USER GUIDE

eFiling for Existing Criminal and DV Cases
Washington, D.C. Superior Court




CRIMINAL AND DV CASES
= Casesin Criminal and DV are filed electronically by the prosecutors — CaseFileXpress will not be
used to initiate cases. Once filed, the new case will be available immediately for eFiling
= ex Parte motions may be eFiled but it is the filer’s responsibility to make sure that the
party(ies) which are not to be served are designated as “none” under the Service column on

the service list page.

= Sealed documents that are available to all parties but not the public can be eFiled, e.g. sealed
pleas, PSls, AVRs, notices of violations of release conditions.
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TIPS & GUIDELINES (Slide 1 of 3)

=  Login page located at https://dc.casefilexpress.com/Login.aspx

=  Know your User-ID and Password — case sensitive

=  The application is best viewed on IE 6+. Performance of the application cannot be guaranteed with other
browsers and operating systems, such as Macintosh Safari

=  Monitor your courtesy email notifications, as well as your dashboard daily for filing alerts or eservice
received

= If needed, filing delegates can be added/removed by your Firm Manager (contact client support if you are
not sure who that person is), the Manage Delegates link on your Dashboard, or CFX Client Support

=  When you file in a criminal case you must include the assigned Judge’s name in the “Special Instruction to
Clerk” field, found on the Confirm & Submit page.

=  The first party/person to file into a criminal case will need to add a case title and a service list for the case.

The case title field is mandatory but can be edited by anyone filing into the case. Please use the format US v
(Defendant Name) for case titles. Make sure the judge on the case is also on the service list.
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TIPS & GUIDELINES (Slide 2 of 3)

= The document type list is provided/controlled by the Clerk’s Office
= Select the correct document type from drop-down menu, ONCE, for the lead document

= Do not select document types for any supporting documents/attachments, e.g. exhibits — they are simply
additional pages to your filing

= After uploading the documents you wish to file, make sure, if there is more than one, to use the Merge All
Documents command to merge your documents into a single document for filing. The single remaining
document will be designated as your “Leading Document”

= Save and title your documents reflecting the content of the document (e.g. Motion to Continue, Notice of
Filing, Petition for..., Response to Motion, etc.) since the file name will displayed for each document as you
upload them.

= Know your case number — must be entered in an exact format. Case numbers are formatted as follows: four
digit year, three character case type, six digit sequence number. If you are uncertain, you can check your case
number on the Court’s website:

https://www.dccourts.gov/cco/

(example: 2016 CF1 123456)
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TIPS & GUIDELINES (Slide 3 of 3)

= Ifafilingis 25 pages or more, then a courtesy paper copy shall be submitted to the Judicial Officer presiding
over the case

= Social Security and Financial Account Numbers shall be redacted by the filer and, if the numbers are needed,
only the last four digits shall be used.

= |f the clerk rejects your filing, please correct based on the clerk’s comments and resubmit immediately,
rejected filings are NOT docketed.

= The service list is created by the filers - always confirm it is correct before submitting your filing. A listing of
PSA and CSOSA personnel, by team, is available under the FAQ section on the CaseFileXpress website. This
will aid you in determining who to add or select if you need to include a representative from PSA or CSOSA
on your service list. Note: USAO will funnel all filings through a single filer (Channing Phillips) and handle
distribution of filings internally.

= Review and confirm your service list includes the Judge on the case
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FILING REJECTIONS
Common Clerk-Related Rejections

= Proposed Order is not included with Motion filing

= Multiple documents not merged into a single document

= Certificate of service missing/not dated/outdated/not signed
= Case number not found

Use the following link to view a list of reasons for filing rejections:
http://fileandservexpress.com/dc
Follow the link shown for “Avoid Rejected Filings”
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ACCEPTABLE SIGNATURES
e “/s/” with printed name, or scanned signature image, are both acceptable above the signature line:

Example:

/s/ Brad Smith
Brad Smith, DC Bar Number: 999999
Smith & Jones, LLC
1200 Pennsylvania Ave
Washington, DC 20006
(202) 879-0000
brad.smith@aol.com

Typed name, address, telephone number, email address and, if applicable, Bar number must appear
under the signature line. An “/s/” or typographical signature shall be treated as a personal signature for

all purposes under the Superior Court rules, including Rule 49 of the Superior Court Rules of Criminal
Procedure “Filing and Serving Papers”
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LOGIN SCREEN

= Login page is located at https://dc.casefilexpress.com/Login.aspx
= Know your User-ID and Password — The are case sensitive
= The application is best viewed on IE 6+. Performance of the application cannot be guaranteed with

other browsers and operating systems, such as Macintosh Safari
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FILER DASHBOARD

= To start the filing
process, click the
Submit New Filing link
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SUBMITTING A FILING

= Click “Submit New Filing” on your Dashboard

= Choose whether you wish to file and serve or to just serve.
NOTE: Discovery Service carries a charge which applies to
all users, whether “fee exempt” or not.

= Choose the Filing Attorney from the dropdown list of
registered attorneys in your organization. If you are the
filing attorney your name will appear in the box.

= Click the Court Assignment box to open the list
= Select Criminal Cases as the Court Assignment

= Enter the Case Number using spaces, leading zeroes, capital
letters, etc., then press Tab. This will return the case title
and service list for the case. If you are the first to eFile into
the case a case title will NOT be returned and you must
enter one, using the format US v (Defendant Name). The
first filer will also be the first and only name on the Service
List, add others to the list if they are known.
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SERVICE LISTS

=  Remember, the filers create and maintain the Service List, not CFX or the court

= |f someone is missing, use the Add Attorneys & Judges link to add them (see next slide)

= The “Role” column designates the role for each party and can be changed if incorrect

= The “Service” column allows you to select who is served with the filing. “eServe” means that party
WILL be eServed, “None” means they will NOT be eServed. It is important to note that when you eFile
and eServe the documents are being filed and served simultaneously. Whether or not the court
reviews a filing immediately or not, or accepts or rejects the filing, the documents filed are served
immediately on whomever is designated for service. Documents eServed do not “go through” the
court and do not wait for the court to take action on the filing.

= The trash can icon removes that person from the Service List, do not use unless you are sure

= |f you accidentally delete a party from the service list, add them back before proceeding
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S
SERVICE LISTS - ADDING NAMES

To add a Judge to the Service List:

Enter first name as “judge” or

=  “magistrate judge”

n Enter judge’s last name

. Click Search

. Click “Add” next to judge’s name

= Click “Done”, returns to Service List.

1.

n Make sure judge’s “Role” is specified

= |tis NOT necessary to enter information into each search box before clicking on Search
= The search results are displayed below the search boxes

= (Click Add next to the name to add, then click Done to return to the Service List

= After adding someone make sure that you designate their Role in the case

= Once the Service List is accurate, click Next to proceed to the Upload Documents tab
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UPLOADING DOCUMENTS

=  You will select “Document Type” only once, for your lead document. You may wish to merge all
documents which will be filed together before uploading to save time.

=  After choosing Document Type, click Choose File to open your computer. Find the file with the
document you wish to file, then double click on the file name. This will load the file name and path
into the box to the right of the Choose File link. Note that there is a limit of 33 characters on file
names to upload, shorten the file name if it’s longer.

= Click Upload to upload the document to CaseFileXpress. If the document is not a PDF file
CaseFileXpress will convert it to one. If you have multiple documents to file repeat steps 2 and 3 until
your list of uploaded documents is complete.

= NOTE: If you are using the Discovery Service option, you will be required to enter a “Service
Description” instead of choosing a Document Type
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S
UPLOAD DOCUMENTS — MERGE DOCUMENTS

= |f you are uploading more than one document to file, use the Merge All Documents command to merge all of
the uploaded documents into a single document/file.

= Remember, filers are able to combine all documents before uploading the single merged document. This
would make merging the documents unnecessary.

=  Once all documents have been merged, the single, merged file will appear.
= |f you wish, you can right click on the single document/file name to open and confirm that it has
converted/merged correctly. You must click in the box next to “I have verified that the documents have

converted correctly” to proceed.
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S
SERVICES & FEES — EFILING OR DISCOVERY

= |f you have been retained to represent an individual charged in a criminal case (and are not appointed under
the Criminal Justice Act) you will be charged a filing fee to utilize CaseFileXpress. Any filing fee, discovery
service fee, taxes and credit card processing fees are shown on the third tab, “Services and Fees”. If your
organization is “fee exempt” you will not be charged a “filing fee”, but if you are using the Discovery Service
option fees will apply, see below.

= Please note that if you have selected “Discovery Service” on the first tab, “Filing Information”, you will be
charged a fee for this service, even if your organization is “fee exempt”. Fee exempt organizations are
exempt from “filing” fees but are not exempt from “discovery service” fees.
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S
SERVICES & FEES REVIEW

= |f the Document Type shown is incorrect, click to go back and change.
= |f your organization is fee exempt, or if you are filing as CJA the eFiling fee should be zero dollars.

= |f you are using CaseFileXpress for Discovery Service, there will be a charge even if your organization is fee
exempt or if you are filing as CJA.
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CONFIRM & SUBMIT PAGE

You must enter the assigned judge’s name in the “Special Instructions to the Clerk” box
= You can enter a note to the clerk in the box provided, if necessary.
Choose your payment method if the filing is not fee exempt. Click the down arrow in the “Select a Payment

Method” box, then choose between using a credit card already in the system or entering credit card
information for the current transaction.

CaseFlleXPreSS@

© 2017 CaseFileXpress 20



CaseFﬂeXpresw




S
EFILING SCENARIOS

= ExParte or Sealed Motions which cannot be shared with all parties can be eFiled (but can be filed on paper if
desired), but it is the filer’s responsibility to make sure that any party which is not to be served is designated
as “none” under the Service column on the service list page.

= Sealed documents and documents requested to be placed under seal can be eFiled using the document type
appropriate to your case and organization.

= Exhibits or other documents that are real objects (e.g. x-ray films or blueprints) cannot be eFiled;
= Documents that otherwise may not be viewed comprehensively in an electronic format cannot be eFiled
= Subpoenas for medical records cannot be eFiled

= Applications requesting that the filer be granted permission to proceed In Forma Pauperis in a particular case
cannot be eFiled
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REDACTION OF PERSONAL INFORMATION

= The Division adopted a privacy rule, Superior Court Rules Criminal Procedure Rule 49.1 “Privacy Protection
for Filings Made with the Court.”, which requires the filer to redact or remove from the public record the
following information: Social Security and financial account numbers.

= |f you must include such information in a particular filing, a motion should be eFiled (if you are a mandatory
eFiler or have registered for eFiling) seeking permission to file the unredacted document under seal and,
upon approval by the court, the unredacted copy can be filed under seal in paper form at the Criminal Clerk’s
Office in the Moultrie Court Building 500 Indiana Ave, NW, 4th Floor, Washington, D.C. 20001.
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EFILING ACKNOWLEDGMENT
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EFILING CONFIRMATION
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EFILING REJECTION
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ESERVICE RECEIVED
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PROOF OF ESERVICE
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FILE STAMPED COPY
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DC Superior Court website:
http://www.dccourts.gov

Hours of Operation:
Monday-Friday: 8:30am — 5:00pm
Saturday: 9:00am — 12:00pm (for filings only)

Criminal Clerk’s Office:
202-879-1373

Domestic Violence Clerk’s Office:
202-879-0157

Information & Records for non DVM cases:
202-879-1373

Information & Records for DVM cases:
202-879-0157

DC Superior Court website eFiling FAQs:
www.dccourts.gov/efiling
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Toll Free: 877-433-4533 or 877-l-eFiled
(24x7 phone support)

LiveChat
(during business hours 8am — 6pm ET)

Send us an email:
info@fileandserve.com

Our Home Page:
http://fileandservexpress.com/dc

Login Here:
https.//dc.casefilexpress/
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