Create New Case in Odyssey eFilellL
NOTE: You must be a registered user before continuing with New Case.

You MUST have your Complaint, Petition or other document in PDF format before you will be
able to e-File.

You MUST have a payment account added before you will be able to submit your e-Filing.

1. Visit: https://efileil.tylertech.cloud/OfsEfsp/ui/landing

4 oFiell

Court Information

Welcome to the lllinois eFiling site...

~

Counties going live soon. ..

1st Appelate District, 2™ Appelate District, 3rd Appelate District, 4th Appelate District, 5th Appelate District, Adams,

Alexander, Carroll, Champaign, Christian, Coles, Cumberland, Effingham, Gallatin, Greene, Hamilton, Hardin, Iroquois,

Jersey, Jo Daviess, Kankakee, LaSalle, Livingston, Morgan, Pike, Saline, Stephenson, Supreme Court, Vermillion, v
Washinatnn Wavna White Williamanon

Need Help? o
LJ
/ FAQs
SignIn Register Web Training Sessions v



https://efileil.tylertech.cloud/OfsEfsp/ui/landing

2. Click “Sign In”

A it

Court Information

Welcome to the lllinois eFiling site... o
Counties going live soon...

1st Appelate District, 2" Appelate District, 3rd Appelate District, 4th Appelate District, 5th Appelate District, Adams,
Alexander, Carroll, Champaign, Christian, Coles, Cumberland, Effingham, Gallatin, Greene, Hamilton, Hardin, Iroquois,
Jersey, Jo Daviess, Kankakee, LaSalle, Livingston, Morgan, Pike, Saline, Stephenson, Supreme Court, Vermillion, v

Washinnton Wavne White Williamson

/0

Need Help? o

FAQs

Sign In \ Register Web Training Sessions v

3. SignIn

@ Please sign in to continue

User ID

mgmensing3@icloud.com _

Password

Forgot Password?

4. “Add Payment Account” before beginning (if you have already done this, you will NOT
see this REMINDER)

& - REMINDER!
o]
You need to add a Payment Account!

Click below for guidance.

Add Payment Account Remind me later




5. Click “Start New Case”

(|

My Filing Activity New Filing

Pending ' Start a New Case Use a Template

Accepted
File into Existing Case
Returned [ 1]
Need help getting started?
Drafts
Served
View All
6. Select “Location”, choose Champaign County

Case Information Need Help?

Location
| Click to select Location |
[ a|
Case
Carroll County Type
-~ Click = =
Cass County ] | Click to select Case Type

- Champaign County

Christian County
Clark County
Clay County L

Party Information

7. Select “Category” of case from the d-rE)p down menu

Start a New Case

Case Information Meed Help

Location

Champaign County

Category & Case Type
| Click to select Category | | Click to select Case Type
| e
Adoption
Arbitration
- I ekl _
l Eminent Domain W | JLead Astosrens




8. Select “Case Type” from the drop down menu

Case Information

Location

Champaign County

Category Case Type

DS Solution

ﬂ Click to select Case Type
li

Invalidity - $248 00
Party Information Legal Separation - $248.00

Dissolution of Marmiage or Legal Separation - $248 .00

0. Click “Save Changes”

Case Information

Locatan

Champaign County

Category Case Type

Dissokbon

Dissolution of Marmiage or Legal Separation - $248.00

o

10. Click “I am this party”, your information will appear

You will fill out information for each of the required

party types.
Click next for guidance

Party Information

Party Name Lead Attorney

Party Type

Defendant

Enter details for this Party

G | am this party ’

Lead Attorney

Pro Se

First Name Last Name

Address

Country Phone Number
United States of America

il _

~
Required Party V¥

(F) Add Another Party

Undo Save Changes



11. Click “Save Changes”

Party Information

Need Help?

Party Type Party Name

Defendant

Enter details for this Party
I am this party

Lead Attorney

Pro Se

First Name

Address

Country
United States of America

Lead Attorney

Last Name

Phone Number

12. Enter “Defendant Information”

Party Information

Party Type

Plaintift

Enter details for this Party
I am this party

Party is a Business/Agency

First Name

Jane

Country

United States of America

Address Line 1

1234 XXXX Street

city
OO

Zip Code

62245

Lead Attorney

Party Name

Enter details for the selected party

Monica Mensi| Fields highlighted In red are required.

Click Next before saving changes

Middle Name Last Name

Doe

Address Line 2

State

Ilinois

Phone Number

Pro Se

Filer ID

~
Required Party Vv

(¥ Add Another Party

Click Save Changes

Undo Save Changes

Required Party  a,
W

(3) Add Another Party

Suffix




13. Click “Save Changes”

City State
FOOOXHK Illinois
Zip Code Phone Number Filer ID
62245 (7]
Lead Attorney
Pro Se Click Save Changes

Undo Save Changes

14. If you need to add additional parties, click “Add Another Party” and enter that
individuals information.

Party Information Need Help?
Party Type Party Name Lead Attorney
Plaintiff Monica Mensing r Required Party
Defendant Jane Doe Pro Se Required Party v
- @ Add Another Party |
15. Click “Save Changes”
City State
HOOKOOCK Ilinois
Zip Code Phone Number Filer ID
62245 (7]
Lead Attorney
Pro Se Click Save Changes

Undo Save Changes



16. Enter “Filing Code” by using the dropdown

Filings Need Help?
Enter the details for this filing {
Filing Type Filing Code
EFile Click to select Filing Code
. . | o]
Filing Description
Petition
Client Reference Number
Summons
17. Enter the “Filing Description” (name of your document you are filing, Motion to Modify,
Motion to Continue, Affidavit, etc.)

Filings Need Help?

Enter the details for this filing
Filing Type Filing Code

EFile Petition

Filing Description

- Petition for Dissolution

Client Reference Number Comments to Court

18. Upload “LEAD document” (this is the document you scanned, created PDF, and saved to
the Desktop or in another folder on your computer, etc.)

Lead Document (Required)

Computer
e _

Attachments

Computer

I+
@



19. Choose the file scanned and saved to Desktop, and click “Open”

Defendant

lane Doe

Pro Se

& Choose File to Upload
4 Bl » ThisPC » Desktop

Organize » Mew folder

]
QOdyssey e-FilelL

‘@ OneDrive

~ [ This PC
> [ Desktop

@ Documents
* Downloads
J’] Music

&=/ Pictures

B videos

g 05 (C)

= imaging (\\192.162.25.204) (I)

= CirClerkS (\1192.168.25.204) (0:)

¥ Network

A

JIMAS Imaging Dump Files
LETTERS OF OFFICE PDF
"L Fax Cover Sheet
"L PC Jims Imaging Error
" Test File
21 WILLS pdf - Shortcut

v O

Search Desktop ye

File name: | Test File

v| Custom Files (*.pdf) v

20.

it’s a Financial Affidavit, etc.)

Lead Document (Required)

Fax Cover Sheet pdf 15

Description

Fax Cover Sheet.pdf

Attachments

Computer

I+

21. Click “Save”

Lead Document (Required)

Fax Cover Sheet pdf 15502 k2

Description

Fax Cover Sheet.pdf

Attachmenis

Computer

Optional Services and Fees

Optional Services and Fees

Security

| CEad DOCUIMETT (Required) ’

Select “Security” of the document (normally documents are “Non-Confidential” unless

Cancel

Click to select Security

A

Confidential

Non-Confidential _

i

Security

Non-Confidential

Fee Amount Quantity

Fee Total

@ Add Optional Services and Fees



22. If you have multiple documents, add another “Lead Document”

Filing Code Client Ref # Filing Description

(@ Add Another Filing _

Enter the details for this filing
Filing Type Filing Code

EFile Petition

Filing Description
Petition for Dissolution

Client Reference Number Comments to Court

Courtesy Copies

Lead Document (Required)

Fax Cover Sheet pdf 15502 k8 &
Description Security
Fax Cover Sheet.pdf MNon-Confidential [i]

23. Enter “Filing Code” by using the dropdown

Filings Need Help?
Enter the details for this filing {
Filing Type Filing Code
EFile Click fo select Filing Code
- - | o]
Filing Description
Complaint
Petition

Client Reference Number
Summons




24. Enter the “Filing Description” (name of your document you are filing, Motion to Modify,
Motion to Continue, Affidavit, etc.)

Filings Need Help?

Enter the details for this filing
Filing Type Filing Code

EFile Petition

Filing Description

‘ Petition for Dissolution

Client Reference Number Comments to Court

25. Upload “LEAD document” (this is the document you scanned, created PDF, and saved to
the Desktop or in another folder on your computer, etc.)

Lead Document (Required)
[i]
7Y _

Computer

Attachments

Computer

26. Choose the file scanned and saved to Desktop, and click “Open”

| Defendant lane Doe Pro Se

{2 Choose File to Upload X
4 Bl » ThisPC » Desktop v O Search Desktop P
Organize v Mew folder fE O @
] p\
JIMAS Imaging Dump Files
Odyssey e-Filell LETTERS OF OFFICE PDF
"L Fax Cover Sheet
4@ OneDrive i
"L PC Jims Imaging Error
v [ This PC = Test File
> [ Desktop #1 . WILLS pdf - Shortcut
@ Documents
* Downloads
Js Music
= Pictures
Videos
n =]
i, 05(C)

= imaging (\\102.162.25.204) (1)
= CirClerkS (\\192.162.25.204) (01)

¥ Network v

File name: | Test File v| | custom Files ¢patf) v

[ CEaq DOCUIMETT (Required) ’




27. Select “Security” of the document (normally documents are “Non-Confidential” unless

it’s a Financial Affidavit, etc.)
Lead Document (Required

Fax Cover Sheet pdf 15502 k& &
Description Security
Fax Cover Sheet pdf Click to select Security [i]
| a
Attachments Confidential

Non-Confidential

Computer
(i)
L

28. Click “Save”

Lead Document (Required

Fax Cover Sheet pdf 155 02 k8 »
Description Security
Fax Cover Sheet.pdi Nen-Confidential L]

Attachments

Computer

Optional Services and Fees
Optional Services and Fees Fee Amount Quantity Fee Total

(#) Add Optional Services and Fees

29. Continue until all of your documents are uploaded by following Steps #22 through #28.

30. If you need to add “Optional Services” choose “Add Optional Services and Fees”
Optional Services and Fees

Optional Services and Fees Fee Amount Quantity Fee Total

(#) Add Optional Semvices and Fees

Optional Services and Fees
Click to select Optional Service and Fee \

Support/Maintenance - $36.00

Undo
D - Appearance - $136.00

D - Petition to Modify - filed after 30 days of entry
of Judgment - $75.00

D - Petition to Modify - filed within 30 days of entry
of Juggment - $50.00




31. Choose the “Optional Service and Fees” from the dropdown menu that is needed
Optional Services and Fees

Optional Services and Fees Fee Amount Quantity Fee Total

@ Add Optional Services and Fees
Optional Services and Fees

Click to select Optional Service and Fee

Support/Maintenance - $36.00 Undo
D - Appearance - $136.00

D - Petition to Modify - filed after 30 days of entry

I o e _
D - Petition to Modify - filed within 30 days of entry

of Judgment - $50.00

32. Click “Save Changes”

Optional Services and Fees

Optional Services and Fees Fee Amount Quantity Fee Total

@ Add Optional Services and Fees

Optional Services and Fees

D - Petition to Modify - filed within 30 days of en

-

Undo Save Changes

33. Pay for the filing fee by choosing “Payment Account” and “Party Responsible for Fees”

Need Help?

v Complaint

Description Amount
Filing Fee $0.00
Filing Total: $0.00

Total Filing Fee $0.00
Court Case Fee $134.00
Envelope Total: $134.00

Payment Account

_ Click to select Payment Account

Party Responsible for Fees

Click to select Party Responsible for Fees

Undo



34, Click “Save Changes”

Need Help?

+ Complaint

Description Amount
Filing Fee $0.00
Filing Total: $0.00

Total Filing Fee $0.00
Envelope Total: $0.00

Waiver selected

Payment Account

Waiver |

Undo Save Changes

35. Click “Summary”

Need Help?

« Complaint

Description Amount
Filing Fee $0.00
Filing Total: $0.00

Total Filing Fee $0.00
Envelope Total: $0.00
Waiver selected
Payment Account
Waiver
Save as Draft _
36. If all information is correct click “Submit”
Fees —
~ Complaint
Description Amount
Filing Fee $0.00

Filing Total: $0.00

Total Filing Fee $0.00
Envelope Total: $0.00
Waiver selected

Payment Account Waiver

Back <4




