE £124.00

Grand Total $124.00




* Review all information for accuracy

* Click the button to file
* Or select if not ready to file

Case Information

Court Location Case Type Case Category
Marion Simple Estate Probate or Mental Health

Parties

Party Type Party Name Lead Attorney

Decedent Yosemite Sam

Affiant Bugs Bunny

Filings

Filing Code Filing Type Filing Description Client Ref #

Affidavit - Simple Estate - AFSE eFile Only

Will - Last Will and Testament - LWTR eFile Only

Fees

Payment account Party responsible for envelope fees Filing attorney

Test Visa Bugs Bunny Daniel Parr

Case Initiation Fee

Simple Estate $0.00

Filing Fees
Affidavit - Simple Estate - AFSE $124.00

Save Draft And Exit




Add yourself as a service contact
after case Is accepted

* Find your case in the search function

* In the actions box, select and
* Click and select and what party you are associated with
* Select

= JAIME R MATTISONvsJoseph A Mattison
Case # 21DR02426

Location Case Type

Marion Dissolution




ILing Into an existing case
R

i Search For Case

If you are not sure your case number is correct, refer to the formatting instructions for the selected court.

File Into Existing Case

Location

If the case was started by you or someone else and you have the case number to find the Marion

case.

Type in your case number as it appears on your case documents. If you cannot find your case, you can
search for it using this site: https://webportal.courts.oregon.gov/portal or you can contact the court where
the case is filed.

File Into Existing Case Please note that File & Serve does not display case parties in confidential cases such as juvenile and civil

commitment cases.

mber

26pb01874

Sort Results By
Newest to Oldest

Select

Enter the county and case number

Associated Party: Joseph A Mattison - Respondent

Service Method

Select

Robert J Custis

Select from the drop-

‘ EServe

down menu

 Contact any opposing attorney/s and ask them to add
themselves to the case if they are not listed.

Case Type

Contact Information

eoriley@gevurtzmenashe.com

Contact Information

fic@rjcustislaw.com

Estate - General




e Select from the drop-down menu

* Select the button to review parties in case

* If your pleading adds a new party, select button and add party information
(Ex: your client is an objector not listed in the case)

* Inthe party information section, an asterisk will show for the required sections
* Select

* After all parties are confirmed or added, select button to continue

1 Results

Location: Marion Case Number: 26pb01874

& |0 the Matter of: Tyrone S Sheesley

= Case # 26PB01874

Location Case Category Case Type
Marion Probate or Mental Health Estate - General

Party Information

Enter the name(s) of the people or entities involved in the case.

Party Type Party Name
* Petitioner ° Susan Carter
* Decedent o Tyrone § Sheesley

Personal Representative ° Susan Carter

+ Add More

Contact Information

You need to know the party's full address to add it. If you do not know the party's full address, you can e-file without the physical address.

< Case Information Filings -

Country

United States

‘ Address Line 1

‘ Address Line 2




Adding the documents

Parties

Select the button

Party Type

* Decedent @

I Choose

+ Add More

Choose the name of the document to file
Select the client's name for

Description

*Filing Type (Reavired)

(O eFile Only (@ cFileand Serve (O Sservice Only

Pick "eFile Only" to just electronically file your papers. Electronically file your papers with the court and have your documents sent to the Your filing will only be sent to
selected service contacts. the court.

No Filings Added Yet

At least one filing is required to complete the

Filing Information

. . *Filing Code
+ Add Filing Accounting - Annual - ACAN

‘ @ Client Reference Number

Comments to Court

Filing on Behalf of

Susan Carter X ) Select...




* Upload the document selecting from a file or dragging and dropping from a folder directly
onto the upload area

* Add any emails of persons who need courtesy copies (client, legal assistant, etc.)

* Select to add any filing fee (not included with filing)

* Select

Filing Requirements

'
Filing Requirements
The additional services and fees you see below are based on the filing code you picked.

Upload Documents

Type Fee Amount

To add more than one lead document to the filing, create another filing and upload your document.
Amnd Annual/Final Accounting from [<50K] to [10M or more] $1,141.00

* Lead Document (Required) Amnd Annual/Final Accounting from |<50K| to [1M - <10M| $556.00
Amnd Annual/Final Accounting from |<50K] to [SOK - <1M] $263.00
Amnd Annual/Final Accounting from |TM - <10M)] to |10M or more| $585.00
Amnd Annual/Final Accounting from [S0K - <1M] to [10M or more] $878.00
Amnd Annual/Final Accounting from |SOK - <1M] to [1M - <10M)| $293.00
APO1 - Amended Pleading Additional Filing Fee of $291.00
APO2 - Amended Pleading Additienal Filing Fee of 5294.00

77 5 Desktop > ANALYST e Search ANALYS
APO3 - Amended Pleading Additional Filing Fee of $313.00

Organize + New folder

Communications

. . OneDrive - P Name Date mnd\fi;‘d Type Size
If you want someone to receive emails (for examp @ — AP0S - Amended Pleading Additional Filing Fes of s50100
|f th 't " t fl th | dd |'_| DRAFT doc 8/12/2026 11:15 AM Adobe Acrobat D...
e court rejects a filing these email addresses d -

AP04 - Amended Pleading Additional Filing Fee of $585.00

[m]
O
[m]
O
[m]
O
O
[m]
O
[m]
O

Communications
If you want someone to receive emails (for example, a legal helper, family member, friend), input their email address below.
If the court rejects a filing these email addresses do not receive notification that the file was rejected by the court.

\\Add emails for anyone needing courtesy

copies (Client, assistant, etc)




Adding service contacts

» After alldocuments are uploaded, select the button

* Select the attorneys associated with the case

* |f you are not on the list, click and select and what party you are
associated with

e Select

Select

to move to the next step.

elope Size: 78.64 MB.

Filing Code Filing Type

eeeee

No Service Contacts Added Yet.

ne service contact is required to proceed.
above to add a service contact.

Tammy Chance

Service Method

EServe

|« ritings |



e Select

button to ensure the filing fee is added

* Click to continue filing

Fee Breakdown

Once you've picked your payment account, click the button below to see

{ calculate Fees

the total fees.

Fee Breakdown &) Ccalculate Fees

Cptional Service Fees

Amnd Annual/Final Accounting from |[<50K]| to 50K - <1M]| $263.00

Grand Total $263.00




* Review all information for accuracy

* Click the button to file
* Or select if not ready to file

Case Information

Court Location Case Type Case Category

Marion Estate - General Probate or Mental Health

Case Initiation Date

Parties

Party Type Party Name Lead Attorney

Petitioner Susan Carter HUNTER B EMERICK
Decedent Tyrone S Sheesley

Objector Minnie Mouse

Personal Representative Susan Carter HUNTER B EMERICK

Filings

Filing Code Filing Type Filing Description Client Ref #

Accounting - Annual - ACAN eFile and Serve

Service Details

Recipient Name Associated Party Service Methods

Tammy Chance Susan Carter

Fees
Payment account Party responsible for envelope fees Filing attorney

Test Visa Susan Carter Daniel Parr

Optional Service Fees
Amnd Annual/Final Accounting from |<350K]| to [50K - <1M)]| ($263.00 x 1) $263.00

Grand Total %$263.00

Save Draft And Exit




erving documents without filing in court

Description

e Select the button
e Choose

Upload the document

Select from a file or drag and drop from a folder
— directly onto the upload area
Y P

Select

*Filing Type (Required)

() eFile Only (O eFile and Serve @ Service Only

Pick "eFile Only” to just electronically file your papers. Electronically file your papers with the court and have your documents sent to the Your filing will only be sent to the selected service contacts and will not be filed with
selected service contacts. the court.

Filing Information

Fi Cod
g Code Filing Requirements g4

Upload Documents
@ Client Reference Number P

To add more than one lead document to the filing, create another filing and upload your document.

* Lead Document (Required)

Drag files here or

o> Desktop > AMALYST < Search ANALYS

Organize +  New folder

Communications ;
. ) OneDrive - Py Date modified Type
If you want someone to receive emails (for examp @

. . . 2026 11:15 AM Adobe Acrobat D...
If the court rejects a filing these email addresses ¢




The filing will only show as service and the description section
Is always blank.

* Select the button to move to next steps




Adding service contacts

After all documents are uploaded, select the button
Select the attorneys associated with the case

If you are not on the list, click and select and what party you are
associated with

Select
Select to move to the next step.

elope Size: 78.64 MB.

No Service Contacts Added Yet.

At least one service contact is required to proceed.
Please click the 'Add" button above to add a service contact.

|« ritings |



 Add the payment account associated

* Select the client responsible for the fee

* Associate the attorney’s name with the filing
* Select to move to next step

Fees

You must select a payment account even if there are no fees.

*Payment Account
Test Visa

* Party Responsible for fees

| Bugs Bunny

Filing Attorney
Daniel Parr




* Review all information for accuracy

* Click the button to serve
* Or select if not ready to serve

Case Information
Case Tyne Case Cabegory

Estate - General Probate or Mental Health

Pecty Mame Lead Abiormey

Patitioner Susam Carter HUNTER B EMERICK

Decedent Tyrone 5 Sheesley

Objector Minnie Mouse

Personal Representative Susam Carter HUMTER B EMERICK

Filings

Filirg Coxde

Service Details

Racipssnl Hams v by Serace Methady

Debbie Barlow ESarve

Fees
Payment Moot Party respo erveiope tees Fling attomey
Waiver Account Daniel L. e Daniel Parr




Envelope Detail

(Case # 25PROMEENE - Envelope # 142899(®

Service

Status Service Contact Name

Served “, David
Served e il

Roeker, Carlene

Status Service Contact Name
Served ey Rebecca -
Roeker, Roger

Status Service Contact Name

Served Wl Jennifer |

Other

Court notifications

Service Contact Name

W, cnnifer s

Contact Information
david @ sl o
emily @ . com

Contact Information

rebecca@ N

Contact Information

Hcom

Contact Information

Search by Party Name

Firm Name

Service Method

EServe

EServe

Service Method

EServe

Service Method

EServe

Firm Mame

Search by Service Contact

2 Ser
Date Opened
Not Opened

Not Opened

1 Service Contact(s)
Date Opened

Not Opened

Date Opened

Not Opened

Service Metl

Smtp Log

{
“eventType": *Delivery”,

reply@efilingmail.tylertech.cloud”,

Date Opened

06/30/2026 8:56 AM PDT

Copy to Clipboard

"0100013f19026423-204b3c39-e23a-4c80-9415-115f0b095fed -000000",

headersTruncated": false,
“commonHeaders™: {

“from": [
“no-reply@efilingmail.tylertech.cloud"

o-reply@efilingmail.tylertech.cl
*: “Tue, 30 Jun 2026 14:50:14 +0000",

messageld": "0100019f19026429-204b3 233-480-9415-115f0b095fed-000000",

subject”: "Notification of Service for Case: 25PRO

ource:
“TLSV1.

sesioperation”: [

for filing Judgment - Proposed - PPJG, Envelope Number: 14279
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