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e-File Using Benchmark Web

Cases, documents, and proposed orders can be easily submitted by using the e-File function in

Benchmark Web.

Benchmark Web Account Registration and Login

To use the e-File function, users must first register an account with Benchmark Web to receive login

credentials.

Registration for an Attorney

1. Open the computer's web browser and navigate to Benchmark Web.
2.  Onthe main Benchmark Web page, click the Register button.

-Rlonssr

& Usemame
Forgot Username
R, | Password

Forzot Password

' ] Femember

A Register screen displays with options.

Register

&= Attorney with Bar # @ Self Represented/PRO SE

3. Select Attorney with Bar # and click Submit.

This document may contain confidential and/or proprietary information and is intended to be used only by

licensed Benchmark users. Any use by others is strictly prohibited.
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The Register page displays for an attorney.

ZBenchmark

Register

User Name®*
Email*
Confirm Email*
First Name*

Last Name*

Click to register as an Attorney
with a Bar # for e-filing

Register

Password*
Confirm Password*®
Address*®

Address 2:

City*

State*

Zip*

Phone Number:

Bar Number*

4. Enter the registration information for the attorney. Fields with an asterisk (*) are required and
must be unique from any other registration. Note the User Name and Password fields, as these

will be required each time the attorney signs into Benchmark.:

5. Once all information has been entered, click Submit.

6. If no errors are detected with the registration, a green box will display indicating the registration
was successfully completed.

court.houstoncountyga.gov says

Registration was successful, please check your email for an activation

link

7. An activation link will be sent to the email entered at registration.
If an email address or bar number entered in the registration already exists in the system, a red

box will display.

court.houstoncountyga.gov says

This email address or bar number already has an active login

associated

8. If anissue is found, return to Step 2 and enter the correct the information.

This document may contain confidential and/or proprietary information and is intended to be used only by 2 | Page
licensed Benchmark users. Any use by others is strictly prohibited.
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Registration for Self-Represented/PRO SE

1. Open the computer's web browser and navigate to Benchmark Web.
2. Onthe main Benchmark Web page, click the Register button.

-Rlonssr

& | Usemame
Forgot Username
4, | Password

Forzot Password

' ] Femember

A Register screen displays with options.

Register

& Attorney with Bar # | @ Self Represented/PRO SE
=3

3. Public users that want to e-File should select Self Represented/PRO SE and click Submit.

NOTE: PRO SE as a registered role will automatically be added as the Plaintiff for
any new case filing created. Public users registering as PRO SE will NOT be able
to add an attorney to a case or add an attorney to a specific party.

This document may contain confidential and/or proprietary information and is intended to be used only by 3| Page
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The Register page displays.

Register
Email*

Confirm Email*
First Hame*

Last Name*
Password*
Confirm Password*
Address:

Address Z:

City:

ZBenchmark

Register

Last Name™

Password®

Confirm Password*

Address:

Address 2:

City:

State:

Zip:

Phone Number:

4. Enter the registration information. Fields with an asterisk (*) are required and must be unique
from any other registration. Note the Username and Password fields, as these will be required
each time the user signs into Benchmark.:

5. Once all information has been entered, click Submit.

Coert Lomms

6. If no errors are detected with the registration, a notice will display indicating the registration was

successfully completed.

link

court.houstoncountyga.gov says

Registration was successful, please check your email for an activation

An activation link will be sent to the email entered at registration.

7. If an account exists with the email address entered in the registration, a notice will display.

associated

court.houstoncountyga.gov says

This email address or bar number already has an active login

i

8. If anissue is found, return to Step 2 and correct the information.

This document may contain confidential and/or proprietary information and is intended to be used only by

licensed Benchmark users. Any use by others is strictly prohibited.
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Attorney/Registrants Activation Email

Once an attorney has been successfully registered, an automatic email from
noreply@houstoncountyga.com will be sent to the address entered in the registration .

<ZBenchmark

noreply@houstoncountyga.org

ome -

Luna Sheridan,

Click To Activatel

Your login is lsny0416/@gmail.com and your password is as you entered.
Please click the following link to activate your registration.

The email will contain the username as the login. The password will be what was entered at registration.

A Click to Activate link will display.

Click the Click To Activate hyperlink to be redirected to Benchmark Web. A Registration Activation

notice displays Your registration was successfully activated!

Registration Activation

Your registration was successfully activated!

Once the link is activated, a party record is created. This allows the user to log into the system.

To log in, return to the main Benchmark web page.

& | plogatiorney

Forgat Username

q’t ETTTTITY

Remember

e

Enter the Username and Password entered at account creation and click Login.

This document may contain confidential and/or proprietary information and is intended to be used only by 5| Page
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Submit a New Case via e-File

Once a user is naotified that their registration has been approved and activated, they can submit filings via
e-File.

Submit a New e-File — Attorney

1. Log into Benchmark Web.
2. Inthe menu on the left of the screen, click e-File to display the e-File options.

B =rFile v

B Submit New

E My Filings

3. Click Submit New. The e-File screen displays.

Submit New e-File

Court Type:
Select Court Type v

Select Court Type
STATE CIVIL
SUPERIOR CIVIL

4. Under Submit New e-File, select the Court Type and the Case Type from the drop-down menu.
5. Click Submit.

The Case Parties screen displays.

Case Parties

+ Add Party & Upload Party Info

Party Type Full Name Address

# PLAINTIFF DOE, JANE m
% DEFENDANT SMITH, JOHN m

6. Click the Edit button for each Party Type.

This document may contain confidential and/or proprietary information and is intended to be used only by 6 | Page
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The Add/Update Party screen displays.
|
Add/Update Party

Party Type: DEFENDANT v

Last or Business Name: Service: | Service Process v

ikt Sherif Service Coordinated by Clerk

Date of Birth:

Email:

Interpreter Language: v

Phone Numbers:

Phone Number:

Addresses:

Address: City: State:

Address 2: Zip:

o

7. Enter the party information and click Submit.

8. Repeat Steps 6 — 7 until the information for all listed parties has been entered. If additional
parties are needed, click the green Add Party button on the Case Parties screen.

9. Once information has been entered for all parties, at the bottom of the Case Parties screen, click
Next (Documents).

Case Parties
=
Party Type Full Hame Address
& FLAINTIFF DOE, JANE m
% DEFENDANT SWITH, JOHM m Address 1, City, Zip, State fields are required
Hext (Documents) <
This document may contain confidential and/or proprietary information and is intended to be used only by 7 | Page
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The e-File Documents screen displays.

e-File Documents

Purtuant to 0.C.G.A. 10-1:393.8, effective My 1, 2005, 1t became illegal in the State of Georgta to publicly post or publicly display In any manner an individual's social security number. As wied In
thiz code section, “publicly post™ mears to “intentionally communicate cr otherwize make available to the general public, ™ Pursuant t0 0.C.G.A. $-11-7.1, effective July 1, 2014, soctal security
numbers, taxpayer identification number, financial account numbers and birthdates require some degree of redaction before the pleading /& can be ad d into evid . X
practitioners with financial affidavits, worksheets and standing order responses usually have a number of theze numbers in the documents. Pertinent portions of the statute are as follows: a.
Redacted filings. Expect as provided in subsections (b) and (¢) of this code zection or unless the court crders otherwice, a fifing with the court that contains a social security number, taxpayer
Identification number, financial account number, or birthdate shall inciude only: 1, The last four digits of & soctal security number; 2. The last four digits of a taxpayer identification number; 3
The last four digits of a financial account rumber; and 4, The year of an individual's birth, All records in the State Court Clerks' offices are generally public records and the inclusion of the sockal
security number &5 prohibited and i3 i violation of the law. If additional personal information i necessary for credit, criminal histcry or other legitimate purpozes, please review 0.C.G.A. 10-1-
393.8 and 0.C.G.A. 9-11:7.1(a) befcre filing. This office will not refuse to file a document that we are otherwise required by law to file, publicly post or publicly display for public inspection if
O.C.G.A. 9:11-7.1(a) s not follow. The Clerk shall be held harmiess for such flings In accordance with 0.C.G.A. 510-1-393.8(d). Please Jin s In reducing the cpportunity of sdentity theft and the
abuze of perscaal Informaticn.

Document Type ¥ Pages Select Generate Description File Edit Delete

L * Civil Pile Infstation Form Salect Fie

[ s o [ oo |

10. Depending on the type of case being filed, a filing form may be required. If a form listed under
Document Type displays a red star next to the form name, the form is required. To open the
form, click Generate.

The form displays.

~
f
I Cancel ——
. & | L 1 |/ 1 > 0B
(2)Attachments 4 Add Atachment <+ Add Supplement
Superier Court: = Y
State Court: Gerseral Civil bnd Domertic Relitiond Cate Fling Information Form
[ ] supancr or | x] s2rtw Court of mogtnn County
DateFiled: Far Sl e Siely
Tisna St Hied bt ] S e
ARG TEYT
Case Number:
A faw, Wew Ml s Pk T T = S
Plaintiff Attorney: B0, 1o AT, pomn
ATTORNEY. PTG
Plaeatil¥ § AFEe Ry ATTORMEY, PTG Bar horier  LIBLEETRE el Eppreiated | |
Bar Humber: )
Chech Cioeh it Tt i Ot B
12456785 case e
Self-Represented:
o Gl Sol fanp it Belgraa Casan
1) g
1 1 Astoenondn fort
T - L | ot S g i el
Caze Type : :f_u-m- Py
L | Pl g i,
. H [ ) Vit = D
Automaobile Tort: [ 1 Ganarnl Fory [T e r————
O F] el et [ 1o S —
11 iy, el ey Cig s W8
C1 “ |: 11 Lnaiioseds Tomant
vil Appea o o Post admant - Chack des Case Trpa
o T 1 Front Lasny ot T | Comtmempt
" | kaw Promarty ™
Contract: :IH—_' ::w-ummw [re—
O 110} Cotae i |
Garnishment:
o | I a1 BT @ WU 12 AR BCOTL] (IS, B EVSSY BIEm T S DR BRTE OB 0F T I T Nat
General Tort: e o lactue o Paz, pmese § e mumier b duct
: 11 i mam g P —— e -
H.b'“ :m . w::o: ":‘:"-:-l:l!::*;? “.;:..‘ :‘. St ST A L TR RO R
o e e e R e e R B L L ngrageh| dagerne
T ple B PR T S By DREDOTy BIEE gt ey P S, RSN DN TN GEE IR g
This document may contain confidential and/or proprietary information and is intended to be used only by 8 | Page

licensed Benchmark users. Any use by others is strictly prohibited.



<Benchmarkr

11. Some information will auto-populate based on case information previously entered (highlighted in
yellow). To edit the form, enter the information in the fields on the left of the screen.

12. Above the form, click Refresh. The edits to the form display on the form.

13. Once all information for the form has been entered, click Save (top left) to return to the e-File
Documents screen.

14. To add additional documents for the case, click the green Add Documents button on the e-File
Documents screen.
An additional line for the document displays under Document Type.

Document Type # Pages Select Generate  Description File Note Edit Delote

#* Civil File Initiation Form

v Select File I

15. Select the Document Type from the drop-down menu and click Select File. A file search window
displays. Only Microsoft Word or PDF files (.docx or .pdf) can be uploaded.

G Open X
4 Wl > ThisPC > Desktop v 0 Search Desktop
Organize ¥ New folder S~ W @
v 3k Quick access "

B Desktop

¥ Downloads * o~ e~

= Documents

&=/ Pictures

= This PC
J 3D Objects
I Desktop
= Documents
4 Downloads
d Music ;‘BE(?.C[UMENT
&= Pictures 1pg
B videos
&. Windows (C:)
. Transcend (D:)

File name: | o] [ AnFites v

|

16. Navigate to the file on the computer and click Open.

This document may contain confidential and/or proprietary information and is intended to be used only by 9| Page
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The e-File Documents page updates and displays the document.

+ Add Document

Document Type # Pages Select Generate Description File Note Edit Delete

B | * Civil File Initiation Form 1 & Civil File Initiation Form.pdf m m
‘ Offer of Settlement 1 Offer of settlement.pdf m m

17. Repeat Steps 15— 16 to submit additional documents.

18. Once all documents have been added, at the bottom of the e-File Documents page, click Next
(Summary).
The Review & Submit screen displays.

COURT / CASE TYPE CASE NUMBER | CASE STVLE
CIVIL/ Atomobie Tort Pending TEST, PLANTIFF NAVE PTG vs. TEST, DEFENDANT NANE PTG
e &3
Party Tyve Full Mame Address
ATORUEY TeST AT
#oges Deseription
Coun Amous
200
0 $50
< Page) %
Total Amourt Due: | 336731
Choote Payment Method: (g Creat Card () Recuest Fee Waiver Click Add to Cart if you
will be submitting
s Select the ‘Save for future payments option’ to save Click Submit if you are only multiple e-files at the
e for fut
R your card information in order to use for quicker submitting a single file. Same:time.
Wechnomet payments on future filings

19. Review the case information for accuracy. To view documents, click the paper icon next to the
document name. To make edits, click the Edit button next to Case Parties or Case Documents.

This document may contain confidential and/or proprietary information and is intended to be used only by 10 | Page
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Filing fees will display under Fees.

Payment

Payment Amount  5252.54

es not include any additional processing or convenience fees.

fee be shown during payment processing.

s
Any additional fees will

NOTE: If their client cannot afford the fees, attorneys can select Request Fee
Waiver. As noted, if the fee waiver is denied, the filing fees will be the

responsibility of the filer.

PAYMENT INFORMATION
Tatal Filing Fees: 5214.00
File Filing Fee: 4 530.00

Convenience Fee: 4 50,00

Total Amount Due: 5244.00

Choose Payment Method: ") Credit Card (§) Request Fee Waiver

Fee Waiver Requested!
Hote: i Fee Waiver is denied, all
filing fees are the responsibility of

the filer.

20. If all information is correct, click Submit.

NOTE: If bulk filing, do not enter payment information or click Submit. Instead,
click Add to Cart. For further information, see the Submit New Batch e-File

section of this document.

This document may contain confidential and/or proprietary information and is intended to be used only by 11 | Page
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The nCourt window displays.

g
>

State Court of HousteptCounty

201 Perry Parkway , Perry, Georgia 3016/
Phone: (478) 218-4970 Court Websit
Office Hours M-F 8 00am-5.00pm
No credil card payments afler 4.30pm each day

Save Payment Information

Billing Information Payment Information
Imternational Addeess I’ OB G
Card Type
First Nome
Last Name Card Number
CWV Code

Organization Name

Expiration

12 v 2034 v

Address

Zip
Submit Information

City

State/Territory

21. Enter the credit card information to pay fees.
22. Click Submit Information. The Payment Complete notice displays.

Payment Complete

Close this tab and return to the Filing Summary tab and click 'OK’ to complete the
E-Filing process.

23. Close the Payment Complete tab and click OK. Once the e-File has been submitted and fees
have been paid, the eFile Submitted screen displays with the confirmation number.

eFile Submitted

E-FILE FILING SUBMITTED
Confirmation # 25-1174307

This document may contain confidential and/or proprietary information and is intended to be used only by 12 | Page
licensed Benchmark users. Any use by others is strictly prohibited.



<ZBenchmark

Submit a Batch e-File

Cases and documents can be submitted in bulk via e-File. Multiple cases and documents can be added
to a cart, then all filing fees paid at the same time and all files can be submitted for review by the clerk.

1. Once the case information has been added, as shown in the previous section Submit a New e-
File-Attorney, the Review and Submit screen displays.

Review & Submit

CouRT I GAsETVPE CASE NUBER / CASE STYLE \
STATE GVILTWrong besth Pesding JONES, AT vs TEST,JAES |

s (o]

Party Type Full Name Address

PLAINTIFE JONES, BRANDI

DEFENDANT TEST, JAvES

ATTORNEY PRICE, BR,

CASE DOCUMENTS. ‘

Document Type #Pages Description

Civil File Initiation Form 1 CivitF
]

n Form.pof (55604)

B | Offerof sectiement 1 Offer of settlement.pdf (72637)

Fee Count Amount
State Civil Filing Fee 5218.00

State Civi Ser

Fee 1.0000 550.00

State - Sheriffs Service Copies (Per Page) 1 50.50

PAYMENT INFORMATION

Total Amount Due:

Choose Payment Hethod: @ Cradit Card () Request Fee Waiver

|7 Use saved payment method:

|77 Save for future payments
Nickname:

¢

2. Click Add to Cart.
The e-File Cart screen displays.

ey EOURT § A58 TTRE sl T TTRE auE u ATSEREY PaE WU

PR — R - ["ccn | oo |
STETE OVIL ¢ DEFTSSESSORY Codl S Iniomizon Foem fanam Em

3. Review the filings in the cart and edit as needed.
a. To add an additional filings to the cart, click New e-File. If the checkbox for Use Same
Court & Case Type is selected, the system opens the page to enter parties to the new
case.
b. To edit an e-File in the cart, click the Edit button next to the case. From here, additional
parties can be added, or documents can be corrected.
c. If an e-File case was added to the cart in error, click Delete to remove the item from the
cart.
4. Once all e-Files have been added and reviewed, click Submit All.

This document may contain confidential and/or proprietary information and is intended to be used only by 13 | Page
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The total filing fees will display in the Payment Information section.

Review B Submit

5. Review the total filing fees and enter the payment information.

6. Click Submit. The nCourt screen displays.

State Court of HousteniCounty

Phone: (478) 218-4970
Office Hours M-F 8.00am-5.00pm
No credtt card payments after 4:30pm each day.

Save Payment Information

Billing Information
International Address

First Name

Last Name

Organization Name

Address

Zip

City

State/Territory

Payment Information

Card Type

Card Number

Expiration

12 v

201 Perry Parkway , Perry, Georgia 3016
Court Webs#

Creda/Dett Card

2034 v

Submit Information

7. Enter the Billing and Payment Information.

8. Click Submit Information. The Payment Complete notice displays.

Payment Complete

Close this tab and return to the Filing Summary tab and click 'OK' to complete the

E-Filing process.

This document may contain confidential and/or proprietary information and is intended to be used only by

licensed Benchmark users. Any use by others is strictly prohibited.
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9. Close the Payment Complete tab and click OK. Once the e-File has been submitted and fees
have been paid, the eFile Submitted screen displays with a confirmation number for each case
submitted.

eFile Submitted

E-FILE FILING SUBMITTED

Confirmation # 942-1453803
Confirmation # 940-1457699

NOTE: The case is not filed until the clerk reviews and accepts the submission.

This document may contain confidential and/or proprietary information and is intended to be used only by 15 | Page
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Add Documents to an Existing Case
Use this option to file documents into an existing case.

1. Log into Benchmark Web.
2. Inthe menu on the left of the screen, click e-File to display the e-File options.

kB =rFie v

B Submit New

Iy My Filings

3. Click Submit New.
The e-File screen displays.

Submit New e-File Add To Existing Case
Court Type: Caze 0
Select Court Type ~ 202200054004
Bs My Open Cases

4. Under Add to Existing Case, enter the case number the document pertains to and click Submit.
A Summary of the existing case displays.

2022CV0054814 - WOODSON, MEKYRA X vs. RAVENEL, CORI A e-Filey [ Print Snmary ]

@History [ Dockets ) Charges [ Citations (3 Document Hanagemeat

Document(s)

Proposed Order

Judge:  ASHFORD, JASON E Court Type:  STATE CIVIL Case Type:  Personal Injury
Case Number:  2022CV0054814 Uniform Case Number: Status:  OPEN
Clerk File Date:  12/29/2022 Status Date:  12/29/2022 Waive Speedy Trial:
Total Fees Due:  0.00 Custody Location: Agency:

Agency Report Number:

5. In the top right of the screen, click e-File and select Document(s).
The e-File Existing Case screen displays.

e-File Existing Case

STATE CIVIL
Automobile Tort

Pursuant to 0.C.G.A.

le to the

< Add Document
[ case bocuments ]
Document Type # Pages Select Generate Description File Edit Delete
6. Click the green Add Document button.
This document may contain confidential and/or proprietary information and is intended to be used only by 16 | Page
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A line with a dropdown menu displays under Document Type.

Dezcription

Docurment Type ¥ Pages Solect Generate File Edit D lote

Civil File
‘ W Civl File intiation Form 1 - Iratiation
Form, pdf

2nd Original from Andthesr Counby

4 Previous (Parties) et {Surenary) S

7. Select the Document Type from the drop-down menu and click Select File.
A file search window displays.

@ ope *
— * F g » This PC » Doourents » e 4] Sisarch IDx '
Owganize = Mewe Tolder L | | .
Hescior s A Mame Sabers [hate madified Type Tirg
L B Cusbom Oiffice Termplates it
3 30 Obsjects My Shapes
i Desktap Omahicte Notebooks Wil 1102 AM
D " Onthook Files 0 I AM
& Dovwnoads Shanek ) S
SOL Server Maragemaent Sbedic 1151 &-28 P File il
i Maik Visual Soadho 2017 1162022 &:28 PM
e Putees T 1§ 1 3 AM ¥ i
W Videors B Duow - Ortfer of Setthement ) TAGR2023 3105 PM Mlicrosott Word D 0 KB
2. Wirclows (T
il Meotwork
W
File ramec | Dioe - Ordfer of Settherment < Al files -
-
8. Navigate to the file on the computer and click Open.
The e-File Documents page updates and displays the document.
# Add Document
Dociment Type ¥ Pages Select Generate Dwicription File Edit Delete

A Fil
E % Ciwil File Initiation Form 1 B Civil File Indtiation
Form. paif

E Offar of Setdament ; Diosts « O ol
v at 1
Lettlement.docx

9. Repeat Steps 6 — 8 to submit additional documents.
10. Once all documents have been added, at the bottom of the e-File Documents page, click Next

(Summary).

This document may contain confidential and/or proprietary information and is intended to be used only by 17 | Page
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The Review & Submit screen displays.

Review & Submit

‘COURT / CASE TYPE. ‘CASE NUMBER / CASE STYLE
STATE CIVIL/ Automoblie Tort Pending TEST, PLANTIFF NAME PTG vs, TEST, OEFENOANT NANE PT
Full Narme Address.

v

Description

FEES
Count
a0
'
PAYNENT INFORIATION
Total Fiing Fees:
Flelrgree: +
Comenience Fee:  +
Tota Amount Due:
Choose Payment Method: () Credit Card () Recuest Fee Waiver Clekc ki 1o Cart i you
will be submitting
Select the ‘Save for future payments option’ to save Click Submit if you are only multiple e-files at the
ot bzl ! your card information in order to use for quicker submitting a single file. Same tie.
ehmame: payments on future filings

B s e RN 8 oo s rmy

11. Review the case information for accuracy. To view documents, click the paper icon next to the
document name. To make edits, click the Edit button next to Case Parties or Case Documents.
Filing fees will display under Fees.

Payment
Payment Amount  5252.54

The above amount does not include any additional processing or convenience fees

Any additional fees will be shown during payment processing.

=
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NOTE: If their client cannot afford the fees, attorneys can select Request Fee
Waiver. As noted, if the fee waiver is denied, the filing fees will be the

responsibility of the filer.

the filer.

Fee Waiver Requested!

HNote: If Fee Waiver is denied, all

filing fees are the responsibility of

PAYMENT INFORMATION
Total Filing Fees: 5214.00
File Filing Fee: $30.00
Convenience Fee: 50.00
Total Amount Due: §244.00
Choose Payment Method: ) Credit Card [ Request Fee Waiver

12. If all information is correct, click Submit.

NOTE: If bulk filing, do not enter payment information or click Submit. Instead, click

Add to Cart. For further information, see the Submit New Batch e-File section of this

document.

The nCourt window displays.

Phone: (478) 218-4970
Office Hours M-F 8.00am-5.00pm
No credit card payments after 4.30pm each day

Save Payment Information

Billing Information
remational Addeess

First Name

Last Name

Organization Name

Address

Zip

City

State/Territory

Card Type

Card Number

CVWV Code

Expiration

12 v

2034 ~

Submit Information

This document may contain confidential and/or proprietary information and is intended to be used only by
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19 | Page



<ZBenchmark

13. Enter the credit card information to pay fees.
14. Click Submit Information. The Payment Complete notice displays.

Payment Complete

Close this tab and return to the Filing Summary tab and click 'OK’ to complete the
E-Filing process.

15. Close the Payment Complete notice. Once the e-File has been submitted and fees have been
paid, the eFile Submitted screen displays with the confirmation number.

eFile Submitted

E-FILE FILING SUBMITTED
Confirmation # 25-1174307

This document may contain confidential and/or proprietary information and is intended to be used only by 20 | Page
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NOTE: Proposed Orders MUST be uploaded and sent directly to the Judge for

review.

e-File a Proposed Order via the e-File Options

1. Log into Benchmark Web.

2. Inthe menu on the left of the screen, click e-File to display the e-File options.

3. Click Proposed Order.

4. The Generation - Proposed Order to Judge screen displays.

-RISDSST

il Public Defenders
ATTORNEY, PTG

ﬁ% Court Docket

| J
<

<

Generation - Proposed Order to Judge

Case Humber:

Party:

Find

Find

5. Search for a case. Enter the Case Number or Party Name and click Find.

Note: A partial case number can be entered. All cases containing that partial case
number will display in a list. If a partial case humber was entered, click to select

the case in the list.

This document may contain confidential and/or proprietary information and is intended to be used only by

licensed Benchmark users. Any use by others is strictly prohibited.
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The Proposed Order to Judge screen displays.

Generstion - Proposed Order to Judge Lisart 2oother Semglate: ([T . l]

TITa

ASMFORD, JASON £

oFN
Cate Open Date:  4/20/200)

Party
Title: CTacesn Btor @0mnvas O uposs
Proposed Order to Judge -
e e Sy UPLOAD FORM (NO SIG)

PPQueueto +| ElSwe # msen Sgratee

Use thes Document Template 10 upicad proposed crders

without 2 Signature placehoider.
(M)ARsctenents 4 ASIARChent & AST Suppment

Only Microsoft Woed o PDF files {.docx or pdf) can be

6. Follow the displayed instructions to upload and e-File the Proposed Order form.

e-File a Proposed Order from within the Case

1. Log into Benchmark Web and open the case.
2. Inthe main case screen, in the top right corner, menu on the left of the screen, click e-File to
display the e-File options.

2023CVGO055381 - ROBINS FINANCIAL CREDIT UNION vs. WALKER, BRIAN C e-Filew [ erint sfamary

@ History 5] Dockets ) Charges [E3 Citations (3 Document Management

Document (s}

Froposed Order

ASHFORD, JASOM E STATE CIVIL Gamishment

Judge: Court Type: Case Type:

Case Humber:  2023CVGO055381 Uniform Case Humber: Status:  OPEN
Clerk File Date:  6/12/2023 [N Status Date:  6/12/2023 Wiaive Speedy Trial:
Total Fees Due:  0.00 Custady Location: Agency:

Agency Report Number:

3. Click Proposed Order. The Proposed Order screen displays.

O eetesh | B Es @ Oownicad | Upioad

Title:
Proposed Order to Judge

Dwcripuion: | Propeied Ordel 15 Josgn

Dt Tewtz PEMOHNG Po—

UPLOAD FORM (NO 51G)
Use this Document Template to upload proposed arders

ket 3 Signature placeholder
(UpAtachmenss 4 Add Afiachment -+ Add Supplement w b

Only Microsaft Word or POF files [.docx or pdf) can be
uploaded

P oueue T = | ElSave e Signatue

The judge will manually place a signature image on the order
when It is signed.

Fries Moty B

Clack tha Uplosd Button:
Hr Contimes 31 Uh prompe

o

-

Locabe snd select your deax or pad filie in the Bl Uplogd
wandgw.

Clck Opan, Form will losd

4. Follow the displayed instructions to upload and e-File the Proposed Order form.

This document may contain confidential and/or proprietary information and is intended to be used only by 22 | Page
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Navigate Benchmark Web

Use the following instructions to navigate within Benchmark Web.

My Filings

1. Log into Benchmark Web.
2. Inthe menu on the left of the screen, click e-File to display the e-File options.

kB =rFie v

B Submit New

Filings

3. Click My Filings. The e-File Submissions screen displays a list of all cases and documents filed

by the user.
CASES
Date Range: 05/04/2022 8 to| 05/04/2022 =) Refresh
Search:
COURT ATTORNEY
CoNF CASE case DOCUMENT
SUBMITTED 4 TYPE STATUS 1 CASE ACCEPTED REJECTED REASON FILE
# # STYLE TYPE
TYPE HUMEER
MAGISTRATE
ACMI Th:
5/4/2022 - Existing  REJECTED | Z4F CoRpomamon ciLs ANSWER covzm  document
1174308 g 02264 [ s gemins, SN 01:32 P2 vias not
JOSEPH e readable.
e MAGISTRATE
—— COURT -
5/4/2022 % s New accepren | 20 CORPORMTON  cviLs COMPLAINT 0510412022
- Joszen | GEMERAL o
S
Show | 50 v  entries First Previous 1 Next

4. Once an e-filing has a case number, click the hyperlink under the Case # column to open a
summary of the case.

My Open Cases

To view a list of cases assigned to the attorney ID of the logged in attorney, in the menu on the left, click
My Open Cases.

Search
Court Docket
e-File

Document Templates

My Open Cases

Recent Cases

€<= S

Recent Searches

PO Mwe P & g

Links

This document may contain confidential and/or proprietary information and is intended to be used only by 23 | Page
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The list of cases displays.

Judges: T n Your logged in Attorney Name will
appear here Searchs

SUMMARY NAME PARTY TYPE (CASE NUMBER STATUS EFILE
RYAN, BUDDY PTG vs. BRYANT, KOBE PTG ATTORNEY 2024¥0130114 OPEN (B
MERCEDEZ TYSHEEUNA ATTORNEY OPEN (B
) ATTORNEY OPEN &
ATTORNEY OPEN )
B " TEST, PLANTI ATTORNEY oPEN &
& TEST, PLAINTI ATTORNEY OPEN )
" JONES1, PLAINTI ATTORNEY OPEN (B
JONES, JAMES vs. TES ATTORNEY OPEN [
TEST 2, PLAINTIFF NAME vs. TEST 2, DEFENDANT NAME ATTORNEY OPEN &
] TEST, JAMES vs. JONES, JAMES ATTORNEY OPEN (B

Click the blue hyperlink under the Case # column to open a summary of the case.

NOTE: The list of displays cases assigned to the attorney ID, regardless of who
submitted the case via e-File.

My Settings
Account preferences and information can be updated from the Settings menu.

1. Log into Benchmark web.
2. On the left side of the main screen, click the Settings icon.

JONES, DEBBIE

= Logout

3. The Settings screen displays. Review and edit the sections as desired. Click Save above each
section to save any changes.
a. Emails — Enter up to three emails to send updates on filings.

Settings

Primary Email: Test1email@gmail.com
Secondary Email: | Test2email@gmail.com

Tertiary Email: Test3email@gmail.com

b. Password — Update the current password under the Password section. This can be
used to proactively change the password (as opposed to changing the password if the
password has been forgotten prior to login).

This document may contain confidential and/or proprietary information and is intended to be used only by 24 | Page
licensed Benchmark users. Any use by others is strictly prohibited.



ZBenchmark

c. Case Summary — Information displayed on the case summary and the order of display
can be selected under the Case Summary section.

Dockets View: Standard View w

Sections: ORDER  SECTION VISIBLE COLLAPSED
1 Summary O » L4
2 Parties O +* <&
3 Party Dispositions O ,* +
4 Charges O O + ¥
5 Events (] + +
6 Fees O 4+ +
7 Transactions O + +
8 Dockets O + -

a

i. To hide a section, deselect the checkbox in the Visible column. For example,
deselecting Charges causes charges to be hidden in the Case Summary
display.

2022CR0109313 - STATE OF GEORGIA vs. HARRISON, ROBERT CHASE [ Print Summary]

| AETLERY G History [5] Dockets [ Charges [B] Citations [} Document Management

Judge:  ASHFORD, JASON Court Type:  STATE CRIMINAL Case Type:  Misdemeanor
Case Number:  2022CR0109313 Uniform Case Number: Status:  CLOSED

Clerk File Date:  6/14/2022 Status Date:  1/5/2023 Waive Speedy Trial:

Total Fees Due:  0.00 Custody Location: Agency:

Agency Report Number:

& PARTIES

PARTY NAME
DEFENDANT  HARRISOM, ROBERT CHASE (- 1/5/2023)
STATE STATE OF GEORGIA { - 1/3/2023)

@ PARTY DISPOSITIONS

HARRISON, ROBERT CHASE 0.00 0.00 01//05/ /2023 12:00
2/6/2023 9:00 AM Trial ASHFORD, JASON State Court Room 2 CANCELLED
12/6/2022 9:00 AM Calendar Call ASHFORD, JASON
6/16/2022 8:30 AM Arraignment ASHFORD, JASON CANCELLED
2 OUTSTANDING AMOUNT
1 STCRTRRDFS State Criminal/ Traffic Reckless Driving Fee Schedule $1,563.03 51,563.00 50.03 50.00
Total [50.00
2/15/2023 202301546 $1,563.00 |
This document may contain confidential and/or proprietary information and is intended to be used only by 25 | Page
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ii. Sections in a case summary are collapsed by default. To expand a section in a
case summary, deselect the checkbox in the Collapsed column.

Dockets View: Standard View

Sections: ORDER  SECTION VISIBLE COLLAPSED
1 Summary # R
2 Parties O + +
3 Party Dispositions S &
4 Charges + +
5 Events 4+ &
[ Fees ~ &
7 Transactions 4+ +
8 Dockets 4 +

iii. For example, deselecting Collapsed for Parties causes the Parties section to
be expanded when a case summary displays.

2022CR0O109313 - STATE OF GEORGIA vs. HARRISON, ROBERT CHASE [ Print Summary

| ARLEY Gy History [5] Dockets [ Charges [E] Citations [P Document Management

SUMMARY
8 PARTIES

TYPE PARTY NANE ATTORNEY

DEFENDANT  HARRISON, ROBERT CHASE (- 1/3/2023) /. BELL, GREG {Main
STt STATE OF GEORGIA__( - 1/5/2023) i SMITH, Y giiain

mey)

PARTY DISPOSITIONS
a

CHARGES
OUTSTANDING AMOUNT

RECEIPTS

iv. To change the order the information displays in a case summary, click the

Up/Down arrows next to the section.
d. Defaults — The Defaults section can be used to select the default options such as:
i. The default Case Tab that displays on the Case Details view.

ii. The default search option used on the Search screen.

iii. The screen that displays as the Home page when logging in.

iv. Whether the Case Docket viewer displays only dockets with images (enabled) or
ALL dockets (disabled).
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e. Court Docket — The Court Docket section defines the information viewed on the Court
Docket and the order displayed.

Cases Sort:

Cases Sort Direction:
Cases Grouped:

Cases Group Event Type:
Cases Split View:

Cases Court Result Filter.

Cases Columns:

Court Docket Save

Defendant Name v
Ascending v

No ~

s No Court Result v

ORDER  COLUMN VISIBLE |
I 1 Case Information » 2 ‘
2 Active Process + v ‘
3 Defendant Name + - ‘
4 Plaintiff Name + v ‘
5 Case Number P v :
6 File Date + v ‘
7 Statute + v ;
g Custody Location s [ ‘
9 Defense Attorney +» | v :
10 Event Start P e ‘
KX Motion Type r v 7:
12 Event Type + v ‘
13 Remark 2+ - ‘
14 Court Result + - ‘
s Continuances = ‘
16 Plaintiff Attorney + v 7“
17 Division name » |||

To hide a column, deselect the Visible checkbox next to the column. To change the

order displayed, click the Up

Account Recovery

/Down arrows.

Forgotten usernames or passwords can be recovered in Benchmark Web.

Recover Username

1. Open the Benchmark Web login page.
2. Under the Username field, click Forgot Username.

&

&,

~-Plonssr

Forgot Username
word

. ] Remember

Usemame

or
Pass

Forgot Password

= I
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The Forgot Username screen displays.

Forgot Username

o retrieve your username, enter the email address associated to your account. We will send you an email containing your username.

Email Address:

Enter the email address associated with the user’s Benchmark Web account.
4. Click Submit. An email is sent to the associated email address.

w

Forgot Username

We've sent you an emall containing your usernama to your emall address,

5. Check the user’'s email account for an email from noreply@houstoncountyga.org containing the
Username and a link to the Benchmark Web login page.

Forgot Username - Web Access for
&
° noreply@houstoncountyga.org © Reply © Reply All | > Forward o

To Salvador Dominguez Wed 11/9/2022 9:28 AM

@ If there are problems with how this message is displayed, click here to view it in a web browser.

Information About your Account

Dear USER, PTG_TEST,

Your username is PTGAttorney2022. Click the link below to log in to your account:
https://court.houstoncountyga.org/BenchmarkWeb

If clicking the link above does not work, please copy and paste the URL in a new browser window instead.
If you've received this mail in error, it's likely that another user entered your email address by mistake while trying to find their username. If you did not
initiate the request, you do not need to take any further action and can safely disregard this email.

Click the link to return to the login page. The link is only active for 24 hours.

Note: If the email address entered in step 3 is not found in Benchmark Web a
notice displays.

Forgot Username

This emall address does not match any email address on record, if you do not have an account, you will need to register for one,

Check the email address for errors or review the Benchmark Web Account
Registration and Login section of this document to create an account.

This document may contain confidential and/or proprietary information and is intended to be used only by 28 | Page
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Recover Forgotten Password

1. Open the Benchmark Web login page.
2. Under the Password field, click Forgot Password.

|

Usemame

Forgot Username

T

&, | Password

Forgot Password
[ Remember

e

3. The Forgot Password screen displays.

Forgot Password

Username:

4. Enter the Username associated with the user’'s Benchmark Web account.
5. Click Submit. The Forgot Password screen updates and an email is sent to the email address
associated with the Benchmark Web account.

Forgot Password

New Password:
Re-Type New Password:

Code:

This document may contain confidential and/or proprietary information and is intended to be used only by
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6. Check the user’s email account for an email from noreply@houstoncountyga.org containing a
temporary code to use for the password.

Forgot Password - Web Access for

noreply@houstoncountyga.org
To Salvador Dominguez

@ If there are problems with how this message is displayed, click here to view it in a web browser,

I WARNING: This email originated from outside of the organization. Do not click links or open attachmentg

Information About your Account

Dear USER, PTG_TEST,

Please use this code to reset the password for the account PTGAttorney2022.

Here is your code: vINNCodFM

https://court.houstoncountyga.org/BenchmarkWeb

7. Return to the Forgot Password screen.

8. Enter a New Password in the first field.

9. Confirm the new password by entering it again in the Re-Type New Password field.
10. Enter the code from the email in the Code field.

11. Click Submit. The password is updated.

Forgot Password

Your password has been successfully reset.

12. Return to the Benchmark Web login page and enter the User Name and new Password to log in
to Benchmark Web.

This document may contain confidential and/or proprietary information and is intended to be used only by 30 | Page
licensed Benchmark users. Any use by others is strictly prohibited.


mailto:noreply@houstoncountyga.org

<ZBenchmark

Review e-Files

Registered Benchmark Web Users Case List

The Court Clerk can review all submissions for e-file registrations from the E-File case list.

Clerks can use the following instructions to view the list and make edits as needed.

1. From the main Benchmark screen toolbar, go to Case > By List > E-File > Registered BM Web

Rejected EFilings (Superior Civil)
Public Defender State Rejected EFilings (Supenior Criminal)

Public Defender Supenor Summens Return Unserved - missing docket

Users.
[ = =
Benchmark TEST - Court Case Syst Admin » Raging)
Case | Print  Accounting Attorney Case Lists ’
) New Case Cese Search ’
ty NewPending Case Check Reconciliation >
New From Batch » eCitations ’
[Q] CaseSearch \l E:File | E-File Audt List
L - Financial » Pending E-File Cases / Documents (State Civil)
[ Bytist »
GECPS ’ Pending E-File Cases / Documents (State Criminal)
o By Court Docket .
R Mag CR Routing » Pending E-File Cases / Documents (Superior Crvil)
mport Lis » 5
Mag CV Routing v Pending E-File Cases / Documents (Superior Criminal)
Recent » Magistrate Civil » Pending E-File Probation Warrant
‘@ Central Scanning Magistrate Ciminal » Registered BM Web Users
| Payment Files » x 7 ]
Probation 4 Rejected EFilings (State Criminal)
PTG ’
»
13
»

Quality Control

The Case List displays.

~ =| Case Not Open
PET - SR

\,-[}Rehesh / (@ (4 UstActions v  Selected List: Registered BM Web Users: BeginDate = 9/1/2024, EndDate = 10/4/2024 [}  List Options ~

|Name |Registered 2 UserRolelD  Rolelame | Email Phone Bar Number  Registration Request Date Pmy? | UserLogin Active
1 2 i SRoR.A
2 | JEORGIA HOWSTON |ProSe 50 Registered Users | the478529@gmail com 1032024 38425549 | the4 78529@gmail.com =]
3 ‘]QUILL. GAYLE ProSe 50 Registered Users ‘qulomxnﬂ@coxnet 10772024 38435548 | garloquinn1&cox net M
4 |CHESTER.TESTER  |ProSe 50| Registered Users | 0272024 | 3435547 =]
5 | FIONA ADORA ProSe 50! R Users | adorzfi gmail com 10722024 38435546 | adorafionadE@gmail com “
6 |OQUINN, GAIL ProSe 50 Regstered Users | thc47852%@gmail.com 107272024 38435544 | thc4 78529 E]
7 [TELK Attorney 33 Atiomey | krk41102@y2hoo.com 1256706607 | 10/212024 | 38435543 kek41102 2
8 |ATTORNEY TEST  |Attorney 33| Atiorney |sesthetesta21@gmeil com 122334 10172024 38435536  testhctest421 “
3 |TEST. ATT3 Attorney 33| Atlorney | ATTORNEY1HOUSTON@GMAIL COM |ase789 T9302004 | 38425535 | am3 &
10| TEST, PROSET Prose 50 Registered Users 444-444-4444 9302024 38435534 [m]

This list will include who registered, what they registered as, the role they are in, and if they
clicked the activation link included in the confirmation email.

2. To edit an e-File users role, double-click on the user in the case list.
The Edit Party screen displays.

This document may contain confidential and/or proprietary information and is intended to be used only by
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Party Information Py
Question
Party Type
Attorney Type
Party Code
Last or Business Name
First Name
Middle Name
Suffie
Barz
EMail Address
Escrowfccount
Actve
Law Firm

€ Import Signaturefr ¥

g Edit Party - PINS 38435536 (ATTORNEY, TEST)

= X
ity 's Party Address  Party Phone  Party Emails  Party Relationship  Signature  Party Images  Party Alinbutes  Party Calendar
Answer
ATT - ATTORNEY =

B
11223344
ATTORNEY
TEST
R =
11223344
testhctest421@gmail com

=
| %]

=

3. To edit login information, click the Edit User Login icon in the Edit Party toolbar.

The Edit User Login Information screen displays.

[ EONT OSET COQT IS o O o
|sar Information lor TEST. DEB
Logn:  [testersiSyahoo com [ Login Active Secure Frsgword
Rale:  |Regstersd Lsen i Logn Count: 0
Reset Password
[ ox ]| ceme
=

4. Update the Role field as needed. To view a list of available roles, click the Search icon next to
the field and double-click the appropriate role from the list.

o

Click the Login Active checkbox to make the user active in the system.
6. Click OK to save the changes and close the Edit User Login Information screen.

This document may contain confidential and/or proprietary information and is intended to be used only by
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e-File Review Queue — Clerk

The Clerk can review all cases and documents submitted via e-File via the Pending e-File
Cases/Documents case lists.

1. From the main Benchmark screen toolbar, go to Case > By List > E-File and select one of the
Pending E-File Cases/Probation options.

e
e

LT

Print  Accounting Repd

SRR

New Case
New Pending Case

New From Batch

Case Search

By List

R
W
-

By Court Docket
Import List

Recent

Central Scanning

2 E Amin » gy “w
Attorney Case Lists »
Case Search »
Check Reconciliation ’
» eCitations ’
E-File 4 E-File Audst List
| Financial 4 Pending E-File Cases / Documents (State Civil)
. GECPS 4 Pending E-File Cases / Documents (State Criminal)
< Mag CR Routing 4 Pending E-File Cases / Documents (Supenor Cavil)
Mag CV Routing ’ Pending E-File Cases / Documents (Superior Criminal)
L4 Magistrate Civil 4 Pending E-File Probation Warrant
Magistrate Criminal ’ TReghTeEed MW UsEs
Pavment Files » Reiected Efdlinac (State Civill

A prompt screen displays to enter search criteria

Pending E-File Cases / Documents (State Civil)

E-Fing Type?
All E-FingTypes?

[

New
%

| Perorm Search

Cancel

2. Enter the search criteria and click Perform Search. Pending e-File transactions matching the
search criteria display.

ToReesh | 7 |6 et Acons v

SeI=tEs Ust: Fenang E-Tie Cases 7 1

TState Cvij: ernelype = New, ANETing Iypes = e

T | Ut Optians v

=
Suberission Date | Case Amount Outstanding | Case Amount Paid | Portal Fee | Forial Posd | Waive

1 2 Existin S Wrongf - SCOTT WOLFE 4 0000/ 2180000 000 00000 =

2 1276 1276-1458072 New PENDING STATECIVIL | Automobile Tert PRICE. BRAND! 9262024 268.5000 | 0.0000| 268.5000° 0.0000 O |

3 1282 | 1282- 1458081 New PENDING STATECIVIL | Account/Contract/Notes JONES, DEESIE 912772024 2630000“ 0.0000| 268,0000° 0.0000 u) [

4 | 1283|1283-1458062 New PENDING STATECWVIL |Appeals JONES. DEBSIE 92772004 218.0000 00000 2180000, 00000 O |

5 1284 | 1284-14580683 New PENDING STATECIVIL | Automobile Tort JONES. DEBSIE 2772024 2180000 0.0000| 2180000 00000 O [

€ 1285 1285-1458084 New PENDING STATECIVIL |Dispossessory JONES. DEBSIE 92772024 218.0000 0.0000| 218.0000° 0.0000 O

;I 1286 | 1286- 1458085 New PENDING STATECIVIL | Domestication Foreign Judgment | JONES. DEESIE .3’27/2021 268.5000 0.0000| 318.5000 0.0000 O

[8 | 1287|1287-1458085 New PENDING STATECIVIL | Domestication Foresgn Judgment | JONES. DEBSIE 912772024 2590000 0.0000 319.0000° 00000 O 1

5 1288 | 1288-1458087 New PENDING STATE CIVIL | Garrsy JONES. DEESIE 92772024 218 0000 0.0000| 2180000 0.0000 O

10| 1290|1290-1458003 Existing 2024C\0055823 | STATECIVIL |Ac ontract/Notes FAULKNER, JAMES | 101172024 0.0000) 218.0000 0.0000) 0.0000/ O

711 1299 | 1299- 1458080 Existing STATECIVIL |Appeals ATTORNEY , TEST 101172024 218.0000 0.0000‘ O

2 1312 | 1312-1458046 Existing 2024PJ0056845 | STATE CIVIL | Post Judgment PRICE. ERANDI 10172024 0.0000) 125000| 515000 00000 a

13| 1216|1316-1458048 Existng 2024PJ0056845 |STATECIVIL | Post Judgment PRICE. BRANDI 1012024 0.0000 1125000| 505000 0.0000 ) E
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3. Review each transaction. Double-click on an entry to view the Case Summary, Parties, and
Documents.

=, & File Review: 148cT fe-dad0-dfad-a741-25208 1 3ebedl = B X
4 Summary | @ Porties | =5 Fees | - Documents
Fiing Information Unaoit View DocketCode | Docket Text = ) b 3 Tools~ / Redact @ @ 10f1 [Q @ Reorder a~ ~ [§] k4 B4 HidePage | OCRThisPDF
Submisson Date. 9/27/2024 Acoested Date P nirrorw [ Civi Fiaintision Form
Cast Type:  STATE CIVIL Rected Date
Case Tipe:  Gamishment Submued By JONES, DEBBIE
References 148ct We dadD 4a4-0741-2500d | Jebe
General Civil and Domestic Relations Casa Filing Information Form
Payment Information [ ]Superior of [ X ] State Court of Houston County
Payment Type Wawer Foauested []
Paymert Amourt. $0.00 Fee Amourt: $218.00 For Clerk Use Only
Date Filed 9/27/2024 Case Number Pending
MM-0DYYYY
1X] 1 eredy certty hat th o Hing. inchusing Sttachments and exiis, SatsTy the requrements for redaction of persondl or
confaens tnin OCGA 5 1171
Plaintiffls) (lost First  Middiel Suffix Prefix) Oefendant(s) (tast, First  Miodiel. Suffix Prefix)
SAZS, SHEILA HARDMAN, DANIEL
Plaintiff’s Attorney Bar Number Self-Represented | |
Check one case type and one sub-type in the same box (if a sub-type applies):
General Civil Cases Domestic Relations Cases
—— {rosten
Civil Appesl Vg
1 1 ] Non-payment of child support, medical support, or
[ ] Contempt/Maodification/Other Post Judgment atknany
[} Comrnct 1 Disolution/Divorce/Separate Maintenance/Alimony
(%] Gornishment [ 1 Family Violence Petition
[ 1Generai Tort [ 1Modieation
1 ] Habeas Corpus 11 Custodv/Parenting Time Visitation ol
Q 1] of1 —  PageWisth v + o »

I»\:aw ﬂm'

4. After review, click Accept or Reject at the bottom of the screen.

5.

If a submission is rejected, the Please enter rejection reason screen displays.

Please enter rejection reason

Reason for Rejection
A reason must be entered to reject the e-File

X

Cancel

Enter Reason Here

6. Enter a reason for the rejection and click OK. The rejected e-filing will display in the Rejected E-
Filings case list. This list can be viewed from the main Benchmark toolbar by going to Case > By
List > E-Filing — Rejected E-Filings.

*, Benchmark - Court Case System S

File [ Case | Print Accounting Rep(

al  NewCase

Criminal D6

Criminal Traffic

- Florida Demo 2023 (Clay))

Custom List

% Central Scanning

——

G NewPending Case Demo Prep
NewFromBatch  » OT Exceptions
@ CaseSearch E-Citations
| Bylist V][ EFiling | Accepted EFile Documents By Date
o By Court Docket E-Record Pending Cases
Import List » Evidence Rejected eFilings
FLAC
Recent 3 .
Infraction

Internal Training
Judge Review Queues
Jury

Miscellaneous

OBTS

Open Cases By Judge
Parking

Payment Plans
Pending Documents
Public Inquiries

Secured Cases

v v v wwr v vy wr vovrovoww v v v vowoww

Statutes [ ]
Tasks

TCATS o
Vital Statistics L]

snchmar

Pioneer

TECHNOLDOGY GROUP

This document may contain confidential and/or proprietary information and is intended to be used only by

licensed Benchmark users. Any use by others is strictly prohibited.
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A list of rejected case filings displays.

File Case Print Accounting Reports Admin Tracking Tools Help
“= Case Not Open

E— Refresh I/' Lé _/i List Actions ~ Selected List: Rejected eFilings: g List Options ~

Filing # EfileType | PayA CaseNumb SubmissionDate | Reviewed By RejectedDate | RejectedReason
L €0371125-1758-4164-ade1-7c4382e394f4 | New I 3212022 CIAVARINO (PTG). NIC | 3252022 need to be resubmitted

Once a filing has been accepted, it can be removed from the case list by clicking Refresh in the
Case List toolbar.

This document may contain confidential and/or proprietary information and is intended to be used only by 35| Page
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