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A special thank you to Salim
Ugdah who assisted NCDRC staff
with creating this guide.

Before logging into eCourts/eFiling, mediators should first complete their Report of
Mediator. It is recommended that you complete the form online, print the form, sign it,
and then scan and save it to your computer.

MSC Report of Mediator: Report Of Mediator In Superior Court Civil Action | North
Carolina Judicial Branch (nccourts.gov)

FFS Report of Mediator: Report Of Mediator In Family Financial Case | North Carolina
Judicial Branch (nccourts.gov)

Emergency Judges and non-attorney certified mediators, must create/register for an
“Individual Account” in eCourts.



Visit the NC Judicial
Branch’s Website
WWW.nccourts.gov

Scroll down to the eCourts
Section and click on the
eFiling (File & Serve) link.
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All Things Judicial Podcast

Listen to the latest podcast about the
important role of the North Carolina Judicial

Branch in state government

Jury Service Scams

JURY DUTY

Learn about recent scams, how to protect
yourself and avoid falling victim to jury
service scams.

Speakers Bureau & Civics Education

iblic service provided by the judicial
community of North Carolin
speaker for your civics education event.
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eCourts

North Carolina courts are transitioning from paper to
digital. Find information, training materials, and learn
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On the next screen, look
for the eFiling (File & Serve
black box, and click on
“Start a Filing or Sign In”.

You will be taken to the Welcome
page, from here you can sign in, or
register an account. If you have
already established an account, click

on the “Sign into your account” link. If

you have not registered, scroll down
to “Register.”
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o Submitting Attendance for CLE / CPE

eFiling Support
See the Support and Training section for guides, FAQs, and how-to
videos

eFiling (File & Serve)

eFile court documents in eCourts counties. For attorneys
and the public. Sign in or register, view your cases, and
more.

Start a Filing or Sign In
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Additional eFiling Options

Appellate Courts eFiling

File court documents (registration required) for Supreme Court or
Court of Appeals. Search and view case information and documents
(public)

Business Court eFiling

File court documents, pay filing fees, send court notices, and more

(registration required). Business Court Filer's Quick Reference

*Legacy Civil eFiling

File court documents (*in select non-eCourts counties) for domestic
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North Carolina

Welcome
eFile North Carolina

Sign into your account >

‘The URL links to documents in Service emails have been restored. To view
these links, an additional step has been added, prompting users to enter
their email address. More information is available here.

Click the Sign Into Your Account button above or the REGISTER button on
the right to get started.

No Lawyer? St
(0

t Here of visit the Guide & File site

northe

For more information about eCourts visi a Judicial

ch (necourts.gov)

f you have questions, try asking them here
(http cloud.zendesk com/hc/en-us)

Jlodysseyfileand

Attomeys: Be sure to add your contact information In the Service Contacts
step of eFiling. You then can receive service by email per Rule 5 from the
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Register for a Firm Account

Register for a Firm Account

Examples:

Alllegal professionals including:

* Solo Practitioners

* Attorneys, paralegals, and staff at firms with
multiple filers
- Note: Attomeys may be required to enter an
attomey number. If you do not have an attorney
number from this state, register as an individual

[ resister 5
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If you have established an

account, go ahead and sign in.

To establish an account, be
sure to complete the
required sections, and click
on the box “I agree to the
Terms and Conditions” at
the bottom, then click on
the “Register”
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© Please sign i to continue

UseriD

Password

Forgot your password?| Reset Password

Having a problem?
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Individual Account Registration

Register for an Individual account

Examples:

- Filers without lawyers (pro-se filers or self-represented litigants)
~Process servers

- Landlords and tenants (renters)

- Pro hac vice or out-of-state attomeys

- Other non-parties (for example, employers filing garnishment information)
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Account Credentials

Maureen.M.Robinson@nccourts.org

User Information
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Middle Name
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For you to file your Report
of Mediator (ROM), you o e
must enter a credit card .
number —you will not be 4
charged for filing the ROM. Lets inis setting up your account

You must add a payment account before you can e-file. For
more Information about adding payment accounts, click here
(https://odysseyfileandservecloud.zendesk com/hc/en-

1H o

You should also add a service contact. For more information
about adding a service contact, click here
(http: ndesk.com/hc/en-
us/articles/360049503531)

+ Add a payment account

[ eFile NC - Dashboard x
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From this page, click on L T ———
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“Start filing.”
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a Case search Bookmarks Templates
° Search cases View my bookmarks View my templates
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O support
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Search for case

I you are not sure your case number is correct, refer to the formatting instructions for the selected court or search for the case by party

Locaton ]

Alamance Clerk of Superior Court

Alamance District Court

L3
[
=
n
=]
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a
L]
B

Alamance Superior Court
AOC Expunction Admin (Law Enforcement Use Only)

AOC Portal Unit

Case numbers in Odyssey can be broken
down into four parts; year, case type,
case number, and county identifier.

21CR000003-910

= | '
VEAR CASE  SEQUENCE  COUNTY
TYPE  NUMBER  IDENTIFIER

‘The first two numbers signify the year in




() https:/eflenc.tylertech.cloud/OfsEfsp/ui/case-search

Then enter the case number, you » G rumbrsin Ot can et

MUST include the county . e e, oy G, e
Identifier number in the case " by AN e
number. Then click on “Search.” i gt e o R
County Identifier numbers can n e e oo
found here: Be\ : D B
N.C. Courts County Codes | North rm"jn*:m e

Carolina Judicial Branch

Click here for the county identifier.

Click here for more case search tips.
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Case search results

Location;

T
& Case # 23CVSI &

Location Case Type
Mecklenburg Superior Court i General Civil Action
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From the “Actions” drop

down box, click on “File

into case.”

Case search results

"
[}

Location: Case Number 1 Results

e Case # 23CVSOOSEED-590
File Into case.
Location Case Category CaseType
Mecklenburg Superior Court Civil General Civil Action File into case with template

Bookmark case
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File Into Case
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Case information

Gourt Lacation
Mecklenburg Superior Court

Case category
civil

General Civil Action




If all the information listed
is correct (names of
parties/case number) then
click on the “Filings”

= <Courts N
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#  Filelnto Case

Draft # 936863 - Case # 23CvsOQENIS90 - CEEEEEED s GEENNNS O -

B @ casemiormaton © roics © s @ sevie @ e @ sy
&

n

[=1] Parties

(S} Party Type Party Name Lead Attorey Actions

a SALIMUQDAH 7

° * Plaintiff John W. Reis. Va

Save draft and exit

* Defendant

R Harcourt Fulton ’

+ Add more

«Courts
gy <File North Carolina

« case information

File Into Case

Draft # 936863 - Case # 23cvs00SIP590 - QUENESENEED 'S QEENNSES © -

@ caseinformation

@ ress

& s

save draft and exit

Filings

Max Envelope Size: 36.70 MB.
Remalning: 36.70 MB.

Filing Code

Actions.

No Filings Added Yet

At least one filing is required to complete the
filing process.

skip to fees




Superior Court Filings:

In the Filing Code Section,
select “MEDIATED
SETTLEMENT FILING”.

Filing Description write in
“Report of Mediator”.

Scroll down and Upload your
Report of Mediator, Under the
Communications section,
enter your email address and
anyone else you feel should
receive a copy of the ROM.
When complete, click “Save.”

File your ROM as a “Public”
document.

@ ® O D efileNC-Filings x |+
< C @ ) httpsy/efilenctylertech.cloud/

O Reneualnfomation Q. Suggested Stes Ne NCID ) Disp n. T Time Sheets)

eCourts
eFile North Carolina

HRPs... 7Y The North Caroina..

- 8 X

Clm = @ W/

O NCAOC HelpdeskR.. FY] WebSiice Gallery || Juno () [J (O NCAOCHelpdeskR.. @ NorthCarolinaGen.. B Twiter Y Home NothCaroii. > | [) Otherfavorites

e - O

Draft # 936863 - Case # 23CVSOGEN-590 - GEEIIEENgY ' IS O -

Edit Filing Details p

o

Additional services an; d fees

QO service Only

#  FileInto Case
]
=]
n Filing requirements A
=1 *Filing Type (Reaureg
(5]
@ eFile Only
2] Pick "eFile Only" to just electronically file your papers.
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District Court/Family Financial, the appropriate
filing code is “Family Financial Filings”.




The program requires that

«Courls
P Fickserve | eFile Morth Carolina

L

File Into ot 4 930163 - Case # 23cv/ D, - CHNNNNEERED . .cvs. © -

Case

@& caseinform: & Parties @& Filings

9 Service . Fees . Summary

Fees

You must select a payment account even if there
are no fees.

Fee Breakdown

Once you've picked your payment
account, click the button below to

* Payment Account

see the total fees.

Payment Account is Reguired.

+ Add payment account

¢ Calculate fees

Party Responaible for Fees
Select...




FoeRCONMDS 2

A_ourts

File Into
Case

@ cCaseinform

Click on the two boxes under
Submission Agreements and
scroll down

eFile Morth Carolina
Saved

~

Draft # 930163 - Case # 23CvSOGERSS0 - aunite

ubmission Agreements

1.10.pdf

[ 1 have read this notice. | understand that, if | file, | must comply with the filing and
redaction requirements set forth in N.C.G.S. 132-1.10(d)

You must accept the Submission Agresments.

Case Information # Edit |

Your changes have been saved

& Filings & Service & Fees © summary

ttps A www.ncleg.gow/EnactedLegislation/ Statutes/PDF/BySection/Chapler_132/GS_132-

® ¥ »

2 @ O @ 0 =

Verify the case information is
correct, then scroll down. If you
need to edit any of the information,

click on the appropriate Edit box. If

all information is correct, scroll down

and click on the “Submit” button.

Service Contacts

Plaintiff

Defendant

Defendant

Other Service Contacts

eFile North Carolina
Filings
Fling [
MEDIATED eFile Only Report of
SETTLEMENT Mediator
FILING

LLC

# Edit

| #Ean |



The next screen will show that
your ROM was filed/accepted.
Click the “Return to
dashboard.”

Envelope Submitted

Envelope Submitted

Envelope #829619 has been submitted Yuccessfully.

[ View Receipt Return to dashboard

I

® 3 >

2 @ O @ 0 =

The Dashboard will display the
cases you have filed within.

"\ eFile North Carolina

Start filing

Click the START FILING
button below to get
started

Start filing

Case search

Cases with narty name

Filing history

Case # 23CVSO@ED-
590

Envelope # 829619
Submitted at 06/12/2024
11:59 AM
Filings:Submitted (1)

case # 22cvso@iilD
590

Envelope # 829364
Submitted at 06/12/2024
11:35 AM
Filings:Accepted (1)

View filing history

Bookmarks

View my bookmarks

e - -
Drafts
View my drafts
Templates

View mv lemolales



3 Men of Size Cloth. [ Cooking [ Divorce Coaching [ Education [ Health [ Home Furnishings [ Language [ Products [ Personal [ Work sites

s
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« m 0 @ 8 0 @& B D #™ Boomerang [
Filing Accepted for Case: ZZCVSC.S‘)O—V—: Envelope Number: 829364 (Bl inbor x
nnnnn ply@efilingmail tylertech.cloud
Filing Accepted
Enveiope Number: 828364
The filing below was revi d and has been by the Clerk's office located in Mecklenburg Superior Court, NC. Please click the link below to retrieve a filed-stamped copy of

To verify your ROM has been s

reviewed and accepted by the e

Clerk’s office, this page will
appear in your account.

The Mediator will receive an
email once your ROM has been
successfully submitted, and an
additional email once the ROM
has been accepted.

Case Number
Case Style

z;cvso.‘ 560

L ——

Date/Time Submitted

6/12/2024 11:38 AM EST

DateTime Accepted

/122024 11:48 AM EST

Accepted Comments

Filing Type MSC-Raport of Meciator Fied

Activity Requested EFie

Filed By Sailm Ugdan

Document Details
Lead File LATOR -
Lead File Page Count
Tk
File Stamped Copy % . -

tomatally by
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