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Attorneys, Contacts and Self-Represented Filers

The Contacts and Attorneys page is used to add and manage contacts, attorneys, and self-represented
filers to a firm. You can select some or all of those listed for document e-service for a case.

This page is also used by administrators to invite users to join the firm’s TrueFiling Law Firm site and
enable those users to submit filings. The administrator can manage the users who can log on to the site
(Login Users), including assigning the roles and rights. Administrative activities are detailed in the

TrueFiling Administrator Guide.

Select Settings >> Contacts and Attorneys in the navigation pane to access the Contacts and Attorneys

page.

Contacts and Attorneys

TrueFiling allows Login Users to file documents on behalf of attorneys for a law firm or on behalf of self-represented filers. Login Users can associate attorneys, self-
represented filers and contacts with cases for e-servicing. All filings must have an attorney or a self-represented filer as the responsible filer. However, a legal assistant

or another attorney can file on behalf of any attorney for the firm.

Attorneys

Self-Represented Parties

Add New Self-Represented Filer

Lixie, Erin
IS
elixie mail.com

No phone numbers on file

Login User

Foley, Ryan ?'(

rfoley@email.com

No phone numbers on file

Login User

s on file

Unclassified

Jones, Todd b

twesterman@email

Cell Phone: 3;3—995—5599@

Login User | Contact

fmanna@email.com
fmanna@email.com

gzarkis@email.com x
gzarkis@email.com

NOTE: For non-administrative users, the “X” in the upper-right corner of the placard (which is used to
remove the person from the firm’s site) is not displayed.
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Those listed on this page are identified on their placards as:

e  Attorney: An attorney in your firm that can be associated to a case or be served a case filing
(assuming service has been specified for the filing or bundle).

o  Self-Represented Party: A self-represented filer.

e  Contact: Any person that can be selected to be served a case filing (assuming service has been
specified for the filing or bundle). Contacts may include employees, clients, and firm staff.

e  Login User: Any person who can log on to a firm’s TrueFiling site and submit filings.

e Admin: A member of a firm’s TrueFiling Law Firm site that is responsible for:
e Inviting / managing Login Users
e Managing court favorites
e Managing payment accounts
e Managing firm settings

NOTE: The Unclassified section lists existing Login Users whose roles and responsibilities must be
updated by an administrator. See the TrueFiling Administrator Guide for details on managing Login
Users.

© 2014 ImageSoft, Inc. 3
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Managing Contacts

A contact is a member of the firm’s TrueFiling community that can be selected for service (if e-service is
specified) for a bundle.

You can add a new contact for your firm, add a new contact for your firm and associate them to a case,
add an existing firm contact to a case, remove a contact from a case, and remove a contact from the
firm (this functionality is available only to Firm administrators). You can also add an opposing counsel as
a case contact.

It is important to understand that a contact is not an attorney. An attorney must be associated with a
case. See Managing Attorneys later in this section.

Adding a New Contact for your Firm

A new contact can be added through:

o The Contacts and Attorneys page (accessed through Settings >> Contacts and Attorneys in the
navigation pane).

e An existing case — using this method adds a new contact and automatically associates the
contact with the case.

© 2014 ImageSoft, Inc. 4
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Adding a New Contact through Contacts & Attorneys

To add a new contact to the firm:

1. Select Settings >> Contacts & Attorneys in the navigation pane. The Contacts and Attorneys
page is displayed.

Contacts and Attorneys

TrueFiling allows Login Users to file documents on behalf of attorneys for a law firm or on behalf of self-represented filers. Login Users can associate attorneys, self-
represented filers and contacts with cases for e-servicing. All filings must have an attorney or a self-represented filer as the responsible filer. However, a legal assistant
or another attorney can file on behalf of any attorney for the firm.

Attorneys
Add New Attorney

= Chaudhuri, Terry X = Foley, Ryan x = Mayernik, Daniel *
& tc@email.com & rfoley@email.com & dmayernik@email.com

Mo phone numbers on file No phone numbers on file Home Phone: 24!-999-5989@

Login User | Attorney

Self-Represented Parties
Add MNew Self-Represented Filer

=| Lixie, Erin x
& elixie@myemail.com

No phone numbers on file

Contacts

Add New Contact

Dellinger, Lori x Jones, Todd x
% Idellinger@email.com twesterman@email.com

No phone numbers on file Cell Phone: 313—999—9999@

Login User | Contact

Unclassified

fmanna@email.com X gzarkis@email.com
fmanna@email.com gzarkis@email.com

2. Review the Contacts section to ensure the contact you want to add does not already exist.

© 2014 ImageSoft, Inc. 5
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3.

7.

Click Add New Contact. The New Contact dialog window is displayed.

New Contact o x
Contact Information Roles and Rights
First Name* Last Name* Role*
[Riley Jackson | Firm Staff / Employee / Client ¥
pddress Attorney Number State Issued
[123 Main st | <
City Stats Zip
[ann Aror | 1103 | [ Allow this person to login and submit filings

Allow this person to be a firm administrator
Email Address®
|rackson@email.com |

Confirm Email Address*
|mackson@ema\l com |

By checking this box, you acknowledge that the entity you

are creating/modifying is nat oppesing counsel and is instead 3
Home Phone person associated with you ar your law firm. This box must be

d:l) —:l 'cjr::s:se: before you can dlick the OK button to complete the
Work Phone

(raa_}[sss [1711]

Cell Phone

COLH ]

OK Cancel

Input the Contact Information for the new contact. A red asterisk (*) indicates a required field.
Ensure Firm Staff / Employee / Client is specified in the Role field drop-down list.

Attorney Number and State Issued are not allowed for a contact so those fields are disabled.

For Administrators Only

You can use this form to add a new contact, but you can also use it to issue an invitation to the
contact to join your firm’s TrueFiling site and enable the contact to submit filings.

See the TrueFiling Administrator Guide for complete details on inviting new users to join
the firm and assigning rights.

If you are not an administrator, the Allow this person to login and submit filings and the Allow
this person to be a firm administrator options are disabled.

Select the check box to verify the contact can be added to your firm.

NOTE: You must select this box to verify this individual is associated with you or your law
firm and is not an attorney from the opposing counsel. If the box is not checked, this
contact cannot be added.

Click OK to close the dialog window.

The Contacts and Attorneys page is re-displayed; the new contact will be added.

NOTE: The new contact is not yet associated with any case.

© 2014 ImageSoft, Inc. 6
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Adding a New Contact through an Existing Case

This process will add a new contact and associate that contact to a case.

1. Perform a case search and select the appropriate case from the results returned. Part of the Case
Details page is displayed.

Contacts associated with the case are listed in the Contacts section.

Attorney Mayernik Test Firm tc@email.com Remove From Case

Attorney 15 Support thansel@email.com
Contact Mayernik Test Firm twesterman@email.com
Self-Represented Filer  Dellinger, Mayernik and Smith LCC elixie@email.com
Attorney Mayernik Test Firm dmayernik@email.com
Contact Mayernik Test Firm rryan@email.com
@ Ryan, Amy Attorney Mayernik Test Firm aryan@email.com
B8] add ::':a::@ Add New Contact Add —iE:"i.'@ Add New Attorney Add Self-Represented File @ Add New Self-Represented File @ Find Opposing Counse

2. Ensure that the new contact is not already a firm contact:

a. Click Add Contact in the Contacts section. The Add Existing Contact dialog window,
which lists your firm’s contacts who are not associated with the case, is displayed.

If the contact you want to add is on the list, that contact already exists, and you don’t
need to add the contact to your firm. Proceed to Adding an Existing Contact to a
Case later in this section.

b. If the contact is not on the list, click Cancel to close the dialog window. The Case
Details page is re-displayed. You can add this new contact to your firm through this
page. Proceed to step 3.

© 2014 ImageSoft, Inc. 7
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3. Click Add New Contact in the Contacts section. The New Contact dialog window is displayed.
The case number is listed in the dialog window heading.

Add Contact for Case 2011-028408-NI [=] 3
Contact Information Roles and Rights
First Name* Last Name* Role*
‘R\Iey Jackson I Firm Staff / Employee / Client
Address Attorney Number State Issued
[123 Main st | v
City State Zip ) R
‘Ann Arbor | ‘45103 [[] Allow this person to login and submit filings

Allow this person to be a firm administrator
Email Address*

[fackson@email.com |

Confirm Email Address*

|qackson@ema\\ com ‘ By checking this box, you acknowledge that the entity you
are creating/modifying is not opposing counsel and is instead a

Home Phone person associated with you or your law firm. This box must be

] checked before you can click the OK button to complete the

() ! procese

Work Phone

(734 P[sss [1111

Cell Phone

C O H ]

OK Cancel

4. Input the Contact Information for the new contact. A red asterisk (*) indicates a required
field.

5. Ensure Firm Staff / Employee / Client is specified in the Role field drop-down list.

Attorney Number and State Issued are not allowed for a contact so those fields are disabled.

For Administrators Only

You can use this form to add a new contact, but you can also use it to issue an invitation to the
contact to join your firm’s TrueFiling site and enable the contact to submit filings.

See the TrueFiling Administrator Guide for complete details on inviting new users to join
the firm and assigning rights.

If you are not an administrator, the Allow this person to login and submit filings and the Allow
this person to be a firm administrator options are disabled.

6. Select the check box to verify the contact can be added to your firm.

NOTE: You must select the box to verify this individual is associated with you or your law
firm and is not an attorney from the opposing counsel. If the box is not checked, this
contact cannot be added.

7. Click OK to close the dialog window.

The Case Details page is re-displayed. The new contact is added to the Contacts section and is associated
with the case.

© 2014 ImageSoft, Inc. 8
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In addition, the Contacts and Attorneys list—accessed through Settings >> Contacts and Attorneys—is
also updated with the new contact. The contact can now be added to other cases. See Adding an
Existing Contact to a Case below.

Adding an Existing Contact to a Case

When a contact already exists, and you want to add them to a case:

1. Perform a case search and select the appropriate case from the results returned. The Case
Details page is displayed.
2. Review the Contacts section to ensure the contact is not already associated with the case.

Contacts

Attorney Mayernik Test Firm te@email.com Remove From Case

Attorney 1S Support thansel@email.com
Contact Mayernik Test Firm twesterman@email.com
Self-Represented Filer  Dellinger, Mayernik and Smith LCC elixie@email.com
Attorney Mayernik Test Firm dmayernik@email.com
Contact Mayernik Test Firm rryan@email.com
B Ryan, Amy Attorney Mayernik Test Firm aryan@email.com
Add :c.*:a::@ Add New Contact Add —i(:"i.'@ Add New Attorney (&S] Add Self-Represented Filer @;:: lew Self-Represented File @ Find Opposing Counsel

3. Click Add Contact in the Contacts section.

The Add Contact dialog window that lists all existing firm contacts who are not associated
with the case is displayed.

Add Contacts for 2011-028408-NI

Last Name Title Email
] Delinger Lori Contact Idellinger@email.com
D Kieta Becky Contact rebekkakieta@email.com

Smith Toni Contact tsmith@email.com

Add Selected

NOTE: A message is displayed if no contacts have been added to the case. You must add a
contact. See Adding a New Contact through Contacts and Attorneys earlier in this section. You
can also directly add a contact to this case. See Adding a New Contact through an Existing Case
earlier in this section.

4. Select the check box beside a contact to add. More than one contact can be selected.
5. Click Add Selected.

© 2014 ImageSoft, Inc. 9
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The Case Details page is re-displayed. The selected contact is displayed in the Contacts section, which

indicates the contact is now associated with the case.

Adding Opposing Counsel to a Case as a Contact

You can add an attorney from another firm as a case contact. This attorney can be selected for servicing
for a bundle.

1. Perform a case search and select the appropriate case from the results returned. The Case
Details page is displayed.
2. Inthe Contacts section, click Find Opposing Counsel. The following dialog window is displayed.

Find Opposing Counsel

Opposing Counsel Lookup

Attorney
Lookup

Search Attorney Name, Attorney Number, Email Address, or Firm Name
Roberts | | Search |

[#]Include Contacts and Pro Per

You can search for an
Attorney from another
firm and add them as
a case contact.
Search Results
To include Contacts
and Pro Per filers in There are no items to show in this view
your search results,
select the Include
Contacts and Pro Per
option.

The selected
individuals will be
added to the Contacts
section on the Case
Detail page.

Add Selected Cancel

3. Input the search criteria needed to locate the attorney—attorney name, attorney number,
firm name, or email address.

4. If you want to include Contacts and Self-Represented Filers in the search results, select the
check box for Include Contacts and Pro Per.

© 2014 ImageSoft, Inc. 10
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5. Click Search. The search results are displayed. All instances of the search criteria are listed.

Find Opposing Counsel

Attorney Lookup

You can search for an Attorney
from another firm and add
them as & case contact.

To include Contacts and Pro
Per filers in your search
recults, select the Include
Contacts and Pro Per option.

The selected individuals will be
added to the Contacts section
on the Case Detail page.

Opposing Counsel Lookup
Search Attorney Name, Email Address, or Firm Name

‘Hobens

Include Contacts and Pro Per

Search Results

Full Name Firm Name Title Attorney Number  State

Roberts, Michaels, Roberts, and Keith, LLC  Attorney eroberts@email.com P21934 MI
Jesse

[ wilson, Michaels, Roberts, and Keith, LLC ~ Attorney swilson@email.com P70194 MI
Shannon

[] Daniels, Michaels, Roberts, and Keith, LLC ~ Contact garrettd@email.com MI
Garrett

[] Robertson, Pro Per mrobertson@email.com Pro Per MI
Marelle

Add Selectd I Cancel

NOTE: Search results are limited to the state in which the Court resides.

6. Select the check box beside the person(s) you want to add to the case as contact(s).
7. Click Add Selected. The individuals selected are added to the Contacts section on the Case

Details page.

Associating a Court-added Contact to a Case

A case contact can be added by the Court or another law firm. If the email address of this contact is

identical to the email address of a member of your firm’s site, that person is listed in the Contacts

section of the Case Details page in yellow highlight:

Contacts

Information:

and need to be linked to your TrueFiling Firm.

% Chaudhuri, Terry Contact
A Jones, Todd Contact
% Lixie, Enn Attorney
S Mayernik, Daniel Attorney
& Ryan, Amy Attorney
& Dellinger, Lori Attorney

w Contact Add Attorney @ Add New Att

Mayernik Test Firm
Mayernik Test Firm
Mayernik Test Firm
Mayernik Test Firm

Dellinger, Mayernik and Smith LCC

Add Self-Represented Fi er@ Add Mew Self-Represented Filer LJ; Find Opposing C

Link To Firm

ove From Case

tchaudhuri@myemail.com

twesterman@email.com

elixie@email.com & From Case
dmayernik@email.com Remove From Case
aryan@email.com Remove From Case

loridellinger@dmsemail.com

In such instances, you’ll want to link this person to your firm for this case. Linking will update the

The following contacts were added to this case by someone outside your firm. However, the email addresses associated with the contacts are registered with your firm

person’s contact information on the Court’s side with the contact information that already exists within

your firm’s site. This process will ensure that the Court has the most up-to-date contact information for a

case contact.

© 2014 ImageSoft, Inc.
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1. Click the Link To Firm button.

The contact’s information listed in the Contacts sections will reflect the contact information your
firm has for them:

Contacts

@ Chaudhuri, Terry Contact Mayernik Test Firm tchaudhuri@email.com Remove From Case
A7 Jones, Todd Contact Mayernik Test Firm twesterman@email.com Remove From Case
& Lixie, Erin Attorney Mayernik Test Firm elixie@email.com Remove From Case
4 Mayernik, Daniel Attorney Mayernik Test Firm dmayernik@email.com Remove From Case
W Ryan, Amy Attorney Mayernik Test Firm aryan@email.com Remove From Case
% Dellinger, Lori Attorney Dellinger, Mayernik and Smith LCC loridellinger@dmsemail.com

Add Scif-Represented Filer (@) Add New Seif-Reprasented F Eflﬁ Find Opposing Counsel

Add Contact E’é Add New Contact Add Attorney E’é Add New Attorney

Editing a Contact’s Information

Contact information and the role assigned to a contact can be edited. If you are an administrator you
can also edit login rights and reset a Login User’s password.

NOTE: Changes made here are not propagated to other cases with which the contact is associated.
You must explicitly remove and re-add this person to the other cases.

1. Select Settings >> Contacts & Attorneys in the navigation pane.
2. Locate the contact on the Contacts and Attorneys page.
3. Click the contact’s placard. The Edit dialog window for the contact is displayed.

Notice: Changes to the information below will nat be propagated down to any of the cases this contact is already associated with. To update
the contact information for a case, this contact must be explicitly removed and re-added to that case.

Contact Information Roles and Rights

First Name* Last Name* Role®

|Jeﬂme | ‘Andersoﬂ | Firm Staff / Employee / Client v

Attorney Number State Issued

Address Lt v
[456 Main St. |

Cit State Zip [ Allew this persen to login and submit filings

Ann Arbor [Michigan — ~] |48103 [ Allow this psr=on to bs a firm sdministrator

Email Address*
p— . This user was created on Wednesday, July 15, 2014.
Please notice that email janderson@email.com cannot
Confirm Email Address* beichanaed,

s T n This user last changed their password on Tuesday, June
10, 2014. By resetting the password, an email with 3 new
S system generated password will be sent to the user.

C b H ] -, PO

Woark Phone

{73+ )/ 558 s
Cell Phone By checking this box, you acknowledge that the entity you
i b .|:| are creating/modifying is not opposing counsel and is instead &
person assaciated with you or your law firm. This box must be
checked before you can click the OK butten to complete the
process.
oK Cancel

© 2014 ImageSoft, Inc. 12



TrueFiling™ User Guide — Attorneys, Contacts & Self-Represented Filers

4. Make any required changes to the contact information.

NOTE: You cannot change a user’s email address once the user has been created.

5. If required, you can change a user’s role. Be aware that if you change a Self-Represented Filer
to another role type, the information associated with the filer is removed. A confirmation
dialog window is displayed to confirm the change.

Similarly, you can change an Attorney to another role type. Again, the information associated
with the attorney is removed. A confirmation dialog window is displayed to confirm the
change.

For Administrators Only

To reset a Login User’s password, click Reset Password to send the user an email that
contains a new system generated password. This process is detailed in the TrueFiling
Administrator Guide. This option is not visible to non-administrative users.

Indicate if TrueFiling login rights should be granted by selecting (grant) or de-selecting
(deny) the box beside the Allow this person to login and submit filings option.

Specify whether administrator rights should be granted by selecting (grant) or de-
selecting (deny) the box beside the Allow this person to be a firm administrator option.
This option cannot be selected unless the user has been granted login rights.

If you are not an administrator, these options are disabled.

6. Click OK to close the dialog window and save any edits made. Click Cancel to leave the dialog
window and not save the changes.

Removing a Contact from a Case
This process will remove a contact from a case but not from the firm:

1. Perform a case search and select the appropriate case from the results returned. Part of the Case
Details page is displayed.
2. Locate the contact in the Contacts section.

Attorney Mayernik Test Firm te@email.com

Attorney 1S Support thansel@zmail.com

Contact Mayernik Test Firm twesterman@email.com

Self-Represented Filer  Dellinger, Mayernik and Smith LCC elixie@email.com
Attorney Mayernik Test Firm dmayernik@email.com
Contact Mayernik Test Firm rryan@email.com

Attorney Mayernik Test Firm aryan@email.com

© 2014 ImageSoft, Inc. 13



TrueFiling™ User Guide — Attorneys, Contacts & Self-Represented Filers

3. Click the Remove from Case option beside the contact to remove.

No confirmation dialog window is displayed. The selected contact is simply removed from the case.

Removing a Contact from the Firm

NOTE: This functionality is available only to administrative users.

To remove a contact from the firm:

1. Select Settings >> Contacts & Attorneys in the navigation pane. Part of the Contacts and
Attorneys page is displayed.

Contacts

@ Add New Contact

Dellinger, Lori }( Jones, Todd
Idellinger@er twesterman@er

No phone nu Cell Phone: 313-593-95359

Login User Contact

2. Click the X in the upper-right corner of the appropriate placard to remove the contact. A
confirmation dialog window is displayed.

Remove Contact

Jones, Todd

Are you sure you wish to remove this contact from your firm? Please
note that this only removes the contact from the firm's contact list, not
from any cases. To remove a contact from a case, visit the case detail
page.

Remove

3. Click Remove. The Contacts and Attorneys page is re-displayed; the contact is removed from
the firm.

© 2014 ImageSoft, Inc. 14
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This process will not remove a contact from a case. When the Case Details page is displayed, the contact is
identified in the Contacts section as “Removed from Firm.”

Contacts

.& Chaudhuri, Terry Contact Mayernik Test Firm tchaudhuri@email.com Remove From Case
@ Jones, Todd **REMOWVED FROM FIRM** Mayernik Test Firm twesterman®@email.com Remove From Case
@ Lixie, Erin Attorney Mayernik Test Firm elixie@email.com Remove From Case
:!i_F Mayernik, Daniel Attorney Mayernik Test Firm dmayernik@email.com Remove From Case
i Ryan, Amy Attorney Mayernik Test Firm aryan@email.com Remove From Case
@& Dellinger, Lori Attorney Dellinger, Mayernik and Smith LCC

loridellinger@dmsemail.com

add Contact [N Add New Contact Add attorney () Add New Attomey @) add Self-Represented F fr Add New Self-Represented Filer [ Find 0pposing Cou

See also Removing a Contact from a Case earlier in this section.
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Managing Attorneys

An attorney is responsible for the filings submitted for a case. You can add a new attorney to your firm,
add a new attorney and associate them to a case, associate an existing attorney to a case, remove an
attorney from the case, or remove an attorney from the firm.

NOTE: An attorney from your firm must be associated with a case. It is important to recognize that any
attorney from another firm you add to the case is considered a contact, NOT the associated attorney.

Adding a New Attorney for your Firm
A new attorney can be added to your firm through:

e  The Contact and Attorneys option (accessed through Settings >> Contacts and Attorneys in the
navigation pane).

e An existing case — this method adds a new attorney and automatically associates the attorney
with the case.
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Adding a New Attorney through Contacts & Attorneys

To add a new attorney to the firm:

1. Select Settings>> Contacts & Attorneys in the navigation pane. The Contacts and Attorneys
page is displayed.

Contacts and Attorneys

TrueFiling allows Login Users to file documents on behalf of attorneys for a law firm or on behalf of self-represented filers. Login Users can associate attorneys, self-
represented filers and contacts with cases for e-servicing. All filings must have an attorney or a self-represented filer as the responsible filer. However, a legal assistant
or another attorney can file on behalf of any attorney for the firm.

Attorneys
Add New Attorney

= Chaudhuri, Terry x Foley, Ryan x = Mayernik, Daniel x
& tc@email.com rfoley@email.com & dmayernik@email.com

Mo phone numbers on file No phone numbers on file Home Phone: 2:8-999-8989@

7

Login User | Attorney

Self-Represented Parties
Add New Self-Represented Filer

Lixie, Erin x
= 2
& elixie@myemail.com

No phone numbers on file

Contacts

Add New Contact

Dellinger, Lori x Jones, Todd x
ldellinger@email.com twesterman@email.com
Cell Phone: 313-99?-9999@

No phone numbers on file

Login User | Contact

Unclassified

fmanna@email.com x gzarkis@email.com
fmanna@email.com gzarkis@email.com

2. Review the list to ensure the attorney you want to add is not already a member of your
TrueFiling firm.
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3.

N o wv s

9.

Click Add New Attorney. The New Attorney dialog window is displayed.

New Attorney ax
Contact Information Roles and Rights
First Name* Last Name* Role*
[Jennie Anderson | Attorney v
Address Attorney Number™ State Issued
[455 Main | [pasas
City State zip X P
‘Ann Arbor | |43103 [[] Allow this person to legin and submit filings

Allow this person to be a firm administrator
Email Address™
|Jandersun@ema\\,cmm |

Confirm Email Address*

|jancerson@ema.com | By checking this box, you acknowledge that the entity you
- are creating/modifying is not opposing counsel and is instead a

Home Phone person associated with you or your law firm. This box must be

] checked before you can click the OK button to complete the

{4 p 1 process.

Work Phone

(734 D[222 [[1111

Cell Phone

C O H 1]

OK Cancel

Input the Contact Information for the new attorney. A red asterisk (*) indicates a required field.
Ensure Attorney is specified in the Role field drop-down list.

Input the Attorney Number.

Select the state in which the Attorney Number was issued (State Issued field).

For Administrators Only

You can use this form to add a new attorney, but you can also use it to issue an invitation to the
attorney to join your firm’s TrueFiling site and enable the contact to submit filings.

See the TrueFiling Administrator Guide for complete details on inviting new users to join
the firm and assigning rights.

If you are not an administrator, the Allow this person to login and submit filings and the Allow
this person to be a firm administrator options are disabled.

Select the check box to verify the attorney is a member of your firm and has rights to file for
your firm.

NOTE: You must select the box to verify this individual is associated with you or your law
firm and is not an attorney from the opposing counsel. If the box is not checked, this
attorney cannot be added.

Click OK to close the dialog window.

The Contacts and Attorneys page is re-displayed; the new attorney has been added.

NOTE: The new attorney is not yet associated with any case.
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Adding a New Attorney through an Existing Case

This process will add a new attorney and associate the attorney to a case.

1. Perform a case search and select the appropriate case from the results returned. The Case
Details page is displayed.

Attorneys associated with the case are listed in the Contacts section.

Attorney Mayernik Test Firm tc@email.com Remove From Case

Attorney 15 Support thansel@email.com
Contact Mayernik Test Firm twesterman@email.com
Self-Represented Filer  Dellinger, Mayernik and Smith LCC elixie@email.com
Attorney Mayernik Test Firm dmayernik@email.com
Contact Mayernik Test Firm rryan@email.com
B Ryan, Amy Attorney Mayernik Test Firm aryan@email.com
85 add ::':?;:@ Add New Centact Add Attorney @ Add New Atterney Add Self-Represented File E@ Add New Self-Represented File E‘@ Find Oppesing Counse

2. Ensure the new attorney does not already exist in the Contacts and Attorneys list.

a. Click Add Attorney in the Contacts section. The Add Attorney dialog window, which
lists your firm’s attorneys who are not associated with the case, is displayed.

If the attorney you want to add is on the list, that attorney already exists, and you do
not need to add him or her to your firm. Proceed to Adding an Existing Attorney to a
Case later in this section.

b. If the attorney is not on the list, click Cancel to close the dialog window. The Case
Details page is re-displayed. You can add the new attorney to your firm through this
page. Proceed to step 3.

3. Click Add New Attorney.
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No v e

9.

The New Attorney dialog window is displayed. The case number is listed in the dialog window
heading.

Add Attorney for Case 2011-028408-NI B x

Contact Information Roles and Rights

First Name* Last Name* Role*

‘Jennie Anderson ‘ Attorney ~

pddress Attorney Number* State Issued*

|46 Main st | [pssas

City State Zip .

‘Ann Arbor | |48103 [[] Allow this persen to legin and submit filings

Allow this person to be a firm administrator
Email Address™
|Jandersun@ema\\,cmm |

Confirm Email Address*
|Janaer50n@emau.com |

By checking this box, you acknowledge that the entity you
are creating/modifying is not opposing counsel and is instead a
Home Phone person associated with you or your law firm. This box must be

(l:l) ﬁ:l ;:;::g before you can click the OK button to complete the
Work Phone

(734 pl222 1111

Cell Phone

C O]

0K Cancel

Input the Contact Information for the new attorney. A red asterisk (*) indicates a required field.
Ensure Attorney is specified in the Role field drop-down list.

Input the Attorney Number.

Select the state in which the Attorney Number was issued (State Issued field).

For Administrators Only

You can use this form to add a new attorney, but you can also use it to issue an invitation to the
attorney to join your firm’s TrueFiling site and enable them to submit filings.

See the TrueFiling Administrator Guide for complete details on inviting new users to join
the firm and assigning rights.

If you are not an administrator, the Allow this person to login and submit filings and the Allow
this person to be a firm administrator options are disabled.

Select the check box to verify the attorney is a member of your firm and has rights to file for
your firm.

NOTE: You must select the box to verify this individual is associated with you or your law
firm and is not an attorney from the opposing counsel. If the box is not checked, this
attorney cannot be added.

Click OK to close the dialog window.

The Case Details page is re-displayed. The new attorney is added to the Contacts section and is

associated with the case.
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In addition, the Contacts and Attorneys list—accessed through Settings >> Contacts and Attorneys—is
updated with the new attorney. This attorney can now be associated with other cases. See Adding an
Existing Attorney to a Case below.

Adding an Existing Attorney to a Case

When an attorney already exists, and you want to add the attorney to a case:

1. Perform a case search and select the appropriate case from the results returned. The Case
Details page is displayed.
2. Review the Contacts section to ensure the attorney is not already associated with the case.

Contacts

Attorney Mayernik Test Firm te@email.com Remove From Case

Attorney 1S Support thansel@email.com
Contact Mayernik Test Firm twesterman@email.com
Self-Represented Filer  Dellinger, Mayernik and Smith LCC elixie@email.com
Attorney Mayernik Test Firm dmayernik@email.com
Contact Mayernik Test Firm rryan@email.com
Attorney Mayernik Test Firm aryan@email.com
Add :c.*:a::@ Add New Contact Add -:;:'~a,-@ Add New Attorney [&5] Add Self-Represented Filer @;:: New Self-Represented File @ Find Opposing Counsel

3. Inthe Contacts section, click Add Attorney.

The Add Attorney dialog windowthat lists all existing attorneys who are not associated
with the case is displayed.

Add Attorney for 2011-028408-NI

Last Name First Name Title Email
[0 Smith Toni Attorney tonismith@email.com
[]  Steiger Marci Attorney msteiger@email.com

Zarkis Greg Attorney gzarkis2@email.com

Add Selected

NOTE: A message is displayed if no attorneys have been added to the case. You must add an
attorney. See Adding a New Attorney through Contacts and Attorneys earlier in this section.
You can also directly add an attorney to this case. See Adding a New Attorney through an
Existing Case earlier in this section.

4. Select the check box beside the attorney to add. More than one can be selected.
5. Click Add Selected.
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The Case Details page is re-displayed. The selected attorney is displayed in the Contacts section, which
indicates the attorney is now associated with this case.

Associating a Court-added Attorney to a Case

An attorney can be added as a case contact by the Court or another law firm. If the email address of this
attorney is identical to the email address of a member of your firm’s site, it will be listed in the Contacts
section of the Case Details page in yellow highlight as:

Contacts

. Information: The following contacts were added to this case by someone outside your firm. However, the email addresses associated with the contacts are registered with your firm
and need to be linked to your TrueFiling Firm.

@ Chaudhuri, Terry Attorney tchaudhuri@myemail.com

4 Jones, Todd Contact Mayernik Test Firm twesterman@email.com Remaove From Case
& Lixie, Erin Attorney Mayernik Test Firm elixie@email.com Remove From Case
4 Mayernik, Daniel Attorney Mayernik Test Firm dmayernik@email.com Remove From Case
1 Ryan, Amy Attorney Mayernik Test Firm aryan@email.com Remove From Case
% Dellinger, Lon Attorney Dellinger, Mayernik and Smith LCC loridellinger@dmsemail.com

B8 7dd contact Add New Contact Add Attorney Add New Attorney

Add Self-Represented Fi er Add Mew Self-Represented F E’@ Find Opposing Counsel

In such instances, you'll want to link this attorney to your firm for this case. Linking will update the
attorney’s contact information on the Court’s side with the contact information that already exists

within your firm’s site for this attorney. This process will ensure that the Court has the most up-to-date
contact information for a case contact.

1. Click the Link To Firm button.

The attorney information listed in the Contacts sections will reflect the contact information
your firm has:

Contacts
& Chaudhuri, Terry Attorney Mayernik Test Firm tchaudhuri@email.com Remove From Case
4 Jones, Todd Contact Mayernik Test Firm twesterman@email.com Remove From Case
& Lixie, Erin Attorney Mayernik Test Firm elixie@email.com Remove From Case
4 Mayernik, Daniel Attorney Mayernik Test Firm dmayernik@®email.com Remove From Case
' Ryan, Amy Attorney Mayernik Test Firm aryan@email.com Remove From Case
A Dellinger, Lori Attorney Dellinger, Mayernik and Smith LCC loridellinger@dmsemail.com
Add Contact E’é Add New Contact Add Attorney E'é‘ Add New Attorney Add Self-Represented Filer E’é Add New Self-Represented Fi e‘@ Find Opposing Counse
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Editing an Attorney’s Information

Contact information and the role assigned to an attorney can be edited. If you are an administrator you
can also edit login rights and reset a Login User’s password.

NOTE: Changes made here are not propagated to other cases this attorney is associated with. You
must explicitly remove and re-add this person to the other cases.

1. Select Settings >> Contacts & Attorneys in the navigation pane.
2. Locate the attorney on the Contacts and Attorneys page.
3. Click the attorney’s placard. The Edit dialog window is displayed.

Edit Attorney

B x

Notice: Changes to the information below will not be propagated down to any of the cases this contact is already associated with. To update
the contact information for a case, this contact must be explicitly removed and re-added to that case.

Contact Information

Roles and Rights

First Name* Last Name* Role*

|Jenﬂie | ‘Anderscn Attorney M

Hadress Attorney Number* State Issued®

[456 Main St ipaass Michigan 5
Citr Zi

|Almn — | sn:?::‘g“ v ‘4‘;1 = | Allow this person to login and submit filings

Email Address*

Confirm Email Address*

Home Phone

C b H 1
Work Phone
(734 ][sss [[1111 |
Cell Phone

C ]

[] Allow this person to be a firm administrator

This user was created on Thursday, September 05,
2013. Please notice that email janderson@email.com
cannot be changed.

This user last changed their password on Wednesday,
October 08, 2014. By resetting the password, an email
with a new system generated password will be sent to the
user.

Ure

By checking this box, you acknowledge that the entity you
are creating/modifying is not oppesing counsel and is instead a
person associated with you or your law firm, This box must be
checked before you can click the OK button to complete the
process.

Cancel

I oK

4. Make any required changes to the contact information.

NOTE: You cannot change a user’s email address once the user has been created.

5. Ifrequired, you can change a user’s role. Be aware that if you change a Self-Represented Filer
to another role type, the information associated with the filer is removed. A confirmation
dialog window is displayed to confirm the change.

Similarly, you can change an Attorney to another role type. Again, the information associated
with the attorney is removed. A confirmation dialog window is displayed to confirm the

change.
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For Administrators Only

To reset a Login User’s password, click Reset Password to send the user an email that
contains a new system generated password. This process is detailed in the TrueFiling
Administrator Guide. This option is not visible to non-administrative users.

Indicate if TrueFiling login rights should be granted by selecting (grant) or de-selecting (deny)
the box beside the Allow this person to login and submit filings option.

Specify whether administrator rights should be granted by selecting (grant) or de-
selecting (deny) the box beside the Allow this person to be a firm administrator
option. This option cannot be selected unless the user has been granted login rights.

If you are not an administrator, these options are disabled.

Click OK to close the dialog window and save any edits made. Click Cancel to leave the dialog
window and not save the changes.

Removing an Attorney from a Case

This process will remove an attorney from a case but not from the firm:

1.

2.

3.

Perform a case search and select the appropriate case from the results returned. Part of the Case

Details page is displayed.
Locate the attorney in the Contacts section.

Attorney Mayernik Test Firm tc@email.com

Attorney 15 Support thansel@email.com
Contact Mayernik Test Firm twesterman@email.com
Self-Represented Filer Dellinger, Mayernik and Smith LCC elixie@email.com
Attorney Mayernik Test Firm dmayernik@email.com
Contact Mavyernik Test Firm rryan@email.com
Attorney Mavyernik Test Firm aryan@email.com

Click the Remove from Case link beside the attorney to remove.

No confirmation dialog window is displayed. The selected attorney is removed from the case.
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Removing an Attorney from the Firm

NOTE: This functionality is available only to administrative users.

To remove an attorney from the firm:

1. Select Settings >> Contacts & Attorneys in the navigation pane. Part of the Contacts and
Attorneys page is displayed.

Attorneys
Add New Attorney

= Chaudhuri, Terry X = Foley, Ryan
@% tc@email.com & rfoley@email.com

Mo phone numbers on file No phone numbers on file

Login User | Attorney

2. Click the X in the upper-right corner of the appropriate placard to remove the attorney. A
confirmation dialog window is displayed.

Remove Contact

Foley, Ryan

Are you sure you wish to remove this contact from your firm? Please
note that this only removes the contact from the firm's contact list, not
from any cases. To remove a contact from a case, visit the case detail
page.

Remove

3. Click Remove. The Contacts section is re-displayed; the attorney is removed.

This process will not remove an attorney from a case. When the Case Details page is displayed, the
attorney is identified in the Contacts section as “Removed from Firm”:

Contacts

t;_f Chaudhuri, Terry Attorney Mayernik Test Firm te@email.com Remove From Case
5»; Foley, Ryan F*REMOWVED FROM FIRM** Mayernik Test Firm rfoley@email.com Remove From Case
c»#_{ Hansel, Tom Attorney IS Support thansel@email.com

@ Jones, Todd Contact Mayernik Test Firm twesterman@email.com ‘Remove From Case
& Lixie, Erin Self-Represented Filer Dellinger, Mayernik and Smith LCC elixie@email.com Remove From Case
@ Mayernik, Daniel Attorney Mayernik Test Firm dmayernik@email.com Remove From Case
E;E Ryan, R. Contact Mayernik Test Firm rryan@email.com Remove From Case
@ Ryan, Amy Attorney Mayernik Test Firm aryan@email.com Remove From Case

Add cmact Add New Contact  [B5) Add Attorney [

Add New Attorney Add Self-Represented Filer Add New Self-Represented Filer [ Find Opposing Counsel

See also Removing an Attorney from a Case earlier in this section.
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Managing Self-Represented Filers

A self-represented filer is a term used to identify a person who chooses to represent himself/herselfin a
legal action instead of using an attorney.

Adding a New Self-Represented Filer to a Firm

A new self-represented filer can be added to a firm through:

e The Contact and Attorneys option (accessed through Settings >> Contacts and Attorneys in the
navigation pane).

e An existing case — this method adds the new self-represented filer and associates the filer with
the case.

Adding a Self-Represented Filer through Contacts & Attorneys

To add a self-represented filer to a firm:

1. Select Settings >> Contacts & Attorneys in the navigation pane. The Contacts and Attorneys
page is displayed.

Contacts and Attorneys

TrueFiling allows Login Users to file documents on behalf of attorneys for a law firm or on behalf of self-represented filers. Login Users can associate attorneys, self-
represented filers and contacts with cases for e-servicing. All filings must have an attorney or a self-represented filer as the responsible filer. However, a legal assistant
or another attorney can file on behalf of any attorney for the firm.

Attorneys
@ Add New Attorney
= Chaudhuri, Terry X = Foley, Ryan X = Mayernik, Daniel
& te@ n ‘& rfoley@: cor ‘& dmayernik@ =

Home Phone: 245-299-

No e numbers on file No phoi

3939@

Login User | Attorney Admin  Attorney

Self-Represented Parties

:;E Add New Self-Represented Filer

Lixie, Erin x
& :
elixie@myemail.com

Mo phone numbers on file

Login User

Contacts

Add New Contact

Dellinger, Lori X Jones, Todd X
Idellinger@email.com twesterman@email.com
Cell Phone: 3;3-999-9999@

Mo phone numbers on file

Login User = Contact

Unclassified

fmanna@email.com x gzarkis@email.com
fmanna@email.com gzarkis@email.com

2. Review the Self-Represented Filer section to ensure the filer does not already exist.
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3. Click Add New Self-Represented Filer. The following dialog window is displayed.

New Self-Represented Filer 0 x

Contact Information Roles and Rights

First Name Last Name* Role*

|Eridge1 Carroll ‘ Self-Represented Filer v

pddress Attorney Number State Issued*

(759 Man 1.

Cit: State Zip "
Allow this person to login and submit filings

[Ann Arbor Michigan v] [48103 ] = i o by

Allow this person to be a firm administrator
Email Address*
‘D:arm\l@erﬂa\l com

Confirm Email Address*

‘D:arm\l@erﬂa\l . 1 By checking this box, you acknowledge that the entity you

are creating/modifying is not opposing counsel and is instead a
Home Phone person associated with you or your law firm. This bex must be
(—) I: checked before you can click the OK button to complete the

process.
WO DR,
(734 [s55 {1111 |

Cell Phone

4. Input the Contact Information for the new filer. A red asterisk (*) indicates a required field.

5. Ensure Self-Represented Filer is specified in the Role field drop-down list. The Attorney Number
defaults to Pro Per and cannot be edited.

6. Select the filer’s state from State Issued field drop-down list.

For Administrators Only

You can use this form to add a new self-represented filer, but you can also use it to issue
an invitation to the filer to join a firm’s TrueFiling site and enable the filer to submit
filings.

See the TrueFiling Administrator Guide for complete details on inviting new users to join a
firm and assigning rights.

If you are not an administrator, the Allow this person to login and submit filings and the
Allow this person to be a firm administrator options are disabled.

7. Select the check box to verify this individual has the right to file documents with the Court.

NOTE: You must select the box to verify this individual is associated with you or your law
firm and is not an attorney from the opposing counsel. If the box is not checked, this filer
cannot be added.

8. Click OK to close the dialog window.

The Contacts and Attorneys page is re-displayed; the new filer has been added to the Self-Represented
Filers section.
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NOTE: The new filer is not yet associated with any case.

Adding a New Self-Represented Filer through an Existing Case

This process will add a new self-represented filer and associate them to a case.

1. Perform a case search and select the appropriate case from the results returned. Part of the Case
Details page is displayed.

Attorneys, contacts, and self-represented filers associated with the case are listed in the
Contacts section.

Attorney Mayernik Test Firm tc@email.com Remove From Case
Attorney 15 Support thansel@email.com
Contact Mayernik Test Firm twesterman@email.com
Self-Represented Filer  Dellinger, Mayernik and Smith LCC elixie@email.com
Attarney Mayernik Test Firm dmayernik@email.com

Contact Mayernik Test Firm rryan@email.com

# Ryan, Amy Attorney Mayernik Test Firm aryan@email.com

2. Ensure the new filer does not already exist in the Contacts and Attorneys list.

a. Click Add Self-Represented Filer in the Contacts section. A dialog window, which lists
the firm’s self-represented filers who are not associated with the case, is displayed.

If the filer you want to add is on the list, that filer already exists, and you do not need
to add him or her. Proceed to Adding an Existing Self-Represented Filer to a Case
later in this section.

b. If the filer is not on the list, click Cancel to close the dialog window. The Case Details
page is re- displayed. You can add the new filer to a firm through this page. Proceed
to step 3.

3. Click Add New Self-Represented Filer.
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The New Self-Represented Filer dialog window is displayed. The case number is in the dialog
window heading.

Add Self-Represented Filer for Case 2011-028408-NI Bix

Contact Information Roles and Rights

First Name™* Last Name* Role*

|E!ridgel Carroll | Self-Represented Filer ~

Address Attorney Number State Issued*

(759 wan s

Cit Zi

[ Arbor ‘SP:‘;‘E:@E” = .42103 ‘ [ Allow this person to lagin and submit filings

Allow this person to be a firm administrator
Email Address*
‘bcarmll@ema\l com

Confirm Email Address* :
‘bcarmll@ema\l = By checking this box, you acknowledge that the entity you
are creating/modifying is not opposing counsel and is instead a
L T person associated with you or your law firm. This box must be
| checked before you can click the OK button to complete the
¢ J Iy process.

Work Phone

(73a_hlsss {11 |

Cel Phone
b}

4. Input the Contact Information for the new filer. A red asterisk (*) indicates a required field.

5. Ensure Self-Represented Filer is specified in the Role field drop-down list. The Attorney Number
defaults to Pro Per and cannot be edited.

6. Select the filer’s state from State Issued field drop-down list.

For Administrators Only

You can use this form to add a new self-represented filer, but you can also use it to
issue an invitation to the filer to join the firm’s TrueFiling site and enable him or her to
submit filings.

See the TrueFiling Administrator Guide for complete details on inviting new users to join a
firm and assigning rights.

If you are not an administrator, the Allow this person to login and submit filings and the
Allow this person to be a firm administrator options are disabled.

7. Select the check box to verify the filer has rights to file documents with the Court.

NOTE: You must select the box to verify this individual is associated with you or your law
firm and is not an attorney from the opposing counsel. If the box is not checked, this filer
cannot be added.

8. Click OK to close the dialog window.

The Case Details page is re-displayed. The new filer is added to the Contacts section and is associated
with the case.

© 2014 ImageSoft, Inc. 29



TrueFiling™ User Guide — Attorneys, Contacts & Self-Represented Filers

In addition, the Contacts and Attorneys list—accessed through Settings >> Contacts and Attorneys—is
updated with the new filer, who can now be associated with other cases. See Adding an Existing Self-
Represented Filer to a Case below.

Adding an Existing Self-Represented Filer to a Case

When a self-represented filer already exists, and you want to add the filer to a case:

1. Perform a case search and select the appropriate case from the results returned. The Case
Details page is displayed.

2. Review the Contacts section to ensure the filer is not already associated with the case.

Contacts

Attorney Mayernik Test Firm te@emall.com Remove From Case

Attorney IS Support thansel@email.com
Contact Mayernik Test Firm twesterman@email.com
Self-Represented Filer  Dellinger, Mayernik and Smith LCC elixie@email.com
Attorney Mayernik Test Firm dmayernik@email.com
Contact Mayernik Test Firm rryan@email.com
@ Ryan, Amy Attorney Mayernik Test Firm aryan@email.com Remaove From Case
Add Contact @ Add New Contact Add Attorney @ Add New Attorney (@S] Add Seif-Represented Filer @ Add Mew Self-Represented File @ Find Opposing Counsel

3. Inthe Contacts section, click Add Self-Represented Filer.

A dialog window that lists all existing self-represented filers who are not associated with the
case is displayed.

Add Self-Represented Filer for 2011-028408-NI

Last Name First Name Title Email

S
0 o Lixie Erin Self-Represented Filer  elixie@myemail.com
S

Add Selected

NOTE: A message is displayed if no self-represented filers have been added to the case. You
must return to the Case Details page and add a self-represented filer. See Adding a New Self-
Represented Filer through Contacts and Attorneys earlier in this section. You can also directly
add a self-represented filer to this case. See Adding a New Self-Represented Filer through an
Existing Case earlier in this section.
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4. Select the check box beside the filer to add. More than one can be selected.
5. Click Add Selected.

The Case Details page is re-displayed. The selected filer is displayed in the Contacts section,
which indicates the filer is now associated with this case.
Editing a Self-Represented Filer’s Information

Contact information and the role assigned to a self-represented filer can be edited. If you are an
administrator you can also edit login rights and reset a Login User’s password.

NOTE: Changes made here are not propagated to other cases the fileris associated with. You must
explicitly remove and re-add this person to the other cases.

1. Select Settings >> Contacts & Attorneys in the navigation pane.
2. Locate the self-represented filer on the Contacts and Attorneys page.
3. Click the filer’s placard. The Edit dialog window is displayed.

Edit Self-Represented Filer

Notice: Changes to the information below will not be propagated down to any of the cases this contact is already associated with. To update
the contact information for a case, this contact must be explicitly removed and re-added to that case.

Contact Information Roles and Rights

First Name Last Name* Role*

|E!ridget Carroll | Self-Represented Filer ~

sidress Attorney Number State Issued*

[7e9 vain st | :
City ~ State Zip

[Ann Arbor A5 ‘ [#] Allow this person to login and submit filings

allow this person to be a firm administrator
Email Address*

This user was created on Thursday, September 05,
2014. Please notice that email bearroll@email.com
-
Curnﬁrm E.mal\rAddrVEss cannot be changed.

This user last changed their password on Wednesday,

October 08, 2014, By resetting the password, an email
Home Phone
lome P with a new system generated password will be sent to the
LK ki
Work Phone |§?~l Y
Dre
(734 p[sss {1111
Cell Phone
C O H ]

By checking this box, you acknowledge that the entity you
are creating/modifying is not opposing counsel and is instead a
persan associated with you or your law firm. This box must be
checked before you can click the OK button to complete the
process.

oK Cancel

4. Make any required changes to the contact information.

NOTE: You cannot change a user’s email address once the user has been created.

to another role type, the information associated with the filer is removed. A confirmation
dialog window is displayed to confirm the change.

If required, you can change a user’s role. Be aware that if you change a Self-Represented Filer
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For Administrators Only

To reset a Login User’s password, click Reset Password to send the user an email that
contains a new system generated password. This process is detailed in the TrueFiling
Administrator Guide. This option is not visible to non-administrative users.

Indicate if TrueFiling login rights should be granted by selecting (grant) or de-selecting
(deny) the box beside the Allow this person to login and submit filings option.

Specify whether administrator rights should be granted by selecting (grant) or de-
selecting (deny) the box beside the Allow this person to be a firm administrator option.
This option cannot be selected unless the user has been granted login rights.

If you are not an administrator, these options are disabled.

6. Click OK to close the dialog window and save any edits made. Click Cancel to leave the dialog
window and not save the changes.

Removing a Self-Represented Filer from a Case

This process will remove a self-represented filer from a case but not from the firm:

1. Perform a case search and select the appropriate case from the results returned. Part of the Case
Details page is displayed.
2. Locate the filer in the Contacts section.

Attorney Mayernik Test Firm tc@email.com

Attorney 15 Support thansel@email.com
Contact Mayernik Test Firm twesterman@email.com
Self-Represented Filer  Dellinger, Mayernik and Smith LCC elixie@email.com

Attorney Mayernik Test Firm dmayernik@email.com

Contact Mayernik Test Firm rryan@email.com

Attorney Mayernik Test Firm aryan@email.com

@L:: Contact hi)-:'.' lew Contact @-'.‘-::"i_ “.".::;-':: ew Attorne @:‘f]-:: Self-Represented File ‘".E‘-:': ew Self-Represented Filer @ Opposing Counse

3. Click the Remove from Case link beside the filer to remove.

No confirmation dialog window is displayed. The selected filer is simply removed from the case.
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Removing a Self-Represented Filer from the Firm

NOTE: This functionality is available only to administrative users.

To remove a self-represented filer from the firm:

1. Select Settings >> Contacts & Attorneys in the navigation pane. Part of the Contacts and
Attorneys page display is displayed.

Self-Represented Parties
@ Add New Self-Represented Filer

Lixie, Erin x
elixie@myemail.com

No phone numbers on file

2. Click the X in the upper-right corner of the appropriate placard to remove the filer. A
confirmation dialog window is displayed.

Remove Self-Represented Filer

Lixie, Erin

Are you sure you wish to remove this contact from your firm? Flease
note that this only removes the contact from the firm's contact list, not
from any cases. To remove a contact frem a case, visit the case detail

page.

Remove

3. Click Remove. The Contacts section is re-displayed; the filer is removed from the firm.

This process will not remove the filer from a case. However, when the Case Details page is displayed,
the filer is identified in the Contacts section as “Removed from Firm”:

Contacts

@ Chaudhuri, Terry Attorney Mayernik Test Firm tc@imagesoftinc.com Remove From Case
@ Foley, Ryan Attorney Mayernik Test Firm rfoley@imagesoftine.com Remove From Case
@ Hansel, Tom Attorney IS Support thansel@imagesoftinc.com

g-{ Jones, Todd Contact Mayernik Test Firm twesterman@imagesoftinc.com -Eamc‘-;e From Case
@ Lixie, Erin **REMOVED FROM FIRM** Dellinger, Mayernik and Smith LCC elixie@imagesoftinc.com Remove From Case
@ Mayernik, Daniel Attorney Mayernik Test Firm dmayernik@imagesoftinc.com Remove From Case
& Ryan, R Contact Mayernik Test Firm rryan@imagesoftinc.com Remove From Case
& Ry Attorney Mayernik Test Firm aryan@imagesoftinc.com Remove From Case

See also Removing a Self-Represented Filer From a Case earlier in this section.
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