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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. On the main Benchmark Web page, click the Register button. 

 

A Register screen displays with options.  

 

 

3. Select Attorney with Bar # and click Submit.  
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The Register page displays for an attorney.  

            

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.  

 

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. 

 

8. If an issue is found, return to Step 2 and enter the correct the information. 
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Registration for Self-Represented/PRO SE 

1. Open the computer’s web browser and navigate to Benchmark Web.  

2. On the main Benchmark Web page, click the Register button. 

 

A Register screen displays with options.  

 

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. 
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The Register page displays.  

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. 

 

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

successfully completed.  

 

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. 

 

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

 

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! 

 

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. 

 

 Enter the Username and Password entered at account creation and click Login. 
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Submit a New Case via e-File  

Once a user is notified 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. In the menu on the left of the screen, click e-File to display the e-File options. 

 

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

 

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. 

 

6. Click the Edit button for each Party Type.  
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The Add/Update Party screen displays. 

 

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). 
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The e-File Documents screen displays. 

 

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. 
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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. 

 

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. 

 

16. Navigate to the file on the computer and click Open. 
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The e-File Documents page updates and displays the document. 

 

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.  

 

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.  
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Filing fees will display under Fees. 

 

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.  

 

 

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. 
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The nCourt window displays. 

 

21. Enter the credit card information to pay fees. 

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

 

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. 
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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. 

 

2. Click Add to Cart. 

The e-File Cart screen displays. 

 

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. 
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The total filing fees will display in the Payment Information section. 

 

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

6. Click Submit. The nCourt screen displays. 

 

7. Enter the Billing and Payment Information. 

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

 

NOTE: The case is not filed until the clerk reviews and accepts the submission. 
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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. In the menu on the left of the screen, click e-File to display the e-File options. 

 

3. Click Submit New.  

The e-File screen displays. 

 

4. Under Add to Existing Case, enter the case number the document pertains to and click Submit. 

A Summary of the existing case displays. 

 

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

The e-File Existing Case screen displays. 

 

6. Click the green Add Document button. 
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A line with a dropdown menu displays under Document Type. 

 

7. Select the Document Type from the drop-down menu and click Select File.  

A file search window displays. 

 

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

The e-File Documents page updates and displays the document. 

 

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). 
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The Review & Submit screen displays.  

 

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. 
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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.  

 

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. 
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13. Enter the credit card information to pay fees. 

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

 

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. 
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e-File a Proposed Order  

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. In the 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.  

 

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 number was entered, click to select 

the case in the list. 
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The Proposed Order to Judge screen displays. 

 

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. In the main case screen, in the top right corner, menu on the left of the screen, click e-File to 

display the e-File options. 

 

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

 

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

  



 
 

23 | Page 
 

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. 

 

Navigate Benchmark Web 

Use the following instructions to navigate within Benchmark Web. 

My Filings 

1. Log into Benchmark Web. 

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

 

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

by the user. 

 

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.  
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The list of cases displays.  

 

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. 

 

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. 

 

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). 
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c. Case Summary – Information displayed on the case summary and the order of display 

can be selected under the Case Summary section.  

 

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. 
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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. 

 

iii. For example, deselecting Collapsed for Parties causes the Parties section to 

be expanded when a case summary displays. 

 

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.  

 

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

order displayed, click the Up/Down arrows. 

 

Account Recovery 

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. 
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The Forgot Username screen displays. 

 

3. Enter the email address associated with the user’s Benchmark Web account. 

4. Click Submit. An email is sent to the associated email 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.  

 

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. 

 

Check the email address for errors or review the Benchmark Web Account 

Registration and Login section of this document to create an account. 
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Recover Forgotten Password 

1. Open the Benchmark Web login page. 

2. Under the Password field, click Forgot Password. 

 

3. The Forgot Password screen displays. 

 

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. 
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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.  

 

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.  

 

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

to Benchmark Web. 
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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 

Users. 

 

The Case List displays. 

 

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

The Edit User Login Information screen displays. 

 

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. 

5. 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. 
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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.   

 

A prompt screen displays to enter search criteria 

 

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

search criteria display. 
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3. Review each transaction. Double-click on an entry to view the Case Summary, Parties, and 

Documents. 

 

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. 

 

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. 
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A list of rejected case filings displays. 

 

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

Case List toolbar. 


