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iifications

_I.—n

Register for System Noi

An automated notification program is available to provide
the latest AZTurboCourt information regarding System
Notifications, Enhancements, Training Information and
Policy Updates.

azturbocourt.gov

Why Register for System Notifications?

Receive advanced notification of;

» News and updates regarding AZTurboCourt
o New applications available to your county
 New fraining modules added to our webpage

e New policy decisions regarding AZTurboCourt

To sign up for System Notifications just go to

http://azcourts.gov/azturbocourtinformation

and click on Register for System Notifications
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AZTurboCourt Registration

e One person in your organization completes initial registration.
o This person becomes an administrator by default.
o See next section for definitions of administrators and basic users.

e Do not register yourself without verifying your organization’s registration
plan.

Considerations for organizational structure and registration plan:

Should the entire organization register together, or should each department register
separately?

How many administrators will you have? What positions may need administrative
capabilities?

Do you have public email folders that everyone can view? (This may be a good choice
for the default email address in initial registration.)

Pre-registration considerations

Definitions for Administrator and User:

Administrator(s) User

View all form sets created by all users View only form sets created by this user

associated with organization account

Create new users N/A

Inactivate user access levels N/A

Change user access levels N/A

Change user passwords Change password for this user account

Edit organization account information N/A

Change profile information for any user Change profile information related to this
user account

Change email preferences for this Change email preferences for this user

administrator account account
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Remember:

e The first person that registers is automatically an administrator.

e Users will receive an email after registration and can then change their password
and login (username). The email will not contain the password, so you must notify

them with the information separately.

e The email address provided in initial registration will receive all messages related to
each filing by every registered user.

e Many organizations use a public folder email address as their initial registration
email. Click here (or see pg. 8) for instructions on changing the organization’s
default email address.

e Login (username) and email addresses are unique.

Registering:

URL: http://www.azturbocourt.gov

1. Click this link and click on the e-filing icon.
2. Select Arizona as the jurisdiction from the map on the left side of the screen.

3. Click Register.

Home | Login Reg-ister Help Alt

Login Password

Login »

4. Enter contact information. A red asterisk indicates required information (*).
5. Choose an email notification preference.

6. Click next and proceed to step 2: account details.

\l

. Fill'in all fields, even those not required (this will save you time at the e-filing
stage).
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8. Designate an organization type (see next section for organization type
definitions).

9. Agree to the terms and conditions of the user agreement and click register.

Organization Type Definitions

Please read the descriptions below to help select the appropriate user type for your
registration.

Individual: Pro-se (self-represented)
A person representing himself or herself in a lawsuit.
Business:

A person filing or responding to a lawsuit on behalf of a company, sole proprietorship,
partnership, association and/or corporation.

A person should file as an attorney, not a business, if they are an active member of
the State Bar.

Attorney/ Law Firm:

An attorney, professional law association, corporation or partnership authorized to
practice law. Also, a person employed by an attorney or law firm who is authorized to
file on behalf of the licensed attorney (i.e. paralegal, legal secretary).

Non-Exempt Government Organization:

A person or attorney authorized to represent a governmental body charged with
administering and implementing legislation that is required to pay application fees or
filing fees under state law. If you are not sure whether you are non-exempt, contact
the court where you plan to file.

Exempt Government Organization:

A person or attorney authorized to represent a federal court, or a state, county or city
governmental body, charged with administering and implementing legislation, that is
NOT required to pay application fees or filing fees under state law. If you are not sure
whether you are exempt, contact the court where you plan to file.
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Adding a user account

1. Log in as administrator (only administrators can add additional users).

2. Click on My organization (in the User Menu).

@ Start new filing
B Messages

|ﬁ| Recent e-filings

!fl My forms
@ My profile

@ My organization

3. Click Add Account.

Housing/evictions
Small Claims

3 Add Account | $#uEdit Organization Info l

4. Enter all required information. If entering information for an attorney, make sure
to enter a bar # and phone #.

Note: Each added user will receive an email notification of account set-up. The user can
log in and change the password after receiving this notification.
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Editing Organization Information

Any administrator can edit organization information, including law firm name, default
email address, contact person and contact phone number.

HOUSING /EVICTIONS
Small Claims

3 Add Account | $#uEdit Organization Info ]

1. Update or replace designated information.

2. Click Save.

Note: This is the only area where you can update the organization email address.

1Info

Law Firm Name * Law Offices of Bill Johnson

*  billjohnson@hotmail3.com

Email Address
Contact Person Bill Johnson
Contact Phone (480) 215-1111 W ext.

Save| Cancel l

Inactivating a user account
1. Click My organization.
2. Select the user to inactivate. Click on the username.

3. From the status menu, select Inactivate. Click Update.
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User Menu

Start a new filing

@ Start new filing
B Messages
o Recent e-filings
B My forms
B My profile

This link places you on the home page.

You can now select your case type from the list under Start my case in Arizona.

Messages

m__Start new filing

B Messages
B Recent efilings
B My forms
g My profile

The Messages link provides a list of system-generated messages.
Messages will contain your filing status.

The message may also contain communication from the clerk’s office with important
information related to your filing.

Administrators can view messages sent to all registered users.

Users can view messages related to submissions done with their login (username).

You may also receive messages via email. To change your email preferences, go to My
profile from the User Menu.
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Recent e-filing

@ Start new filing

o Messages
o Recent e-filings

o My forms

B My profile

The Recent e-filing link allows for quick access to your most recent submission.
Advanced search allows access to other filings.

Check recent messages takes you back to the messages screen.

My Forms

@ Start new filing
B Messages

g Recent e-filings

B My forms

B My profile

The My forms link lists form set #'s created by user.

An administrator can see all form sets created for entire firm.

A user will only see submissions done under their log in and password.

System defaults to organize by form set number, most recent to less recent.

You can Sort by eight categories listed across the top of the table i.e. submission name

puts filing in alphabetical order. System will default sort by form set #, organized by
recently completed form set # to less recent.
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My Profile

@ Start new filing
o Messages
B Recent efilings

B My forms

g My profile

The profile page link allows updates to contact information, username, password, and
email notifications.

To change contact information, just delete the field and enter new information.

Click update

To change username, delete current username and enter new one.

Answer security question.

Click update

Remember: Usernames are unique, if someone else using TurboCourt is already using
your username, you must choose a different name.

Please note: If other people are using your username and login to e-file make sure to
communicate any changes to the account.
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Submit an E-filing

In order to access appellate e-filing through AZTurboCourt visit:

www.azturbocourt.gov

auurulqn.-.hlp: 'thqte
Domestic violence
Housing/Evictions
Small Claims

Timeout in 30 min

Prepare and file your case online
in 3 EASY STEPS

@‘ We'll GUIDE you through

@‘ PREPARE the exact
a customized interview

documents you need

HELP you file' and
prepare the next steps

»é

= = | It's as easy as that - a do-it-yourself service that's fast and stress free[

You are in Arizona
Change Jurisdiction

=
o ‘ .
S —1 Start your Case in Arizona cnange
e > - .
e » Eviction Action start now =
view » Start or respond to an eviction case.

» Small Claims  start now =
Lawsuits involving money disputes of $2.500 or less for people not represented by an attomey.

» Civil Lawsuits  start now >
Lawsuits of $10,000 or less - Contract disputes, collections, automobile accidents and more.

» General Civil - Superior Court start now >
Attach your existing documents for elg

& Superior Court.

» Appellate Courts Filings | start now >

Initiate a case or file into an existing dg

goalupreme Court and the Court of Appeals
Division One.

1. Login

2. Select Appellate Courts Filings Start Now
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Testimonials

“TurboCourt provided an
easy 3 step process for
preparing my legal
documents from the
comfort of my home!
Thanks TurboCourt!”

- Gloria - Self
Represented Litigantin
California User of
TurboCourt

more »

Resources

.’ ACCREDITED
4l BUSINESS
BBB,

Find us on

Facebook

FOLLOW US ON Ewikker


http://www.azturbocourt.gov/

3. Choose the appropriate court

Where to file® ;- select where you want to file -

Location® Supreme Court
Court of Appeals Division 1

4. Choose, | am filing into an existing case and provide case #. Enter case # in
the following format, CV-06-1234. Any additional letters or numbers should be
removed.

You Are Filing In Court of Appeals Division 1/ Court of Appeals Division 1

5. Click Next
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6. Click Next

Information Print

Welcome to Arizona Appellate Courts Filings Assistance e-Filing website.

This site will help you electronically file your documents with Court of Appeals Division 1.

WARNING: Save your work often. If you stay on the same page longer than 30 minutes, your information will be lost.

To retain the information you have just entered, you must move from field to field using the TAB key and click on the NEXT button before moving to a different
screen.

If you want to stop and come back later, click the Save/Retrieve link in the upper right corner.

Click here to learn how to use this program.

7. Answer No, you are not the attorney representing the agency on the case.

8. Click Next
hange Section 1 Section 2 Section 3 Section 4 Section 5 Complete
® O % ® ® ® 2y
r Venue Getting Action Preview & Your Filing
Started Information Print

Represented By Attorney?

ntroduction
Provide the following information:
epresented By Attorney?

Are you the attorney representing the agency in this case? *
our Case Information

dditional Information © Yes
vhat Side Are You Filing For? Y5
ase Name - MVOOOS

irst Filing in Case?
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9. Verify case information.

10.Click Next

ige Section 1 Section 2 Section 3 Section 4 Section 5 Complete
O] @ C ® ® ®
enue Getting Action Preview & Your Filing
Started Information Print
Your Case Information
oduction

resented By Attorney?

r Case Information

r Information

itional Information

it Side Are You Filing For?

: Name

According to the information you have provided:
e you are filing a document in an existing case

e the case number is CR-05-4569

= Fecvov- JNe S

igram is not intended as a substitute for a lawyer. We recommend that you seek legal advice by consulting with-a lawyer

11.Verify your name and select address in the USA.

12.Click Next

© Introduction

© Represented By Attorney?

@ Your Case Information

#® Your Information

0 Additional Information

© What Side Are You Filing For?

O Case Name

Your Information

johndoe@noemail.com

Note: Your Email address is:

To update your email address click on “Your Profile” in top right hand comer.

Tell us your:

Salutation, if any
First Name *
Middle Name or Initial
Last Name *
Assumed Name Type
Assumed Name *

Telephone Number *
Your address is: *

) in the USA

) outside of the USA

- select - w

Attorney

Generals Cffice

Suffix, if any - select - v

- select Assumed Name type - «

(602 ) 590 . 1414 x
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13.Type in your work address, or the address you want the court to have on file for

you.

14.Click Next

Started

itroduction

spresented By Attorney?
>ur Case Information

>ur Information

>ur Address

dditional Information

hat Side Are You Filing For?

1se Name

Information Print

Your Address

Provide the following information:

Firm/Agency Name * Maricopa County Court Reporters

Address 1 * 101 W Jefferson

Address 2

City * Phoenix

State * Arizona v
Zip Code * 85003

15.Select | am a court reporter and enter your court reporter certification number

16.Click Next

ntroduction
\epresented By Attorney?

‘our Case Information

Additional Information
Check the box next to the statement that applies to your situation and provide the requested information:

['] | am filing as an amicus curiae in this case

‘our Information

V] | am a court reporter for this case Provide your Court Reporter Certification Number:

‘our Address
\dditional Information
Vhat Side Are You Filing For?

ase Name

"] I am a transcriptionist for this case
["] I have been appointed by the Court to act as Advisory Counsel in this case
[”] I have been appointed by the Court to act as Counsel in this case

'] 1 am Pro Hac Vice

4 PREVIOUS @
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17.Select the document you plan to file. If you are filing a transcript you must also
enter the hearing date.

18.Click Next
Lead Document #1 - Select Document

According to the information you've just provided:

« you want to file subsequent document(s) in the Court of Appeals Division 1

Note: You may attach up to 4 lead documents per submission.

Document #1 *

©) Reporter's Transcripts
©) Motion for Extension of Time to File Transcripts
©) Affidavit

©) Notice of Errata
If 'Reporter’s Transcripts’, what is the hearing date? * (mm/ddAyyy) © AM © PM © Other

~Moiiaiio e

19. Select yes if you have additional documents to file.
20. Select no if you have no additional documents to file.

21.Click Next
Lead Document #2 - Select Document

You have just selected the following lead document(s):
#1: Reporter's Transcripts

Do you want to file another lead document? %

© Yes (answer question below)
© No

If Yes', select Document #2 ~

) Reporter's Transcripts
) Motion for Extension of Time to File Transcripts
) Affidavit

I Notice of Errata
If'Reporter's Transcripts’, what is the hearing date? (mm/ddfiyyy) © AM © PM © Other

el Aokl

17 | P age Court Reporter Manual
© 2015 Arizona Supreme Court -All Rights Reserved



22.Select Next

Our automated review process has found no technical problems with your answers.

Click "Next" to proceed to the final steps. Based on your answers, a Form Set Number will be generated. The Form Set includes all
forms produced by this program and any documents you attach, if permitted, within this program.

You will select from the available services and pay the appropriate fees where applicable.

D

23.Scroll to the bottom of your screen.

24.Click Attach
YOUr LOCUMents \ o

This site accepts the following file types as attachments: Adobe Acrobat Portable Document Format (.PDF), Microsoft Word 2007 and later versions (.DOCK) and OpenDocument
word processing documents (.0DT).

To create Adobe PDF documents you must use applications that include builtin PDF capabilties-such as Office applications. You can also convert your fle into Adobe PDF
document using Create Adobe PDF Online, available at http://createpd adabe com.

?@) Reporter's Transcripts® (e Atach |pView (G Remove
- Attach Supporting Documents .
Instructions: To attach a supporting document, please click on the ‘Attach'link on the right. You can attach up to 3 supporting e Atach (3 View {3 Remove

documents to this main document.

4 REVIEW / EDIT YOUR ANSWERS
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25. Title your document (title your document in the same format as the example in
the illustration).

26.Click Browse, find your document on your computer and click open.

27.Click Save

@ TurboCourt - Legal Papenwork ASSEEW[H - Mozilla Firefox  On— “ - *EIEIAJ
1 https://gamma.turbocourt.com/go.jsplact=actShowCaseAttachmentScreen&tmstp=1311789095526&fld=fldEdeliveryServ 57 |

-

Attach Main Document -

This website accept PDF, ODT and DOCX attachments. If submitting in pdf, this website accept only Adobe Acrobat
Portable Document Format (PDF).

To create Adobe PDF documents you must use applications that include built-in PDF capabilities--such as Office
applications. You can also convert your file into Adobe PDF document using Create Adobe PDF Online, available at |
http://createpdf. adobe.com. |

Allowed attachment extensions: pdf,odt,docx

Document Type Reporter's Transcripts

Title/Description * Reporter's Transcript-7/11/11-Jury Trial-Day 1 (Diane Wilson)

Attached File Transcript 7.11.11 Day 1 AM docx i
Attach Different File

Save
Steps to Attach Your Document

1. If you need to attach a PDF file and you do not already have your document saved as a PDF file, please I |
savefconvert it to a PDF now.

2. Enter the document title as it appears on the document in the Title/Description field above.

3. Press the Browse button above. A pop-up window will open. Select your saved file from the Choose file dialog box
and press the Open button. You can upload any single file up to 10MB. Any file that is larger in size will cause a
failed upload.

4. Press the Save button above. Depending on the size of your file, this attachment process could take several
minutes. Watch the status bar at the boftom of the window to see when the process is completed.

Note: When the attachment process is completed, this Attach Document window will automatically close and you will
return to the e-Deliver page. The file you just attached will now be listed under "Your Documents.” =

Done a8

a. Document must be saved as DOCX, PDF, or ODT to proceed
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28.Click Next

To create Adobe PDF documents you must use applications that include buitin PDF capabilties-such as Office applications. You can also convert your file into Adobe PDF
document using Create Adobe POF Online, available at hittp:/createpd adobe com.

‘é Reporter's Transcripts: transcripts* Q Edt Q View ﬁﬁ Remove
- Attach Supporting Documents . ‘ :
Instructions: To attach a supporting document, please click on the ‘Attach’fink on the right. You can attach up to 3 supporting e Atach (3 View {7 Remove

documents to this main document.

A REVIEW / EDIT Your ANSWERS
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29.Scroll to the bottom of the page.

30.Enter any party you want to receive a courtesy notification of your transcription
filing (if applicable).

31.Agree to user terms and conditions.
32.Enter your first and last name.

33.Click Edeliver

Courtesy Notifications

To send a courtesy e-mail of TurboCourt eiling notifications to other recipients, provide the email addresses below. Use a comma () to separate multi;
notification to the judge. judicial assistant or clerk of court.

SendTo:  johndoe@noemail.com

Note: Courtesy email messages will not include filed documents and this does not constitute senice. Only filing details will be provided (case # 1

Customer Message ?) _] é]
¥

To read User Agreement with filing terms and conditions please click here.

" "1 agree to the terms and conditions in the User Agreement

I, a person representing myself or

|, the attomey or

I, a person who has authorization to sign on behalf of the attomey,

declare under penalty of perjury that the information | have provided herein is true and cormect.

First Name * Last Name *

e B
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34.Check filing details and ensure filing status changed from completed to either
filing pending or delivered

H ' “'wv“"l ‘ FMEOULD N 34U MIN USEr! Jrrornaygameras E I 3 w I i u [
R ENERN
5iling Details % A Keywerdatter# | 5 Changs Ly Notfcshin Blstus 9 Requect My Forss | 5% Capy for New Feer Set | % List My Forms
1] Filing Form Set# U 1413 Cage # (U CR-060314
Erkii Heyword/Matter & 1 Status Dalvered
.y Messages | Filing Type Arizona Appelat Counts Filngs Location Caurl of Appeals DMsIon 17 Court of Appeals Diviion 1
| Customer Nama Aftormey Gen Customer Emall  |ohndoe@noemail .com

Delivery Date & Time 11002011 435 PMMST Filing Date & Time

Notification Status Mo emais at al - |will log oo the website often to check the statis of my flings

Your filing was successidly completed and defiversd. You will be nofified when your forms haws been processed. Remember to log in regularly to check te staius of your

Your Forms i
¥ Summary Sheet 3 v
Attached Documents il
“3 Reporter's Transcripts: If @ vie
¥y Reporter's Transcripts: reporters transeript @ e
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Filing multiple transcripts:

Choose reporters transcript and enter hearing date and time

Lead Document #1 - Select Document

According to the information you've just provided:

* you want to file subsequent document(s) in the Court of Appeals Division 1

Note: You may attach up to 4 lead documents per submission.

Document #1 *

©) Reporter's Transcripts
) Motion for Extension of Time to File Transcripts
©) Affidavit

©) Notice of Errata

If 'Reporter's Transcripts’, what is the hearing datti? g (mm/dd/yyyy) ©

© PM

) Other

Continue to next pg.

23| P age Court Reporter Manual
© 2015 Arizona Supreme Court -All Rights Reserved




1. Answer yes, you want to file another lead document and

2. Choose reporters transcript again.

3. Enter 2" hearing date and time.

Repeat this process until you have selected the # of transcripts you wish to attach for

that case (up to 4 per submission)

Lead Document #2 - Select Document

You have just selected the following lead document(s):

#1: Reporter's Transcripts

Do you want to file another lead document? *

) Yes (answer question below)

© No

If Yes', select Document #2 ~

2 |  © Reporter's Transcripts |

@) Motion for Extension of Time to File Transcripts
) Affidavit

©) Notice of Errata

If 'Reporter’s Transcripts’, what is the hearing

Mo el kel

See next pg.
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This is an example of what your attachment page will look like once you have selected

to attach more than one transcript.

Your Completed Forms
(based on your answers to the questionnaire)

"’3 Summary Sheet
Your Documents
OpenDocument word processing documents ( ODT).

PDF document using Create Adobe PDF Online, available at http//createpdf adobe com.

]

L % i *
= Reporter's Transcripts

‘- Attach Supporting Documents

supporting documents to this main document.

1 Reporter's Transcripts *

g

- Attach Supporting Documents

supporting documents to this main document.

, Reporter's Transcripts *

‘- Attach Supporting Documents

supporting documents to this main document.

- REVIEW / EDIT Your ANSwERS

Instructions: To attach a supporting document, please click on the "Attach’ link on the right. You can attach up to 3

Instructions: To attach a supporting document, please click on the "Attach’ link on the right. You can attach up to 3

Instructions: To attach a supporting document, please click on the "Attach’ link on the right. You can attach up to 3

If you cannot view your forms press the "Request My Forms” toolbar button to receive the forms by email.

@;l

Aftach

E‘-{_l

Attach

Ea,.:.

Aftach

=3 Attach

o View

e View

o View

o View

e View

e View

-
b
=

This site accepts the following file types as attachments: Adobe Acrobat Portable Document Format (_PDF), Microsoft Word 2007 and later versions (DOCX) and

To create Adobe PDF documents you must use applications that include built-in PDF capabilities—-such as Office applications. You can also convert your file into Adobe

1 Remove

1 Remove

m Remove

m Remove

. Remove

m Remove

Attach all transcripts and continue filing instructions found on pg. 18.
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