
Filer – Release 2 Updates 
1) When a submission is returned to the filer unfiled, the wording of the status in the My Filings 

Report has been changed from "Rejected" to "Returned Unfiled".   Also, the wording of the 

button to correct the submission has been changed from "Resubmit" to "Correct Draft".  

Remember to complete the process of sending the correct draft to the court.  

 
 

2) Filers now have the ability to export the Filing Charges report to an excel spreadsheet.  To access 

the Filings Report, select Cases from the menu.  Next select the Filing Charges option.  Select the 

appropriate month for the report.  To export this report, select the link "Export to file".  

 
 

3) When Decline to Take Action is selected from either the Clerk's Signature queue or the Proposed 

Orders queue, the reason for rejection will be included in the email sent to parties on the case.  

Also, if the original filer of the submission is not an official party on the case, they will also 

receive this notification.  

 

 

 

 

 

 

 

 



4) How to Amend Charges for Filers 

 

A.  Amending existing charges 

i. If Amending Existing Charges, select the Edit icon for the charge that is to be 

amended.   

 

 

ii. Enter the Statute number in the Search for Charge field.  Then select the Search 

button to find the matching charge.  Search for the Officer associated with the 

charge.  Select the Modify Charge button.  When finished select the Next 

button.  

 

 

 

 

 

 



B.  Adding a new charge 

i. Enter the statute number in the Search for a Charge field. Select the appropriate 

charge from the drop down list.  Enter the Office Date.  Search for the Officer by 

enter either the Badge Number or the officer's Name.  Then select the Search 

button.  Select the appropriate officer.  Select the Next button.  

 
 


