How to Use eFile:
Step 1: Reqistration
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& - O [Y clerkefile.co.thurston.wa.us

Clerks Duties |

Imaging Project | Law and Justice Links |

Mote: After 30 minutes of inactivity you will be required to log in again.

Secured eFile Log In

User Name: | |

' Register

Log In

Forgot Login?  Instructions?

County Home Page




Enter your account/profile .
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information and Click . (o] (=5 o]
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User Registration

Create Account

Last Nam
Business Name:
Address:

City:

State:

Zip Code:
Phone #:

User Name: Note: Write down your
Password: favorite food answer. This is
Confirm Password: required later if you forget your

E-mail: login information.
Favorite Food?

Cancel |

| Create User |
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Once you have successfully entered your account information,
you will receive this confirmation page. Now, go to your e-mail
account.

New eFile User Registration

You are almost done.

Flease check your registered email account for additional information to complete
this registration process.
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This is what the confirming e-mail will look

FILE MESSAGE
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Thu 10/22/2015 7:25 AM

ClerkeFileAdmin@co.thurston.wa.us

MNew User Registration
——

Welcome to Thurston County

Hello nguyenuser,

To complete your registration process ple click on the link below:

http://clerkefile.co.thurston.wa.us//UserVerification.aspx?1D=f8bd7 3b5-7f09-4f1f-babe-862d2d94d955

After visiting the above link you can log into the site.

If you have any problems verifying your account, please contact us a County clerk@co.thurston.wa.us.

Thank You.

Note: If you don’t receive a confirmation e-mail,
please contact the Clerk’s Office.
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After clicking on the noted link in the e-mail,

this page should be displayed in your
browser.

Law and Justice Links | : County Home Page

eFile Account Verification Status

Your account has been approved. Please click login -




You are now ready to login in and start

e eFiling your documents.

't e

minutes of inactivity.

Note: Please note the timeout after 30
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Project | LawandJusticeLinks |  County HomePage

Mote: After 30 minutes of inactivity you will be required to log in again.

Secured eFile Log In

User Name: | |

Password: | |

Log In Register

Forgot Login?  instructions?




Step 2: File Upload

Upon logging in, the File Upload page will be displayed.
You can always get back to this page by clicking on the
File Upload menu option.

Clerks Duties Law and Justice Links

File Upload

File Upload

Note: If your upload requires a filing fee, please
Click Here.

Case Number:

Case Status

Change Password SEERLlE — Note: If you are filing a new case and don't

have a Case Number, please use the Case Type
Number (e.g. A new case with Case Type 2
would be 22-22222-22 and file the Case
Information Sheet, Petition/Complaint.

If you are filing a domestic or paternity
action you will also need to include the
confidential information sheet. We will enter the

it Case-Type: ---Select One--—- v

Log Out
Document List:

case and email you your case number for you to
proceed to e-file any remaining documents.

Note 1: Please note that if your transaction
requires a filing fee, you must pay before
uploading any files.

Note 2: If the New Case has no Case Number,
please follow this instruction.



Enter the information, selecting the appropriate Case-Type
and Document List options. Then use the Choose File
button to navigate to the file that you wishjfto eFile. Only
one file at a time can be uploaded (eFilefl). Check the
Bench Copy option if appropriate.

and Justice Links |  County Home Page

File Upload

File Upload

Case Number | $5-55 . Note: If your upload requires a filing fee, please

Case Status T — - _ Click Here.

Case Title:

................ B Note: If you are filing a new case and don't
................................. have a Case Number, please use the Case Type |
v Number (e.g. A new case with Case Type 2

would be 22-22222-22 and file the Case
Information Sheet, Petition/Complaint.

GFrtificate of Mailing v I you are filing a domestic or paternity

- action you will also need to include the

confidential information sheet. We will enter the

case and email you your case number for you to

oad: proceed to e-file any remaining documents.

| Choose File [ No file chosen

Change Passw

Update Profile Case-Type: Civi

Log Out

Document List:

Select file to

¥ Yes. | would like a Bench-Copy or Settlement Conference Statements for a $10.00 fee.

Mote: Only one bench copy/settlement conference statement fee is needed to be
paid for all copies needed for a particular hearing. For copies over 200 pages
please contact County_clerk@co.thurston.wa.us.

Note 1: In Internet Explorer, it has a “Browse”

instead of a “Choose File” button.

Upload




Once you have navigated to your file and have selected it,
click the Upload button to eFile your document and its B

Clerks Duties | Imaging ijéct | Law and Justice Links | : County Home Page

File Upload Case NumbX: |55-5-55555-55 Note: If your upload requires a filing fee, please :
Case Status Click Here. |

Change Password Case Title: Note: If you are filing a new case and don't '
__________________________ have a Case Number, please use the Case Type A
Update Profile 5 3 - Number (e.g. A new case with Case Type 2
Case-Type: would be 22-22222.22 and file the Case |

Log Out Information Sheet, Petition/Complaint.

v If you are filing a domestic or paternity
action you will also need to include the
confidential information sheet. We will enter the
case and email you your case number for you to

proceed to efile any remaining documents.

Document List:

Upload
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You then have the option of eFiling another
document associated with the current case
or for a different case.

Contact Us | ClerksDuties | Imaging Project |

File Upload

File Upload Note: If your upload requires a filing fee, please Click Here.

Case Status
Document uploaded and pending review. Please click on the
Change Password "Case Status” link to check status or Click Here.

Update Profile

Log Out Upload File for Same Case

Upload File for New Case




For this example, we selected the Upload

File for Same Case option. The case ] 8 s i &) = [ B [
number, case title, and case type will be —_— : - — !
automatically filled in. i

Imaging Project | Lawand Justice Links |

File Upload

| File Upload Note: If your upload requires a filing fee, please Click Here.

| Case Status
Case Number:
| Change Password

| Update Profile Case Title:

Log Out —
Case-Type: Civil T

Document List: | ----Select One----

Cancel




Step 3. Check Your Case Status

=

(_' This page contains the details of each file eFiled, reflecting the current status. This
page displays by default the last 20 files efiled by the user. Use the search
features to find information not displayed initially.

File Upload earch by one or mare criteria:

Case Status

Case Number: ange: Date range limited to 5 days. Case Status:
Change Password

Update Profile =

e Search

Case Status History: Last 20 Log Events sorted by upload time. Use search criteria to access more.

Case Status Details:

Pending: Uploaded file is being reviewed by the Clerk's Office. Please continue to check status.
Note: Please contact the Clerk's office if your upload remains "Pending” for more than 24 hours. COdeS

Rejected: Uploaded file has been rejected. Contact the Clerk's Office for more information.

Success: Uploaded file has been processed in our case management system.

+ Case Number: 55-5-55555-55
Case Title: test sample
Case Type: Civil
Document List: Certificate of Mailing
File Name: 4.pdf
Bench Copy Requested: Yes
Upload To County Time: 10/23/2015 1:24:46 PM
Case Staius: SUCCESS
Print Enabled: Click to Print

e <

Note: Please note the different status




How To Change Your Password:

[M Clerk eFile %\ N B _— ol " e e
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Contact Us

Clerks Duties

imaging ije}.:t | Lawand Justice Links

Change eFile Account Password

| county Home Page

File Upload

Case Status
Change Password
Update Profile
Log Out

User Name:

nguyenuser

Password:

New Password: |

Confirm New Password: |

| Change Password |




How To Update Your Profile:
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Once finished with the ch
button.

Update eFile Profile
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nges, click the Update

File Upload
Case Status
Change Passw,
Update Profile
Log Out

First Name: lolo

Last Name: mojo

Business Name: |qweeqw

|
|
|
213123 |
|
|

Address:

City: |0Iympia

State: WA

Zip Code: 198502

Phone #: Ext: 123
Email: |nguyenl@co_thurston_wa_us

*Mote: If you update your email, a new acglint activation link
will be sent to your registered email.

|Update| |Cancel |




How To Retrieve Your Account Information:
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Clerks Duties | Imaging Project | Lawand Justice Links County Home Page

Mote: After 30 minutes of inactivity you will be required to log in again.

Secured eFile Log In

User Name: | |

Password: | |

Login  Register

Forgot Login?  Instructions?
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Enter your account information and then click the
Submit button.

dJustice Links |  County Home Page

Account Retrieval

Registered Email AddM

o/ onhDoe@@cothurston.wa.us |

Favorite Food: [burger
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This page will then be displayed. Make note of the
temporary password and then click the Re-Login
button.

| Clerks Duties Imaging Project Law 7nd Justice Links

County Home Page

Account Retrieval

Temporary log in credentials. Please reset youy password after g

Username: nguyengser
Password:  2bab873




Enter your User Name and the temporary password A

and then click the Log In button.
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| Lawand Justice Links

Note: After 30 minutes of inactivity you will be required to log in again.

Secured eFile Log In

User Name: |nguyenu5er |

Password: j -------- t

LogIn | Register

ForgotLogin? Instructions?

4
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/T Clerk eFile x \ii " Enter the information — temporary password and
€ - C [ https://clerkefile.co.thurston.wa.us/ChangePassword.aspx new password, and then CliCk the Chanqe Password
button.
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Contact Us | cClerksDuties | Imaging Project | LawandJusticeLinks |  Cor .ty Home Page

Change eFile Account Password

File Upload User Name: nguyenuser

PR Password: [f2baG873
New Password: (11111111

Change Password

Confirm New Password:[11111111| |
Update Profile

Log Out

| Change Password |




