CASEINITIATION
STEP 1 - Log into FSX

1. Loginto FSX @ https://secure.fileandserve.com/login/login.aspx.
2. Type inyour User ID and Password.
3. Click “Sign In".

File & Serve X press

Sign In to File & ServeXpress™

| Max Powers
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Register Forgot Password

Need more help?
Call Customer Support at 1-888-529-7587

STEP 2 - How to Start a Transaction
1. On the Home Page, hover over “Filing & Service”.
2. Select “Start a Transaction” from the drop down. This will take you to a new screen.
1 FILING & SERVICE ALERTS SEARCH
Start A Transaction
b Quick Sti Saved Transactions

State
Scheduled Transactions

Court

| CaseNumber OR CaseMame

File/Serve Set Track Case
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3. Under the blue “Select Court and/or Case for Filing” banner, select the “File a New Case” button.
4. Select your court from the drop down.
5. Click the “Find” button.

Select Court and/or Case for Filing

L_JFile and/or Serve in an Existing Case 3 ®File 2 New Case

To narrow the list below, select a court andfor enter the county and dick Find.

Court: | V& Fairfax Circuit Court

6. Click the small blue icon with a white arrow in it below “Court List” to select your case class.

Click [ beside a court to select the court for your case.

Court List 1 through 1 of 1 Ehu:'c-.' results per page
« Court Name Case Class

W& Fairfax Circuit Court

1 through 1 of 1

7. Select your Case Type from the drop down.
8. Enter a “Case Name” in the text box.
9. Click the “Submit” button. This will take you to the documents tab.

Add New Case
Enter a case name and select a case type. Then click Submit.
Court VA Fairfax Circuit Court

Case E|ES
Civi

Case Name #

(First Plaintiff vs First Defendant]

Mazximum lemgth of text is 200 characters

== H




CASEINITIATION-GUIDE

STEP 3 - How to Attach Documents to Your Filing

1. Select your document type from the drop down.

Enter a title in the text box.

Click the gray box labeled, “Choose a file or Drag it here” to open your computer’s hard drive. Find
your document and double-click on it to select the document.

Select the appropriate access type using the drop down.

Click the “Attach Document” button.

To attach additional documents, repeat steps 1-5.

Click the “Case Parties” tab on the top of the page next to the “Documents” tab to move to the next
screen.
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Choose a file or Drag it here

Maesimnum length of teec is 510 characters To request our Fax Upload Service please contact client
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Access P
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Public - These documents are electronically submitzed and
zvailable for viewing by File & ServeXpress customers.
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STEP 4 - Adding Initiating Parties (i.e. Plaintiff, Petitioner, etc.)

1. Select the “Initiating Party” button.

Documents Case Parties Review & Submit

5/4/21 1:43 BM EDT
Add Case Parties
IMO Johnsen, Tedd (DOD 1/22/2021) Mock Tribal Court

Enter or selectinformation for each party you want to add to this case. Then click Save Party.

To edit a party, select the party from the Party List.

1 ®@initiating Party (e.g. plaintiff, petitioner)

(DAdditional Party (e.g. defendant, respondent)
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Under “Party”, select the correct Party Type.

Under “Entity”, select the correct Entity Type.

Enter the “Party Name” in the First/Middle/Last name fields.

Select an “Attorney” from the drop down.

Under “Attorney Type”, select the correct Type.

Click the “Save Party” button.

You may add as many initiating parties as you would like by repeating steps 1-7.
Remain on this screen and move to Step 5.

Lo NULAWN

Party * Entity *

& 3 Individua

Party Name *
First Name Middle Name Last Name Suffix

First Mame Middle Mame Last Mame Suffix

Attorney * Attorney Type *

6 | Select atype &

STEP 5 - Adding Additional Parties (i.e. Defendant, Respondent, etc.)

1. Select the “Additional Party” button.

2. Under “Party”, select the correct Party Type.

3. Under “Entity”, select the correct Entity Type.

4. Enter the “Party Name” in the First/Middle/Last name fields.

5. Click the “Save Party” button.

6. You may add as many initiating parties as you would like by repeating steps 1-7.
7. Click the ‘Review & Submit” tab to move to the next screen.

(lnitiating Party (e.g. plaintiff, petitioner)
1 @Additional Party (e.g. defendant, respondent)
Party * Entity *
2 | Select a Party Type & 3| Individua &
Party Name *
First Name Middle Name Last Name Suffix

4 | First Name Middle Mame Last Name Suffix
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STEP 6 - How to Review & Submit Your Filing

1. Select an “Authorizing Attorney”.

&f421 1:54 PM EDT Documents Case Parties Review & Submit

Authorize Transaction

Select an attorney to authorize this transaction.

Authorizing Attorney: [El:—le-:: &n authorizing attorney v] 1

2. Scroll to the bottom of the page and select the “Authorize and file now” button.
3. Click the “next” button to move to the next screen.

Choose to submit transaction now, or schedule the transaction for later release.
2 @ Authorize and file now

() Authorize and file on

| |a" | |.'ll | | at| |Z | | | Al | [mmiddiyyyy) at{hhzmm) ET

IMPORTANT:Your transaction has not yet been submitted. You will next be asked to review and submit your transaction.

HEAE 3

4. Scroll down the page to review your filing information. Once you have reviewed your information, click
the “Submit Filing” button to complete your filing.

p—
5/4021 1:53 8 EDT Case | Documents | CaseParties il e

Review and Submit Transaction ID: 66535630

IMPORTANT: Your transaction has not yet been submitted.
When you have finished reviewing. select Submit Transaction below.

File & ServeXpress Transaction ID: 5
Submitted by: I
Authorized by: Max

fock Appeals Firm B-Demo
Nock Appeals Firm B-Demo  Edit

Court:
Case Class:
Case Type: Frobate
Case Name: IMO Johnson, Todd (DOD 1/22/2021)

Transaction Option: Originating Event
Billing Reference: Edit

Documents List _Edit

Submit Transaction

Originating Document, 1 Pages PDF Format | Original Format

Document Type: Access: Statutory Fee: Linked:

Death Certificate Public $0.00

Document title:

Death Certificate

Attached Document, 2 Pages PDF Format | Original Farmat
Access: Statutory Fee: Linked:
Public 50.00

Close Al
[] Sending Parties (1) Edic

IMPORTANT: Your transaction has not yet been submitted.
When you have finished reviewing, select Submit Transaction below.
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