ILLINOIS SUPREME COURT COMMISSION ON ACCESS TO JUSTICE

Self-Represented Litigants

Register to E-file with Odyssey File & Serve
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— Register to e-file

Before you can electronically file (e-file) your court documents, you need to create an account with Odyssey
File & Serve.

1 - ~5 -~ sl :
=2 Choose toragister 3 new account

1. To create a new account and register as a user click: https://illinois.tylerhost.net/ofsweb

2. The Actions panel is where you sign into Odyssey File & Serve or register as a user.

3. Click Register.

Signin Register

The Register button takes you to the page where you can register in the system by using your name and
contact information. If you have already registered as a user, click Sign In. For detailed instructions on how to
Sign In to your account see Sign In to Odyssey File & Serve.

0 You will need:

v Email address. If you do not have an email address, you will need to create one. Commonly

used email accounts include: Gmail, www.google.com/gmail and Yahoo Mail,
https://mail.yahoo.com

v" Mailing address that is not a P.O. Box.

v Telephone number
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» Enter email, password, and create a security question

1. Enter your name, email address, and create a password.
2. Enter a security question and answer that you can easily remember.

3. Then click Next.

Register

User infremation  Fam Information - Terms and Condisons - Coamplete

First Name Middie Last Name
Emadl Address Pasaword

Secusity Question

I Srter 1 sanpke SUASHCH INAL 130 3N 2@ 3nsawred Uy ou Cxarpe Fan Mnear Mazeot I

Security Answer

If you forget your password, you may have to correctly answer your security question to be able
to access your account again. It is a good idea to write down and save your password and security
question and answer.

* Register as a self-represented litigant

1. If you do not have an attorney, you need to register for a self-represented litigant account and not a
firm account.

2. Click on the Circle to register as a self-represented litigant.

Register

User Information  Fum_Infopnatign  Terms and Conditions  Complets

Registration Options

Register for a Firm Account Requster for a Selt Reprecented Accaunt

Perfect for: Pecfect for:
- Attorneys - Pro Se Filers
- Firms with multiple filers - Process Servers
- Solo Attomey Practitioners - Landlords / Tenants O

Previous Next
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When you click on the button above, this alert will pop up.

3. Click on Continue as Pro Se.

i Before you register for
a Self-Represented
Account...
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1. Select the country where you live. The United States
of America is the default country.

Recps aluimn porats

Reyatee s aFam Acceunt Kol o 2 S Roprewsrted Acoat

Pt o

2. Enter your address and telephone number. e J i A
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0 Enter an address where you can receive mail during your legal case. This cannot be a P.O. Box.

* Read the Terms and Conditions e i G

Odyssay Flle & Serve Usage Agraement S
ot Salupt) Tow ‘-_"::w:"m_-:m g
1. Read the Terms and Conditions. = L

2. If you agree, click | Agree — Create My Account e e
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‘ Confirm your account through email

User Information  Firm information  Terms and Conditions ~ Complete

After you agree to the Terms and
Conditions, you will see this screen:

Congratuiations. you have successfuily reqgistered! -~
Email Address:

A venfication email has been sent to you. Click on the link mside your email to compiete the verification process

0 You must verify your email address to complete the registration process.

1. Login the email account you listed during step 2 to see the verification email.

2. Open the email and click the link to confirm your email address. The email will look like this:

/\”,‘_ ;DFYli;Eli_ New User Activation

You have been registered with the E-Filing System. Please, click on the link below to activate your account.

Click to Activate Account

If the link above is not accessible, copy this URL into your browser's address bar to view the document:
hitps /Ailinois tylerhost nevActivateAccount. aspx?id=e6b4 fbdc-23c8-4b9e-a043-
316f5bc2b083&0id=0F S3PROD&cid=ILPROD

Please update your password after you log into your account.

For technical assistance, contact your service provider
Odyssey File & Serve
(800) 297-5377

Ptease do not reply to this email. it was automatically generated.

3. Click on Click to Activate Account.

@
_— ®
A page will open with confirmation that your account ... ..
has been created. It will look like this: .....
L)

vour Odyssey File & Serve account has been activated.

Sign in now

0 If you do not see the email in your inbox, check your junk mail or spam folder in your email.

‘ You have successfully created your account with Odyssey File & Serve.
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ILLINOIS SUPREME COURT COMMISSION ON ACCESS TO JUSTICE

Self-Represented Litigants

Create a New Password in Odyssey File & Serve
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— Create a new password

If you forget your password, you need to create a new one. After several failed attempts to sign in to the
system, your account is locked. You will need to create a new password.

1. At the login screen, click Forgot Password?

2. Enter the email address you used when you
registered for your Odyssey File & Serve account.

3. Click Next.

4, Check the box next to I'm not a robot.

5. Click Reset Password.

EF-P 3703.1 Page 2 of 4

@ Prase sign in to centinue

Emall

Password

Forgot Password?

Please enter the email acddress associated with your account.

Email Address

Email Address

D I'm not a robot 9
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6. The following message will pop up. Check your email to find the link to reset your password.

A password reset link has been sent to the email address associated with your acceunt. If you 4o not see the password raset ematl in your Inbox. piease check 1o see if it was celivered 1o

your spam folder.

7. This is what the email will look like. Click click here.

8. Enter your new password in the first box and then enter the same new password again.

‘- ODYSSEY

G:’ eFlle“_" Password Reset Request

A request to reset your password has been processed. If you did not request a password reset, take no action. Your
will be left unatt

lTo complete your password reset, cick hml

If the link above is not accessible, copy and paste the URL below into your web browser:

https:/Atlinais tyleshost netResetPassword.aspx?nd=4bd5d3cd-85a0-417-90c9-12574262584 58 skey=798E4AAEB-A7D5-
457F 9631 3ECE07485505

For techinical assistance, contact your sefvice provider
Qdyssey File & Serve
(800) 297-5377

Please do not reply to this email. & was automaticalty generated.

9. Click Change Password.

EF-P 3703.1

To complete the process of resetting your password for your account. you will need to select a new password.

Email Address

New Password

Repeat New Password
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10. This message will pop up and confirm you successfully changed your password.

(
& &

B
hOR
Q

Your password has been changed successiully.

I Return 1o Cayssey File & Senve I

You have successfully created a new password. You can now login to
your Odyssey File & Serve account.
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ILLINCIS SUPREME COURT COMMISSION ON ACCESS TO JUSTICE

Self-Represented Litigants

Add a Payment Account to File with Odysséy File & Serve
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— Add a payment account

Before you can e-file your court documents, you must add a payment account. If there is a filing fee due, it
must be paid at the time of e-filing. If you cannot afford the filing fee, you still have to follow the steps to
Create a payment account, but can select "Waiver." This does not mean your waiver will be approved, and you
may have to create another payment account and pay filing fees if the waiver is denied.

If you can afford to pay your filing fee, you must have a credit card or a checking account to pay online.
If you do not have a credit card or checking account, one option is to buy a pre-paid debit card from

6 most major stores such as Walgreens, Walmart, or Target. If you want to pay in cash, you would need
to inquire with your local court to find out if they accept cash payments and what their process is for
paying the filing fee in person.

fﬂ-g? Click Payment Accounts under Actions

2 i ‘-
1. Click Actions. o
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3. Click Add Payment Account.

4. Enter a name for the account payment. You may name it

anything. This name is just so you can identify the payment
account.

5. Select how you want to pay. The options are: Credit Card,
eCheck, Gov. Agency Filing, or Waiver.

a. Credit Card also includes prepay debit cards.

b. eCheck means direct payment from a checking or
savings bank account.

c. Gov. Agency Filing option will not apply to a self-
represented litigant.

d. Waiver means that you are requesting the court to
waive your filing fees because you cannot afford the
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fees OR that you want to pay in cash.

o aqeacy rang

See the following pages for detailed information about each payment account type.
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N Credit card or prepay debit card

Paymen Accounts

1. To use a credit card or prepay debit card, choose Credit Card in
the drop down menu and create a Payment Account Name. This

name is just for you to know which card you entered. bt ot e
2. Click Enter Account Information. ——
. . e mui - E—
The card must be Discover, Master Card, or Visa.
- ==
3. Select the Credit Card bubble at the top. Enter your credit card =
or prepay debit card information and click Continue. :_‘:”““"’“'—“—""‘"‘““,“f‘""““””‘“"""‘““"'
e i ]
L e D SWeep
e C —]
i C—— ]
C 1
o C—
i ]
. . . . Bilng Detail
4. Review your card information, read the Terms and Conditions, —
and click Save Information. o=
:M'LNI
Terins and CondRfons
= EEEER
5. If approved, the payment account will be listed in the
@ Aad Payment Azcount
n n - M H
box and the word "Yes" will be listed under active. pomttccomtions  pomemcoen iy beo
| B Crot Card e | Actions »

‘ You may now e-file your court documents and pay with a credit card.
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™ oCheck (bank account)

1. To pay using your bank routing and account number,
choose eCheck in the drop down menu and create a '3;..“_,* s
Payment Account Name. This name is just for you to know

which account you entered.

2. Click Enter Account Information.

3. Select the eCheck bubble at the top. Under Account Type,

Payment Accounts

select whether you want to pay from your checking or S

savings account.

4. Enter that account information including account number

and routing number.

= 7]
; i
i i
: ~ .
Erad FeCa® TR
ethod of Payment
Accaunt Holder Information
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numbers on your check, click Routing Number —
Help under the Routing Number box.

0 If you need help finding your account or routing - C—

E | ]
Billing Detail
5. Review your checking or savings information, read the et
Terms and Conditions, and click Save Information. .
Terms and Conditions
6. If approved, the type of payment will be listed inthe | s wemwscn
box and the word "Yes" will be listed under active. Pepean Accoue s Pepeent Acsoun 1ype remes
oCheck Chech o ]

‘ You may now e-file your court documents and pay with an eCheck.
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R Fee waiver or cash

of—]
1. If you are going to file a fee waiver or want to pay in cash (and e |
you've confirmed your local court accepts cash payments) i
choose Waiver in the drop down menu and create a Payment ... ... .
Account Name. This name is just so you can identify the
payment account.
2. Click Save Changes. N
[ 1 ]
~

3. If you successfully chose Waiver, "Waiver" 4 APt it
will be listed in the box and the word "Yes" Parmans dccoum Kama  Prymens Accoune Trpa e
will be listed under active. = e =1 .

Important note about the Waiver payment account

> Selecting the Waiver Payment Account does NOT mean you will get mEoTTT T
your fees waived. You must upload an Application for Wavier of Court B e
Fees as a Lead Document. A judge will review your application or may ===

require you to appear in court. You will receive an order either

granting or denying your application. If your application is denied,

you will need to create another payment account and pay your filing =
fees. If you do not upload the Application, your filing may be rejected.

An Application for Wavier of Court Fees can be found under Fee Waiver for trial/circuit courts or
0 under Appellate for appellate courts: http://illinoiscourts.gov/Forms/approved/default.asp. For

more information about how to upload the Application as a Lead Document, see Upload Your
Documents in Odyssey File & Serve.

» Selecting the Waiver Payment Account does NOT mean you are allowed to pay in cash. You must
contact your local court BEFORE e-filing to find out if they accept cash payments. If they do not, you
CANNOT use the Waiver Payment Account for the purpose of cash payments and your filing may be
rejected.

‘ You may now e-file your court documents with an application for fee waiver or

cash payment.
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