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1.

Registering for Odyssey File & Serve

From the Home page click P

2. Complete the required fields, which are outlined in red: First Name, Last

w

w

6.

7.
8.

Name, Email Address, Password, Security Question, and Security Answer.

Register

Ligee Firea intormutinn ¢ Tenns a0 Qo - Conspieia

Registal for a Self Raptesented Account

Perfect for
- P10 Se Fiers
} - Firms with muttipie filers I E - Process Servers

- 8010 Attorney Practitionsrs - Landlords / Tenants

Click NEXT at the bottom of the screen.
Select Register for a self-Represented Account

. Complete the required fields, which are outlined in red: Address Line 1,

City, State, Zip Code, and Phone Number.
Click NEXT at the bottom of the screen.

Review Terms and Conditions page then click
Go into the email used to set up the account and click on the verlflcatlon

link in the email.
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Setting up a Payment Account

1. Once you are logged in and on your Filer Dashboard click the Actions

drop down and choose Payment Accounts.
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2. Click @ acgraymentaccount

3. Type a name for your account such as your bank name or credit card
company name in the Payment Account Name box.

4. Choose Credit Card from the Payment Account Type drop down
menu.

Payment Account Name

Chase Credit Card

Payment Account Type

Credit Cand

click Enter Account Information.

Enter all required information on the pop-up screen and click
Continue when finished.

7. Click Save Changes.
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Filing a New Case

. From the Home page click

. Sign in using your previously set up email and password. Click Sign In.
. Clickon oo

1

2

3

4. In the Location drop down choose Elkhart County
5

6

In the Category drop down choose either Civil or Family
In the Case Type drop down choose the case type that best matches your
filing.

Case Information

Location

 Elkhart County

Category

. Family P - Juvenile Palemity - $196.00

7. Click Save Changes at the bottom of the screen.

8. Click on each Required Party and fill in all information known for that party.
a. Click Save Changes after filling in the information for each party.
b. You are the Petitioner.

Parly Information

Lead Attorney

Party Name

Pelitioner Required Party

. Respondent Required Pany

9. Each document will need to be uploaded sépafately.
10.The first document to file is the Appearance form.
a. Choose Appearance from the drop-down menu titled Filing Code.
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b. Type Self-Represented Appearance in the Filing Description Box.
c. Choose yourself as the Filing on Behalf of in the drop down.

Filings

Filing Type Filing Code

EFtleAndSarve Appearance

Filing Description

. Seif-Represented Appearance
Ctient Reference Number

Gourtesy Copies

Filing on-Behalfof

‘Select the parties you are filing on behalf of o

11. Click on the upload button and choose your Appearance document. If you
are unable to find your scanned documents please ask an Access Center
employee to assist you.

31 (Required)

Cioud

3 °

Computer

L

12.Next you will have to choose a Security type.
a. If the document has any Social Security numbers on it then it has to
be a confidential document.
b. If there are no social security numbers on the document, then it can
be filed as a public document.

¥ et Py oS Sl T PR

GAL.pdf 575845 x
Description Security

GAL.pdt ‘ Click o select Securty o ¢
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13. You can choose to have you douments served by Sheriff by clicking on Add Optional Senvices and Fess

Optional Services and Fees Fee Amount Quantity Fee Totai

(@ Acd Options! Servicss and Fees

Optional Services and Fees

Shedff Service (7112017} - 328.00

14.Click Save Changes.

15. Repeat steps for each additional document you wish to file choosing the
appropriate Filing Code and typing an appropriate description for each
filing.

Filing Code Client Ref # Fiting Description

-

@ Anaadomer Fing

APP . Appearance Filed Seif-Represented Appearance

Filing Code Client Ref # Filing Description

Appearance Seif-Represented Appearance Actions v *
Appearance Civil Appearance Form Actions >
Proposed Notice Triage Questionnalre Actions ¥
Petition Verified Petition 1o Establish Pater.. : Actions ¥
Petition iniform Child Custody Junisdictio. . Actions ™
Petition Compliance Checklist Actions ¥ k
Proposed Notice Summons Faternity k Actions ¥
Proposed Order Fited Order Setting Hearing Actions >
Proposed Grder Filed Croer establishing Paternity, Cust., Actions ™

10 v items per page
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16. Once all of your documents are uploaded scroll down to the FEES section.

Total Fling Fes 30.00
Count Case Fee $196.00
Envelope Total: $196.00

Payment Account

Click to sefect Payment Account

Party Responsible for Fees

Click to select Parly Responsibie for Fees

Filing Attorney

Click 1o select Filing Attorney

undo

17.1f you are filing for a Motion for Fee Waiver, choose WAIVER from the
Payment Account drop down. If not, choose the payment account
previously set up and choose yourself as the Party Responsible for Fees.

18. Click Save Changes.

19.Put a checkmark in each of the Submission Agreement boxes.

SR

Each “lead document” 1 uploaded matches the filing code | selected for it

it filed a proposed order, I submitted 1t as 3 “lead document” with the filing code, “Proposed:-Order Filed.”

if1 filed any documénts consigered confidential undes Rules on Access 1o Court Records, 1 set the document security 1o confidential, ang, ¢
ticable, submitied-a Notice of Exclusion,

VR hunderstand thata document marked as 8 public document. whether e-fited or conventionally fled, may be posted on the Intemet

20. Click Summary.
21.If everything looks correct Click Submit at the bottom of the screen.
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Filing into an Existing Case

1. From the Home page click s
2. Sign in using your previously set up email and password. Click Sign In.
3. Clickon [ Case
4. In the Location drop down choose Elkhart County
5. Choose to search for your case either by case number
Sealact & Locsaton
Location B
i E‘Khaﬂ county o

Search for o Case by
Case Number Party Name

Case Number

or by the name of a party involved.
Setect 3 Location

Location

| Eikhar County

Search for g Case by

Case Number Party Name

Party is 3 Businass/Agency

Ssonsons

First Name Mcidie Name Last Name

Case Type Sort results by

6. Click Search at the bottom of the screen.
7. Click on the Actions drop down on the case you want to file into and choose
File into Case.

Location Description Case Type

Elkhart Superior Court 6 in Re’ the Marriage of C...  DC - Domestic Relations.... Actions ¥

8. Each document will need to be uploaded separately.
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9. The first document to file is the Appearance form.
a. Choose Appearance from the drop-down menu titled Filing Code.
b. Type Self-Represented Appearance in the Filing Description Box.

c. Choose yourself as the Filing on Behalf of in the drop down.

Fiiings '

Filing Type Fiting Code

EftleAndServe Appearance

Filing Description

- Bel.Represanted Appearance

Client:Reference Mumber

Courtesy Copies

Filing on Behalf of

‘Setect the parties you are filing on behalf of (i ]

10. Click on the upload button and choose your Appearance document. If you
are unable to find your scanned documents, please ask an Access Center
employee to assist you.

I Regusned)

Cioud

L
2 ke ©

Computer

11.Next you will have to choose a Security type.
a. If the document has any Social Security numbers on it then it has to

be a confidential document.
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b. If there are no social security numbers on the document, then it can
be filed as a public document.

GAL.pdf 2200
Description Security
| GAL.pdt Click o select Security

12. You can choose to have you douments served by Sheriff by clicking on

. Optional Services and Fees Fee Amount Quantity Fee Total

Optional Services and Fees.

Sheriff Service (71172017} - $28.00

13.Click Save Changes.
14. Repeat steps for each additional document you wish to file choosing the
appropriate Filing Code and typing an appropriate description for each

filing.

Filing Code Client Ref# Filing Description

APP - Appearance Filed Seif-Represented Appearance

Filing Code Client Ref # Filing Description

Appearance Seif-Represented Appearance Actions v
totion #dotion jo Continue Actions

Propesed Order Filed Crder to Continue Actions v .
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15. Once all of your documents are uploaded scroll down to the FEES section.

Total Filing Fee 30.00

Court Case Fee $196.00
Envelope Total: $1968 00

Payment Account

Click 10 select Payment Account

Party Responsible for Fees

Click to select Party Responsible for Fees

Filing Attorney

Click to select Filing Attorney

Undo

16.If you did not choose to use Sheriff Service, choose WAIVER from the
Payment Account drop down. If you did choose to use Sheriff Service,
choose the payment account previously set up and choose yourself as the
Party Responsible for Fees.

17. Click Save Changes.

18.Put a checkmark in each of the Submission Agreement boxes.

Submission Agreements

Each “lead document” | uploaded mafches the filing code | selected:for it

i1 tiled a proposed order, | submitted 1 as 3 “lead document” with the filing code, "Proposed Orger Filed.”

It filed any documents considered confidentiat under Rules on Access 1o Court Records. | set the document security 1o confidential, and, if
applicable, submitied a Notice of Exclusion.

Funderstand that a document marked as a gublic gocument, whether efiled or conventionatly filed, may be posted on the Infernet.

19. Click Summary.
20.1f everything looks correct Click Submit at the bottom of the screen.



