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Introduction

AlaFile is a web-based application designed to allow registered users to file and receive
service copies of court documents electronically. It creates a more efficient process for

filing documents with the state court system.

Getting Started

System Requirements

To use AlaFile the user needs a computer that can connect to the internet. If your
computer does not have internet access, please check with your local system
administrator. That individual should be able to determine whether you are able to run

AlaFile from your computer.

AlaFile is designed around Microsoft Internet Explorer 11 and Microsoft Edge. It is
suggested that you have the latest version available for your operating system. AlaFile is
NOT GUARANTEED to run properly when using other popular web browsers such as
Apple Safari, Google Chrome, Mozilla Firefox etc.



Logging into AlaFile

The AlaFile website address is https://alafile.alacourt.gov.

Email: |

Password:

Forgot your password? Click here!

To log into AlaFile the user must first register with the application.

Special Notes about the AlaFile Registration Process

e Three types of users can register with AlaFile:

Registration

User Type: Attorney ad

Account Manager
Fro Se

1. Attorneys. This is the primary group of e-filers within AlaFile.

e Your Attorney Code is issued by the Alabama Administrative Office of
Courts. Itis a 6-digit code, usually starting with the first three letters of your

last name and ending in three numerical digits. If you do not know your


https://alafile.alacourt.gov/

attorney code, please call 1.866.954.9411, Option 1, then Option 2 (the
State Judicial Information Systems {SJIS} Help Desk) or local
334.954.5000 Option 1, then Option 2.

e Your ASB Bar ID is your identification number issued by the Alabama State
Bar. It is an 8-digit code and can be found on your Alabama State Bar
Membership Card. If you do not know your Alabama Bar ID, please call
1.800.354.6154 or local 334.269.1515.

2. Account Managers. This type of user will be able to log into AlaFile and

generate payment history reports (firm administrators or bookkeepers).

3. Pro Se’s. Parties that are not represented by an attorney.

Steps to register with AlaFile as an Attorney

1. Click on the grey Register link at the top right of the AlaFile welcome page.

2. Completely fill in the AlaFile registration form.



Registration

User Type: Attorney -

Firm Hame: |

Attorney Code: |
Retype Atty Code: |
ASB Bar ID: |asB- -

First Hame:

Middle Hame:

Suffix:

Address:

|
|
Last Hame: |
|
|
|

City:

State: AL -

Zip Code: |

Phone Number: I ) -

Fax Humber: |

Email: |

Password: |

Password must be a minimum of 9 characters in length, contain at least one
upper case, one lower case and one number or one spedal character.,

Retype Password: |

Cc:

Cc:

Cc:

|
|
Cee |
|
|

Cc:

Submit

3. Click Submit.

4. An email confirmation will be sent to the registered email address. This email
confirmation will contain a verification link. You MUST click that verification link

to be able to log into AlaFile.



AlaFile Pro Se Registration Instructions

Individuals or businesses who choose to file as Pro Se may sign up for electronic filing
on the AlaFile website by following the steps as outlined below. Registering and
Associating a Pro Se Filer is a four step process.

Each filer must register individually. AlaFile does not allow a Pro Se filer that is
registered as an “Individual” to eFile on behalf of a business or another party. Likewise,
a business that has multiple employees filing on behalf of the business, each employee
must register in order to eFile on behalf of the business. Each pro se filer must submit
an authorization letter from the business as part of the registration process. (Example:
XYZ Company may have multiple employees filing on behalf of the business; all users
must register and use their own login to AlaFile). Individuals filing on behalf of a
business should select the business party type.

Registration

User Type: \ Pro Se (Individual or Business) V\ (Individuals or Businesses Filing Pro Se)
Party Type: Please Choose
Business
| Individual |

STEP ONE: ALAFILE PRO SE REGISTRATION

The pro se filer would browse to the AlaFile website (https://alafile.alacourt.gov ) and
select the Register button in the upper right corner under the Seal of Alabama.

Login

Forgot your password? Click here!



https://alafile.alacourt.gov/

PRO SE INDIVIDUAL

An individual who wishes to file Pro Se must fill out the registration form on the AlaFile
website completely and then click the Submit button to complete Step One of the
registration process.

Registration

User Type: | Pro Se (Individual or Business) v] {Individuals or Businesses Filing Pro Se)

Party Type: | Individual W |

First Narme:
Middie Name:

Last Name:

Sutfix:
Address:
City: [

State: AL v
Zip Code: |

Phone Number: () -

Fax Number: |

SSNNumber: |
Dri license State: | AL |

Dri license Mumber: l

Email: [

Password: |
Password must be a minimum of 9 characters in length, contain at least one
upper case, ane lower case and one number or one special character.

Retype Password: |

ce: |

Cc: l

Ce: |

Ce: |

[+ l

l ]

Under panalty of perjury, | declare that the above Information 15 trué and correct.

Submit
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PRO SE BUSINESS

The registration form for the pro se business has a section where the filer must upload
an authorization letter on the company’s letterhead as part of the registration process.
They must select whether the business is a Corporation or Partnership and if the
registrant type is an officer or a full-time employee. This letter will be included in step
two and three of the registration process.

Registration

User Type: Pro Se {Individual or Business) [Individuals or Businesses Filing Pro Se)
ary ype: [ |

Business name:

FEIM: Federal Employer Identification Number
Upload a letter on company letterhead authorizing the user's registration and filing.

Upload Letter: Browse. .

If registering as a partnership, you must be a partner or employee of the partnership.
If registering as a corporation, you must be an officer or full-time employee of the corporation.
Otherwise, you cannot register or file on behalf of the business entity pursuant to Ala. Code § 12-12-31.

Business type: () corporation () Partnership

~

Registrant type: ) officer ) Full-time employee

First Mame:
Middle Nama:

Last Mame:

Suffix:

Address:
City:
State: AL W

Zip Code: |

Phone Mumber: _—»y__-

Fax Number: |

SEN Number: |
Dri license State: AL W

Dri license Number: |

Email: [

Password: |

Retype Password: |

0

Under penalty of perjury, | declare that the above information is true and correct.

Submit

NOTE: The Cc: fields are optional. The email address for any other individuals who
need to receive a courtesy copy of the e-filing notices should be entered in this section.

11



Once this registration information has been completely filled out and reviewed for
accuracy, the Pro Se applicant will need to click “Submit.” A confirmation dialog box
should appear stating that registration instructions are being sent to the email address
specified when registering. The Pro Se applicant will need to check his or her personal
email account, as these registration instructions should be sent within 30 minutes.

P

Message from wehpage

To complete your registration follow the instructions that were sent to the email address yvou provided. Please allow
) up ko 30 minutes For the emai to be sent, Thark Yau,

84

Here are the instructions that the Pro Se filer receives in the email that is sent to
them after they submit their registration form. We also have a screenshot below
of the email.

Instruction to Complete Your AlaFile Registration

1. Print the Pro Se Application and Request for Access to the AlaFile
System form by following the link below. [link provided in the email]

2. Sign, under penalty of perjury, the Pro Se Applicant and Request for
Access System form.

3. Take the signed Pro Se Application and Request for Access to the
AlaFile System form, a copy of this email, and your driver’s license to
your local clerk’s office for verification.

4. Once you have completed steps 1 through 3 you will receive a
confirmation email at this email address. You MUST click on the
confirmation link contained within the email to verify your account.

Once you have completed all of the steps above you will have
successfully registered for AlaFile.

The information you entered on AlaFile is below.

12
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| Pstructens ta compiete your A do Rogstaten
1. Print the ProSe Apolication and Reqaest for Accens 1o the AlaPle System form by following the ik below 0\
a2 make comProSeAcknowted st mapa?Vely D= 145350cd e) &
| 2 Sgn under possty of penpary. the ProSe Apoicatien 3 Request foe Access 13 the Ala e System kem
3. Take the sgned ProSe Asplicabon and Requast for Access ta the AoFile System form, 2 copyy o (w ;m«x krmﬂ your local cleics ofice for veefcaon
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Onca you have compioted a of the 5teps abowe you wit e scccesshally mgistond ' Aafie
Tha wdormabon that you entersd on AlaF de 15 Delow

Velcaton D 16535004

Eny

Pavwnced
| First Mammw Jarws

Last Hame: Drown

Addnas 123 Eapy Straat

Cty Mertgomery

S A

Ip B
| Phorn

STATE OF ALABAMA APPLICATION AND REQUEST FOR P

Unified Judicial System ACCESS TO THE ALAFILE SYSTEM Verification Code:

Form Revised 907 1d5350cd

N TI10 T
In order 10 process your request for access 1o the AlaFie you must sign s completed form undes of perury. The completed
m«wmummnnd&.dn Clerk of the county n which you wish 10 make At the Clerk's office,
yumlmedbuw YOur govermment issued mmhm.mmumwmamdm
wentfication. The Clerk’s ofice wil then activate the po MWMMMVJMMN

govemment issued photo
allow you 10 acoess the AlaFie application from your computer and make

All fings or other submissions of documents to the Court using this | mmm-\mmn
Alabama Rules of Gl Procedure, MMdWM \: Procedure for Signing. and Verifying
Documents by Blectrorve Means in the Alabama da appicable statutes. rues, or A copy of
mm;wnmwaar

You will not be charged any fees for registenng for /4 X\ muummnwmmﬂmbﬁmnm
ndwmmwmmvw@ pay any convenience fees for any filing fees or oher charges that you pay by
credit carg or

% ) A NA
123 EASY STREET MONTGOMERY AL 36104
Aodress Cay Stre Zp
(334) 9545053 (334) 954-5200 jason hodges@alacourt gov
“Fhone Fax Emal
Drver's Loense: Soaal Securty Noo
AL 1234567 123456789
“Sate of Issuance Number =N

Acknowledgement:
Under penalty of perjury, | declare that the above information is true and correct and that | am the person named and identfied above. |

depmdsdsdmdhum 10 Unauthorzed users. Secuntty for this password 5 my responsiility. | agree 1o

wﬂwnﬁsmwmbdw« mmwhmammbumwmd

password, | have and dohulbymmydanor mmmwwm authonzed by me and waive any
that such pleadings or ther are not legally bindng upon me. By submitting ths W.IMWMW

mwmnw&wwmmme

STEP TWO - LOCAL CLERK’S OFFICE VERIFICATION
PROCESS

Once this state form has been printed off, the Pro Se will sigh and take this form
(and driver’s license or state identification (picture id) to your local Circuit Clerk’s
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office so the Clerk’s office can verify the registration credentials and register the
Pro Se applicant using the AlacourtPlus > Tools > Pro Se > Pro Se Registration

menu.

-
File My Clerk | Tools

My Alacourt Desktop
C5-42 Calculater
Change AlaFile JID
Refresh Scanner Setup

Pro Se * || Pro Se Registration

Case Management r Pro Se Association

Import/Refresh Case

Add S)IS Court Date
Warrant Management »
Mark Case Coenfidential
Post SIS Service Dates

Settings

Steps the Circuit Clerk would take to verify a Pro Se Applicant.

PN PRE

Obtain the printed paperwork and photo ID from the Pro Se applicant.
Login to AlacourtPlus.

From the top menu bar click on Tools > Pro Se > Pro Se Registration.

On the Pro Se Registration tab enter the First Name and Last Name of the
Pro Se applicant on the search menu on the left and then click the Search
button.

The search menu has the options to search by Verification ID and Driver’s
License Number as well if you are unable to locate the applicant by their
name.

If they have completed Step One their name should pull up on the search (on
the center right of the screen).

Double click on their name or information line.

/ ProSe Registration X
ProSe Registon v B X Doute cik ow o completethe registon.
Verfy D PatyType VD Nare Emal Phore N Businessheme
Indhidual TTTAH VALERE TURNER vtumercareer@qmall com () 5180
Drverferse hidd X% FTURIER fumpateliadhre (4] 3 5
Indiidual {Tadigg? AMERELANICOLE TURNER Mireasendfe@onalem (9 ETTH
Ftane bdvidal TPl AMANDATURNER anandafareyfi@yaoocon (706) 5674360
Individual B6T15de TIMOTHY JONTURNER Iouisehumsf3B@yahon com (517 624-3004
letllne: e Wide Ml AMOATING HiBGgrelon (165545
Busiess JBNY ETURNER ey e Boonpltecashel (5] 314587 . CONPLETECASHHOLDINGSLLC
-Search
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8. The Add Pro Se popup box will display with their information and an Add Pro
Se button and a ReSend Sign up Email button.

9. If their paperwork is in order, click the Add Pro Se button to verify their
application.

10. This action will prompt an email to be sent to the Pro Se applicant’s email
address they have registered with.

NOTE: If the Pro Se applicant has accidently deleted the registration email
that they receive from AlaFile, you can resend them the email from the
Resend Sign up Email button.

——— S ——— Zb
’-:‘ Add Pro Se sz

Business Name vy ccomPANY

Party Type Business

Last Name: DOUGH

Middle Name : 1.

First Name: JANE

Email: JJDOUGH@GMAIL.COM

o -

Driver License ' 11234567

| ReSend Sign Up Email |

Cancel J

|:_> (LAddProSe ]

11. Scan the paperwork the Pro Se applicant presented into the Pro Se folder
from the AlacourtPlus > AlaVault > Scan Else menu.

12. Select the PRIVATEPS sub folder under the PRO SE APPLICATION folder.
(All Circuit Clerk’s and their designee(s) should have access to this folder.)

15



Pro Se Registration X AlaVault Scan Else X
DT & = O
Scanner Setup « 0 X

Canon DR-2050C TwWAIN IE‘

[.B&w.] [ GS | | Color |
LegallUS []

[ Insert Paper \Warning
] Document Feeder
] Duplex

Hide Uzer Interface

Folders »~ 0 X
=I"[C3] PRO SE APPLICATION -
m=] PRIVATEPS |
|

13. Scan in the documents and a copy of the Driver’s License or Photo ID.

14. On the Document Information menu on the right, enter the Pro Se applicant’s
information. NOTE: On the DESCRIPTION drop down menu there is not an
option for Pro Se Application specifically nor is there an option for other.
Please select the best option available for what you are scanning. You can be
more specific on the Keywords text box.

Document Information -~ 1 X
TYPE: FRO SE APFPLICATION IE'
3SSN_LASTMAME: 123_ DOUGH
DESCRIFTION: ACCESS FORMS |E|
MNAME: DOUGH JANE
DOCUMENT DATE: | 05/20/2016 El

KEYWORDS: PRO SE APPLICANT - JANE
DOUGH {INDIVIDUAL)

| Clear | | File |

15. Once all information is entered, select the File button.

IMPORTANT! Once the Pro Se Applicant completes the third part of the process
(see below) they will be able to login to AlaFile and file new complaints. However, if
they have existing cases that they wish to be associated with so they can eFile into
those existing cases via AlaFile, the Clerk’s office must associate them with that
existing case. They will need to call back and give you the case number after they

16



have completed part three below. Perform the steps on page 10 to associate them
with an existing case.

STEP THREE — PRO SE APPLICANT CONFIRMATION

After the Circuit Clerk’s office has completed their registration process in step two
above, the Pro Se applicant must complete step three before they can login to AlaFile.

An email will be automatically generated from AlaFile back to the Pro Se applicant
once the Circuit Clerk completes step two. The Pro Se MUST click on the blue
hyperlink in the email from AlaFile in order to verify their email account before logging
in to AlaFile.

P (e e P e e e
Latwn oo oot 4 0 10 0K eeeeit i i

b ¥ roantdim
T
o
Sobpt e i il on

R Yo WALES 1 ik o [ conbimafion b b | venfy yout scsoart
Yinat it ol T b et il s e i B Cormgditid

II'| ey e F-'"I.l .|.;|-I'.'|EI'4:5..::I:'.|||".! Wk Tk T Tk

Yo infeimrition & il om had bain ddad bilow i

Emal

i)

I'.,' Hgms ,N.'.':':'
Ll M EIRC
Addaaa - 171 RASY SIREET
Lk Irl'.'ll U-'Irll.k’

St &

i

Ptk
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The provided link in the verification email will take them to a page on the AlaFile
website where they can select a button to complete this process. Once they Click
Here to Complete the Registration, a message in green font will let them know
their registration has been completed and that they can click the link to login to
AlaFile.

Account Verification

Email Address: jason.hodges@alacourt.gov
First Name: JAMES
Last Name: BROWN
Attorney Code: none
To Complete the Registration Process Please Verify the information above and click the
button below to finalize the registration.
[ Click Here to Complete the Registration ]

Click here to go back to the login page.

Your registration has been successfully completed. Please click the link below to go the login
page.

-

Click here t0 go back to the login page.

Pro Se filers can eFile new complaints once they are able to login to AlaFile. However,
if they wish to eFile in an existing case they will need to contact the Circuit Clerk’s
office and ask that they be associated with the existing case. They would provide the
case number(s) to the Circuit Clerk.

NOTE: This option is not available in the JU Division at this time.

18



ASSOCIATING A PRO SE FILER WITH AN EXISTING CASE

whh e

R ——
3
File My Clerk [Tools ._
My Alacourt Desktop
C5-42 Calculater
Change AlaFile JID

Refresh Scanner Setup
Pro Se | Pro Se Registration
Case Management e T

Import/Refresh Case

Add SIS Court Date
Warrant Management 3
Mark Case Confidential
Post SJIS Service Dates

Settings

Login to AlacourtPlus.
From the top menu bar click on Tools > Pro Se > Pro Se Association.
From the Pro Se Association tab enter the First and Last Name of the Pro Se filer
then click Search.

a. There is a Verification ID number option to search by if you cannot locate the

Pro Se filer by their name.

NOTE: If they have successfully registered their name will display on the center right
of the screen.

On the Pro Se Association meu: The Pro Se User Information will appear at the top of the
menu. In the middle of the screen there are three buttons; Add Case, Move Case(s), and
Remove Case(s). At the bottom portion of the menu will display any cases that the Pro Se
User has already been associated with. The County, Case Number, and Party Code will

display.
ADD CASE
1. Click on Add Case button.
2. Enter the Case number and then click on the Lookup button.
3. The parties for that case should display in the Party List box.
4. Select the Pro Se from the Party List and then click the Add Case button.
5. Repeat these steps for all cases that the Pro See needs to be associated with.

19



ot Pro Se Association P

Pro Se Mame: | JANE DOE

Case Search

County: 77 -TESTCOUNTY?T
Division: CV - CIRCUIT CIvIL
Case Year: 2016

Case Mumber: | 200002 Ext: |00

LU BEE M E

I [ Lookup ] l - Reset

Quick Search (e.g. 05-CV-2008-000025 00)
77| - - - - | 00

[iodap ] [Reset ]

Party List:

Party Type MName
C001 : Plaintiff DOE JOHN MICHAEL JR.

<>

l Add Case I l Cancel

MOVE CASE(S)

The Move Case(s) button allows cases that are associated with a Business Pro Se user’s
cases to be transferred to another Pro Se user who is registered to file on behalf of the same
business. For example, Employee A works for XYZ Company and has been authorized by
the company to eFile on the company’s behalf and that employee has completed the
registration process and has been associated with cases that the company is a party on. If
employee A leaves the company and the company hires employee B to file on their behalf;
the MOVE CASES button will allow the Clerk’s Office to move XYZ Company’s cases that
are associated with Employee A over to Employee B.

1. Search for the Pro Se Business user who has been associated with the company’s
cases who is no longer with the company per steps 1-3 above.

2. The cases should display at the lower portion of the Pro Se User menu.

3. Select the cases to move. To select all cases listed, click on the first case then hold

down the SHIFT key on the keyboard and then select the last case so that they are

all highlighted blue. This action will activate the MOVE CASE(S) button.

Click on MOVE CASE(S).

A Pro Se Lookup box will display.

Enter the name of the user you wish to move the cases to then click SEARCH.

Select the user from the list below then click CONTINUE.

The case(s) will be moved once the Continue button is selected.

Go to the new Pro Se user for that business to confirm the cases are there in the list.

©CoNoOA
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REMOVE CASE(S)

To remove cases from a Pro Se party that have previously been associated with them, use
the REMOVE CASE(S) button.

1. Look up the Pro Se party by following steps 1-3 above.
2. Select the case(s) to remove.

a. If removing more than one case at a time, use the SHIFT key to select more
than one case in a row; however, if selecting cases that are not in a row, user
the CTRL key to select multiple cases that are not in a row. To do this: Select
the first case to remove then hold down the CTRL key on the keyboard and
then select the next case and while still holding down the CTRL key, select as
many cases as necessary. Once all cases have been selected (highlighted
blue) then you can release the CTRL key on the keyboard.

3. Click the REMOVE CASE(S) button.

ﬁag AlacourtPLUS lmmlsi=h| y)

File MyClerk Tocls Reporis Search Tracking AlaVault Window Help
Clerk Q Motion Queve O Unlawful Detainer O Emails O Garnishments

Pro 5e Association X ProSe Case Associations For SARAH MORGAN SMITH X

Pro Se User Information
Party Type: Business Business Name LENDMARK FINANCIAL SERVICE

Last Mame: DOUGH Middle Name : J- First Name: JANE

Email: flanedoughi ial.com Verify ID: az045793

D Add Case Move Case(s) @ Remove Case(s)

County 4 Case Number
77 SM-2018-900540.00
77 SM-2018-300543.00
i SM-2018-900558.00
77 SM-2018-300553.00
{ SM-2018-900560.00

AlacourtPLUS v4.4.3 41 No new versionf. | /|
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The designated Email and Password created at the registration process is what the user
will use to login to AlaFile. This information can be customized per the user’s discretion.

The AlaFile password consists of:

e 9 characters

o At least one upper case character
e At least one lower case character

o At least one number or one special character

AlaFile users who file or access confidential documents will be required to enter a separate
confidential access code in addition to the 9-character password required to access the AlaFile

application.
The AlaFile confidential access code consists of:

e 12 characters

o At least one upper case character
e At least one lower case character

o At least one number or one special character

B Change "Confidential Access" Code (2]

Change "Confidential Access" Code

This code is an additional code used for accessing "confidential” cases, in which you are an attorney of record.
Old "Confidential | |
Access” Code:

New "Confidential | |
Access" Code:

Access Code must be a minimum of 12 characters in length, contain at least one upper case, one lower case and
one number or one special character.
Retype

"Confidential | |
Access"” Code:

Reset "Confidential Access™ Code

22



The CC (courtesy copy) fields are email addresses of legal secretaries, paralegals or
other staff that wish to receive courtesy copies of all notices served via AlaFile. When
service copies are sent through the application these CC email addresses will also receive
a copy.

o

i

o

o

i

Steps to Reset an AlaFile Password

To reset your AlaFile Password from the AlaFile login screen, please see steps below.

1. Under the Login button left click on the FORGOT YOUR PASSWORD? CLICK

HERE! Link

Email: |

Password:

Login

Forgot your password? Click here!

2. Enter your AlaFile email address on the RESET ALAFILE PASSWORD Popup box.

3. Enter the Verification Code that is displayed in red letters (Note: The verification
code that is pictured is case sensitive; therefore, it must be typed in exactly as
shown).

4. Left Click on the RESET button (Note: The verification code in the screenshot below
is an example; do not use this code.)

23



Reset AlaFile Password

Your email: || |

pPWVIGA
Picture:
Enter Verification Code: |:|
Cancel I Reset |

5. A message will display stating that an email with a temporary password will be sent
to your email address.

6. Verify that the email address listed is accurate
a. If so, login to your email account to retrieve the temporary password.

b. If not, contact the AlaFile Helpdesk, ITSupport@alacourt.gov or 1-866-954-
9411 Option 1, Option 4.

Reset AlaFile Password

We have sent an e-mail message to
[AlaFile eMail Address on File] with the following subject line
"Reset AlaFile Password". Please use the temporary
password emailed to you to log into AlaFile
(https:/falafile.alacourt.gov). You will be prompted to change
your password after logging into the system.

CLICK HERE to go to the Login page.

7. Leave the AlaFile webpage up but minimize it so you can go to your email account
and login or check your inbox for the email from alafilenotices with the subject line,
‘Reset AlaFile Password’.

alafilenotices
Reset AlaFile Password 12:49 P }(

'I-.I'liB email AT SF_"II.{T {TD you in I'E'?PGII.SE' {TD

8. Copy the temporary password from the email then go back to the AlaFile login page
and paste the password into the password field.

9. Enter your email address in the Email field.

10. Left Click on the Login button.

24
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Email: ‘ |

Password:

Login

Forgot your password? Click here!

11. Enter a new password and retype the new password in the RESET ALAFILE
PASSWORD box.

12. Left click the SAVE button.

Reset AlaFile Password

New Password: | |

Password must contain at least one upper case
, one lower case, one humber or one special character
, and a minimum of 9 characters in length.

Retype Password: |

13. The system will kick you back out to the Login screen.
14. Please enter your email address and the new password that you just created.

15. Left click on the Login button.

Email: | |

Password: | |

Forgot your password? Click here!
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Navigating the AlaFile Application

The following section briefly describes various menu options that are currently available
within AlaFile. The specific workflow processes within each menu selection are described

in further detail within their respective sections.

DY) AlaFile

Complaints b Diseavery b Metiens b Pest Judgment b Miseellaneous

Complaints

¢ File New Complaint

File Amended Complaint
e File Answer

e File Counter Claim

e File Cross Claim

o File Third Party Complaint
Discovery

e Notice of Discovery
Motions

¢ File New Motion (including juvenile division)
o Reply/Respond/Supplement to Motion

e File Batch Motion

e Search Existing Motion

e View Pending Motions

e View Set Motions

e View Disposed Motions
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View All Motions

Post Judgment

Garnishments

File Alias Garnishment

Miscellaneous

Notice of Appearance
Subpoena

Alias Summons
Proposed Order
Miscellaneous Document

Affidavit of Substantial Hardship
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Email / Update Account / Payment History Options

Email . Update Account | Payment History

The Email tab found on the main navigation bar allows the user to view service copies

of court filings (e-notices) that have been sent through the application.
All court e-notices are sent by AlaFile to two locations:

1. the Email Tab/Inbox within AlaFile and

2. the registered users email account.

In the event of technical difficulties with the registered users email account (i.e. spam /
server / ISP issues or an email account that has reached its size limit) the user will still
have access to service copies within AlaFile. The user can log into AlaFile and click on
the Email Tab/Inbox to access a service copy of an electronically filed document.
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Update Account

The Update Account tab on the main navigation bar allows the user to manage personal
information such as names, addresses, email addresses, password, confidential access

code, alternative email addresses, payment options and recurring parties.

3 Update Personal Information

-] Change Email Address

E Change Password

[>>]

E Change "Confidential Access" Code

1 Change Alternative Emails

$ Manage Payment Options

& Recurring Parties

Under Update Personal Information the user can update their personal information including
name, address, phone or fax numbers. Whenever any relevant personal information changes,
the user must update their information with AlaFile as required by the Administrative Polices
& Procedures for Electronic Filing.

£

P Update Personal Information

Update Personal Info
First Name: Test
Middle Name:
Last Name: Account
Address: 300 Dexter Avenue
City: Montgomery
State: AL hd
Zip: 36104
Phone: 3349545000
Fax: 3349545001
Firm Name:

Submit

29



It is important to note that practicing attorneys will need to update their contact information
with the Alabama State Bar in which the Administrative Office of Courts receives nightly
updates into SJIS Mainframe (State Judicial Information Systems). To update personal
information, the user should type in the updated information, then click Submit.

Under Change Email Address, the user can update their account to reflect a new email
address. This email address update must be done anytime the user changes email addresses
pursuant to the Administrative Polices & Procedures for Electronic Filing.

The email address on record with AlaFile is the primary address used to provide service
copies. To complete the email address change, the user must click on the confirmation link

sent to the user’'s new email address.

=)

] Change Email Address

Change Email Address

Old Email:

New Email:

HOTICE! You will receive a confirmation email at the new email address. You MUST click
on the confirmation link contained within the email to complete the email update.

Submit

For security reasons, the user may change their AlaFile password anytime. AlaFile password

changes must be a minimum of 9 characters in length, contain at least one upper case, one

lower case and one number or one special character then clicking Submit.

I<<]

E Change Password

Change Password

Old Password:

New Passwaord:

Retype Password:

Submit
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For security reasons, the user may change their confidential password anytime. Confidential
password changes must be a minimum of 12 characters in length, contain at least one upper
case, one lower case and one number or one special character then clicking Submit.

B Change "Confidential Access” Code A

Change "Confidential Access” Code

Thiz code is an additional code uzed for accessing "confidential” cases, in which you are an attorney of record.

Old "Confidential
Access" Code:

New "Confidential
Access" Code:

Acress Code must be a minimum of 12 characters in ength, contain at least one upper case, one lower case and

ane number or one EF'ECiEI character,

Retype
"Confidential

Access" Code:

Reset "Confidential Access" Code

Submit

If alternate email addresses are provided in the CC fields during the initial registration process,
those email addresses are provided service copies of all emails that are sent by the application
to the primary registered email address. If the user wishes to add new email addresses or
change existing addresses, click Change Alternative Emails, type in the new email
address(es) then click Submit.

>

1 Change Alternative Emails

Change Alternative Emails

Ce
Ce
Ce
Ce
Ce
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AlaFile uses the utmost caution to protect credit card and bank information when making

online payments. To ensure security, the filer is given two payment options:

1. Manually enter payment information at the time of e-filing:

Using the Manage Payment Feature is OPTIONAL. You may continue to enter your

complete payment information at each transaction.

payment account identifying information in the AlaFile system.

Store payment information for future use:

AlaFile will NOT store your

If you choose to store payment account information for your convenience or to share

your payment account information with others in your firm, then you should use this

option. This service stores your payment account identifying information

(credit card

number or bank account information) securely in a 3" party PCI Certified Data Center

which provides AlaFile with a token used to call your payment information for

processing. Please be aware that each time that you use the token, a $0.05 charge

will be added to the payment convenience charge.

Option you agree to pay the tokenization charge.
Steps to add new payment accounts:

1. Click Manage Payment Options.

By setting up a Payment

§ Manage Payment Options

2. Within the manage payment options enter a description then click Add a Payment

Option.

Payment Options

| $ Manage Payment Options ,| Add a Payment Option |I

Description:
|

Administered
By

JIMMY Credit
ACCOUNT Card

Account
Number

‘1111

JIMMY
ACCOUNT

Type Description

dd

Users

View Exisfing
Users

|test

Instructions @

Payment
Options

Delete |

3. Enter the required billing information from your debit/credit card and click Add.

4. Click on Add Users of an existing payment option to add additional users.
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The Recurring Parties Feature provides a method to save information associated with
a party that the filing party may represent on a regular basis. By setting up this feature
and saving the information into AlaFile, the user can access saved data during the filing
process to avoid entering this information each time a document is e-filed (such as a
complaint). To utilize this feature for a new party, the user should click on Recurring
Parties and fill in all the requested information and click Add. To modify an existing
party, click on the name of the party, enter the information and click Update. To delete

a party, click on the party name and then click Delete.

g Recurring Parties

Recurring Parties ]

JAMES A BROWN
JOHNNY @ BROWN

Party Type: Individual v
First Hame:
Middle Hame:
Last Name:
Suffix:

Address:

City:
State: AL -
Zips
S5H:
Phone:

Email:

Cancel ’ Add ] ’ Save ]
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Payment History

The Payment History button on the main navigation bar allows the user to view payment
history made through AlaFile. Depending on the report desired, the user can enter the
appropriate parameters to obtain information on fees paid through the AlaFile

application, either by date range, transaction code or reference number.

Search Payments
ESea rch By Date Range;l Search by Transaction Code Search by Reference Number
Start Date: | | i
End Date: | | H
Payment Option | AlLL S |
Search
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Filing Documents

Complaints

The process of e-filing a complaint in each of the five civil divisions is very similar (circuit

civil, district civil, small claims, domestic relations and child support). The general

workflows and basic logic can be applied to the other civil divisions described above.

For simplicity, this tutorial will explain how to e-file a complaint in circuit civil (CV)

division.

Circuit Civil Complaint

1. Hover your mouse over the Complaints menu on the main navigation bar.

2. Hover your mouse over File New Complaint within the Complaint menu.

3. Click Circuit Civil.

Complaints [ 3 | Discovery

@ Fite Hew compiaint > (RIS

Note: Depending on the division chosen, the electronic cover sheet may look different.

4.

5.

Select the County from the dropdown list.
Select the radio button for Emergency Relief.
Select the radio button for Filing on Behalf of State Agency.

Note the checkbox for the Affidavit of Substantial Hardship. It is important to point
out that if this option is selected AlaFile will not suggest the filing fee. When e-filed,

the request for a substantial hardship will go directly to the judge hearing the case.
At that time, the judge will be able to grant or deny this hardship.

a. If granted: AlaFile will generate a summons and will proceed as a normal

complaint.
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b. If denied: AlaFile will send a notice back to the filing part for adjustment of filing
fees within a sum certain time (i.e. 5 business days to perfect payment of filing
fees or the case will not be recognized by the courts).

File CV Complaint

Jurisdiction
County: v

Emergency Relief Requested: (1 Yes @ o

Filing on behalf of State Agency: () ves @ o

D Substantial Hardship (Check here if you have filing an Affidavit of Substantial Hardship )

9. Select the Type of Complaint from the dropdown selections.
10. Select the Origin of the case filing.

11. Select the radio button for Jury Trial Demanded.

12. Select the radio button for Monetary Relief Requested.

13. Select the radio button for the Amount of the Claim. If unknown/undetermined

is selected AlaFile will suggest the higher filing fee.
14. Enter the Total Damages requested (optional).

15. Select the radio button for Mediation Requested.

CAUTIQN: Payment of the filing fee is jurisdictional and set by Ala. Code § 12-13-71. By signing the informational cover sheet (Form ARCIV-33), the attorney
i certifying the information contained therein pursuant to Ala. R. Civ. P. 11, Failure to accompany a pleading with the proper filing fee may resultin a lack
of subject matter jurisdiction over the matter, and the rendition of a judgment which could be deemed void.

Type of Complamt Please Choose Complaint Type v

Origin: Intial Filing v

Jury Trial Demanded: (IYes @ N

Monetary Relief Requested: @ves (o

Is the amount in controversy ' .- ,

in excess of § 50,0007 JYes [U/No ) Unknown/Undetermined

Total Damages Requested (Optional):

Mediation Requested: (Yes @ No () Undecided
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Adding Parties to the Electronic Cover Sheet

16.

17.

18.

19.

20.

21.

Enter the Total Number of Case Parties for both plaintiff(s) and defendant(s).
Select the Party Type drop down (business, individual, government or other).

Type the Party Information in the boxes provided (all fields marked with an

asterisk (*) are required fields).

If additional attorneys are representing the party, click the Add Additional
Attorneys Besides Filer checkbox. Type in the attorney code of the other

attorneys in the boxes that wish to make an appearance in the case.

Click Add. This adds the party to the red box at the top.

When adding a defendant to the complaint you will need to choose the type of
service from the Service Type dropdown.

a. If you choose Sheriff service type, you will have to choose the county where

the complaint will be served.

b. If you choose Private Process Server service type, you will need to type in

the name of the process server.
c. Ifyou choose Certified Mail service type there are two options for this service.
i. Service to be perfected by the clerk.

ii. Service to be perfected by filer.

d. If you choose Service Waived a summons will not be generated.
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Number of Plaintiffs: 1
Humber of Defendants: 1
. e Fom P H Edil MHt
Party*: @ Plaintiff ) Defendant =L} o paﬂ ,,,e been added. —
My Parties: JAMES ABROWN v :
Party Type: Individual hd
First Name: JAMES
Middle Hame: A
Last Name: BROWN
Suffik:
Address: 123 EASY STREET
Address 2:
City: MONTGOMERY
State: AL M
Zip Code: 36104
Gender: Please Choose d
SSN: 899-89-9999
DOB:
Phone: (334) 954-5000
Email: testemail @ALACOURT. GOV

["] add additional Attorneys besides Filer.
(Alabama Aftorney Code /e.g. ABC123)

—p | Add | | Clear |

Once parties have been added to the case, the yser will see a screen like the one below.
As an example, notice that one plaintiff and gne defendant have been added to this

complaint. When all case parties have been gdded click continue.

Party Name Edit | Delete
Plaintiff coo1 JAMES A BROWN Edit | Delete
Defendant o001 JOHNNY Q1 BROWN Edit | Delete

Note: If there are multiple plaintiffs or defendants in the case, each party must be added
as described above.
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The electronic civil cover sheet will be auto-generated by the application and attached
to the complaint and other documents that are filed.

Attaching documents

22. Once the data entry is completed in the steps outlined above, attach your complaint.

Note: All documents attached within AlaFile must be in PDF format.

23.To locate your Complaint, click Browse. After locating the document on your

computer, attach the PDF Document, make a concise description and click Continue.

Add Document(s) - CVv Complaint
Attach Document
C\Users) ADesktop\Microsoft Wo —
Title: Description:
COMPLAINT * Make a good description -
here

Titie i Type |

CIWIL_COVER_SHEET CIRCUIT COURT - CNVIL CASE 00 f
[ Add Document ] [ Continue ]

24. Atfter clicking Continue, you will now see the Filing Detail Screen. This screen allows
you to check the attached document(s) before filing them with the court.

To view your documents that have been uploaded click the title of the document. To delete
documents that have uploaded, click the red X beside the document. To add additional
documents, click Add Documents. If you are ready to file your complaint, click File

Complaint.
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Filing Detail

County: T
Style: JAKES A BROWN v. JOHNNY 0 BROWN
Filing: Compilaint

Description MB | File Type
CIVIL_COVERE_SHEET CIRCUIT COURT - CIVIL CASE *\L‘g pdf
COMPLAINT 0 \‘Ddf X

[ Add Documents ] ’ File CV Complaint ]

Explanation of the AlaFile Fee Sheet

25. After clicking File Complaint, the user will see the Fee Sheet screen like the
screen below.

AlaFile

Payments powered by alapay.com

Choose a Payment Option

CV <= $50K $234.00
VADM FEE $45.00
Convenience Fee: $11.16
Total $290.16

Enter Billing Information

First Name:

Last Name:

Address:

City:

State: AL v
Zip:

Phone:

Email:

Billing Reference:

FAILURE TO ACCOMPANY A PLEADING WITH THE PROPER FILING FEE MAY
RESULT IN A LACK OF SUBJECT MATTER JURISDICTION OVER THE MATTER,
AND THE RENDITION OF A JUDGMENT WHICH COULD BE DEEMED VOID.
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It is the filing party’s responsibility to verify that the correct filing fee is being paid. If the
correct filing fee is not suggested on the AlaFile Fee Sheet, please contact the Alabama
Administrative Office of Courts Information Technology Support Help Desk, toll-free at
1.866.954.9411 Option 1, then Option 4.

26. By clicking Continue, you are completing payment of the filing fees for the complaint.

After the transaction is completed, a payment receipt will be generated. The E-File Receipt
can be printed or saved by clicking Print View and then clicking Print.

E-File Receipt

County: I

Cage Number: CV201230005900

Style: JAMES A BROWN v. JOHNNY @ BROWN

JID:

Document Filed: Other

Electronic Document Stamp: CV2012900059009/28/2012 8:55.30 AM2Teaa514-580e-4ddb-3098-345a300d0ads

The following Documents were attached to this filing:

Title Description Location
CNIL_COVER_SHEET CIRCUT COURT - CVIL CASE
COMPLAINT C\Uzers) \Desktop\Test POF pdf
AFFIDAVIT OF SUBSTANTIAL HARDSHIP (test CilUsers! \DesktopiTest pdf
Notice of this filing must be served on the following parties:

Party Humber Hame Address City State | Zip | Service
123 HARD PLACE MONTGOMERY AL sheriff

‘ Print View ‘ [Euntinue]




Amended Complaint

1. Hover your mouse over the Complaints menu on the main navigation bar.

2. Hover your mouse over Amended Complaint and single click.

Complaints F | Discovery

@ File Hew Complaint P

o Amended Complaint

3. Select the county, division, case year and case number from the dropdown list.

4. Click Find Case.

File Amended Complaint J
Select a County: 77 -TESTCOUNTYTT -
Select a Division: CV - CIRCUIT-CIVIL -
Selecta Case Year: 2012 -
Enter a Case Number: 1
Select an Extension: o0 -

5. Please read the instructions hyperlinked before attempting to e-file an Amended
Complaint. Select the radio button to determine if you are amending the claim
amount. If you are amending the claim amount enter that amount in the claim

amount field below.

File Amended Complaint

\ ——  |nstructions @
Are you Amending the Claim Amount? @ ves O o Claim Amount®:
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6. To change existing party information, click Edit by the corresponding case party
name you wish to amend. Click Update when finished updating the party. Once
completed, the case party(ies) that have been successfully updated will

reflect green.

Parties
== - T e
. Plaintiff C001 * TESTER WARREN Edit
Party Type: Al '
Plaintiff C002 |WARREN TESTER, Il Edit
[l Party Needs To Be Senved Plaintiff C003 |W TESTER DBA Edit
e Hame: Plaintiff C004 'WARREN TESTER Edit
Irst Hame: Plainif C005 |WARREN TESTER Edit
Middle Name; Plaintiff CO08 (WARREN TESTER Edit
Last Name: Plaintiff C007 'WARREN TESTER Edit
Defendant D001 |DEFENDANT TESTER Edit
Suffix: Defendant D002 |DEFENDANT TESTER 2 Edit
Address: 123 Easy Steet Fr!end FOO1 |BANK OF CHOICE/123321 | Edit
Friend FO02 |BANK OF CHOICE/123322 | Edit
Address 2 Gamishee G001 |GARNISHMENT TEST Edi
Cﬂy: MONTEOMERY Garnishee G002 |GARNISHWENT TEST Edit
Income Witholder [HO01 |EMP NAKE Edit
State: AL v
_ Intervenor 001 R Edit
Zip Code: 16104 Other 0001 |WARREN TESTER Edit
SSN: Third Party TO01 DOEJOHNMICHAELJR | Edit
DOB:
Phone;
Email \
[ Update ] [ Clear ]
Continue

7. Once satisfied amending the complaint party, click Continue.

Attaching documents

8. To locate your amended complaint, click Browse. After locating the document on
your computer, attach the PDF Document, make a concise description and click

Continue.

43



Add Document(s) - Amended Complaint

Afttach Document

Clsers' _ Desktop\Microsoft Wo || _Browse... . <
Title: Description:
AMEMDED COMPLAIMNT - Please type a description of your =

document.

~

[ Add Document ] [ Continue ]

9. At the Filing Detail screen, you may attach additional documents by clicking Add
Documents or file the amended complaint by clicking File Complaint. To view
documents previously uploaded click the title of the document. To delete

documents that have uploaded (i.e. in error) click the red X beside the document.

10. If additional fees are incurred because of the filing of the amended complaint, a Fee
Sheet will be displayed.

Filing Detail

County: Tl

Case Number: cy.2012-000001.00
Style: JOE DOE, PETITIONER
JiDe PPC

Filings: Amended Complaint

De=scription

AMENDED COMPLAINT . 002 pdf b

[ Add Documents J| File Complaint

After the transaction is completed, a receipt will be generated. The E-File Receipt can be
printed or saved by clicking Print View and then clicking Print.

E-File Receipt

County: 7T

Case Number: CWZ2012000001 00

Style: JOE DOE, PETITIONER

JID: PPC

Document Filed: AMENDED COMPLAINT

Electronic Document Stamp: CW2012000001 00242012 11:04:41 AMbcTd7322-08c0-4f3e-9760-5a8bT4eeefol
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Answer

1. Hover your mouse over the Complaints menu on the main navigation bar.

2. Hover your mouse over File Answer and single click.

Complaints [ 3 | Discowery

B File New Complaint #

B Amended Complaint

o File Answwer

3. Select the county, division, case year and case number from the dropdown list.

4. Click Find Case.

File Answer ]
Select a County: 77 - TESTCOUNTYTT -
Select a Division: CV - CIRCUIT-CIVIL v
Select a Case Year: 2012 v

Enter a Case Number: 1

Select an Extension: oo -

5. Review the case information screen. If you are filing on behalf of a state agency make
sure and select the Yes radio button. Clicking Yes will bypass court filing fees (as

state agencies are exempt from filing fees).

6. If the case data that appears on the screen is correct, click Continue.
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Case Information

ICounty: Tr

Case Humber: CV-2012-000001.00
Style: JOE DOE, PETIMONER
D PRC

Filing on behalf of State Agency: () Yes @ No

Continue

7. Choose your specific Answer Type from the drop-down menu.

8. Select the appropriate radio buttons for a Counterclaim, Cross-Claim and Third-
Party Complaint.

9. Highlight the Party or Parties you are answering for. To select multiple parties, hold

down the Control Key while clicking on each party you represent.
10. If additional attorneys are representing the party, type in their attorney codes.
11. Select the appropriate radio button for Jury Trial.
12. Click Continue.

Complaint Denied

County: 7

Case Number: CV-2012-000001.00

Style: JOE DOE, PETITIONER

JiD: PPC

Answer Type: Complaint Denied -
Are you filing a Counterclaim along with this answer? ) ves @ No

Are you filing a Cross-Claim along with this answer? ) Yes @ No

Are you filing a Third Party Complaint along with this answer? | T Yes @ o

Choose Party or Parties to Answer for

.
C002-TYTTTY =
C003-T

C004 - JOE DOE I \

Attorney 1:
Attorney 2: AQC003
Attorney 3
Attorney 4
Attorney 5

Attorney &

Jury Trial Demanded: ) Yes @ No

’ Cancel ] ’ Continue
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13. To locate your answer, click Browse. After locating the document on your computer,

attach the PDF Document, make a concise description and click Continue.

Add Document(s) - Answer

Attach Document

C\Users' Desktop\Microsoft Wa -—

Title: Description:

AMNSWER * |Make a good description -
here|

[ Add Document ] ’ Continue

14. At the Filing Detail screen, you may attach additional documents by clicking Add
Documents or file the answer by clicking File Answer.

Filing Detail

County: 7T

Case Number: cyv.zo42-000004.00
Style: JOE DOE, PETMIONER
JiDe PPC

Filimg: Answer

Description

ANSWER KMake a good description here 002 pdf 4

[ Add Documents J [ File Answer ]

15. After clicking File Answer, the user will be directed to a payment screen if applicable
for your filing situation.

After the transaction is completed, a receipt will be generated. The E-File Receipt can be
printed or saved by clicking Print View and then clicking Print.

E-File Receipt

County: Fi

Case Number: CW 201 200000100

Style: JOE DOE, PETITIONER

JiDe PPC

Document Filed: Complaint Denied

Electronic Document Stamp: CW201200000100%24/2012 1:57:36 PMS9d3dadel-75af-491b-85a0-3e3e7340de 11
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Notice of Discovery

1. Hover your mouse over the Discovery menu on the main navigation bar.

2. Hover your mouse over Notice of Discovery and single click.

Complaints | 3 | Discovery

0 Motice of Discovery

3. Select the county, division, case year and case number from the dropdown list.
4. Click Find Case.

Confirm Case J
Select a County: 77 -TESTCOUNTYTT -
Select a Division: CV - CIRCUIT-CIVIL -
Select a Case Year 2012 -
Enter a Case Number: 1
Select an Extension: oo -

5. Review the case information screen. If the case data that appears on the screen is

correct, click Continue.

Case Information

County: T

Caze Number: CV-2042-000001.00
Style: JOE DOE, PETITIONER
JID: FPC

Continue
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Note:

If attorneys or parties ARE registered with AlaFile, then their respective names will

display as served electronically. In those instances, service copies are sent electronically to

those persons by AlaFile. No further action is needed by the filer for service on these persons.

If the attorneys or parties ARE NOT registered with AlaFile, then their respective names will

display as needing service by the filer via traditional methods. The filer will need to serve

these parties via traditional service methods.

6.

7.

Select the Party or Parties you are answering for. To select multiple parties, hold
down the Control key while clicking on each party represented by the attorney.

Click Continue.

Choose party(s) to file for

County:

Style:
ID:

Choose

Case Number: CV201200000100

7

JOE DOE, PETMIONER
PPC

Party or Parties you are representing

C002 -

H001 -

C001- JOE DOE *

co3-T

C004 - JOE DOE I
0001 - JOE DOE TEST
0002 - JIM DOE TEST

YTTTY I

m

EMP %

[ Cancel ] [ Continue ]

8.

To locate your notice of discovery, click Browse. After locating the document on your

computer, attach the PDF Document, make a concise description and click Continue.
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Add Document(s)

Attach Document

Chlsers) Desktop\Microsoft Wao C—
Document Type: Title of Document:
MOTICE OF DISCOVERY * Make a good description -
here.

[ Add Document ] [ Continue

9. At the Filing Detail screen, you may attach additional documents by clicking Add
Documents or file the notice by clicking File Notice.

Filing Detail

County: i

Caze Number: cyv-2042-000001.00

Style: JOE DOE, PETIMIONER

JiDe PRC

Filimg: Motice of Discovery \ «~

Document Type Title of Docu.ent MB File Type
NOTICE OF DISCOVERY Make a good description helNg. .00z pdf

[ Add Documents ][ File Motice

After the transaction is completed, a receipt will be generated. The E-File Receipt can be
printed or saved by clicking Print View and then clicking Print.

E-File Receipt |

County: T

Case Number: C\V201200000100

Style: JOE DOE, PETITICNER

JiD: PPC

Document Filed: NOTICE OF DISCOVERY

Electronic Document Stampe  CV201200000100%/24/2012 2:04:44 PMeS81dc13-c7a8-4591{-822c-9d380e5365c8

The following Documents were attached to this filing:
Title Description
MOTICE OF DISCOVERY |Make a good description here. |[C\lsers

Location
Desktop\Microsoft Word - Document1.pd

Print Wiew ] [Guntinue ]
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Motions

1. Hover your mouse over the Motions menu on the main navigation bar.

2. Hover your mouse over File New Motion and single click.

AlaFile

Camplaints > | Discawvery | 3 |_ Post Judgnre

B File Maew Motion

B R i/ Rep iy PP t to Motior

B File Batch Moticomn
B Search Existing Motions

System Ad B vView Pending Maotions

B View Set Motions

= Batc B View Disposed Motions

MNote
B Wiews All Motions

3. Enter in the case details by selecting the county, division, year and case number.
4. Click Find Case.

File New Motion J
Select a County: 77 - TESTCOUNTYTT -
Select a Division: CV - CIRCUIT-CIVIL -
Select a Case Yean: 2012 -
Enter a Case Number: 1
Select an Extension: o -

5. Review the case information screen. If the case data that appears on the screen is

correct, click Continue.

Case Information ]
County: I
Casze Humber: CV-2012-0000041.00
Style: JOE DOE, PETIMONER
JID: PPC

Filing on behalf of State Agency: () Yes @ No

Continue
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Note: If attorneys or parties ARE registered with AlaFile, then their respective names will
display as served electronically. In those instances, service copies are sent electronically to
those persons by AlaFile. No further action is needed by the filer for service on these persons.

If the attorneys or parties ARE NOT registered with AlaFile, then their respective names will

display as needing service by the filer via traditional methods. The filer will need to serve
these parties via traditional service methods.

6. Select the Party or Parties you are filing for. To select multiple parties, hold down the

Control key while clicking on each party represented by the attorney.

Name of Filing Party:
To choose multiple parties click on the first party then hold down the CTRL key on your keyboard while you click on subsequent parties.

CO02-TYTTTY
C003-T
CO04 - JOE DOE | -

m m

7. If Oral Arguments are requested, click the Oral Arguments Requested checkbox.

8. If the filing party needs to add/create a party to the case, click the Add/Create Party
checkbox.

D Oral Arquments Requested
| AddCreate Party?

The attorney information will be displayed as a courtesy.

Name, Address, and Telephone No. of Attorney or Party. If not represented.

300 DEXTER AVENLE
MONTGOMERY, AL 35104
3349545053

Aftorney Bar No..JAHXXX

52



9. Select the specific type of motion being filed from the motion dropdown list.

10. Click Continue.

Type of Hofion:

Plase Choose Netonype v

Cancel || Contnue

11. To locate your motion, click Browse. After locating the document on your computer,

attach the PDF Document, make a concise description and click Continue.

Add Document(s) - New Motion

Attach Document

Chlsers’ ADesktop\Microsoft Wao ——
Thi=s Filing:
Defendant - Motion/Response - Joinder

Doo2 - Jiv DOE TEST

Title: Description:

Make a good description =
here

De=scription
MOTION_COVER_SHEET Motion Cowver Sheet oo0s pdf

[ Add Document J [ Continue ]

12. At the Filing Detail screen, you may attach a proposed order by clicking Add

Proposed Order. Ensure the correct documents were uploaded. If anything is

incorrect, click the red x to the right of the document to delete the document.
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Filing Detail

County: i

Case Number: cyv.2012-000001.00

Style: JOE DOE, PETITIONER
JiDe PPC
Filing: Joinder
De=zcription MB
MOTION_NQVER_SHEET Motion Cover Sheet .ona pdf
MOTION \ Make a good description here 002 pdf *
R

[ Add Proposed Order ] [ Add Documents ] [ File New Maotion ]

Steps to add a Proposed Order:

Type your proposed order or cut and paste the proposed order into the body of the order and
make an order title at the top of the screen (note: this order title will appear in the order).

Case Number: 77-CV-2012-000001.00 Order Title: Insert to Filing Details

IN THE CIRCUIT COURT OF TESTCOUNTY77 COUNTY, ALABAMA
JOE DOE,
Y TTTY
JOE DOE Il
D air f‘*

JOE DOE TEST
JIM DOE TEST,

Defendants

Loading...
DONE this[To be filled by the Judge]

Click the Insert to Filing Details Button.

‘{ Insert to Filing Details ]‘
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To add additional documents to the motion (i.e. Affidavit in Support of Motion, Statement of
Facts, Deposition Excerpts, etc.) click Add Documents.

Filing Detail

County: T
Case Number: cv-2012-000004.00
Style: JOE DOE, PETITIONER
JID: PPC
Filimg: Joinder
Description File Type

MOTION_COVER_SHEET KMotioMNgaver Sheet 008 pdf
MOTION Make a gooNde=scription here 002 pd T b4
PROPOSED ORDER test \ 004 pdf

Add Proposed Order [ Add Documents ] [ File Mew Motion ]

13. After all desired documents have been added and verified, click File Motion.

After the transaction is completed, a receipt will be generated. The E-File Receipt can be
printed or saved by clicking Print View and then clicking Print. NOTE: This is the only place
an E-File Receipt will be generated.

E-File Receipt |

County:77
Caze Number: CV-2005-000001.00
Style:JANE DOE VS JOHN DOE
JID:CAK
Motion Number:S02
Motion Filed:Continue
Electronic Document Stamp:CV2006000001003/8/2008 10:21:00 AN>da32af6-bf77-4134-806b-0b339275713f

The followng Documents were attached to this filing:

MOTION_COVER_SHEET Motion Cover Sheet

MOTION Iotion to Continuz CADocuments and Settings Iy Documentz!AlaFie\AlaFile - CV Complaint (Test).pdf
PROPOSED ORDER  77-CV200800000100
MOTION Be very concize 1ere when making a dezcription..  C\Documents and Seftings ly Documentz'AlaFil\AlaFile - CV Complaint (Test).pdf

The followng Documents are now aviilable to the Judge:

Order T7-CV200500000100

Notice of this filing has been electronically served on:
Party Attorney Email

Notice of this filing must be mailed to:
Party Attorney Address City Sate Zip

Print View| | Centinue
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Respond, Reply or Supplement to a Motion
Use this option to e-file a response to a motion, reply to a motion or a supplement to a

previously filed motion.

1. Hover your mouse over the Motions menu tab on the main navigation bar.
2. Hover your mouse over Respond/Reply/Supplement to Motion and single click.

Complaints [ 3 | Discovery [ 3 | Motions |
@ File Mew Motion

0 Respond/Reply! Supplement to Motion

3. Enter in the case details by selecting the county, division, year and case number.

4. Click Find Case.

Reply/Respond/Supplement to Pending Motion

Select a County: 77 -TESTCOUNTYTT -
Select a Division: CV - CIRCUIT-CIVIL -
Select a Case Year: 2012 -

Enter a Case Humber: 000001|

Select an Extension: oo -

5. Review the case information screen. If the case data that appears on the screen is

correct, click Continue.

Case Information

County: 77

Case Number: CV-2012-000001.00
Style: JOE DOE, PETITIONER
JID: PRC

Continue
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Note: If attorneys or parties ARE registered with AlaFile, then their respective names will
display as served electronically. In those instances, service copies are sent electronically to
those persons by AlaFile. No further action is needed by the filer for service on these persons.

If the attorneys or parties ARE NOT registered with AlaFile, then their respective names will
display as needing service by the filer via traditional methods. The filer will need to serve

these parties via traditional service methods.

AlaFile will display all previously e-filed motions in the case. Click the desired motion under

the Motion Type column that you wish to e-file into.

Complaints b Discovery b Motions 3 | Hiscellzneous b Email | Update Account | Payment History |
3
Motions for 77-CV-2012-000001.00
m saus  Dsostin Jo Seting e
CV201200000100 | JOE DOE, PETITIONER 1 Add Party ACTNVE | PENDING | STEPHEN "JUSTICE" LEVEQUE JR 32172012 4:48:04 PU
77 | CV201200000100 | JOE DOE, PETMIONER 2 Default Judgment ($50.00) CDDPRéUSEEDOE ACTVE | PENDING | STEPHEN "JUSTICE" LEVEQUE JR ANTI201212:00:00 AN
C001- JOE DOE
77 | CV201200000100 | JOE DOE, PETIONER 3 Default Judgment ($50.00) C001- JOE DOE ACTVE | PENDING | STEPHEN "JUSTICE" LEVEQUE JR ANTIZ01ZAZ.00:00 AN
PRO SE
£001 - JOE DOE . .
77| CV201200000100 | JOE DOE, PETTIONER 4 Defaut Judgment ($50.00) PROSE ACTVE | PENDING | STEPHEN "JUSTICE" LEVEQUE JR ANTI201212:00:00 AN
C001-JOEDOE
77| CV201200000100 | JOEDOE, PETMONER | & Default Judgment ($50.00) C001-JOE DOE ACTVE | PENDING | STEPHEN "JUSTICE" LEVEQUE R ANT201242.00.00 At
PRO SE

6. Double check the motion details. If the case and motion type information listed on the

screen is correct, click E-File Document to proceed to the next step.

Motion Details
E-File Document ] —
Motion Type: Default Judgment (350.00)
Filer: C001 - JOE DOE (Attorney: PRO SE)
County: TT-TESTCOUNTYTT
Case Number: cy.2012-000001.00
Style: JOE DOE, PETITIONER
STL - HON )
JiDe PAULA COLLING Setting Date: MNOT SET
Status: ACTWE File Date: AMTI2012
Disposition: PENDING Disposition Date:
Dizsposed By:
Filing Party Attorney
#| Default Judgment ($50.00) CO01 - JOE DOE| PRO SE
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7. Choose the Type of Document from the drop-down list.

8. Select the Party or Parties you are filing for. To select multiple parties, hold down the
Control key while clicking on each party represented by the attorney.
9. Click Continue.

Choose party(s) to file for

County: 7

Case Number: CV201200000100

Style: JOE DOE, PETMIONER

yiD: PRC

Choose Type of Document Response to Mation v

Choose Party or Parties you are representing

.

CO0Z-TYTTTY i

C003-T d

C004 - JOE DOE Il 1

0001 - JOE DOE TEST L

0002 - JIM DOE TEST

H001 - EMP T
[ Cancel ] l Continue ]

|

10. To locate your reply/response/supplement to motion, click Browse. After locating the
document on your computer, attach the PDF Document, make a concise description
and click Continue.

Add Document((s) - Respond To Motion

Atdtach Document

Chlsers Desktopi\Test PDF_pdf 4_
This Filing:
Plaintiff - Motion/Response - Response to Motion

Co01 - JOE DOE

Title: Description:
BRIEF - Make a good description -
here

\ :

[ Add Document J [ Continue ]

11. At the Filing Detail screen, you may attach additional documents by clicking Add

Documents or file the response by clicking File Response. Check and make sure

58



everything is correct and that the correct document has been uploaded. If anything is
incorrect, click the red x to the right of the document to delete the document.

Filing Detail

County: Fr
Case Number: cy.2o0412-000004.00
Style: JOE DOE, PETIMIONER
JIDe PPC
Filing: Fesponse to Motion
De=cription File Type
BRIEF Make a good description here 002 pdf i
Add Proposed Order ] [ Add Documents ] [ File Response ]

After the transaction is completed, a receipt will be generated. The E-File Receipt can be

printed or saved by clicking Print View and then clicking Print.

E-File Receipt

County: 7

Case Number: CV201200000100

Style: JOE DOE, PETIIONER

JiD: PRC

Motion Number: 0

Motion Filed: Rezponse to Motion

Document Filed: BRIEF

Electronic Document Stamp: CV2012000001009/26/2012 10:56:21 ANfeT7e718-cbef-4ff5-0061-ffocfd37e5af
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Batch Motions

1. Hover your mouse over the Motions menu on the main navigation bar.

2. Hover your mouse over File Batch Motion and single click.

B File New Mation

B Respond/Reply!Suppl t to Motion

O File Bateh Motion

3. Enter in the case details by selecting the county, division, year and case number.
4. Click Add Case.

File Batch Motion

Select a County: ?'TI"—'I'EETI'L'I}LNI'Y—V
Select a Division: CC - CIRCUIT-CRIMINAL W
Select a Case Year: 2013 W
Enter a Case Number: |1 X
Select an Extension: 00 w

5. Enter in the additional case details by selecting the county, division, year and case
number. Notice the .01 case extension will be added to the master .00 filing.
6. Click Add Case.
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File Batch Motion

Select a County: 77 - TEST COUNTY v
Select a Divigion: CC - CIRCUIT-CRIMINAL v
Select a Case Year: 2013 v
Enter a Case Number: |'1
Select an Extension: W
| AddCase |

7. Enter in the additional case details by selecting the county, division, year and case
number. Notice the .02 case extension will be added to the master .00 filing.
8. Click Add Case.

File Batch Motion l
Select a County: 77 - TEST COUNTY v
Select a Division: CC - CIRCUIT-CRIMINAL '
Select a Case Year: 2013 A"
Enter a Case Number: |1
Select an Extension: b4

9. Review the case information screen. If the case data that appears on the screen is
correct, click Continue.

| Case Information
Case Mumber JID | CaseType Case Status
m CC-2012-000001.00 STATE OF ALABAMA V. JO EARLY 5TL OTHER
i €C-2013-000001.01 STATE OF ALABAMA V. JO EARLY STL OTHER
i €C-2012-000001.02 STATE OF ALABAMA Y. JO EARLY STL OTHER
Continue

10. Select the Party you are filing for.
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Motion Details

7 CC-2013-000001.00 STATE OF ALABAMAY. JO EARLY 3TL
7 CC-2013-000001.01 STATE OF ALABAMA V. JO EARLY 5TL
7 CC-2013-000001.02 STATE OF ALABAMAV. JO EARLY STL

Name of Filing Party:

To choose multiple parties click on the first party then hold down the CTRL key on your keyboard while you click on subsequent parties.

D001 - JO EARLY

11. If Oral Arguments are requested, click the Oral Arguments Requested checkbox.

D Oral Arguments Requested

The attorney information will be displayed as a courtesy.

Name, Address, and Telephone No. of Attorney or Party. If not represented.

300 DEXTER AVENUE
MONTGOMERY, AL 36104

3340543053
Attorney Bar No..JAHXXX

12. Select the specific type of motion being filed from the motion dropdown list.
13. Click Continue.

Type of Motion:
Please Choose Matian type

Cancel || Continue

14. To locate your motion, click Browse. After locating the document on your computer,

attach the PDF Document, make a concise description and click Continue.
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Add Document(s) - Batch Motion

Attach Document
C\Users siDocuments\AlaFile\Ala Browse

This Filing:
Plaintiff - Motion/Response - Continue

C001 - STATE OF ALABAMA

Title: Description:
MOTION | |Batch Motion to Continue
for casez .00, .01 & .02.

| Add Document || Continue |

15. At the Filing Detail screen, if the attached document needs to be replaced for any

reason, click the red X to remove the document and then select the Add Document

button to browse to attach the replacement pdf document from your computer before

selecting the File Batch Motion button. You may attach a proposed order by clicking

Add Proposed Order. Please ensure the correct documents were uploaded before

proceeding.

Filing Detail
Filing: Continue
County Case Number Style JID Case Type
i7 CC-2012-000001.00 STATE OF ALABAMA Y. JO EARLY STL
ir CC-2012-000001.01 STATE OF ALABAMA Y. JO EARLY STL
i7 CC-2012-000001.02 STATE OF ALABAMA Y. JO EARLY STL

Description

MOTION Batch Motion to Continue for cases .00, .01 & .02.

MB File Type

030 pdf b4

| Add Proposed Order || Add Documents ||

File Batch Motion |

Additional considerations:

1. The JID (judge identification code) in each case or point case must match.

2. A good rule of thumb is batch orders on batch motions require the same disposition.
Otherwise, the judge will need to specify in the order details for each batch motion

with different dispositions (i.e. a different order for .01 then .02).
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Juvenile Motions — Prerequisites

Prior to e-filing a juvenile motion in AlaFile, the attorney must:

o Successfully setup their Confidential Access Code in AlaFile.
¢ The attorney’s six digit ‘Attorney Code’ (abc123) must be associated with the case.

1. From the main AlaFile Menu Select Motions>File New Motion.

& AlaFile.com

File Edit View Favorites Tools Help

AlaFile

Complaints »  Discovery » | Motions ) | Post Judgment »  Miscellaneous »  Email | Update Account

0 File New Motion User ID: JASC

2. Enter the juvenile case number then click Add Case.

Tip: make sure and e-file the juvenile motion under the correct case point extension.

File New Motion

Select a County: 77 - TEST COUNTY v
Selecta Division: | JU - JUVENILE v
Select a Case Year: | 2013 v

Enter a Case Number: | 000001

Select an Extension: |01 W

| Add Case
————|

3. A Confidential Access Code prompt will appear. Access to juvenile cases is limited
to attorneys of record in the case. An access code is required to access documents
in this case. Enter the Confidential Access Code then click Authenticate.
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"Confidential Access” Code

This case is confidential.

Access to this caze is limited to attorneys of record in the case. An access code is required to access documents in this case. If you
ko not have an Access Code, Click here to create one.

Enter your "Confidential Access" Code: ‘

Authenticate

If the filing attorney is not a party to the case, then they will have to traditionally paper file a
notice of appearance. The AlaFile system will not allow non-related attorneys to e-file a
notice of appearance in confidential cases.

If the filer has never created a confidential access code, simply click the blue Click Here link
to go to the screen to create one.

Steps to Setup Confidential Access Code within AlaFile:
To setup the Confidential Access Code in AlaFile, please complete the steps below:

e Login to AlaFile (https://alafile.alacourt.gov)

e From the top menu bar, select Update Account >Change Confidential Access
Code

e Enter a password that meets the criterion below

o Retype the new Confidential Access Code to confirm

e Click Submit

E Change "Confidential Access” Code A

Change "Confidential Access"” Code

This code is an additional code used for accessing "confidential' cases, in which you are an attorney of record,

Old "Confidential
Access" Code:

New "Confidential
Access" Code:

=
[=}
Bl
o
m
[s1)
%1
=1
3
m
=
J
=)
m
]
]
%]
m

Retype
"Confidential
Access" Code:

Reszet "Confidential Access" Code
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https://alafile.alacourt.gov/

Note: All passwords for access to these records for viewing or e-filing must be kept private
and not shared with anyone.

e Passwords must be at least 12 characters long. Each password must contain
characters from at least three of the following four categories:

e English uppercase characters (A through 2)
o English lowercase characters (A through Z)
e Base 10 digits (0 through 9)
e Non-alphabetic characters (for example: ! $, #, %)
e Passwords cannot contain your personal name (username) as part of the password.

o Passwords less than the above stated requirements will not be accepted.

Important: The Confidential Access Code is separate from the main AlaFile Password and
Alacourt.com Password. Currently, the Confidential Access Code is used to authenticate the
attorney so they are 1.) able to e-file juvenile motions within AlaFile and 2.) view juvenile
cases and juvenile scanned images within Alacourt.com.

4. Make sure and review the case information is correct then click Continue.

Case Information
County Case Number JID | CaseType | Case Sfatus
m JU-2013-000001.01 IN THE MATTER QF TEST-TESTER TESTY BUL
Filing on behalf of State Agency: (e ®No

Continue
—

5. Next, the Parties/Service Information screen will appear and display how each party
will receive a copy of the juvenile motion (either in electronic or paper format).

Parties/Service Information

Notices will be electronically served to the following parties:

County Case Number Party Number Party Name Code Attorney mai
77 | JU201300000101 |  DOOt | TEST-TESTERTESTY |AOCO01| AOC TESTATTY1
77 | JU201300000101 | D001 | TEST-TESTERTESTY | AOCO02| AOCTESTATTY2
77 | JU201300000101 | D001 | TEST-TESTERTESTY | AOCO03| AOC TESTATTY §

Notices must be mailed to the following parties:

County Case Number Party Number Name Address City State Zip
No Parties will be served by mail.
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The next screen is the Motion Details Screen.

6. Click and highlight the party(ies) in which the attorney is to be associated with.
Checkbox the appropriate boxes if oral arguments are requested or if this e-filing is
on behalf of a Guardian Ad Litem. Next select the motion type from the motion
dropdown then click Continue.

Motion Details

Case Number JID
i JU-2013-000001.01 IN THE MATTER OF TEST-TESTER TESTY BUL

Name of Filing Party:
To choose multiple parties click on the first party then hold down the CTRL key on your keyboard while you click on subsequent parties.

X001-DHR
A

X002 - Prosecutor/District Attorne
D001 - TEST-TESTER TESTY v

K001 - TEST STEPFATHER

L] oral Arguments Requested

[ Guardian ad ltem (GAL)

Nameé, Address, and Telephone No. of Atormey or Party. If not represented.

Type of Motion:
Please Choose Motion Type

Cancel || Continue
L

7. To locate your juvenile motion, click Browse. After locating the document on your
computer, attach the PDF Document, make a concise description and click

Continue.
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Add Document(s) - Mew Motion

Attach Document

Browse. .
This Filing:
Defendant - Moticon/Response - Protective Ornder
DO0O1 - TEST-TESTER TESTY
Title: Description:
1OTIOM S Protective Ordexr
| Add Document | | Continue: |

8. At the Filing Detail screen, the filer may attach additional documents by clicking Add
Documents or file the juvenile motion by clicking File New Motion. To view documents
previously uploaded click the title of the document. To delete documents that have
uploaded (i.e. in error) click the red X beside the document.

Filing Detail
Filing: Protective Order
County Case Number Style JID | Case Type
7 JU-2012-000001.01 IM THE MATTER OF TEST-TESTER TESTY BUL
Description File Type
MOTION Protective Order 030 pdf *
| Add Proposed Order | | Add Documents | | File Mew Motion |

9. After the transaction is completed, a receipt will be generated. The E-File Receipt
can be printed or saved by clicking Print View and then clicking Print.

10. After the juvenile motion is e-filed AlaFile will send e-notices to the attorneys
of record informing them to log into their AlaFile email inbox to view the
contents of the juvenile motion. Due to security reasons AlaFile WILL NOT
send a copy of the juvenile motion via email. However, a full copy of the
juvenile motion is available within the AlaFile under the Emails Tab.

This case is confidential.
Please log into your email inbox in AlaFile.com to view the content and attachments of this email.

FILED ON 8/25/2014 3:15:08 PM
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Search Existing Motions

1. Hover your mouse over the Motions menu tab on the main navigation bar.

2. Hover your mouse over Search Existing Motions and single click.

Complaints » | Discovery 3 | Moticns [ 3 |

@ File MNew Motion

B RespondiReply/ Supplement to Motion

0 Search Existing Motions

3. Enter in the case details by selecting the county, division, year, and case number.

4. Click Find Case.

Search Existing Motion J
Select a County: 77 - TESTCOUNTYTT -
Select a Division: CC - CIRCUIT-CRIMIMNAL -
Select a Case Year: 2012 -

Enter a Case Number: 000001|

Select an Extension: o -

5. Review the case information screen. If the case data that appears on the screen is

correct, click Continue.

Case Information ]
County: T
Case Number: CC-2012-000001.00
Style: STATE OF ALABAMA Y. JESSE JAMES
JID: JRJ
Continue

Note: If attorneys or parties ARE registered with AlaFile, then their respective names will
display as served electronically. In those instances, service copies are sent electronically to
those persons by AlaFile. No further action is needed by the filer for service on these persons.
If the attorneys or parties ARE NOT registered with AlaFile, then their respective names will
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display as needing service by the filer via traditional methods. The filer will need to serve
these parties via traditional service methods.

6. AlaFile will display all motions that have previously been e-filed in the case.

 AlaFile

brotight to you by alacouit.com .
S Logout | E-File Information

Complaints b | Discovery }  Motions P et | Miscellaneous } | Email | Update Account | Payment History

Motions for 77-CC-2012-000001.00
County | Case Humber Style Wotion # Wotion Type Filer Status | Disposition JID Setting Date Filing Date
. CO01 - STATE OF ALABAMA
m CC201200000100 | JESSE JAMES 1 Dismiss AOC ATTORNEY ACTVE PENDNG JESSICA P JACKSON S/22/20125:10:38 PM
C001 - STATE OF ALABAMA
m CC201200000100 | JESSE JAMES 2 Change of Venue AQC ATTORNEY ACTIVE PENDNG JESSICA P JACKSON 611172012 3:46:12 PM
. CO01 - STATE OF ALABAMA
m CC201200000100 | JESSE JAMES 3 Continue AOC ATTORNEY ACTVE PENDNG JESSICA P JACKSON BMZ2012 2:45:55 PN
m CC201200000100 | JESSE JAMES 4 Continue GO ST AT ACTIVE PENDNG JESSICA P JACKSON 6182012 11:07:03 AW
AQC ATTORNEY
CO01 - STATE OF ALABAMA
m CC201200000100 | JESSE JAMES 5 Revoke Bond C001 - STATE OF ALABAMA | ACTWE PENDNG JESSICA P JACKSON 611812012 11:08:21 Al
ANC ATTODNE
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View Pending Motions

1. Hover your mouse over the Motions menu tab on the main navigation bar.

2. Hover your mouse over View Pending Motions and single click.

lomplaints » | Discowvery » | Moticns » Fostlode

B File New Motion

B Respond/ReplylSupplement to Motion

B Search Existing Motions

o View Pending Motions

AlaFile displays all pending motions, awaiting a court ruling, that have been e-filed or e-
docketed by the clerk in any case where the user is listed as an attorney of record in SJIS. By
clicking on the blue linkable motion type, the user may view the motion or file a response, reply
or supplement to the motion.

|
Complaints » | Discovery }  Motions b | Miscellaneous b Email . Update Account | Payment History
My Motions - PENDING
County | Case Number St M;“"“ Mofion Type Filer Status | Disposition ) 5;;':9 Filing Date
€002 - TESTER WILLIAH J STEPHEN *JUSTICE' LEVEQUE STR2 11:0012
77 |CV201100000100| WARREN TESTER VS JENNY TESTER | 148 Default Judgment ($50.00) AOC ATTORNEY ACTVE| PENDING I A
C001 - TESTER WILLIAM 1l STEPHEN "JUSTICE" LEVEQUE 82712012 10:46:14
77 |CV201100000100| WARREN TESTER VS JENNY TESTER | 145 Default Judgment ($50.00) A0C ATTORNEY ACTIVE| PENDING I Al
CO02-TYTTTY STEPHEN "JUSTICE" LEVEQUE .
77 |CV201200000100 JOE DOE, PETMIONER 94 Default Judgment ($50.00) AQCTEST ATTORNEY? ACTVE| PENDING R 912612012 3:2T.29 P11
C001 - STATE OF
77 |ccant200000100 JESSE JANES 15 Rescheduling Periodic Hearing to An Earler Date ALABAMA  ACTVE| PENDNG | JESSICAPJACKSON SE0123:43:00 AN
AOC ATTORNEY
COM - STATE OF
77 |CC201200000100 JESSE JAMES 14 More Definite Statement ALABAMA ACTVE| PENDING JESSICA P JACKSON 912572012 B:52.57 P
son 1mrame
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View Set Motions

1. Hover your mouse over the Motions menu tab on the main navigation bar.

2. Hover your mouse over View Set Motions and single click.

Complaints » | Discowery » | Miotions »

& File Mew Motion
B Respond/Reply’Supplement to Motiorn

B Search Existing Motions

B view Pending Motions

o Wiew Set Motions

AlaFile will display all e-filed or e-docketed motions in any case where the user is listed in SJIS

as the attorney of record and set for a court docket hearing date.

) AlaFile

N

Complaints b Discovery 2 Mations 3 | Miscellzneous b Email  Update Account | Payment History

My Motions - SET h
]
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View Disposed Motions

1. Hover your mouse over the Motions menu tab on the main navigation bar.

2. Hover your mouse over View Disposed Motions and single click.

Complaints [ | Discowvery [ | Motions [ |Bostalad

@ File New Motion
B RespondiReply/Supplement to Motic
@ Search Existing Motions

@ View Pending Motions

& View Set Motions

o0 Wiew Disposed Moticns

AlaFile will display all e-filed or e-docketed motions that have been disposed of in any case
where the user is listed as the attorney of record in SJIS.

|
5
4

d

Complaints b Diseony b lokons b ottt  Migelneous b b | Updaehesurt | Payment Hisoy

My Motions - DISPOSED

Counly | Case Number Shle Wafian # Wolion Type Fler | Stus | Disposition JD Setting Date Filing Date

7| (V200500000100 | JANEDOEVSJORNDOE 104 Mot to Dis. purs.to Rule 12(p) XG002 | DSPOSED 1222008 BR0066:51.39 7
7| (V20050000010 | JANEDOEVSJORNDOE 102 Disburse Funds G002 DSPOSED 122008 B172006.6:55:11 7
7| (V200600000100 | JANEDOEVSJORNDOE 103 Desiqnate a Mediator K002 DSPOSED 1222008 BI22006 72523 7
7| (V200500000100 | JANEDOEVSJORNDOE 1M Change of VenuefTransfer G002 DSPOSED 1222008 B2006 E:43:43 7
7| CV200G00000100 | JANEDOEVSJORNDOE 108 Hore Definite Statement XG002 | DSPOSED 122008 B2006 102646 Al
7| (V200500000100 | JANEDOEVSJORNDOE 108 Extension of Time G002 DSPOSED 122008 BIA2006.6:54.26 71
P A R Leind PV [P L R ——
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View All Motions

1. Hover your mouse over the Motions menu tab on the main navigation bar.

2. Hover your mouse over View All Motions and single click.

Complaints > | Discovery »> | Moticons » |Eoctoring

B File Mew Motiocn

B RespondiReplyf Supplement to Motio|
B Search Existing Motions

B view FPending Motions

B View Set Motions

B View Disposed Motions

o Wiew All Motions

AlaFile will display all motions that have been e-filed or e-docketed in any case where the user

is listed as an attorney of record in SJIS, regardless of case action status.

i
:ﬂr}q- .
N | !
Complaints b Discovery b | Mations b Postilidament  Miscellaneous b Email | Update Aecount | Payment History 1
R
My Motions - ALL
County | Case Number Style M:ﬁon Motion Type Filer Status | Disposition JiD ﬁ:g Filing Date
C002 - TESTER WILLIAM J gTmz 10012
71 |CV201100000100| WARREN TESTER VS JENNY TESTER | 146 Default Judgment ($50.00) AOC ATTORNEY ACTIVE| PENDING o
CO0 - TESTER WILLIAM Il Q272012 10:46:14
77 |CV201100000100| WARREN TESTER VS JENNY TESTER | 145 Default Judgment ($50.00) ADC ATTORNEY. ACTIVE| PENDING a
71 CV201200000100 JOE DOE, PETMONER 94 Default Judgment ($50.00 tz-TrTTTY ACTIVE| PENDING 92602012 327:28 PMl
! elault Judgment ($50.00) AOC TEST ATTORNEY
COn1- STATE OF
71| CC201200000100 JESSE JAMES 15 Rescheduling Periodic Hearing to An Earlier Date ALABAMA ACTIVE| PENDING 9/26/2012 9:43:00 AW
AQC ATTORNEY
COn1- STATE OF
71 CC201200000100 JESSE JAMES 1 More Definite Statement ALABANA ACTIVE| PENDING 912572012 6:52:57 PMl
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Garnishments

1. Under the Post Judgment Menu select File Garnishment.

Gorplaints b Discovery b Mations b Post dudgment b Miscellaneous

0 File Gamishment

2. Under the File Garnishment Menu enter in the full case number.

AlaFile will to check and make sure that a final judgment has been entered in the
case. If a case is older than 10 years old, the system will not allow the garnishment
to be e-filed. According to Rule 62 of the Alabama Rules of Civil Procedure, in
Circuit Court the garnishment may not be filed until 30 days have passed from the
date of the judgment. For District Court, 14 days must pass from the date of
judgment before the garnishment can be filed.

3. If an appeal and/or a stay of execution has been entered by the court, or if the filer is
filing in aid of a pending action, then the filer cannot proceed electronically and must
file traditionally. If all conditions for being able to e-file a garnishment have not been
met, a warning message that a garnishment cannot be filed now will display.
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Complaints }  Discovery b Metions b Pest Judgment } | Miscellaneous }  Email | Update Ae|
User ID:
File Garnishment
Select a County: Select a county v|
Select a Division: Select a Division v
Selecta Case Yean | 2014 V|
Enter a Case Number: |
Select an Extension:

If an appeal or post-judgment appeal has been filed and a stay of execution has
been entered by the court, you must file traditionally
| Add Case |

4. From the File Garnishment Screen the case number will appear to reassure the filer

what case they are e-filing into.

Case Information
Tl

CV-2014-000001.00
JOEBOB V. JIMBOB
STL

5. Enter in the Matter.

File Garnishment

udgment Amount: $0.00
nterest $0.00
dditional Costs $0.00
redits $0.00
er Amounts $0.00| pescription:
rantacion efinedby: | Selct One v
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6. Click and highlight the Person(s) Asserting Claim.

Persons Asserting Claim

Select the party(ies) you are filing the garnishment on behalf of in order to satisfy a judpment owed to the selected party(ies) (Persons Asserting Claim),
C001- JOE BOB

0001 - JIM BOB

HOO1 - TEST

7001 - DOE JOHN MICHAEL JR.
7002 - DOE JANE

7. Enter in the Person Whose Property is Subject to Garnishment.

a. AlaFile allows service to be perfected by Certified Mail — By Clerk, Certified
Mail — By Filer, Sheriff and Private Processor.

Person Whose Property is Subject to Garnishment

belect the party you are filing the garnishment against (Person Whose Property is Subject to Garnishment),

C001 - JOE BOB Senvice TYPe™ | Please Choose Senvice Type v
0001 - JIM BOB

HOO1 - TEST

T001 - DOE JOHN MICHAEL JR.
T002 - DOE JANE

8. Enter the Garnishee Information and the respective service type then click Add.
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Garnishee information

Withholding Select One hd

Type:

Party™. ® Garnishee

Party Name Edit Delete
No Parties have been added.

Party Type: | Please Choose

Party Type v

Service Type™: | Please Choose

Service Type V|

First Name:

Middle Name:

Last Name:

Suffix:

Address:

Address 2:

State:

el
B

Zip Code:

Gender: Please Choose

SSN:

DOB:

Phone:

Email:

|
|
|
|
|
|
City: |
|
|
|
|
|
|
|

Add || Clear |

Print, sign, notarize, and 2can back into AlaFile. Per Section 6-10-37, the Notice to Defendant of Right to Claim Exemption from Garnishment will be
mutomatically included for service to the Defendant.

|Print| |Cancel| | Continue

a. Print, sign, notarize and save to your computer to be scanned back into
AlaFile on the next screen. Per Section 6-10-37, the Notice to Defendant of
Right to Claim Exemption from Garnishment will be automatically included for
service to the Defendant.

9. Browse to attach

the signed and notarized Process of Garnishment.

Add Document(s) - Garnishment

Attach Document

C:\Users Documents\AlaFile\dla Browse..,
Title: Description:
PROCESS OF GARNISHMENT “| |Testing

| Add Document || Continue |

10. Double check the filing detail screen to ensure that everything is correct. If needed,
click Add Documents, or if correct, click File Garnishment.
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Filing Detail

Filing: Complaint

County Case Number Style JiD Case Type
T7 CV-2014-000001.00 JOE BOB V. JIM BOE STL  ACCT
Description MB
PROCESS OF GARNISHMENT Testing 080 pdf i
Add Documents File Gamishment

11. The AlaFile Payment Screen will suggest the garnishment fees.

AlaFile

Brought 1o you b com

Billing Information

First Name *

Last Name *
Address ~

City ~

Zip/Postal Code *
Phone Number

Email =

Payment Details =

Card Type *

O | wisa | Visa O | &=

() |mscovin| Discover

Card Number *

Expiration Date E——

o1

Cancel

Payments powered by alapay.com

* Required field

MasterCard

Your Order

Total amount
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12. If needed print out the receipt at the Payment Screen.

E-File Receipt

Crenit Cand: OCXOC-X0C-X0008-1111 Reference Number:  15HTHGS
Filing Fea: 4828 Subscription Fee: $0.00 Convenierce Fee: §1384 Tietal: §50.32

Document Fied.  GARNISHMENT FILED

ATIE-Sfoc-B47E-3119:91 Be2E0

AODCTESTATTY T

Continue

13. The Garnishment Packet consists of:

® 20T

Order of Service and Return

Affidavit

Writ of Garnishment (back half of C-21)
Answer Form

Instructions

Note: The defendant receives a copy of everything except answer form (d).

14. AlaFile allows service on the debtor/defendant and the employer/garnishee to be
perfected by:

a.
b.

Certified Mail — By Clerk (the clerk’s office will issue and process)
Certified Mail — By Filer (the filer will process once issued by the clerk’s
office)

Sheriff (the clerk’s office will issue and process)

Private Processor (the filer will process once issued by the clerk’s office).
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Alias Garnishments

1. Hover your mouse over the Post Judgment tab on the main navigation bar.

2. Hover your mouse over File Alias Garnishment and single click.

 AlaFile

Complaints v Discovery v Motions v Post Judgment

File Gamishment

File Alias Gamishment

3. Enter the case details by selecting the county, division, case year and case number.

File Alias Garnishment

Select a County: 77 - TEST COUNTY b
Select a Division: CV - CIRCUIT-CIVIL hd
Select a Case Year: 2012 W
Enter a Case Number: |1
Select an Extension: (00 %
Add Case

4. Click Add Case.

5. Select the garnishment to e-file an alias into by clicking File Alias.

Garnishments

Withholding
Type

Wage Witthoding 250000 |2 "M PO lapas  TeST CREDIT UNION T T e

Wage Withholding (15000.00 [T2ar =% lapa4. jor @ DoE AOCODS 1072712015 1:30:25 PM|File Alias

D001 -JOEDQE

Wage Witinoiding (1000 |00 (3033 - JOHN MICHAEL DOE JR AOCODT 102112015 313:14 PM|File Alias
Wage Withholding 10,00 ?Eg} JOEDOE |30 . JOHN MICHAEL DOE JR AOCODT 102412015 2:30:25 PM|File Alias
Wage Withholding  [1000.00 200 -JOEDOE ey suEq DoE AOCO0S |10M562015 7:47:57 AM|File Alias

TEST
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To change existing party information, click Edit by the corresponding case party name

you wish to change. For this example, Test Jim Doe’s information will be updated.

Once the name has been highlighted, the party’s address can be changed. Once the

address has been updated, click Add.

After the party’s information has been updated, an asterisk will appear by the name
as shown below. The case party(ies) that have been updated will reflect

green.

Once the desired changes are completed, click Print before clicking Continue. The
e-filer will need to print, sign, notarize and scan back into AlaFile, Per Section 6-10-37,
the Notice to Defendant of Right to Claim Exemption from Garnishment will be
automatically included for service to the Defendant.

File Alias Garnishment

Party™:
Party Type:

Service Type*:

Plaintiff '® Defendant ' Gamishee
|Please Choose Parly Type v

|Please Choose Service Type v]

Defendant

Party
D002

MName
*DOE TEST JIM

Edit Delete
Edit

Gamishes

3035

TEST CREDIT UNION

Edit

First Name: | |
Middle Name:

Last Name:
Suffix:
Address:
Address 2:
City:

State: [AL v
Zip Code: |_ |
SSN: ) |

DOB: | |
Phone: | () - |

Email: | |

Print, =ign, notarize, and scan back into AlaFile. Per Section 6-10-37, the Notice to Defendant of Right to Claim Exemption from Garnishment will be

automatically included for service to the Defendant.

| Print ‘

| Continue
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10. To locate your alias garnishment, click Browse. After locating the document on your

computer, attach the PDF Document, make a concise description and click Continue.

Add Document(s) - Garnishment

Attach Document

C:\Users Documents\AlaFile\Ala Browse...
Title: Description:
PROCESS OF GARNISHMENT “| |Testing

[ _Add Document | | Continue |

11. At the Filing Detail screen, you may attach additional documents by clicking Add

Documents or file the alias garnishment by clicking File Alias Garnishment. Check

and make sure everything is correct and that the correct document has been uploaded.

If anything is incorrect, click the red x to the right of the document to delete the

document before filing.

Filing Detail

Filing: Complaint

County | Case Number

JiD

I CV-2012-000001.00 [JOE DOE, PETITIONER ISTL  [TOMV
Description MB  File Type
PROCESS OF GARNISHMENT Test 006 |pdf ) 4
Add Documents | | File Alias Garnishment

12. After the transaction is completed, a receipt will be generated. The E-File Receipt can

be printed or saved by clicking Print View and then clicking Print.
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Notice of Appearance

1. Hover your mouse over the Miscellaneous menu tab on the main navigation bar.

2. Hover your mouse over Notice of Appearance and single click.

b AlaFile

Complaints b | Discovery b | Motions 3 | | Miscellaneous

0 Motice Of Appearance

3. Enter in the case details by selecting the county, division, year and case number.
4. Click Find Case.

File Motice of Appearance J
Select a County: 77 - TESTCOUNTYTT -
Select a Division: CC - CIRCUIT-CRIMIMNAL v
Select a Case Year: 2012 -

Entera Case Number: 000001

Select an Extension: g -

5. Review the case information screen. If the case data that appears on the screen is

correct, click Continue.

Case Information

County: 77

Case Number: CC-2012-000001.00

Style: STATE OF ALABAMA V. JESSE JAMES
JID: JRJ

Note: If attorneys or parties ARE registered with AlaFile, then their respective names will
display as served electronically. In those instances, service copies are sent electronically to

those persons by AlaFile. No further action is needed by the filer for service.
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If the attorneys or parties ARE NOT registered with AlaFile, then their respective names will
display as needing service by the filer via traditional methods. The filer will need to serve
these parties via traditional service methods.

6. Select the Party or Parties you are filing for. To select multiple parties, hold down the

Control key while clicking on each party represented by the attorney.

7. For criminal cases check the appropriate radio button to determine if you are retained,
appointed, public defender or contract counsel.

8. Click Continue.

Choose party to file for

[County: T
[Case Number: CC201200000100
Style: STATE OF ALABAMA V. JESSE JAMES

JJID: JR]

IChoose Party or Parties you are reprezenting
C001 - STATE OF ALABAMA
D001 - JESSE JAMES

(7 Retained () Appointed () Public Defender () Contract

[ Cancel ][ Continue l

9. To locate your notice of appearance, click Browse. After locating the document on

your computer, attach the PDF Document, make a concise description and click
Continue.

Add Document(s) - Notice of Appearance

Attach Document

CAlsers’ \Desktop\Test PDF_pdf 4—
Title: Description:
MNOTICE OF APPEARAMCE * Make a good description -
heres |
[ Add Document ] [ Continue ]
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10.

At the Filing Detail screen, you may attach additional documents by clicking Add
Documents or file the notice of appearance by clicking File Notice. Check and make
sure everything is correct and that the correct document has been uploaded. |If

anything is incorrect, click the red x to the right of the document to delete the document

before filing.
Filing Detail
County: Ti
Case Number: cc-zodz-000002.00
Style: STATE OF ALABANMA W, JESSE JAMES
JiDe JPR1
Filing: Motice of Appearance
Description MB File Type

NOTICE OF APPEARANCE Make a good description here. Rl pdf

[ Add Documents ] [ File Motice

After the transaction is completed, a receipt will be generated. The E-File Receipt can be

printed

or saved by clickihg Print View and then clicking Print.

E-File Receipt

County: T

Case NHumber: CC201200000200

Style: STATE OF ALABAMA V. JESSE JAMES

JiDe JPJ

Document Filed: MNOTICE OF APPEARANCE

Electronic Document Stamp: CC20120000020026/2012 11:24:21 ANMGad512e4-395d-43d7-babd-7100d0f45818

The following Documents were attached to this filing:

MOTICE OF APPEARANCE Make a good description here.

Description

Location

Chlsers\jason. hodges\Desktop\Test PDF. pdf

rint WView ] [Continue
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Subpoena

1. Hover your mouse over the Miscellaneous menu tab on the main navigation bar.

2. Hover your mouse over Subpoena and single click.

 AlaFile

Complaints b Discovery 3 Hotions 3 | Miscellaneous

[ Notice Of Appearance

3. Enter in the case details by selecting the county, division, year and case number.

4. Click Find Case.

Subpoena J
Select a County: 77 -TESTCOUNTYTT -
Select a Division: CV - CIRCUIT-CIVIL -
Select a Case Year: 2012 -

Enter a Case Number: 000001

Select an Extension: oo -

5. Review the case information screen. If the case data that appears on the screen is

correct, click Continue.

Case Information

County: [
Case Number: CV-2012-000004.00

Style: JOE DOE, PETIONER

JID: PPC

Filing on behalf of State Agency: () yes @ No

Continue
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6. Enter the appearance date and time, courtroom location and address.
a. lItisimportantto make sure the courthouse address suggested is correct.
If the address suggested is NOT correct please change.
Highlight the party requesting the subpoena.
Double check before proceeding and edit as necessary.
Click Continue.

Subpoena
County: 7
Case Number: CV-2012-000001.00
Style: JOE DOE, PETMIONER
JiD: PRC
Appear Date: 01/01/2014 9:00:00 AM
RoomiLocation: Test Judge Courtroom
If the addrezz below iz NOT correct pleaze change!
Address: Test County
123 Easy Street
City: Montgomery
State: AL v
Choose Requester C001 - JOE DOE -
cooz-TYTTTY E
coo3-T
C004 - JOE DOE v

Adding Witnesses to the Subpoena

10. Select the appropriate checkbox for this subpoena. The current options listed
within AlaFile are:

a. Appear at Trial/Hearing

b. Produce Records or Documents
c. Appear at Deposition

d. Other

11. Select the Party Type drop down (business or individual).
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12. Select the Service Type requested for this subpoena (private processor or
sheriff).

13. Type the Party Information in the boxes provided (all fields marked with an

asterisk (*) are required fields).
14.1f needed, type additional instructions into the text box.

15. Click the Add button. This adds the party to the top.

Add, Edit or Remove Witness ]

Appear at trialfhearing [ Produce records or docume ikl
Party™: © witness [ Party  Mame | Edit | Delete |
My Parties: (;.h Party No Parties have been added.

: oose Pa -

Party Type: Please Choose Party Type

Service Type™ Flease Choose Service Type -

First Name:

Middle Name:

Last Name:

Suffix:

Address:

Address 2:

City:

State: AL
Zip Code:

Gender: Please Choose
S5N:

DoB:

Phone:

Email:

Additional
Instructions:

Add | [ Clear

16. Additional witnesses may be added as needed by using the same logic as described

above.

17. Verify all information is correct then click Continue.

18. At the Filing Detail screen, you may attach additional documents by clicking Add

Documents or file the subpoena by clicking File Subpoena.
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Filing Detail

County: Tr

Case Number: cy.zoi2-000004.00
Style: JOE DOE, PETIMIONER
10 PPC

Filimg: Subpoena

Description MB File Type

SUBPOENA Subpoena for JAMES A BROWWN 053 pdf

[ Add Documents ][ File Subpoena

After the transaction is completed, a receipt will be generated. The E-File Receipt can be
printed or saved by clicking Print View and then clicking Print.

E-File Receipt

County:77
Caze Number: CV-2005-000001.00
Style:JANE DOE VS JOHN DOE
JID:CAK
Motion Number:502
Motion Filed:Continue
Electronic Document $tamp:CV200601000100%/8/2008 10:21:00 AM3dad2afi-bf77-4134-896b-86338275713f

The follow ng Documents were attached to this filing:

WMOTION_COVER_SHEET Motion Cover Sheet

MOTION Motion to Continuz CADocuments and Settings My Documents'AlaFile\AlaFile - CW Complaint (Test).pdf]
PROPOSED ORDER  77-CWV200800000100
MOTION Be very concise 1ere when making a description... C\Documents and Settings My Documentz'AlaFile\AlaFile - CV Complaint (Test).pdf|

The follow ng Documents are now available to the Judge:

Order 77-C\V200600000100

Notice of this filing has been electronically served on:
Party Attorney Email

Notice of this filing must be mailed to:

Party Attorney Address City State Zip

Print View Centinue
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Alias Summons

1. Hover your mouse over the Miscellaneous menu tab on the main navigation bar.

2. Hover your mouse over Alias Summons and single click.

 AlaFile

Complaints P Discovery 3 Motions 3 | Miscellaneous

@ Motice Of Appearance

@ Subpoena

0 Alias Summons

3. Enter in the case details by selecting the county, division, year and case number.

4. Click Find Case.

File Alias Summons

Select a County: 7 -TESTCOUNTYTT -
Select a Division: CV - CIRCUIT-CIVIL -
Select a Case Year: 2012 -
Enter a Case Number: 1

Select an Extension: oo -

5. Review the case information screen. If the case data that appears on the screen is

correct, click Continue.

Case Information

County: Ti

Caze Number: CV-2012-000001.00
Style: JOE DOE, PETITIONER
JID: FPC

Filing on behalf of State Agency: () Yes @ No

Continue
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6. Please read the instructions hyperlinked before attempting to e-file an alias summons.

7. To change existing party information, click Edit by the corresponding case party name

you wish to change. For this example, John Doe’s information will be updated.

8. Once the name has been highlighted, the party’s address can be changed. Once the

address has been updated, click Update Party.

9. After the party’s information has been updated, an asterisk will appear by the name

as shown below.

10. The case party(ies) that have been updated will reflect green.

11. Once the desired changes are completed, click Continue.

File Alias Summons

ﬁ

Instructions @

Party*:
Party Type:

First Hame:
Middle Name:
Last Name:
Suffix:
Address:
Address 2:
City:

State:

Zip Code:
SSH:

DOB:
Phone:

Email:

Service Type™

T Py ame | Ean| Delete

Plaintiff

Plaintiff
. Plaintiff

Please Choose Service Type - ﬂ!n I
Plaintiff
Defendant
Defendant
Income Witholder
Income Witholder
Misc.

AL v

Clear

com
cogz
coo3
coond
D001
pooz2
HOO1
HOO0Z
001

*DOE JOE
™TTTY

T

JOEDOE I

JOE DOE TEST
JIM DOE TEST
EMP

TEST

PARTY FOR TEST

Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit

12. To locate your alias summons, click Browse. After locating the document on your
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computer, attach the PDF Document, make a concise description and click Continue.

Add Document(s) - Alias Summons

Attach Document

| Browse. .. | <
Title: Description:
COPY OF COMPLAIMNT - Please type a description of your =

document.

~

[ Add Document J [ Continue ]

13. At the Filing Detail screen, you may attach additional documents by clicking Add
Documents or file the alias summons by clicking File Alias Summons. Check and
make sure everything is correct and that the correct document has been uploaded. If

anything is incorrect, click the red x to the right of the document to delete the document
before filing.

Filing Detail

County: Tr
Casze Number: cy.2042-000001.00

Style: JOE DOE, PETITIONER
JiDe PPC

Filing: Alias Summons

Description

COPY OF COMPLAINT Make a good description here. .00z pdf b4

[ Add Documents ] ’ File Alias Summaons ]

After the transaction is completed, a receipt will be generated. The E-File Receipt can be
printed or saved by clicking Print View and then clicking Print.

93



Proposed Order

1. Hover your mouse over the Miscellaneous menu tab on the main navigation bar.

2. Hover your mouse over Proposed Order and single click.

Complaints » | Discovery 3 | Motions 3 | | Miscellaneous

B Hotice Of Appearance

B Subpoena

B Alias Summons

0 Proposed Order

3. Enter in the case details by selecting the county, division, year and case number.

4. Click Find Case.

File Proposed Order
Select a County: 77 -TESTCOUNTYTT -
Select a Division: CV - CIRCUIT-CIVIL -
Select a Case Year: 2012 -
Enter a Case Number: 1|
Select an Extension: [
Associate Order with @ Case ') Motion

Note: The user has the option to file a proposed order that is associated with a Case or
Motion. Depending on the case situation, the attorney can e-file a proposed order as a
separate document or they can associate the proposed order with a specific motion. Use the
Motion option when the proposed order relates to a specific motion. Otherwise, select Case.
In this example, the process for submitting a proposed order as a Case separate document in

a case will be demonstrated.

5. Verify the case details and click Create Proposed Order.

Case Information

County: T

Case NHumber: CW-2012-000001 .00
Style: JOE DOE, PETMIOMNER
LDk PPC

Create Proposed Order J
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6. Type directly into the body of the order, or cut and paste the proposed order from your
word processing program (i.e. Microsoft Word) into the body of the order below.

Case Number: 77-CV-2012-000001.00 Order Title: Insert to Filing Details

loading.. [ 1 /

/:
/

7. Once the text has been properly entered injo the body of the proposed order, make an

order title and click Insert to Filing Detafls in the top right corner of the window.

[ Insert to Filing Details ]

8. A popup confirmation will appear when the order has been successfully submitted.

Message from webpage ﬁ

l L This Proposed Order is now available to the Judge.
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Miscellaneous Document

1. Hover your mouse over the Miscellaneous menu tab on the main navigation bar.

2. Hover your mouse over Miscellaneous Document and single click.

Complaints 3 | Discovery » | Motions » | | Miscellaneous

@ Motice Of Appearance

@ Subpoena

@ Alias Summons

@ Proposed Order

Mess
o Misc. Document

3. Enter in the case details by selecting the county, division, year and case number.

4. Click Find Case.

File Miscellaneous

Select a County: 77 - TESTCOUNTYTT -
Select a Division: CV - CIRCUIT-CIVIL -
Select a Case Year: 2012 -

Enter a Case Humber: Qo000

Select an Extension: oo -

Note: If attorneys or parties ARE registered with AlaFile, then their respective names will

display as served electronically. In those instances, service copies are sent electronically to

those persons by AlaFile. No further action is needed by the filer for service on these persons.
If the attorneys or parties ARE NOT registered with AlaFile, then their respective names will
display as needing service by the filer via traditional methods. The filer will need to serve

these parties via traditional service methods.

5. Verify the case information then click Continue.
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Case Information

County: K
Case Number: CV-2012-000004.00
Style: JOE DOE, PETMIONER
JID: PPC
Continue

6. Select the Party or Parties you are filing for. To select multiple parties, hold down the

Control key while clicking on each party represented by the attorney.

7. Click Continue.

Choose party(s) to file for

ICounty: 77

Case Humber: CV201200000100

Style: JOE DOE, PETMIONER

J1D: PRC

Choose Party or Parties you are representing

C001 - JOE DOE 4

Co2-TYTTTY I

C003-T _

C004 - JOEDOE I )

D001 - JOE DOE TEST L

0002 - JIM DOE TEST

HO01 - EMP v
[ Cancel } l Continug ]

8. To locate your miscellaneous document, click Browse. After locating the document

on your computer, attach the PDF Document, make a concise description and click
Continue.

Note: If the document type is not listed in the Title Drop Down List, please file the document

traditionally. Mislabeling a document during the filing process can cause delays in processing
the document.
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Add Document(s) - Miscellaneous

Attach Document

Browse. ..

Title:

Please Select Title
AFFIDANVIT OF CERTIFIED MAILING OF PROCESS AND COMPLAINT
AFFIDANIT OF PUBLICATION OF LEGAL NOTICE

CASE STATUS REPORT

EXHIBIT LIST

GAL REPORT

JURY CHARGES

JURY DEMAND

NOTICE OF REMOWAL

OFFER OF JUDGMENT

Description:

TRIAL BRIEF

RECORD FOR JUDICIAL REVIEW OF ADMIN PROCEEDINGS ploading
RETURMN OMN SERWVICE - NOT SERVED 1_='- =
RETURMN OMN SERWICE - SERVED .
RULE 26 EXPERT DISCLOSURE Cr, place
STIPULATIOM OF DISMISSAL dacted.
SUGGESTION OF DEATH cords is

aclions
_ P

WITNESS LIST

|:| By checking here | am agresing that | have read this notice and understand my responsibility to
redact information that =should not be made public.

| Add Document | | Continue |

9. At the Filing Detail screen, you may attach additional documents by clicking Add
Documents or file the document by clicking File Miscellaneous. Check and make
sure everything is correct and that the correct document has been uploaded. If
anything is incorrect, click the red x to the right of the document to delete the document
before filing.

Filing Detail

County:

Tr

Case Number: cv-2012-000001.00

Style: JOE DOE, PETITIONER
Jioe PPC
Filimge: Mizcellaneous Document

Description

EXHIBIT LIST Make a good description here

002

MB

File Type

Add Documents ] ’

File Miscellanecus ]

After the transaction is completed, a receipt will be generated.

printed or saved by clicking Print View and then clicking Print.
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Affidavit of Substantial Hardship

1. Hover your mouse over the Miscellaneous menu tab on the main navigation bar.
2. Hover your mouse over Affidavit of Substantial Hardship and single click.

Complaints 3 | Discovery 3 | Motions » | | Miscellanecus

B Notice OF Appearance
B Subpoena
@ Alias Summons

@ Proposed Order

Mess:
B Misc. Document

The AlaFile password changes will be implement of ik

3. Enter in the case details by selecting the county, division, year and case number.

4. Click Find Case.

File Affidawvit of Substantial Hardship

Select a County: 7 -TESTCOUMNTYTT -
Select a Division: CW - CIRCUIT-CIVIL -
Select a Case Year: 2012 -
Enter a Case Number: 000001
Select an Extension: oo -

5. Review the case information screen. If the case data that appears on the screen is

correct, click Continue.

Case Information

County: 77

Case Number: CV-2012-000001.00
Style: JOE DOE, PETITIONER
JID: PPC

Continue
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6. Select the Party or Parties you are filing for. To select multiple parties, hold down the
Control key while clicking on each party represented by the attorney.

7. Click Continue.

Choose party to file for

County: 7

Caze Number: CW201200000100
Style: JOE DOE, PETITIONER
JID: FPC

Choose Party or Parties you are representing

C001 - JOE DOE
CO02-TYTTTY
C003-T

C004 - JOE DOE
0001 - JOE DOE TEST
0002 - JIM DOE TEST
H001 - EMP v

| =

m

[ Cancel ] | Continue

8. To locate your affidavit of substantial hardship, click Browse. After locating the
document on your computer, attach the PDF Document, make a concise description
and click Continue.

Add Document(s) - Affidavit of Substantial Hardship
Attach Document

C\lUsers' Desktop\Test PDF _pdf

Title: Description:
AFFIDAVIT OF SUBSTAMTIAL HARL + Make a2 good description *
here |

~

[ Add Document ] | Continue |
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9. At the Filing Detail screen, you may attach additional documents by clicking Add
Documents or file the document by clicking File Affidavit. Check and make sure
everything is correct and that the correct document has been uploaded. If anything is
incorrect, click the red x to the right of the document to delete the document before

filing.
Filing Detail
County: T
Case Number: cv.2012-000001.00
Style: JOE DOE, PETITIONER
JiD: PRC
Filing: Affidavit of Substantial Hardship

T W Desoopton NB FieType

AFFIDAVIT OF SUBSTANTIAL HARDSHIP  |Make a good description here. .002)  pdf i

| Add Documents | | File Afidavit

After the transaction is completed, a receipt will be generated. The E-File Receipt can be
printed or saved by clicking Print View and then clicking Print.
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Miscellaneous

To e-file an Attorney Fee Declaration please visit the Office of Indigent Defense Services
Website (OIDS) at http://oids.alabama.gov
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AlaFile Frequently Asked Questions (FAQ’s)

Note: This FAQ will be updated as needed. Please take note of the latest update date in
the footer and check back often for updated information. Each menu in AlaFile is designed
for that item. Please make every effort to file in the appropriate menu as each menu has
been specifically designed for that file type. Filing in an incorrect menu may result in your
filing not receiving the proper attention it needs to process correctly. This may cause delays
in your case. In addition, certain menus or fields are designed to redact information that
should be redacted to protect parties such as witnesses or plaintiff's in PFA related cases.
Please be careful to enter the proper information in the proper fields especially PFA cases
and regarding SSN fields, etc.

** Certain menus or options may only be available in specific divisions as shown on that
menu.

Menus Currently in AlaFile

Complaints Menu

e New Complaint
o Circuit Civil (CV)
o District Civil (DV)
o Small Claims (SM)
o Domestic Relations (DR)
o Child Support (CS)
¢ Amended Complaint
e Answer
e Cross Claim
e Counter Complaint
e Third Party Complaint
e Unlawful Detainer Complaint
e DV 88 Complaint
e Application for Default Judgment
e Application for Writ of Possession
e Modifications
e Contempt/ Rule NISI
e CS 41 (Income Statement Affidavit)
e CS 42 (Child Support Guidelines)
e CS 43 (Notice of Compliance)
¢ Income Withholding Order (IWO)
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Discovery Menu

>

Important! Discovery itself should not be electronically filed. Please continue to
process discovery the traditional method. Only the Notice may be e-filed.

Notice of Discovery

Motions Menu

YV VYV VY

New Motion (All Divisions)

Response to Motion

Reply to Motion

Supplement to Pending Motion

Batch Motion (Criminal Only) Note: The Style of the Case AND the JID Must match
on all Cases.

Post Judgment Menu

>
>

Garnishments
Alias Garnishment

Miscellaneous Menu

>

>

Y VY

Notice of Appearance
» NOA in confidential cases must be filed traditionally (in Paper)
Subpoena — to Appear Only
» (RULE 45 Production of Documents is not available now.)
Alias Summons
Proposed Order
Miscellaneous Document
Affidavit of Certified Mailing of Process of Complaint
Case Status Report
Exhibit List
GAL Report
Jury Charges (Not on DR)
Jury Demand (Not on DR)
Notice of Removal
Offer of Judgment (Not on DR)
Return on Service — Not Served
Return on Service - Served
Rule 26 Expert Disclosure
Stipulation of Dismissal
Suggestion of Death
Trial Brief
Witness List
Agreement (Only in CS and DR)
Answer & Waiver (Only in DR)

VVVVYVYVVVVVYVVYVYVVYVYY
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>

» Testimony (Only in DR)

Affidavit of Substantial Hardship

Paper Filed These Documents

YV VV VY VYV VvV

Y VY

Criminal Rule 32 Petitions for Post-Conviction Remedies
Documents Filed Under Seal
Documents or Exhibits that cannot be scanned and converted to a PDF (i.e., video or
audio tapes, large maps, etc.)
Elections Contests
Exhibits offered at trial or hearing
Expungements
Petitions for Minor Name Change
Post Judgment Filings (i.e., execution of judgments, etc.), other than Garnishments
and Motion Practice
Pro Ami Complaints (filed by defendant instead of plaintiff)
Summons for Service by Publication
Worker's Compensation “Walk-Through” Complaints (filed by the defendant instead
of the plaintiff)
Miscellaneous Filings:
» Genetic Test Results (CONFIDENTIAL)
Documents filed by self-represented (PRO SE) parties (Pro Se parties may register
for AlaFile and file electronically in some divisions — Not JU)

Frequently Asked Questions (FAQ’s)

>

YV VYV

YV V

What documents are auto generated by the AlaFile system?

» Civil Cover Sheet

» Summons Service Packet
Notice (Suggestion) of Bankruptcy — e-file as a Motion > Stay
Notice of Conflict — e-file as a Motion
Waiver of Service — Attach as an attachment to the Original Complaint
Petition for Lump Sum Settlement or Proposed Settlement — e-file as an attachment
to the Original Complaint OR as a Motion if the Complaint has already been filed
Letters Rogatory — This is DISCOVERY and cannot be e-filed now; paper file
Interrogatories and Request for Production — Exchanging of Discovery should be
done the traditional way (between the parties) — Not via AlaFile
Foreign Judgment — File as a Complaint (select Foreign Judgment as the complaint
type)
Request for Admissions (to Admit) — Part of Discovery; file traditional method
(between the parties) — Not via AlaFile
Revised, Amended, or Terminated Income Withholding Order (IWO) — File as Income
Withholding Order — (Options will be available after entering the case number.
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File Withholding Order - Withholding Order

County: 77

Case Number: DR201200000100
Style: HIM S HER

JID: JIB

() ORIGINAL INCOME WITHHOLDING ORDER/NOTICE FOR SUPRORT
®) AMENDED WO

() ONE-TIME ORDERINOTICE — LUMP SUM PAYMENT

() TERMINATION OF WO

View Withholding form for reference

Pendente Lite or Standing Pendente Lite Order — e-file as a Proposed Order
Petition for Custody — If no dependency (JU) or no Paternity (CS) then e-file as a DR
Complaint (Choose the Petition for Custody Complaint type)

Writ of Execution — Post Judgment (Paper File); usually has $30 fee associated
Suggestion of Judgment — Post Judgment (Paper File)

Motions for Conditional Judgment against Garnishee is considered post judgment
and should be paper filed now.

Attorney Fee Declaration — All AFD should be e-filed with the Office of Indigent
Defense (OIDS) — Contact their helpdesk with any questions (334) 242-7059.

Notice of Intent to Serve Subpoena on a Non-Party (Notice and Subpoena) - paper
file

Note: If a contested divorce becomes uncontested, the plaintiff's attorney may need
to file the defendant’s answer and waiver. File this under the miscellaneous menu
NOT the Answer menu... Filing under the answer menu will cause the system to
show the filer as representing the plaintiff AND defendant.

Filing a Notice of Change of Address with the Court is not necessary. The Alabama
State Bar (ASB) electronically sends all Attorney address information updates to
AOC each night. If you have updated your address with the ASB please allow 24
hours for AOC to receive the update.

Complaint case type Adult in Need of Protective Services may only be filed in
the Circuit Civil division and they have been marked as confidential in the
court system. Marking these case types as confidential includes any new
cases filed and all previous cases filed. Per ALA CODE § 38-9-6 (e) which
states: “Any record of the department or other agency pertaining to such
person shall not be open for public inspection. Information in a record shall
not be disclosed publicly in such a manner as to identify individuals, but may
be made available on application for cause to persons approved by the
commissioner of the department or by the court.”

REMEMBER: Cases marked as Confidential in the Alabama Court System
may be e-filed into in AlaFile but case details and images are not available in
Alacourt.com. Therefore, if you attempt to access a case in Alacourt.com and
that case is not marked as YO or JU then you will have to obtain case
information and images directly from the Circuit Clerk’s office.
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*If you have any questions regarding this FAQ or need help e-filing using the AlaFile
website, please contact IT Support.

Add Document(s) - Miscellaneous

Attach Document

~ Browse...
Title: Description:
Please Select Title N | Please type a description of your

document.

AlaFile FAQ (Check Here First)

Suggest Document WNot Listed on FAQ <_L|Add Document ‘ | Continue
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Steps to Setup (or Reset) a Confidential Access Code
within AlaFile

1. Login to AlaFile
2. Click on Update Account from the top menu bar

3. Click on Change Confidential Access code

& Change "Confidential Access” Code 2
Change "Confidential Access” Code J

This code is an additional code used for accessing “confidential” cases, in which you are an attorney of record,
Ol “Confidential
Access” Code:

Now “Confidential
Access” Code:

Rotype “Confidential |
Access” Code:

Reset "Conlidential Access” Code

Submit

4. Click on the Reset Confidential Access Code link at the bottom

5. A message will display telling you that a temporary Access Code has been sent to
your email account (leave AlaFile open)

6. Login to your email account then highlight and copy the temporary Access Code from
the email

7. Come back to AlaFile and paste the copied Access Code into the Old Confidential
Access Code field

8. Enter in a New Confidential Access Code then retype it to confirm

9. Click on the Submit button to complete the process
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Steps to Reset AlaFile Password

To reset your AlaFile Password from the AlaFile login screen, please see steps below.

1. Under the Login button left click on the Forgot your password? Click Here! Link

Email: |

Password:

Login

Forgot your password? Click here!

2. Enter your AlaFile email address on the Reset AlaFile Password Popup box.

3. Enter the Verification Code that is displayed in red letters (Note: the verification code
that is pictured is case sensitive; therefore, it must be typed in exactly as shown).

4. Left Click on the Reset button (Note: the verification code in the screenshot below is
an example; do not use this code.).

Reset AlaFile Password

Your email: || |

pPMVoA
Enter Verification Code: l:l
Cancel I Reset |

Picture:

5. A message will display stating that an email with a temporary password will be sent
to your email address.

6. Verify that the email address listed is accurate:

a. If so, login to your email account to retrieve the temporary password
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b. If not, contact the AlaFile Helpdesk, ITSupport@alacourt.gov or 1-866-954-
9411 Option 1, Option 4.

Reset AlaFile Password

We have sent an e-mail message to
[AlaFile eMail Address on File] with the following subject line
"Reset AlaFile Password". Please use the temporary
password emailed to you to log into AlaFile
(https://alafile.alacourt.gov). You will be prompted to change
your password after logging into the system.

CLICK HERE to go to the Login page.

7. Leave the AlaFile webpage up but minimize it so you can go to your email account
and login or check your inbox for the email from alafilenotices with the subject line,
‘Reset AlaFile Password’.

8. Copy the temporary password from the email then go back to the AlaFile login page
and paste the password into the password field.

9. Enter your email address in the Email field.

10. Left Click on the Login button.

Email:

Password:

Login

Forgot your password? Click here!

11. Enter a new password and retype the new password in the Reset AlaFile Password
box.
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12. Left click the Save button.

Reset AlaFile Password

New Password: | |

Password must contain at least one upper case
, one lower case, one humber or one special character
, and a minimum of 9 characters in length.

Retype Password: |

13. The system will kick you back out to the Login screen.
14. Please enter your email address and the new password that you just created.

15. Left click on the Login button.

Email: | |

Password: | |

Forgot your password? Click here!

Note: If you do not receive the email from alafilenotices@alacourt.gov please contact IT
Support.
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Contact Information

Alabama Administrative Office of Courts Information Technology Support Helpdesk
1-866-954-9411 Option 1, then Option 4 or email itsupport@alacourt.gov

IT Support

Administrative Office of Courts

300 Dexter Ave

Montgomery, AL 36104-3741
1-866-954-9411 Option 1, then Option 4
http://SHARK.alacourt.gov
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Website Information

AlaFile Website: https://alafile.alacourt.gov

E-Filing Information and Promotional Webpage: http://efile.alacourt.gov

The Administrative Office of Courts Webpage: http://www.alacourt.gov
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