
File into Existing Case on Odyssey eFileIL 
 

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

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

 

2. Click “Sign In” 

 

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


3. Sign In 

 
4. Click “File Into Existing Case” 



5. Enter Location: “Champaign County” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
6. Search for Case by “Party Name” 



7. Enter “First and “Last Name” 

 
 

8. Enter “Case Type” (type of case you are searching for; Small Claims, Dissolution (Divorce) ect.) 

 

If you do not know the case type, you 
can leave this section blank. 



9. Click “Search” 

 
 

10.  



11. Click “Actions” 

 
12. Highlight and choose “File Into Case” 



13. Case Information will be listed, proceed to “Filings” section: 

 



14. Enter “Filing Code” (type of document you are filing, if not listed choose “Other Document Not 
Listed”) 

 
15. Enter the “Filing Description” (name of your document that you are filing; Motion to Modify, 

Motion to Vacate, Motion to Continue, Affidavit, ect.) 

 



16. Upload “LEAD document” (this is the document you scanned, created as a PDF and saved to the 
desktop or in another folder on your computer, ect.) 

 
 

17. Choose the file scanned and save to Desktop, and click “Open” 

 
 

18. Select “Security” of the document (normally documents are “Non-Confidential” unless it’s a 
Financial Affidavit, ect.) 

 



19. Click “Save Changes” 

 
20. If you have multiple documents, select “Add Another Filing” to upload another “Lead 

Document” and repeat steps 14 through 19. 

 



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

 
 

22. Click “Save Changes” 

 
 

23. Pay for the filling fee by choosing “Payment Account” and “Party Responsible for Fees” 

 



24. Click “Save Changes” 

 

 

25. Click “Summary” 



26. If all information is correct click “Submit” 

 



If you are having trouble and need more guidance, use the “Efile Guidance and Resources” tab at the 
top of the page. 

 

 
This is a “Virtual Help Desk” that will guide you through the process step by step. 

 


