Start Electronic Filing Guide


Below is a list of recommendations for the court to consider in preparing for the start of the Missouri Electronic Filing (eFiling) System. If the court is beginning the process of starting electronic filing, the court will be asked to work with OSCA on the following items. It is recommended that the court maintain the status of the items on the list below. Please find a legend that may assist the court when placing a status on the items on the “Start Electronic Filing Guide”.
COURT STATUS LEGEND

Green – Work In Process
Blue – Complete
Red – Questions

Pre-Start Activities

· Secure funding to purchase equipment recommendations for the start of electronic filing in the court. The court will have many options on selecting equipment that will best meet the court’s budget and preferences. OSCA staff will provide recommendations upon request. Review public access equipment needs as well. Work with OSCA staff for purchasing and installation assistance. The equipment cost calculator may be helpful in determining costs.
· Participate in the kick-off meeting introducing the entire court to electronic filing. It is recommended that all members of the court who touch filings or cases attend the court kick-off meeting. The court and OSCA mutually will agree to participate in electronic filing and set a start date for the court. 
· Use the “Start Scanning Guide” to start scanning documents if the court is not already scanning.

· Use the “Start Electronic Bench (eBench) Guide” to start using eBench if the court is not already using eBench.
· Establish an electronic filing management team. It is strongly recommended to include staff responsible for the day-to-day operations of the court. The electronic filing management team establishes common goals in the court and determines processing questions in preparation for electronic filing. An electronic filing management team may include the presiding judge, court administrator, circuit clerk and supervising clerks and may include associate judge(s). 
4 Months before Start Date
· Hold a local electronic filing management team meeting to discuss court issues related to electronic filing.
· Review and sign the Missouri eFiling memorandum of understanding (MOU).  Send the signed version of the MOU to the OSCA Help Desk.
· Review the available case types for electronic filing. Discuss which case types the court would like to require for electronic filing. 
· Review local court rules that may be affected by the implementation of electronic filing and consider any needed changes. Suggested rules to be reviewed may include fax filings or consent to fax service, requirements for hard copies of documents filed electronically, requirements for filings to be submitted on CDs, special filing information sheets (e.g., probate, family court), requirements for filing other documents not required by other courts (e.g., birth certificates on minor probate guardianship cases), and special notices or handbooks that need to be delivered with summons (e.g., family court handbooks, arbitration notices).
· Start preparing a plan for the court in the event there is no access to power or to the electronic records. Review the “Electronic Resources Not Available Plan” for judges and for clerks and revise the procedures based on local court processes and decisions.
· The court management staff is encouraged to review electronic filing training opportunities for the court and attorneys. 
· Learn the difference between webinars, WBTs and videos.
· Learn the recommended training for clerks, judges and other court staff.
· Learn the training available for attorneys.
· Review the electronic filing rules.
· Contact agencies that interact directly with the court on a regular basis and will be impacted by electronic filing. 
· Discuss the changes in civil service with the sheriff’s office. For cases that are electronically filed with the court, the attorney filer will be responsible for delivering the summons and associated paper work along with payment directly to the sheriff’s office. This also includes service of garnishments and any other service the sheriff’s office currently performs, except criminal summons.  Criminal summons will still be prepared by the clerk’s office and given to the sheriff’s office for service.

· Discuss the plan for initial and existing case criminal filings with the prosecutor’s office.

· Potentially discuss with the public defender’s office, circuit attorney or others the start of electronic filing.

· NOTE: An electronic interface is available between the Department of Revenue (DOR) and the courts for tax liens and garnishments filed by DOR through the Missouri eFiling System. The court will begin receiving electronic filings of tax liens and garnishments when eFiling starts.
· Review the court’s current case processing procedures for case types that will be electronically filed. This review will assist the court in identifying court processes that must be adapted to electronic methods. Be prepared to start discussing current case processing procedures with OSCA and determining potential new ways of doing business with an electronic case in mind. The goal is to reduce paper processes. Not all paper will be eliminated at the court.
· Send a list of court staff that needs access to electronic filing clerk forms to the OSCA Help Desk. Clerks currently accepting PA electronic transfer cases already have access. (In the Lotus Notes Security Database the Import Cases radio button indicates access.)

· Instruct supervisors to review eFiling videos for CWICTCQ, CWACTRI and CWACTDE.  This will help in reviewing workflow processes. Encourage the court management team and other key court staff to complete the appropriate eFiling training as early as possible.  This will help prepare staff to effectively participate in eFiling decision making.
· Review the recommendation for case notes to assist the court in handling “sticky” or handwritten notes inside or outside the case file.

· Start reviewing and thinking about work that is sorted or stacked in a certain manner. Consider whether the court has special baskets for processing or if files are marked in a certain manner for processing. . These items, as well as many more, will be discussed during workflow processing meetings between the court and OSCA. Be prepared to schedule a three-month workflow recommendation review meeting. 
· Start discussing how files or documents will be transferred to the judge(s) from the clerk’s office and back to the clerk’s office for processing (e.g., motions for review and orders, proposed documents).
· Start discussing what documents the judges sign, what documents clerks/circuit clerk sign, and if electronic signatures are used. Judges can consider using electronic signatures. Clerks may use the /s/Name option.
· Do judges or other staff need to review documents prior to being file stamped (e.g., motions for in forma pauperis, unlawful detainers, motion to submit document under seal)?
· Do any procedures require hard copies of documents?

· Identify information provided to Westlaw, Lexis, local newspaper or other agencies and in what manner (hard copy, e-mail, etc.). Contact Westlaw, Lexis, local newspaper and/or other agencies if the delivery method and/or media changes.
· Review procedures for running OSCA Reports – Notice of Entry for Electronic Notices. The court may select to order business window envelopes for use with Notice of Entry if not already available. The court will need to continue to send paper notices to pro se parties who will not receive electronic notifications and attorneys who do not have an e-mail address registered with the Missouri Bar.

· Begin associating motions and orders on CDADOCT if your court is not already associating motions and orders. Associating motions and orders will aid the court and attorneys in quickly identifying pending motions when viewing case information electronically.
· Provide the OSCA Help Desk with a list of active staff, name of supervisors of each staff and job title for each staff. This information will be used to allow supervisors to register staff for training, view individual transcripts, and view course registration and completion.
· Review electronic filing court payment solutions and discuss internally the processes for payments received on electronic filing cases. The electronic payment solutions are credit card, electronic check and court debit accounts.
· Participate in scheduled conference call with the OSCA electronic filing implementation team. 

3 Months before Start Date
· Hold a local electronic filing management team meeting to discuss court issues related to electronic filing.
· Establish any local rules necessary for electronic filing. Discuss if the court will want paper copies of electronically filed documents for filings on certain cases (e.g., cases prior to a specific date). Create a process or policy if needed. Set a policy about attorney requests for an exception or exemption from using the electronic filing system. This may be an item for a local court rule. Other courts who are participating in electronic filing have selected no exceptions or exemptions for attorneys.
· When a local court modifies, deletes or creates a local court rule, it must be filed with the Supreme Court and the circuit clerk(s) of the circuit. The effective date is the date the Supreme Court receives the rule or a later date if included with the rule with an exception for deleted rules per the statute. See Section 478.245, RSMo. The local rules should be shared with attorneys (see below communication plan for media and attorneys).
· Make the Court Debit Account Application Form available to attorneys. The Court Debit Account form can be provided at the front counter, by e-mail or at attorney meetings. Money received from filings will be deposited automatically in the court’s same bank account. The court will need to allow Collectors Solutions, Inc. to deposit and withdraw from the court’s bank accounts. If the bank requires additional information, please contact OSCA Help Desk.
· Issue a local administrative order declaring what is required to be filed electronically by attorneys beginning on a specific date. A sample administrative order is available for reference. Send a copy of the signed administrative order and the completed check list of case types for electronic filing to the OSCA Help Desk. Place the order on the court’s website (if available) and provide information to attorneys.

· Develop a communications plan for the media and attorneys. This may include an announcement of the process the court is undertaking and how this change will affect clerks, attorneys and other users of the circuit clerk’s office. Your court may choose to meet with the local Bar. A sample draft notice for attorneys and media is available for reference. Send notification to local attorneys that electronic filing is coming, local administrative order, any local rules that may be changing and court debit account information. Provide local attorney training opportunities if needed. Attorneys can select to watch a video or attend an instructor-led electronic course. Dates for instructor-led attorney training courses are available on ‘Your Missouri Courts’ website.
· Review electronic filing information available for attorneys. Determine if any additional court-specific help information is needed for attorneys such as “How To’s” (see other courts’ “How To’s”). Determine if local filing fee information should be available under the court’s page on ‘Your Missouri Courts’ website. Provide the local filing fees to the OSCA Help Desk if the court would like to have the information available on the ‘Your Missouri Courts’ website.
· Continue to review the court’s workflow processing procedures to accommodate electronic filing. Discuss internally with court clerks the court workflow processes. Please view court workflow recommendations which are recommendations for the court when starting electronic filing. Participate in a court workflow recommendations meeting with OSCA to walkthrough court workflow recommendations. It is recommended that the circuit clerk, supervisors and any lead court clerks participate in the meeting(s).
· Discuss and determine how your court will receive and route “proposed draft” documents submitted by attorneys (e.g., orders, judgments, etc.).
· Discuss if the court has any documents, pamphlets or special instructions that need to be sent with service documents (e.g., Parenting Handbook) and discuss and decide how those documents will be provided to attorneys so the attorneys can deliver to the sheriff or process server with service documents. Review how your court will provide to attorneys, sheriff’s office and others.
· Review and discuss necessary Action Type and Assign To codes for the court. Send a list of action types and assign to codes that would assist the court to the OSCA Help Desk.
· Review current stamps available at the court. Determine if additional electronic stamps are needed. A list of statewide stamps are available. Electronic stamps are used to place information on an electronic record.
· Check that all court staff: 

· Have access to Jewels by having them log into the system.  If they do not have access, contact the OSCA Help Desk prior to training.

· Perform the workstation checklist in order to be prepared for training and the start of electronic filing.
· Review the electronic filing video that attorneys are encouraged to review. The video will demonstrate how attorneys will use the Missouri eFiling System. 
· Review and sign up for training opportunities available based upon recommendations from the supervisor. Registration deadline for webinars are 5pm three full business days prior to the webinar.
· Review the electronic filing rules.
· Participate in scheduled conference call with the OSCA electronic filing implementation team.  

2 Months before Start Date
· Hold a local electronic filing management team meeting to discuss court issues related to electronic filing.

· Determine if attorneys or media need more communication about electronic filing coming to the court. 

· Verify that electronic filing equipment for court users is installed or if additional equipment is needed. 
· Ensure that the court has decided the location of public access equipment in the court. Contact the OSCA Help Desk for assistance if needed. Let the OSCA Help Desk know if your court has not received a public user access logon and password for public access to public documents on public cases for the court. 
· Verify that court staff are enrolled in or have completed appropriate training courses. Reports will be provided to the court on who has taken courses and who is enrolled in courses.
· Continue to review the court’s workflow processing procedures to accommodate electronic filing. Discuss internally with court clerks the court workflow processes. Please view court workflow recommendations which are recommendations for the court when starting electronic filing. Participate in a court workflow recommendations meeting with OSCA to walk through court workflow recommendations. It is recommended that the circuit clerk, supervisors and any lead court clerks participate in the meeting(s).

· Determine what filings should be returned to the filer. Determine who in the court can return filings and what type of errors should be returned. Would any of these be better handled with a phone call prior to the return? Document any additional potential causes for return and make it available to attorneys on the court’s page on ‘Your Missouri Courts’ website. Review the memo regarding return of filings.
· Determine if additional Return or Hold codes are needed. If additional codes are needed, send to the OSCA Help Desk.

· Determine which court staff will need access to the electronic filing mailbox for the court. The electronic filing mailbox is a Lotus Notes mailbox that contains a copy of all electronic notifications sent on behalf of the court. Notify the OSCA Help Desk of court staff that should be given access to view electronic notifications in the mailbox.
· Participate in scheduled conference call with the OSCA electronic filing implementation team.  
1 Month before Start Date
· Hold a local electronic filing management team meeting to discuss court issues related to electronic filing.

· Determine if attorneys or media need more communication about electronic filing coming to the court. 

· Verify that court staff are enrolled in or have completed appropriate training courses. Reports will be provided to the court on who has taken courses and who is enrolled in courses.

· Continue to review the court’s workflow processing procedures to accommodate electronic filing. Discuss internally with court clerks the court workflow processes. Please view court workflow recommendations, which are recommendations for the court when starting electronic filing. Continue creating and revising local court workflow recommendations. Participate in a court workflow recommendations meeting with OSCA staff to walk through court workflow recommendations. It is recommended that the circuit clerk, supervisors and any lead court clerks participate in the meeting(s).

· Send a copy of the court’s Electronic Resources Unavailable plan to the OSCA Help Desk.

· Participate in scheduled conference call with the OSCA electronic filing implementation team. 
3 weeks before Start Date
· Hold a local electronic filing management team meeting to discuss court issues related to electronic filing.

· Determine how to handle attorneys who come to court to file papers.

· Determine if attorneys or media need more communication about electronic filing coming to the court.

· Review electronic filing management reports, which are available to assist in managing work after the start of electronic filing. Determine which reports the court will use and who will be responsible for checking returned filings.
· Verify court staff are enrolled in or have completed appropriate training courses.

· Continue to review the courts workflow processing procedures to accommodate electronic filing. Discuss internally with court clerks the court workflow processes. Please find court workflow recommendations, which are recommendations for the court when starting electronic filing. Create local court workflow recommendations.

· Participate in scheduled conference call with the OSCA electronic filing implementation team.
2 weeks before Start Date
· Hold a local electronic filing management team meeting to discuss court issues related to electronic filing.
· Continue to review the court’s workflow processing procedures to accommodate electronic filing. Discuss internally with court clerks the court workflow processes. Please view court workflow recommendations which are recommendations for the court when starting electronic filing. Create local court workflow recommendations.

· Encourage court clerk staff to practice new workflow processing procedures in test database.
· Establish a plan for paper filings received by the court and how they will be handled.

· Participate in scheduled conference call with the OSCA electronic filing implementation team. 

1 week before Start Date
· Hold a local electronic filing management team meeting to discuss court issues related to electronic filing.
· Verify that court staff are enrolled in or have completed appropriate training courses.

· Continue to review the court’s workflow processing procedures to accommodate electronic filing. Discuss internally with court clerks the court workflow processes. Please view court workflow recommendations which are recommendations for the court when starting electronic filing. Create local court workflow recommendations.

· Encourage court clerk staff to practice new workflow processing procedures in test database.
· Make final updates in preparation for the court’s start date for electronic filing.

· Be prepared for OSCA staff to be on site to assist in readiness for electronic filing.

· Review electronic filing management reports which are available to assist in managing work after the start of electronic filing. 
· Participate in scheduled conference call with the OSCA electronic filing implementation team.
Day of Start Date 
· Be prepared for processing cases and filings through the Missouri eFiling system.
· Execute plans for the court’s workflow processes and plans for paper filings received by the court. 

· Contact the OSCA Help Desk with any problems the court has when processing filings.
Week of Start Date
· Hold a local electronic filing management team meeting to discuss any court issues that have not been resolved.

· Continue to review the court’s workflow processing procedures to accommodate electronic filing. Discuss internally with court clerks the court workflow processes. 

· Be prepared for additional phone calls to the court in regard to electronic filing.  
· Participate in scheduled conference call with the OSCA electronic filing implementation team. Discuss local phone calls being received and identify any areas of concern.
· Be prepared for end-of-month bank account reconciliation related to electronic filings.
Weeks after Start Date
· Hold a local electronic filing management team meeting to discuss any court issues that have not been resolved.

· Review electronic filing management reports which are available to assist in managing work after the start of electronic filing. 
· Participate in scheduled conference call with the OSCA electronic filing implementation team if needed.
· Be prepared for end-of-month bank account reconciliation related to electronic filings.
· Review the court’s final workflow processing procedures to accommodate electronic filing. Discuss internally with court clerks the process court workflow processes. Please view court workflow recommendations which are recommendations for the court when starting electronic filing. Update local court workflow recommendations. Review court staff processes and identify if additional training is needed. Identify if court staff need any additional training opportunities. Training opportunities may be found by going to Jewels.

· Review equipment used and identify if the equipment meets the needs for electronic filing. Request, purchase and install any additional equipment needed.
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