How Do | - Clerical Processing Incidents on Existing Cases
Phase Il eFiling

In Phase Il of eFiling, attorneys will create “pseudo” incidents that will later be verified by the
clerical department. These new incidents will appear in the queue with the status of “Create
Info,” just like the requests for new cases will. This document will walk you through creating a
new incident on an existing case.

To process the new case, click on the “edit” icon on the left-hand side of the window. You can
see it is an existing case because of the clickable name and case number on the right. (The case
will be automatically assigned to you once you click the “Create Info” icon.)
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In the “eFile Manage New Information Screen,” you will need to review the PDF and document
sub-type in order to verify that a new incident is necessary. Once you have verified the need
for a new incident, click “create” and then “Process Create/Switch Incident(s).”
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This is the screen where you will either create the incident as prepared by the attorney or
attach the document to an existing incident if you determined that the document does not

require a new incident. (If the document did not require a new incident, click on the “Switch
Incident” drop-down box and select the appropriate existing incident.)
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Once you have processed the new incident, the new incident number will be displayed in the

“eFile Manage New Information” window. You will need to click “Update eFile and Route to
Queue.”
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Once you have eFiled it and routed it to the queue, the new incident will appear in the “All
Incident” screen.
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As the final step, you will need to go back to the queue and mark the new incident “complete.”
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