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Version History
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Introduction

eAppeal is web-based software that allows an lllinois Court Clerk’s office to automate many
of the tasks necessary to create a Record on Appeal submission and to file it electronically.

eAppeal conforms to the Supreme Court of Illinois standard for electronic filing the Record on
Appeal (effective 12/28/2020). More information about this standard can be found at:
http://efile.illinoiscourts.gov/documents/IL-Record-on-Appeal-Standards.pdf

The first part of the Record on Appeal submission process is to create a Notice of Appeal
and submit it electronically to the Reviewing Court. eAppeal supports this process by
providing online tools to create a Cover Sheet, attach relevant case documents to the
Notice of Appeal, generate a PDF Notice of Appeal with a table of contents, and transmit
the Notice of Appeal to the Reviewing Court electronically.

Once a reviewing court case number has been received back from the Reviewing Court,
the eAppeal software can then be used to assemble the remainder of the documents (such
as the Common Law Record, the Report of Proceedings, Exhibits, Impounded, Sealed, and
Supplemental documents), generate PDF documents with a table of contents, and submit
these documents electronically to the Reviewing Court.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of
eappeal.net registered users and no other party. All screens, text and logos used herein are the copyrighted property of
Conscisys Corporation and may NOT be copied, duplicated, distributed, reproduced, transmitted or shared with non-registered
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http://efile.illinoiscourts.gov/documents/IL-Record-on-Appeal-Standards.pdf

This user guide will describe the functions of the eAppeal system and how to use them. Local
practices, Case Management Systems, and methods of filing electronically will vary among
users of the eAppeal system. Because of this, some users may use all of the features of
eAppeal but others may choose to use only the parts that best fit their practices.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of
eappeal.net registered users and no other party. All screens, text and logos used herein are the copyrighted property of

Conscisys Corporation and may NOT be copied, duplicated, distributed, reproduced, transmitted or shared with non-registered
parties without the express written permission. © Conscisys Corporation 2012- 2021.



One of the requirements of the Supreme Court of lllinois standards for electronic filing
is that all documents be in searchable PDF format. The eAppeal system generates PDF
documents but the user must use software outside of eAppeal (such as Adobe
Acrobat) to make PDF documents searchable.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of
eappeal.net registered users and no other party. All screens, text and logos used herein are the copyrighted property of
Conscisys Corporation and may NOT be copied, duplicated, distributed, reproduced, transmitted or shared with non-registered
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Filing Electronically

The Supreme Court of lllinois standards and requirements for electronic filing include the
Electronic Filing Manager (EFM) and Electronic Filing Service Providers (EFSPs). The EFM is the
central e-filing service used by all lllinois courts to manage e-filed documents and manages the
flow of e-filed documents from users (via their EFSP) to the intended court.

More information about e-filing in lllinois is here:
http://www.illinoiscourts.gov/EBusiness/Electronic_Filing.asp

State of IL approved EFSPs: http://efile.illinoiscourts.gov/service-providers.htm

I2File is an electronic filing system offered by Conscisys, the makers of eAppeal. In the “Package
and Upload” section of eAppeal, there is a “send to i2File” button. This button will work

(without any additional software) to transmit documents to the ond Appellate Court until July
1, 2017. After July 1, users will need to use software from one of the approved EFSP providers
to transmit the documents to their Appellate Court. Once Conscisys/I2file becomes one of the
approved EFPS providers, “send to i2File” button will once again be integrated into the eAppeal
software.

The PDF files that are generated by eAppeal are saved in a location called the “Workspace
Path” which is defined by your County eAppeal administrator, and can be accessed by other
electronic filing systems.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of
eappeal.net registered users and no other party. All screens, text and logos used herein are the copyrighted property of
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Before Using eAppeal for the first time

Necessary computer hardware and software

- A computer with an internet connection.

- Browser software - eAppeal has been tested using the Chrome, Internet Explorer 11+, and
Firefox browsers. The browser must be set to allow the download and running of a JNLP file.

- Click here to find the instructions and list of software needed to run eappeal program.

- Digital images of case documents in PDF or TIFF format.

- Software to make PDF documents searchable, such as Adobe acrobat. The Supreme Court
of lllinois standard for electronic filing specifies that all documents sent to reviewing
courts be in searchable PDF format. eAppeal can check if a PDF document is searchable,
but does not make it searchable.

Register your County to use eAppeal

Register with the eAppeal support staff for initial access. Once registered, a County
Administrator User ID will be issued. Once logged in, the County Administrator may maintain
County information and options, and create County Clerk User IDs.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of
eappeal.net registered users and no other party. All screens, text and logos used herein are the copyrighted property of
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https://www.eappeal.net/eAppeal/eAppealSoftwareDependencies_V1.pdf

Using eAppeal to Create a Record on Appeal

Before using eAppeal, process the received Notice of Appeal using your County’s procedures.
Once the Notice of Appeal has been processed and file stamped, create a digital image of the
document.

Starting eAppeal

Log in to the computer using local security procedures, open the web browser to access the
Internet, and navigate to the eAppeal website: https://www.eappeal.net/eAppeal/

You should see the eAppeal Login screen:

e eAppeal X + (-] = g X

<« C & testeappealillinoiscourtservices.net/eAppealTest/jsp/Login/Login.xhtml# o % H »

eApp:-all\$

This is Test System. Click here to go to live system.

This is the newer version. If you face any issue then please Click here to go to the old version

Login
PREPARATION OF CASE DOCUMENTS FOR E-APPEAL
0 N
\ . EE
( A ( ' N Pl P '
nee Qo
By clicking on Login, you accept Terms and Conditions Case Documents Compile common law Electronic Filing Acquire case documents

records & report of Service Provider

proceedings
Login Forgot Password Circuit Court Clerk

Supreme Court of lllinois has published the new eAppeal standard effective 01/01/2021. Click here for the new Appeal standards.

Appleliate Court Clerk

© If you have any question, Please send email to support@eappeal.net Copyright © 2021 Conscisys Corporation.
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https://www.eappeal.net/eAppeal/

Log in using the User ID and Password provided by eAppeal support or by your local
eAppeal Administrator.

Once successfully logged in, you should see below screen.

e elAppeal x a7 (] - X
< C @ testeappeal.illinoiscourtservices.net/eAppealTest/jsp/DashBoard.xhtml o ¥ H » a

Welcome CLERK, COURTNEY [DUPAGE]

eAppeal A pProfile  fHome @Help [3*Logout
a N
= = 5 4
(5T
Appeal Case Out of County Case P S
Maintenance Transfer
- -w
LAW -
I

@ If you have any question, Please send email fo support@eappeal.net Copyright © 202I Conscisys Corporation.

Once click on Appeal Case Maintenance, you should see the Case List screen:

) Welcome CLERK, COURTNEY [DUPAGE]
eAppeal A profiie ¥Home @Help [FrLogout

Appeal Case Maintenance

County Case# County DUPAGE Reviewing Court Case#
EAppeal Status OPEN . Notice Of Appeal Filed 25 Date of Judge's order g
Date ~ appealed -

Sort By

Notice Of Appeal ... ~|  Order By DESCENDING - m
Case List (|0 of 54) Reload ‘ Add Case (g ’
S ———

Notice Of Appeal Date of Judge's

County Case# Reviewing Court Case# Filed Date order appealed EAppeal Status Locked By County Action
202I1CMO0I05I1 2-02-0420 08/04/2021 08/02/202I OPEN DUPAGE m W
202Iswo00018 08/03/202I 07/23/2021 OPEN DUPAGE s T "
202I1CM005757 2-02-0220 07/26/2021 07/21/2021 OPEN DUPAGE [~ .
2021CM008L484 2-02-0224 07/20/2021 07/16/2021 OPEN JIGNESH DUPAGE
2021CM000234 2-02-0227 07/20/2021 07/13/2021 OPEN JIGNESH DUPAGE
2020CMO0I2346 0-00-119 03/02/2021 OPEN JIGNESH DUPAGE

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of
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The above example shows several cases that have been added to eAppeal by other users in this
county. If this is the first time that your County is using eAppeal, this list will be empty.
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Adding a Case

To add a case to eAppeal, click “Add Case” on the Case List screen (circled on the Case List
screen shown above). The “Add/Edit Case” screen will be displayed:

eAppeal

County Case# *

Reviewing Court *

Reviewing Court Case#

Case Category *

Case Type *

County *

Plaintiff/Pefitioner *
Defendant/Respondent *
Notice Of Appeal Filed Date *
Date of Judge's order appealed
Trial Judge *

Deputy Circuit Court Clerk *

Appellant is Business 7 *
Appellant's First Name *
Appellant's Last Name ( or business
name) *

Appellant's email ( for electronic

service)

Consolidated Cases Info

Add/ Edit Case

Welcome CLERK, COURTNEY [DUPAGE]

A pPoile Home (DHelp [BrLogout

#¥ Retrieve Case Information From CMS

SECOND DISTRICT APPELLATE COURT -

DUPAGE

CLERK COURTNEY

(Applicable when NOA is filed for a case)

iils

i

Add Another

An Asterisk (*) to the right of a field name indicates that it is required.

The Clerk and County cannot be changed, they are filled in according to your User ID.

Numbers can be entered in date fields or clicking on the calendar icon to the right of date
fields allows selection of a day using a calendar.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of

eappeal.net registered users and no other party. All screens, text and logos used herein are the copyrighted property of
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Welcome CLERK, COURTNEY [DUPAGE]
eAppeal Lprofile fRtHome (@DHelp [FrLogout

Add/ Edit Case

County Case# * 2021SW000018

#¥ Retrieve Case Information From CMS

Reviewing Court * SECOND DISTRICT APPELLATE COURT -

Reviewing Court Case# (App\icﬂb\e when NOA is filed for a case)
*

Case Category Appeal .

Case Type ™ Notice of Appeal - Child Custody / Allocation of Parental Responsibilities 311(a) - Civil -

County * DUPAGE

Plaintiff /Petitioner * TEST PLAINTIFF

Defendant/Respondent * TEST RESPONDENT

Notice Of Appeal Filed Date * 08/03/2021

Date of Judge's order appealed 07/23/2021 ‘“E'“

Trial Judge * TEST JUDGE

Deputy Circuit Court Clerk * CLERK COURTNEY

Appellant is Business ? *

Appellant's First Name

Appellant’s Last Name ( or business LAST NAME

name) *

Appellant's email ( for electronic

service)

Consolidated Cases Info Add Another

In the example above, the required fields have been entered. When complete, click the
“Save” button(circled above). If information is missing orinvalid, the screen will display
an error message in red to the right of the field in error.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of
eappeal.net registered users and no other party. All screens, text and logos used herein are the copyrighted property of
Conscisys Corporation and may NOT be copied, duplicated, distributed, reproduced, transmitted or shared with non-registered
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If everything is correct, the case information is saved and the “Case Detail” screen is displayed:

) Welcome CLERK, COURTNEY [DUPAGE]
eAppeal A poile GHome (Drelp [FrLogout
Case Details 2

County Case# 2021sw000018 County DUPAGE Reviewing Court Case#
Case Category Appeal Case Type Notice of Appeal - Child Deputy Clerk CLERK COURTNEY

Custody [ Allocation of

Parental Responsibilities

3l1(a) - Civil
Status OPEN Plaintiff/Petitioner TEST PLAINTIFF Defendant/Respondent TEST RESPONDENT
Notice Of Appeal Filed 08/03/2021 Date of Judge's order 07/23/2021 Trial Judge TEST JUDGE
Date appealed
Reviewing Court SECOND DISTRICT Locked NO Maodified By COURTNEYCLERK on

APPELLATE COURT 08/19/2021 03:34 AM
Case Directory 2021SW000018_2021_08_03_02_30
Appellant is Business ? YES Appellant's Last Name ( LAST NAME Appellant's email ( for
or business name) electronic service)

Case Do ent © Reload
Document Name Filing Code Status Envelope# Maeodified By Modified Timestamp
NOACoverSheet_Temp.pdf INCOMPLETE COURTNEYCLERK 08/19/2021 02:30 AM
CommonlawRecord_Temp. pdf INCOMPLETE COURTNEYCLERK 08/19/2021 02:30 AM
ReportOfProceedings_ Temp.pdf INCOMPLETE COURTNEYCLERK 08/19/2021 02:30 AM
Exhibit_Temp.pdf INCOMPLETE COURTNEYCLERK 08/19/2021 02:30 AM
ImpoundedRecord_Temp.pdf INCOMPLETE COURTNEYCLERK 08/19/2021 02:30 AM
SealedRecord_Temp.pdf INCOMPLETE COURTNEYCLERK 08/19/2021 02:30 AM

Work On Case Retrieve Rev. Court Case Number Edit Case Back to Case List )
-

The circled message at the top of the screen is a reminder that although the case has now been
entered into the eAppeal system, the Notice of Appeal has not yet been transmitted to the
Reviewing Court.

The case information is displayed on the top half of the screen, and the lower half of the screen
shows the status of the key components of the appeal. Buttons at the bottom of this screen allow
you to “Work on Case”, “Retrieve Reviewing Court Case Number”, and “Edit Case”.

For this demonstration, click the “Back to Case List” button (circled in the lower right of
the screen above) and we’ll return to the “Case List” screen:

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of
eappeal.net registered users and no other party. All screens, text and logos used herein are the copyrighted property of
Conscisys Corporation and may NOT be copied, duplicated, distributed, reproduced, transmitted or shared with non-registered
parties without the express written permission. © Conscisys Corporation 2012- 2021.



) Welcome CLERK, COURTNEY [DUPAGE]
eAppeal A Profle fyHome (DHelp [GrLogout

Appeal Case Maintenance

County Case# County DUPAGE Reviewing Court Case#
EAppeal Status OPEN . Notice Of Appeal Filed E Date of Judge's order &‘;"
Date = appealed =

Sort By Notice Of Appeal F... »|  OrderBy DESCENDING - m m

Notice Of Appeal Date of Judge's

County Case# Reviewing Court Case# Filed Date order appealed EAppeal Status Locked By County Action

202I1CM00I05I 2-02-0420 08/04/202I 08/02/2021 OPEN DUPAGE = w
€ 70215W000018 08/03/2021 07/23/202! ~ OPEN_ > DUPAGE

2021CM005757 2-02-0220 07/26/2021 07/21/2021 OPEN DUPAGE [~ ]

202I1CM008484 2-02-0224 07/20/2021 07/16/2021 OPEN JIGNESH DUPAGE

2021CM000234 2-02-0227 07/20/2021 07/13/2021 OPEN JIGNESH DUPAGE

2020CMOI2346 0-00-119 03/02/2021 OPEN JIGNESH DUPAGE

More...

The new Case now displayed in the list.

Navigating the Case Maintenance Screens

From this Case List screen, you can reach the Case Details screen by clicking on the underlined
Case Number at the left of each case line.

In the Case Details screen there are buttons to “Work on Case”, “Edit Case”, and “Retrieve
Reviewing Court Case Number”. These same functions can also be reached from this list screen,
using the three icons on the right of each Case line (circled above).

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of
eappeal.net registered users and no other party. All screens, text and logos used herein are the copyrighted property of
Conscisys Corporation and may NOT be copied, duplicated, distributed, reproduced, transmitted or shared with non-registered
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Working on the Case

Up until this point, all work in eAppeal has been using screens that are displayed using your
computer’s internet browser. As we move forward to create the Record on Appeal submission
and to file it, the work will be done within an eAppeal program that is downloaded and run from
your browser. When it is active, this icon will be in the status bar of your computer:

Whenever you “Exit” this eAppeal program, you will be returned to the eAppeal Case or
Case List screen in your browser.

Downloading and Running the eAppeal Application

Select “Work on Case”, either by clicking on the “folder” icon on the right side of the Case’s
line in the Case List screen, or by clicking the “Work on Case” button in the Case Detail screen.

eAppeal will now download a file named “Eappeal . JNLP” (a Java program). You should allow
your browser to download and run the program. Depending on the browser that you are using,
you may see different messages. Examples for Chrome, Internet Explorer, and Firefox are
shown below.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of
eappeal.net registered users and no other party. All screens, text and logos used herein are the copyrighted property of
Conscisys Corporation and may NOT be copied, duplicated, distributed, reproduced, transmitted or shared with non-registered
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If you are using Chrome or Firefox or Microsoft edge, you may have a message appears on your

e ehppeal X + o - *
& C & testeappealillinoiscourtservices.net/eAppealTest/jsp/DashBoard.xhtml Q & H 8 2
Wel mh (CLERK, COURTNEY [DUPAGE]
Appeal™ Lrute (ome Dree Beiogou
Appeal Case Maintenance
County Case#? County DUPAGE Reviewing Court Case#t
EAppeal Status OPEN «|  Nofice Of Appeal Filed Date 2 Dot of Judge's order appealed =)
Sort By Notice OF Appeal Filed Date .| OrderBy DESCENDING ~ m m

Case List (10 of 54)

County Case#t Reviewing Court Case#
2021CMO0105! 2-02-0420
202|5W0000/8

202ICM005757 2-02-0220
202ICMD0B484 2-02-0224
202ICMD00234 2-02-0227
2020CM012346 0-00-119

Notice Of Appeal filed Date  Date of Judge's order appealed
08/04/2021 08/02/2021
08/03/2021 07/23/2021
07/26/2021 o7/21/2021
07/20/2021 07/16/2021
07/20/2021 07/13/2021
03/02/2021

EAppeal Status

OPEN

OPEN

OPEN

OPEN

OPEN

OPEN

Locked By

COURTNEYCLERK

JIGNESH

JIGNESH

JIGNESH

County

DUPAGE

DUPAGE

DUPAGE

DUPAGE

DUPAGE

DUPAGE

Action

[ W)

sww

@  If you have any question, Please send email fo support@eappeal.net

More...

Copyright © 202IConscisys Corporation.

Show all x

Click “Keep” and then click on the file name box:

Eome >

Show all x

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of
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When you click on the file name below Iced Tea Web splash screen should be appeared:

<« C # testeappeal.illinoiscourtservices.net/eAppealTest/jsp/DashBoard xhtm ® o a

IL Welcome SHAH, JIGNESH [DUPAGE]

eAp pem A Profle GiHome (Z)user manual }'eAppeal Dependencies [5*Logout

Appeal Case Maintenance

County Case# ® X
Title: eAppeal ;bg:ti_l_._e._a_jp_l.g)_|
Vendor: eappeal.net
EAppeaI Status OPEN Homepage: Unspecified homepage, verify source rather prder %
Y
Case List (10 of 17) Iced' | ‘ea Reload (3 ] Add Case /3
Reviewing C¢
County Case# Case# & l r County Action
2023CM855421 3-12-1212 DUPAGE o
2022CM755445 3-12-1212 DUPAGE o
2019CHO00954 3-11-222 rrer DUPAGE o
2023CMII0519 0l/01/2023 OPEN CPJRSOOI DUPAGE o
2022CMII1B8BY 3-12-1212 12/28/2022 OPEN CPJRS00I DUPAGE o
2022CM077995 3-12-1212 12/28/2022 OPEN CPJRSOOI DUPAGE o
More...

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of
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In few seconds you should see EAppeal icon below and the software will start soon.

<« (&) @ testeappeal.illinoiscourtservices.net/eAppealTest/jsp/Caselnformation/Caselist.xhtm © o 2

IL Welcome SHAH, JIGNESH [DUPAGE]

eAppeal A Pofle  ¥Home (PUsermanual eAppeal Dependencies [GLogout

Appeal Case Maintenance

County Case# County DUPAGE Reviewing Court
Case#
EAppeal Status OPEN ~ Notice Of Appeal Filed % Date of Judge's order %
Date aooealed

Sort By Notice Of Appec v

IL

Reviewing Court N¢
eAppeal sty oy s

2023CM855421 3-12-1212 C JIGNESH DUPAGE D
Creating Initial configurations ...

2022CM755445 3-12-1212 01/13/2023 01/04/2023 OPEN JIGNESH DUPAGE Y

2019CHO00954 3-11-2220 01/13/2023 OPEN CPJRSOOI DUPAGE D

2023CMINI0519 01/01/2023 OPEN CPJRSOOI DUPAGE B

2022CMINIBBY 3-12-1212 12/28/2022 OPEN CPJRSOOI DUPAGE Y

If you have any question, Please send email to support@conscisys.com Copyright ©® 2023Conscisys

Corporation.
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Once the software starts, you should see the below screen:

* eAppeal ® = Version 9 - 2023CM855421 =: Open - o X
- Applications

» NOA Cover Sheet - COMPLETE

» File Notice of Appeal - COMPLETE

» Common Law Record - COMPLETE

» Report Of Proceedings - COMPLETE

» Exhibit - COMPLETE

> Supplemental Record

» Package & Upload - INCOMPLETE E I

W) =

LAW

v r
I =

e |

. A

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of
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Creation of the Case folder

Creation of the Case folder under workspace happens automatically. This section is for user
information only and user does not carry out any this directly. Once the eAppeal.jnlp file runs

on the workstation, It will try to access the eAppeal workspace on pre-defined shared network
drive . If the configuration is valid, the case folder is created under the workspace. E.g. if your
workspace on network drive is R:\ILWebEAppeal\Workspace then the

be generated with the name <<Case Number>>+"_" +<<NOA Date>> + "_"
+ <<HH_MM>> under this folder.

It will also generate the pre-defined folders under the case folder to copy the documents for
Notice Of Appeal (NOA folder), Common Law record (CLR folder), Exhibit and Report Of
Proceeding (ROP folder).

‘Qv[ » Computer » e-appeals (\\twounderﬁ ILWebEAppeal » workspace » 2014CH002073_2017 0501 14 21 )ﬁ‘l
e Edit View Tools Help
Drganize v Burn New folder
e Exvoiites Name : Date modified Type Size
Bl Desktop CLR
& Downloads EXHIBIT
[="] Google Drive ext
CloudStation NOA
&= Dropbox output
= Recent Places ROP
SUPPLEMENT
- Libraries
Bitcasa
=] Documents
Git
o) N if
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Creating the Notice of Appeal

You should now see the eAppeal preparation screen, which has menu options on the left side
and a workspace display on the right:

. eAppeal @ :: Version 6:: 2020CFOD0001 :: Open - X I
 Applications. | |-NOA Cover Sheet p
OA Cover Sheet - INCOMPLETE = (e T Fite Name Description Pages

> Fie NOTTee-efrm: o o GO REEET 3 ; COMPLETE
» Common Law Record - COMPLETE Bt NoA Coversrest e 2 —_—

» Report Of Proceedings - COMPLETE
» Exhibit - COMPLETE
» Impounded Record - COMPLETE

» Sealed Record - COMPLETE

|~ Supplemental Record

#-» Supplemental Record - 1 - INCOMPLETE
» Impounded Supplemental Record

» Sealed Supplemental Record

» Package & Upload - INCOMPLETE

Exit

To create the Cover Sheet, double-click on “NOA Cover Sheet” (circled at the top left of the
screen). And then click on “Open NOA Cover Sheet Template” (circled at the bottom of the
screen). It will open a fillable NOA Cover Sheet in your PDF viewer.
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An image of a cover sheet is displayed, with some fields filled in from when the case was added
to eAppeal:

APPEAL WORKSHTLET PACE1OF2 (Rev, ORA12)

NOTICE OF APPEAL COVERSHER ]

TES™ PLAINTIFF VS T5ST DEFENDANT Circsit Court No. 201 6CH000018

Trial Judge TEST JUCGE

Accalerated ies v ), Namative

Mate of Ind/ Order A ppenled mrnp2n7 Noviee of Appeal Filad 0317/2017 Conrt hale
Filing Fee Pad INo ,ﬁ]. Amount
Report of Proceedings to be Fikd (49-days) 05/05/2017

Record on Apeal Dus at Appellate Court (63-days) 05/19/2017

Atterney for Plaintift - [Appelee zl Attomey for Defendant - [Appellant o

Any of the blue fields can be entered or updated, but there is no error-checking.
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Fields that should be entered on the cover sheet are:

Accelerated Appeal (Yes/No, if yes a narrative should be entered)

Filing Fee Paid (Yes/No) and if yes, an Amount

Appellant’s & Appellee’s attorney information. A second page is provided if there are
more than two attorneys for either the Appellant or Appellee.

When finished with the cover sheet, First save that cover sheet by pressing CTRL + S, and then
close the sheet by Clicking the “X” in the upper right of your PDF viewer.

k. eAppeal © :: Version 6 :: 2020CF000001 :: Open

Applications

> NOA Cover Sheet - INCOMPLETE

> File Notice of Appeal

P Common Law Record - INCOMPLETE
P Report Of Proceedings - INCOMPLETE
P Exhibit - INCOMPLETE

P Impounded Record - INCOMPLETE

P Sealed Record - INCOMPLETE

> Supplemental Record

P Impounded Supplemental Record

P Sealed Supplemental Record

) Package & Upload - INCOMPLETE

NOA Cover sheet

#  File Name
1 NOACoverSheet.pdf

Description Pages
]NOA Coversheet Template. 2

Exit

Open NOA Cover Sheet Template

Select complete (circled at the top right of the screen). It will change NOA cover sheet status to

complete.
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Sending the Notice of Appeal to the Reviewing Court

The final step to file the notice of appeal is to transmit (upload) the PDF NOA document that
was generated in the last step to the reviewing court.

Before the PDF file can be transmitted to the reviewing court, you must have:

1) Completed the “Notice of Appeal” section, where you used the “Complete” button to
create the PDF document that will be sent to the reviewing court.

2) The PDF NOA file must be made searchable using software outside of eAppeal such
as Adobe Acrobat. This is a requirement of the IL Supreme Court.

Once the above two steps have been completed, you’re ready to transmit the file.

To perform the upload using eAppeal, select “Package & Upload” from the menu on the left
side of the screen and select the line “NOACoverSheet.pdf”. To check to see if the PDF
document has been made searchable, click the “Is Searchable” button (if it is not searchable,
an error dialog box will be displayed). Click the “E-File to Reviewing Court” button, and the file
will be transmitted to the reviewing court.

Once the document is sent the NOA is disabled from selection (greyed out), and Transaction ID
and Last Transmitted Date/Time entries are created. Each version of the document can be sent
to the Reviewing Court only once. To send it again, you must regenerate that portion of the
case.

Status Transaction ID Comment (Right click to edit) Last Trans. Date/Time
P45, pdf COVPLETE 191049969 20160000001 03/13/2017 138241
INCOMPLETE 2016000001
INCOMPLETE 2016L.00000 1
INCOMPLETE | 2016L000001
IMNCOMPLETE | (2016L00000 1

E-File to Reviewing Court

To perform the upload using another e-filing product, send the PDF file that was stored in the
eAppeal Workspace\Case\NOA Path as a result of the “Complete” process (after making the file
searchable).
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When finished with the “Package & Upload” screen, click the “Exit” button at the bottom of
the left side menu, and the Application window will be closed, returning you either to the Case
Detail or Case List screen in your browser window, wherever you were when you selected
“Work on Case”.

In this example, after transmitting the NOA, | clicked “Exit” and was returned to the Case List
screen shown below. The Case that | transmitted is the last one in the list — notice that the
“Reviewing Court Case#” is blank (circle). Once the Reviewing Court assigns a case number and
transmits it back using the EFM system, it will appear here.

Welcome CLERK, COURTNEY [DUPAGE]
eAppeal Aprofie GtHome @Help [GrLogout

Appeal Case Maintenance

County Case# County DUPAGE Reviewing Court Case#
EAppeal Status OPEN . Notice Of Appeal Filed £=4 Date of Judge's order %"
Date ~ appealed -

Sort By

Notice Of Appeal F... v|  OrderBy DESCENDING - m m
Case List (10 of 54) Reload ¢ J Add Case 3

Notice Of Appeal Date of Judge's

County Case# Reviewing Court Case# Filed Date order appealed EAppeal Status Locked By County Action
202ICcMo0l05I 2-02-0420 08/04/202] 08/02/2021 OPEN DUPAGE s = W
2021swo000018 O 08/03/2021 07/23/2021 OPEN COURTNEYCLERK DUPAGE B
2021CM005757 2-02-0220 07/26/2021 07/21/2021 OPEN DUPAGE " ]
2021CM008484 2-02-0224 07/20/2021 07/16/2021 OPEN JIGNESH DUPAGE
2021CM000234 2-02-0227 07/20/2021 07/13/2021 OPEN JIGNESH DUPAGE
2020CMO12346 0-00-119 03/02/2021 OPEN JIGNESH DUPAGE
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If the Notice of Appeal was Filed Outside eAppeal

The normal work flow when using eAppeal is to build the Notice of Appeal, File the NOA,
and then once an Court Case Number has been received back from the reviewing Court,
proceed with building the Common Law Record (and if required, a Report of Proceedings,
Exhibits, Impounded, Sealed, and Supplemental documents).

If you double-click on the selections below “File Notice of Appeal” in the menu on the left side
of the screen, you will receive an error dialog box:

5 ehppeal ©: Version 13 m;; Open
- Applications
» NOA Gover Sheet - INCOMPLETE

©
» File Notice of Appeal
» Common Law Record - INCOMPLETE | e e a
» Report Of Proceedings - INCOMPLETE 1
» Exhibit - INCOMPLETE
¥ Impounded Record - INCOMPLETE
» Sealed Record - INCOMPLETE
» Supplemental Record
» Impounded Supplemental Record

» Sealed Supplemental Record
» Packane & Upload - INCQMPLETE

efppeal ©

Q' Reviewing Court Case No. is required for generating Common Law Record
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If the Notice of Appeal has already been filed outside eAppeal, use the Edit Case screen to
add the Reviewing Court Case Number. Enter the number and click the “Save” button.

Welcome CLERK, COURTNEY [DUPAGE]
eAppeal A Profle ftHome (@DHelp [FrLogout

Add/ Edit Case

County Casef# *
Y 202/sw000018 & Retrieve Case Information From CMS

Reviewing Court * SECOND DISTRICT APPELLATE COURT -

Reviewing Court Case# C ) (Applicable when NOA is filed for a case)

Case Category *

Appeal M
Case Type * Notice of Appeal - Child Custedy { Allocation of Parental Responsibilities 311(a) - Civil v
County * DUPAGE
Plaintiff{Petitioner * TEST PLAINTIFF
Defendant/Respondent * TEST RESPONDENT
Notice Of Appeal Filed Date * 08/03/2021
Date of Judge's order appealed 07/23/2021 E
Trial Judge * TEST JUDGE
Deputy Circuit Court Clerk * CLERK COURTNEY
Appellant is Business ? *
Appellant's First Name
Appellant's Last Name ( or business LAST NAME
name) *
Appellant's email ( for electronic
service)
Consolidated Cases Info Add Another
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Common Law Record

Once the Reviewing Court has accepted the appeal and returned a Reviewing Court Case
Number, we can use eAppeal to create the Common Law Record (CLR).

1) The eAppeal Common Law Record screen is used to assemble and order imaged documents
and generate a single PDF CLR file with a table of contents.

2) The PDF CLR file must be made searchable using software outside of eAppeal such as
Adobe Acrobat. This is a requirement of the IL Supreme Court.

3) The searchable PDF CLR file is transmitted to the Reviewing Court, using the
eAppeal Package and Upload feature or any other E-Filing service.

Select “Common Law Record” from the menu on the left side of the screen:

e
1 eAppeal © i Version 1:: 2012MR000989 :: Open

- Applications

» NOA Cover Sheet - INCOMPLETE

» File j

ommon Law Record - INCOMPLETE
* Report roceedings - I 1PLETE
» Exhibit - INCOMPLETE

» Impounded Record - INCOMPLETE

» Sealed Record - INCOMPLETE

» Supplemental Record

» Impounded Supplemental Record

» Sealed Supplemental Record

¥ Package & Upload - INCOMPLETE

eAppq
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Adding and Ordering Documents

Just as when you created the Notice of Appeal, the workspace section of the screen (in the
center) labeled “Common Law Records - Documents” will display all of the documents to be
included in the CLR. In the following example, no documents have been added yet:

[ eAppeal © :: Version 6:: 2020CF000001 :: Open - X
icati [ Law Record - Documents
» NOA Cover Sheet - INCOMPLETE #  File Name Description Casellumber  Pages
» File Notice of Appeal U
» Common Law Record - INCOMPLETE
» Report Of Proceedings - INCOMPLETE Down
» Exhibit - INCOMPLETE Top
» Impounded Record - INCOMPLETE
» Sealed Record - INCOMPLETE Bottom
» Supplemental Record
» Impounded Supplemental Record Calc. Pages
» Sealed Supplemental Record
» Package & Upload - INCOMPLETE Conver tAlHER O B
Add Document
Remove Document
Reload and Sort Docs
Reload New Docs
Copy CLR Documents
Exit Open Folder Save &Generate CLR View CLR
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The sample below shows a case with several documents. Although this example shows
the “RecordSheet” file last, the Certificate of Record should always appear first in the CLR.

[\ eAppeal © : Version 6 2020CF000001 :: Open - 8 X
i { Law Record - D
» NOA Cover Sheet - COMPLETE #  FileName Description Case Number Pages
» File Notice of Appeal Up
» Common Law Racord’~ COMPLETE 1 1€_08_2014_COMP AINT FIi FDIR 1478 1AA.GDI pcf [COMP AINIT FIIED Do1DmMIER
» Report Of Proceedings - INCOMPLETE ||(|([2__ 01 05_2015 ORIGINAL STATUS DATE NOTICEIB15005AA.EHC. .. CRIGINAL STATUS DATE NOTICE 1002083 Down
» Exhibit - INCOMPLETE B 01 29 2015 SUMMONS [SSUCDID 150 25AA.CWE.pdf BUMMONS 155UED 100203 Top
» Impounded Record - INCOMPLETE 4 02_04_20 15_AFPOINTVENT - OF CASAI3 1S036AA C7T odf JAPPCINTMEENT - OF CASA 1002088
» Sealed Record - INCOMPLETE S 01042015 CONTINUED - ANSWER AND SETTINGI315036AA. ... (CONTINUED - ANSWER AND SETTINE 201D002058 Eoth:
» Supplemental Record 0 20 2015 AFPEARANCE FILEDIBISOSAA.DE) odf WPPEARANCE FILED 1D0V20E3 ;
» Impounded Supplemental Record 7 02_20_2015_NOTICE/BI505 1A DNJ.pef NOTICE 10002053 Calc. Pages
» Sealed Supplemental Record B 01262015 NOTICE/B1S0S7AA ZMU pif NOTICE D120 a 1
» Package & Upload - INCOMPLETE e S Al ox L jGomvest Al 0 B0
B 01 26 2015 RESPONSEIB150574A.EMY.pdf =SPONSE 1D002063
10 0_18_2015_PROVIDE FINANCIA. -TAX INFORMATION!15078... PROMDE FINANCIAL-TAX INFORMATION 1002063
11 04_06_2015_CERTIFICATE OR STATEMENTIB1509584.C2W pd* (CERTIFICATE CR STATEMEN™ 100208
12 04_29_2015_CONTINLED - ANSWER AND SETTING!315120AA. ... CONTINUED - ANSWER AND SETTING 1D002053 EemnelnuEnt
13 0€_01_2015 CERTIFICATE OR STATEMENT 1B151528A.E12.0df _ C-RTIFICATE OR STATEMEN. 1D002083 —
11 0¢_30_2015_CETIFICATE OR CTATEMENT IB15182AA.AVE. paF E;mmcm: OR CTATEMEN™ 100z — Reload and Sortocs |
15 07_01_2015_CONTINUED - ANSWER AND SETTING!315183AA. ... CONTINUED - ANSWER AND SETTING ]mlooum Reload New Docs
16 0¢ 05 2015 CONTINUED - ANSWER AND SETTINGI315218AA. ... ICONTINUED - ANSWER AND SETTINE 1002083 T =
1/ 05_US_2015_ FIAL COMFERENCE ORDERIB1S252AA.FQU.pdf [ RIAL CONFERENCE ORDER 1002053 i
18 11 07_2015_MISC DOCJMENT SERVEDIS 15341AA EQ3 pdf MISCDOCUNENT SERVED 1002053
19 12.07_2015_M5C DOCJMENT SERVEDIS 15341AA EQ4pdt MISC DOCUNENT SERVED 1002053
20 17.07_2015_MEC DOCIMENT SERVEDB 15341AA EQS pdf MISCDOCUNENT SERVED 1002083
121 07_2015_MEC DOCJIMENT SERVED!3 15311AA EQS pdf MECDOCUMENT SENVED 11D002062
22 11_07_2015_NOTICE!B15341AA.ZQ2.pdl NOTICE 1000205
23 01 19 2016 MIEC DOCJIMENT SERVEDI3 160 19AA D4 odf MSCDOCUNENT SERVED 19002063
24 01_19_20 16 MEC DOCIMENT SERVED'3 160 15AA D4G pdf MSCDOCUVENT SERVED 1002053
Bxit | OpenFolder | | save&GenerateclR | | viewclR
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Conventions and rules for naming case documents
1. Allowed file types for generating CLR document are .TIF, .TIFF and .PDF.

2. Document name should be in the below mentioned format

DATE + “_" + DESCRIPTION + “!”" + DOCUMENTID + FILE Extension (.TIF,
.TIFF, .PDF)

OR

DATE + “_" + DESCRIPTION + FILE EXTENSION (.TIF,.TIFF, .PDF)
Example:

08_17_2011_LEAVE GRANTED!B11230AA.BT3.tiff
12_15_2009_CONTINUED.tiff

3. User will not be allowed upload a PDF and TIFF file with the same name for a case
4, User can edit document description and date or mark a document as
Impounded or Sealed by selecting and right clicking on it.

In order to directly mark a document as impounded document, document
description should be written in the below mentioned format:

DATE + “_" + DESCRIPTION + “!” + DOCUMENTID + “!IMPOUNDED” +
FILE Extension (.TIF, .TIFF, .PDF)
OR

DATE + “_" + DESCRIPTION + “!IIMPOUNDED” + FILE EXTENSION
(.TIF,.TIFF,.PDF)

In order to directly mark a document as sealed document, document description
should be written in the below mentioned format:

DATE + “_" + DESCRIPTION + “"!” + DOCUMENTID + “!SEALED"” + FILE
Extension (.TIF, .TIFF, .PDF)
OR
DATE + “_" + DESCRIPTION + “ISEALED” + FILE EXTENSION
(.TIF,.TIFF,.PDF)
Example:
Impounded document :12_15_2009_CONTINUED!IMPOUNDED.tiff
Sealed document :12_15 2009_CONTINUED!SEALED.tiff

It is not necessary to name the document as described above. But by naming the documents
with above format will save a lot of time for the Appeal user as the software will sort the
documents for them.
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5. To add documents on a case consolidated with the current case, the user can
create a folder with a consolidated case number as the name of the folder in the
CLR folder. Consolidated case documents then need to be added in this new
folder.

Qv' » Computer » e-appeals (\\twounder) (R} » ILWebEAppeal » workspace » 2014CH002073_2017 0501 14 21 » CLR »

ile Edit View Tools Help

Organize v Burn New folder

% Favorites Marge Date modified Type < Size
& Downloads it EITARY ... F ) KB
571 Google Drive 01_09_2015_AFFIDAVIT AS TO MILITARY ... Foxit Reader PDF ... 89 KB
CloudStation % 01_09_2015_AFFIDAVIT OF MORTGAGEE!... Foxit Reader PDF .., 124 KB
4= Dropbox ¢] 01_09_2015_CERTIFICATE OR STATEMEN... Foxit Reader PDF .. 35 KB
=l Recent Places £l 01_09_2015_MOTION FOR DEFAULT AND... Foxit Reader PDF ... 31 KB
% 01_09_2015_MOTION FOR ENTRY OF JUD... Foxit Reader PDF .., 20 KB
w4 Libraries % 01.09_2015_MOTION TO DISMISS!B15012... Foxit Reader PDF ... 20 KB
Bitcasa % 01_09_2015_NOTICE OF MOTION!B15012... Foxit Reader PDF .. 35 KB
| Documents %] 01_15_2015_AFFIDAVIT OF SERVICE!B1501... Foxit Reader PDF ... 20 KB
il Git &) 01_15_2015_CERTIFICATE OR STATEMEN... Foxit Reader PDF ... 23 KB

Buttons at the bottom of the screen:
|
Exit Open Folder Save & Generate CLR View CLR

“Save and Generate CLR” button: this is the final step once all documents have been added
to the CLR, and will be described with an example later in this section.

The “Open Folder” button will open the workspace folder for this case, and is helpful if you
have several documents to add. You open a file manager view and select/copy the document
files that you want to add, then press the “Open Folder” button and paste them into the
folder. The files will be added to the Workspace\Case Number\CLR folder in file date order.
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Buttons on the right edge of the screen

Calc. Pages

Convert all TIFF To PDF

Add Document

Remove Document

Reload and Sort Docs
Reload New Docs

Copy CLR Documents

The “Reload and Sort Docs” button will add all files that are in the workspace CLR folder for this
case, in the order of their file date. Note that in the example above, the local naming
convention for document files is to precede the document name with the date. This allows
eAppeal to order the files by date when they are added.

The “Add Document” button allows you to add one document at a time and specify its line
number (the line numbers can be seen in the screen above, to the left of each file name.

The “Remove Document” button allows you to remove the selected document from the CLR. If
you remove the document from the CLR, it is also removed from the workspace folder for this
case.

The order of the documents can also be changed by selecting a document that you want to
move, then use the up/down/top/bottom buttons on the right side of the screen to move it.

The “Calc Pages” button will calculate the number of pages in each document and display the
number in the “Pages” column on the right of the screen (shown in the next sample screen).

The “Convert all TIFF to PDF” button: after adding all documents to the CLR, this button will
convert all TIFF files to PDF in one step.

The “Copy CLR” button: This will open a folder of all Cases in the eAppeal Workspace. Select a
case, and all CLR documents in that case’s CLR folder will be copied into this case. This button is
helpful if the same case is appealed multiple times.
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Marking CLR Documents as Impounded or Sealed

A document in the Common Law Record can be designated as impounded or sealed by
right-clicking on the document in the CLR center window. A small dialog box will appear giving
the option to “Edit” or “Mark Impounded” or “Mark Sealed (circled below). Choosing “Mark
Impounded” will change the color of the document title on the screen to Red and by choosing
“Mark Sealed” will change the color of the document title on the screen to Maroon. When a
document has been marked as impounded or sealed, the title will appear in the CLR table of
contents in different colors (Impounded : Red, Sealed : Maroon), but will not have a hyperlink
to the document image. The document image also will not appear in the CLR. If an Impounded
document was added in CLR then an entry is created in the “CLR” section of the “Impounded
Documents” section. And if a Sealed document was added in CLR then an entry is created in
the “CLR” section of the “Sealed Documents” section. When the Impounded or Sealed
Documents section is generated (more on this on page XX), the document image (and a
hyperlink from the table of contents) will appear.

"W eAppeal © :: Version 6 :: 2020CFO00001 :: Open - X

Applications Vf‘ La\!v Repprd - D

> NOA Cover Sheet - COMPLETE #  File Name Description CaseNumber  Pages
» File Notice of Appeal

» Common Law Record - COMPLETE (DT o ~ o clisiia
» Report Of Proceedings - INCOMPLETE Edit

» Exhibit - INCOMPLETE Mark Impounded

» Impounded Record - INCOMPLETE
» Sealed Record - INCOMPLETE

» Supplemental Record

» Impounded Supplemental Record
» Sealed Supplemental Record

» Package & Upload - INCOMPLETE Eonyes CAlE 1o ERG

Mark Sealed

Calc. Pages

Add Document

Remove Document

Reload and Sort Docs
Reload New Docs

Copy CLR Documents

To change an impounded CLR document to unimpounded, right-click and choose “Mark
Unlmpounded” (circled below).

. eAppeal © i Version 6 :: 2020CFO00001 :: Open - X

c Law Record - D

: gzmggg:;?’;&ege'a ICOMPLETE #  File Name Description CaseNumber  Pages
» Commen Eaw ReConTINConPiETE | || e ONOe ORI o7 i)l il
» Report Of Proceedings - INCOMPLETE Mark Unl ded
» Exhibit - INCOMPLETE RrE LR pOnIe

» Impounded Record - INCOMPLETE Mark Sealed -
» Sealed Record - INCOMPLETE Bottom
» Supplemental Record

» Impounded Supplemental Record
» Sealed Supplemental Record

» Package & Upload - INCOMPLETE Convert all TIFF To PDF

Calc. Pages

Add Document

Remove Document

Reload and Sort Docs
Reload New Docs

Copy CLR Documents
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To change an sealed CLR document to unsealed , right-click and choose “Mark Unsealed”
(circled below).

. eAppeal © : Version 6 :: 2020CF0D0001 :: Open - X
icati ~Ci Law Record - Documents

» NOA quer Sheet - COMPLETE #  FileName Description
» File Notice of Appeal L 1017 (1)ISEALED POF

CaseNumber  Pages
{1017 (1 [2020cFo00001 1 Up

» Common Law Record - INCOMPLETE
» Report Of Proceedings - INCOMPLETE
» Exhibit - INCOMPLETE

» Impounded Record - INCOMPLETE

» Sealed Record - INCOMPLETE

» Supplemental Record

» Impounded Supplemental Record

» Sealed Supplemental Record

» Package & Upload - INCOMPLETE

Edit

Mark Impounded
Mark UnSealed

EBottom

Calc. Pages
Convert all TIFF To PDF

Add Document

Remove Document

Reload and Sort Docs
Reload New Docs

Copy CLR Documents
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Save and Generate

The NOA “Save and Generate” converts TIFF files to PDF automatically, but when creating the
CLR, you must use the “Convert TIFF to PDF” button before “Save and Generate”:

N

p Ci Law Record - D
> lr;lIOA'\‘C?ver ?I;eet = I(:OMPLETE #  File Name Description CaseNumber  Pages
» File Notice of Appeal " U
» Common Law Record < INCOMPLETE | | e-exaele TIFE_ 8,477 file_example_TIFF_1MB o20cFo00001 [t
» Report Of Proceedings - INCOMPLETE Down

» Exhibit - INCOMPLETE

» Impounded Record - INCOMPLETE
» Sealed Record - INCOMPLETE G
» Supplemental Record

» Impounded Supplemental Record alc Page
» Sealed Supplemental Record
» Package & Upload - INCOMPLETE CoE i 0T

Add Document

Top

Remove Document

eAppeal © X Reload and Sort Docs:
Reload New Docs
w'ow Please convert all the TIFF documents to PDF. Copy CLR Documents

Exit Open Folder Save & Generate CLR View CLR
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Once all of the documents that you want to include in the CLR are in the list and in order, and

any TIFF files have been converted to PDF, the final CLR step is to click the “Save and Generate
CLR” button (circled below). eAppeal will join all the documents together and generate a single
PDF document that includes page numbers and a table of contents with hyperlinks to each

S eAppeal © :: Version 6 :: 2020CF000001 :: Open — B X
pplicati Common Law Record - D«

» NOA Cover Sheet - COMPLETE #  File Name Description Case Number Pages

» File Notice of Appeal Up

» Common Law Record = COMPLETE 1 16_08_2014_COMP AINT FTI FDIR 1478 1AA_GDI pelf [COMP ATNIT FILED bo1m2ER

» Report Of Proceedings - INCOMPLETE 2 01_05_20115_ORIGINAL STATUS DATE NOTICE/B15005AA.EHC. .. ORIGINAL STATUSDATE NOTICE 2019002053 Down

» Exhibit - INCOMPLETE 3 01_29_2015_SUMMONS ISSUCDI0 150 25AA.CWZ, pdf BUMMONS 1550CD 20100206 Top

» Impounded Record - INCOMPLETE 4 5_AFPOINTVENT - OF CASAIS 15036AA C7T odf JPPCINTMEENT - OF CASA 201002083

» Sealed Record - INCOMPLETE 5 4_20 15_CONTINLED - ANSWER AND SETTINGI315036AA. ... [CONTINUED - ANSWER AND SET NE 2D14D0N2063 Sottis

» Supplemental Record 602 20 2015 AFPEARANCE FILEDIBIS0SAA.DE).odf POPEARANCE FILED D025 S

» Impounded Supplemental Record 7 02_20_20 15_NOTICE'B1S05 1AA DNJ.pef NOTICE 201002053 Calc. Pages

: E:;Ig; eS;pSLir;%nEall NRcecc)gdrgLETE B 01_26_2015 NOTICEIBI5057AA ZMU.pif NOTICE 01000208 e
5 01 2 2015 RESPONSEIB15057AA.EMY.pdf RESPONSE 1D00205
10 0:_18_2015 PROVIDE FINANGIA. -TAX INFORMATION!B15078.,. PROVIDE FINANGIAL-TAX INFORMATION R201D002063
11 04_06_2015_CERTIFICATE OR STATEMENTIB1509584.C2W pd* CERTIFICATE CR STATEMEN™ 20100208
12 04_29_2015_CONTINUED - ANSWER AND SETTING!315120AA. ... CONTINUED - ANSWER AND SETTING 2014D002053 EewoveDogument
13 06_01_20'15_CERTIFICATE OR STATEMENT 'B151524A.E)2.pdf  [CERTIFICATE CR STATEMEN™ 2019002053
11 0¢_30_2015_CE IFICATE ON CTATEMENT 181618284 AVE pdf  CENTIFICATE OR CTATEMEN. 20100202 Reload and Sort Docs
15 07_01_2015_CONTINLUED - ANSWER AND SETTING!315183AA. ... CONTINUED - ANSWER AND SETTING 20140002063 Reload New Docs
16 0¢ 05 2015 CONTINUED - ANSWER AND SETTING!315218AA. ... ICONTINUED - ANSWER AND SETTING 1002053 T
1/ 0S_08_2015_TKIAL CUNFERENCE ORDERIB152:2AA,FQU.pdf  [TRIAL COMFERENCE ORDER 1D00 203
18 12 07_2015_MIC DOCJMENT SERVEDIS 15341AA EQ3 pdf MISC DOCUNENT SERVED EgL%ooom
19 1:_07_2015_M5C DOCJMENT SERVEDIS 15341AA EQ4pdf MISCDOCUNENT SERVED 1002063
20 12_07_2015_MEC DOCIMENT SERVEDI315341AA EQS pdf MISCDOCUNENT SERVED 20100203
21 2_07_2015_MEC DOCIMENT SERVED!3 1531 1AA EQS pdf MECDOCUMENT SENVED [201D002062
22 11_07_2015_NOTICE!B15341AA.ZQ2.pdf NOTICE 2010002068
23 01 19 2016 MISC DOCJIMENT SERVEDI3 160 19AA D4 odf MISCDOCUNENT SERVED 19D002083
24 01_19_20 16_MEC DOCIMENT SERVEDI3 160 19AA DAG paf MISCDOCUVENT SERVED %10@]2063

Exit | Open Folder Save &Generate CLR ’ View CLR
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While saving and generating, a “progress” dialog box will be displayed while the process
is working:

fe———— — s
| £ Progress tﬁ] |

Merging file - RecordSheet_2014D002068.pdf
¥ Writing file on disc - 100%

Common Law Record generated successfully

Sending to the Reviewing Court

Once complete, the status of the “Common Law Record” in the menu on the left side of the screen
will change from red “INCOMPLETE” to blue “COMPLETE”, and the “View CLR” button at the
bottom of the screen will become visible. Once it becomes visible, click on the “View CLR” button
to display the CLR PDF document. If the CLR PDF document is a single volume (file), it will be
displayed. If the CLR PDF document is multiple volumes (more on this in the Multiple Volume
Documents section below), a dialog box will be displayed to select a file to display.

Before the CLR can be transmitted to the reviewing court, the PDF CLR file(s) must be made
searchable using software outside of eAppeal such as Adobe Acrobat. This is a requirement
of the IL Supreme Court.

Once the CLR file has been made searchable, it is ready to be transmitted to the Reviewing
Court. eAppeal can be used to perform the upload by selecting “Package & Upload” from the
menu on the left side of the screen.

To perform the upload using another e-filing product, send the PDF file that was stored in the
eAppeal Workspace\Case\CLR Path as a result of the “Save and Generate CLR” process (after
making the file searchable).
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On the “Package & Upload” screen, highlight the “Common Law Record” line, and click on the
checkbox on the left. The Status of the CLR must be “COMPLETE” (created by the previous
“Save and Generate” step) and it must be searchable before it can be transmitted using this

screen. To check to see if the PDF document has been made searchable, click the “Is
Searchable” button (if it is not searchable, the error dialog box below will be displayed).

R Y

.| |r Package & Upload

» NOA Cover Sheet - COMPLETE

» File Notice of Appeal

» Common Law Record - COMPLETE
» Report Of Proceedings - INCOMPLETE
» Exhibit - INCOMPLETE

» Impounded Record - INCOMPLETE
» Sealed Record - INCOMPLETE

» Supplemental Record

» Impounded Supplemental Record
» Sealed Supplemental Record

» Package & Upload - INCOMPLETE

Circuit Court Case Number: 2020CF000001
Reviewing County Court Case Number: 2-02-01

Name Filing Code Security Status Envelope Number  EFM Status Last Trans. Date/Time
IOACoverSheet.pdf  Notice of Appeal lon-Confidential [COMPLETE
[CLR _Vol_1_of_1_201...Record - Common Law Record Non-Confidential COMPLETE

ReportOfProceedings. .. Record - Report of Proceedings jon-Confidential

INCOMPLETE

Exhibit_Temp.pdf __Record - Exhibits jon-Confidential

INCOMPLETE

d.T... Record Confidential

INCOMPLETE

[Confidential

0 8

SealedRecord_Temp....

INCOMPLETE

(OACoverSheet.pdf _|Amended Notice of Appeal ion-Confidential

/A

E-File to Reviewing Court

eAppeal ©

CLR_Vol_1_of_1_201222_1245.pdf

‘o‘ List of file(s) that are not searchable as per check performed by eAppeal software

eAppe’all\$

"E-File to Reviewing Court": This premium feature can be used to upload the record to the Reviewing Court without going to the website manually. Once record is
accepted, the above document list wil updated the "EFM Status” automatically. Please contact support@eappeal.net for more information.

cm——_
Open Output Folder Add document View Document Delete Document Convert all TIFF To PDF Is Searchable Cancel
—

eAppeal.netis a licenced service of Conscisys Corp.

If the status is “COMPLETE” and the PDF file is searchable, click the “Send to I2File” button to
transmit the CLR to the reviewing court. As with the NOA, once the document is sent the CLR
is disabled from selection (greyed out), and Transaction ID and Last Transmitted Date/Time
entries are created. Each version of the document can be sent to the Reviewing Court only
once. To send it again, you must regenerate that portion of the case.

When finished, click the “Exit” button at the bottom of the left side menu, and the

Application window will be closed, returning you either to the Case Detail or Case List screen
in your browser window, wherever you were when you selected “Work on Case”.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of
eappeal.net registered users and no other party. All screens, text and logos used herein are the copyrighted property of

Conscisys Corporation and may NOT be copied, duplicated, distributed, reproduced, transmitted or shared with non-registered
parties without the express written permission. © Conscisys Corporation 2012- 2021.



Multiple Volume Documents

The county eAppeal administrator can define the maximum file size limit of the CLR and ROP
files (up to 150mb, as per the IL Supreme Court standards). If the document exceeds that size, it
will be split into multiple parts. When the “Save & Generate” button on the CLR and ROP
screens is pressed, multiple CLR or ROP documents may be created depending on the total size
of the documents added. The output file names will follow a pattern of CLR_N_OF_X followed
by timestamp, where N = the sequence number and X = the total number of volumes (see the
example below).

In a multi-volume document, a complete table of contents is repeated in each volume.
However, the table of contents in each volume contains hyperlinks only to documents in
that volume.

Each volume is a PDF document that can be viewed and must be made searchable before
sending to the Reviewing Court. The searchable volumes/files can then be sent to the
Reviewing Court from the eAppeals “Package & Upload” screen by placing a check next to
each one that should be sent, or using any other E-Filing service.

- Package & Upload

Circuit Court Case Number; 2020CF000001
Reviewing County Court Case Number: 2-02-01

Name Filing Code Security Status
] ICLR_Vol_1_of 2_201...Record - Common Law Record Non-Confidential COMPLETE
/| {CLR_Vol_2_of 2_201...Record - Common Law Record Non-Confidential COMPLETE
[] Exhibit_Temp.pdf Record - Exhibits Non-Confidential INCOMPLETE
[] ImpoundedRecord_T... Record Confidential INCOMPLETE
[] sealedrRecord_Temp.... Confidential INCOMPLETE
[] NoACoverSheet.pdf |Amended Notice of Appeal Non-Confidential N/A

E-File to Reviewing Court
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Report of Proceedings (ROP)

eAppeal can be used to create and transmit a Report of Proceedings to the Reviewing Court
in much the same way that you processed the Common Law Record.

The eAppeal Report of Proceedings screen (shown below) is used to assemble and order
imaged documents (including converting TIFFs to PDF) and generate a single PDF ROP file with a
table of contents. The buttons on this screen function the same as those on the CLR screen.

. eAppeal © :: Version 6:: 2020CFOD0001 :: Open - X

PF Report of Pr ings - D

» NOA Cover Sheet - COMPLETE #  File Name Date Of Proceedi... Description Pages

: File Notice of Appeal 1 |12 11 2020 ROP_FILED.pdf [12711/2020 RoP_FILED It
eport Of Proceedings - COMPLETE

» EXTITOm:
» Impounded Record - INCOMPLETE
» Sealed Record - INCOMPLETE

» Supplemental Record

» Impounded Supplemental Record Calc. Pages
» Sealed Supplemental Record
» Package & Upload - INCOMPLETE e A0 tE

Add Document

Remove Document

Reload and Sort Docs
Reload New Docs

Copy ROP Documents

Exit Open Folder Save & Generate ROP View ROP

The concepts of multiple volumes, Impounded documents and Sealed documents when
creating an ROP are the same as with the CLR.

The PDF ROP file(s) must be made searchable using software outside of eAppeal such as
Adobe Acrobat. This is a requirement of the IL Supreme Court.

The searchable PDF ROP file(s) is transmitted to the Reviewing Court, using the
eAppeal “Package & Upload” screen or any other E-Filing service.

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of
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Exhibits

eAppeal can be used to create and transmit an Exhibit section to the Reviewing Court in
much the same way that you processed the Common Law Record.

The eAppeal Exhibit screen is used to assemble and order images of exhibit documents and
photographs (including converting TIFFs to PDF) and will generate a single PDF Exhibit file with
a table of contents.

For detailed information about the Supreme Court standards regarding exhibits, including
details about acceptable formats, sizes and receipts of photographic, documentary, descriptive,
and physical exhibits, refer to:
http://efile.illinoiscourts.gov/documents/IL-Record-on-Appeal-Standards.pdf
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http://efile.illinoiscourts.gov/documents/IL-Record-on-Appeal-Standards.pdf

S eAppeal © :: Version 6 :: 2020CFO00001 :: Open = X
icati rExhibit - D
> gIOANCtOVET ?f)‘\ee'i - |C0MPLETE #  FileName File Date Description Exhibit#  Party Pages
» File Notice of Appeal 1 [t2.11 2020 f [12/11/2020  JADDRESS Up
» Common Law Record - COMPLETE 2,11 2020 = R ‘ I I
» Re Do OMPp Down
Top
T T
» Sealed Record - INCOMPLET Battus
» Supplemental Record
» Impounded Supplemental Record Calc. Pages
» Sealed Supplemental Record
» Package & Upload - INCOMPLETE Eome ol I8 DU
Add Document

Remove Document

Reload and Sort Docs
Copy Exhibit Documents

Exit Open Folder Save & Generate Exhibit | | Vien Exiot
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The buttons on this screen function the same as those on the CLR and ROP screens, with
one exception —the “Physical Exhibit” button (circled above).

Images of Exhibit documents are added to the Exhibit section. The “Physical Exhibit” button will
open a window that is used to describe a physical object that is stored by the court, the fields
entered in the window will be added as a line item in the Exhibit section:

PP Exhibit - D

> :;‘IOANCSVEF ?Tet - ICOMPLETE #  FileName File Date Description Exhibit#  Party Pages

yineNotice or.appea 1 12.11.2020 AA.AAB.pdf [12/11/2020  |ADDRESS |

» Common Law Record - COMPLETE B2l e R [ ‘ .

» Report Of Proceedings - COMPLETE

» Exhibit - INCOMPLETE

» Impounded Record - INCOMPLETE

» Sealed Record - INCOMPLETE

» Supplemental Record

» Impounded Supplemental Record Calc. Pages

» Sealed Supplemental Record

» Package & Upload - INCOMPLETE onyes Al A0 K
{24 Physical Exhibit X

Add Document
File Name
; Remove Document
Description
Bate Reload and Sort Docs
Exhibit Copy Exhibit Documents
Party o
Content
oK Cancel
Exit Open Folder Physical Exhibit Save & Generate Exhibit

The concepts of multiple volumes, Impounded documents and Sealed documents when
creating an Exhibit are the same as with the CLR.

The PDF Exhibit file(s) must be made searchable using software outside of eAppeal such as
Adobe Acrobat. This is a requirement of the IL Supreme Court.
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The searchable PDF ROP file(s) is transmitted to the Reviewing Court, using the
eAppeal “Package & Upload” screen or any other E-Filing service.

Conventions and rules for naming exhibit documents
Like with Common Law Record documents, It is not necessary to name the document as
described below. But by naming the documents with above format will save lot of time for

the Appeal user as the software will sort the documents for them and populate Party and
Exhibit number information.

Format for Exhibit document name:

Non Impounded or non Sealed document

MM_DD_YYYY_ + DESCRIPTION + “1” + [#E“EXHIBIT NO”] + [#P”PARTY”] + FILE EXTENSION
Example :

01_20_2015_EXHIBIT![#E1][#PPLAINTIFF].PDF

Impounded document

MM_DD_YYYY_ + DESCRIPTION + “IMPOUNDED” + “1” + [HE“EXHIBIT NO”] + [#P”PARTY”] +
FILE EXTENSION

Example : 01_20_2015_EXHIBITIMPOUNDED![#E1][#PPLAINTIFF].PDF

Sealed document

MM_DD_YYYY_ + DESCRIPTION + “ISEALED” + “1” + [HE“EXHIBIT NO”] + [#P”PARTY"”] + FILE
EXTENSION

Example: 01_20 2015 EXHIBIT!SEALED![#E1][#PPLAINTIFF].PDF
If an Exhibit doesn’t have arguments (such as Party, Exhibit NO), then the file name will be like,

01_20_2015_EXHIBIT.PDF (or) 01_20_2015_EXHIBIT!IMPOUNDED.PDF (or)
01_20_2015_EXHIBITISEALED.PDF

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of
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If an Exhibit has one or more arguments (such as Party, Exhibit NO), then the first argument must begin
with “1”:

01_20_2015_EXHIBIT!IIMPOUNDED![#PPLAINTIFF].PDF
01_20_2015_EXHIBIT!SEALED![#PPLAINTIFF].PDF
01_20_2015_EXHIBITIMPOUNDED![#E1][#PPLAINTIFF].PDF

01_20_2015_EXHIBIT!SEALED![#E1][#PPLAINTIFF].PDF
01_20_2015_EXHIBIT![#E1].PDF

01_20_2015_EXHIBIT![#E1][#PPLAINTIFF].PDF

This document is the property of Conscisys Corporation. Information contained within this document is intended for the use of
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Impounded Record

An Impounded Record section is created if any items in the Common Law Record, the Report of
Proceedings, or the Exhibit sections were marked as Impounded . The items that were marked as
Impounded appear in red both on the eAppeal screens and in the Table of Contents where they
originally appeared, the Table of Contents entry will not have a hyperlink to the document image,
and the document image will not appear in the section. Instead, the document image is moved to
the Impounded Record section (into the appropriate subsection — CLR, ROP, or Exhibit) and an
entry is created in the Impounded Record Table of Contents with a hyperlink to the document
image. Clicking on the “P” to the left of “Impounded Record” will display the CLR, ROP, and
Exhibit headings within the Impounded Record, and double-clicking any of these headings will
display the work screen to add or order documents, or to generate the Impounded Record section.

"\ eAppeal @ :: Version 6 :: 2020CFO00001 :: Open = g X

Applications [Impounded Record - CLR D

» NOA Cover Sheet - COMPLETE T | Stme o

» File Notice of Appeal 2. 022020 AddressITMPOUNDED .pdf A

» Common Law Record - COMPLETE 02 fckeaREICED A eEess
amigOMPLETE

CaseNumber  Pages
[2020CFO00001 1 Calc. Pages

it - COMPLETE
Impounded Record - INCOMPLET!
>

> ROP
> Exhibit

» Supplemental Recort
» Impounded Supplemental Record
» Sealed Supplemental Record

» Package & Upload - INCOMPLETE

Exit Save & Generate Impounded Record

The “Save and Generate Impounded Record” button at the bottom of the screen (circled
above) will join all the documents together and generate a single PDF Impounded Record
document that includes page numbers and a table of contents with hyperlinks to each

document.
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Sealed Record

A sealed Record section is created if any items in the Common Law Record, the Report of
Proceedings, or the Exhibit sections were marked as sealed . The items that were marked as sealed
appear in red both on the eAppeal screens and in the Table of Contents where they originally
appeared, the Table of Contents entry will not have a hyperlink to the document image, and the
document image will not appear in the section. Instead, the document image is moved to the
sealed Record section (into the appropriate subsection — CLR, ROP, or Exhibit) and an entry is
created in the sealed Record Table of Contents with a hyperlink to the document image. Clicking on
the “P” to the left of “sealed Record” will display the CLR, ROP, and Exhibit headings within the
sealed Record, and double-clicking any of these headings will display the work screen to add or
order documents, or to generate the sealed Record section.

"\ eAppeal © :: Version 6 :: 2020CF000001 :: Open = X

Applications - Sealed Record - CLR D

» NOA Cover Sheet - COMPLETE #  File Name Description CaseNumber  Pages
: gmeﬂ?g'geLg;Aé’gc?rl d - COMPLETE 2 p2_02_2020_Address!SEALED.pdf |address [020cFo00001 L Calc. Pages
» Report Of Proceedings - COMPLETE
» Exhibit - COMPLETE

» Impounded Supplemental Record
» Sealed Supplemental Record
» Package & Upload - INCOMPLETE

Exit Save & Generate Sealed Record iew Sealed Record

The “Save and Generate Sealed Record” button at the bottom of the screen (circled above)
will join all the documents together and generate a single PDF Sealed Record document that
includes page numbers and a table of contents with hyperlinks to each document.

If any changes are made to the CLR, ROP, or Exhibit sections regarding Impounded and
sealed documents (marking a document as Impounded, unimpounded, sealed or unsealed),
the Sealed Record and Impounded Record section will need to be regenerated.
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After generating, the PDF Impounded Record file(s) and Sealed Record file(s) must be made
searchable using software outside of eAppeal such as Adobe Acrobat. This is a requirement
of the IL Supreme Court.

The searchable PDF Impounded Record and Sealed record are transmitted to the Reviewing
Court, using the eAppeal “Package & Upload” screen or any other E-Filing service. If a
Impounded Record or Sealed Record file exists for the case, it is added as an item in the
“Package & Upload” screen:

" eAppeal @ :: Version 6 :: 2020CFOD0001 :: Open
- Applications - Package & Upload
» NOA Cover Sheet - COMPLETE

» File Notice of Appeal

» Common Law Record - COMPLETE

» Report Of Proceedings - COMPLETE Name
» Exhibit - COMPLETE

Circuit Court Case Number: 2020CF000001
Reviewing County Court Case Number: 2-02-01

[] NOACoverSheet.pdf
» Impounded Record - INCOMPLETE [] LR Vol_1_of 1_201222_1345.pdF
x Sealed Record - INCOMPLETE O ROP Vol Lof 1 201202 1327.pdf
> CLR [] Exhibit Yol 1.2 0 1342.pdf
’ ROR ' | ImpoundedRecord_Temp.pdf
xxxx > Exhibit ] k¢ ecord_Temp.pdf

» Supplemental Record

» Impounded Supplemental Record
» Sealed Supplemental Record

» IPackage & Upload - INCOMPLETE
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Supplemental Record(s)

To create a Supplemental Record using eAppeal, double-click on “Supplemental Record” in the

menu on the left side of the screen, and the work window in the center will be titled “Add
Supplement Application”:

. eAppeal © :: Version 6 :: 2020CFOD0001 :: Open

Add

» NOA Cover Sheet - COMPLETE

» File Notice of Appeal

» Common Law Record - COMPLETE
» Report Of Proceedings - COMPLETE
» Exhibit - COMPLETE

» Impounded Record - INCOMPLETE
- _SoalegeRaaend MRIFTE
[Supplemental Record] 2

» ImpoaTes=seppEmental Record
» Sealed Supplemental Record

» Package & Upload - INCOMPLETE

Exit Add Supplement

Click the “Add Supplement” button at the bottom of the screen (circled above), and the
work screen will be displayed for Supplement 1:
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"5 eAppeal © :: Version 6 :: 2020CFOD0001 :: Open
- Applications rSupplement1 ——

NOA Cover Sheet - COMPLETE

File Notice of Appeal

Common Law Record - COMPLETE

Report Of Proceedings - COMPLETE

Exhibit - COMPLETE

Impounded Record - COMPLETE

Sealed Record - COMPLETE

upplemental Record

Su lemental Record - 1 - INCOMPLETE
pounded Supplemental Record

» Sealed Supplemental Record

» Package & Upload - INCOMPLETE

VVVVYYY

Clicking on the “+” to the left of “Supplemental Record — 1” (circled above) will display the CLR,
ROP, and Exhibit headings within the Supplement, and double-clicking any of these headings
will display the work screen to add or order documents, or to generate the Supplemental
Record section:

r'\? eAppeal © :: Version 6:: 2020CFO00001 :: Open
Applications -Supplement 1

» NOA Cover Sheet - COMPLETE

» File Notice of Appeal

» Common Law Record - COMPLETE
» Report Of Proceedings - COMPLETE
» Exhibit - COMPLETE

» Impounded Record

- INCOMPLETE

» Sealed Supplemental Record
» Package & Upload - INCOMPLETE
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Additional Supplements can be added by clicking on the top-level “Supplemental Record” in the
menu on the left side of the screen to display the “Add Supplement Application”, and click the “Add
Supplement” button at the bottom of the screen. The example below shows a case with a

ond Supplemental record:

" eAppeal © :: Version 6 :: 2020CFOD0001 :: Open

Applications

» NOA Cover Sheet - COMPLETE

» File Notice of Appeal

» Common Law Record - COMPLETE
» Report Of Proceedings - COMPLETE
» Exhibit - COMPLETE

» Impounded Record - INCOMPLETE

Supplemental Record
& Supplemental Record - 1 - INCOMP
: -» CLR

~» ROP

¢ » Exhibit

& Supplemental Record - 2 - INCOMP
-» CLR

- Exhibit

» Sealed Supplemental Record
» Package & Upload - INCOMPLETE
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Supplemental Records can be removed, but only if they do not contain documents and have not
been generated. To remove, right-click on the Supplemental Record title (in this case,
“Supplemental Record — 1”) and choose “Remove”:

" eAppeal © :: Version 6:: 2020CFO00001 :: Open

- Applications

» NOA Cover Sheet - COMPLETE

» File Notice of Appeal

» Common Law Record - COMPLETE
» Report Of Proceedings - COMPLETE
» Exhibit - COMPLETE

—="ord - 1 - INC

i Cl Remove

PLE

» Sealed Supplemental Record
» Package & Upload - INCOMPLETE

The “Save & Generate Supplement” button will join all the documents together and generate a
single PDF Supplemental Record document that includes page numbers and a table of
contents with hyperlinks to each document. The button can be used from the Supplement
Screen or from the CLR, ROP, or Exhibit screens within the Supplement.

After generating, the PDF Supplemental Record file(s) must be made searchable using software
outside of eAppeal such as Adobe Acrobat. This is a requirement of the IL Supreme Court.
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Each searchable PDF Supplemental Record is transmitted to the Reviewing Court, using the
eAppeal “Package & Upload” screen or any other E-Filing service. If a Supplemental Record
exists for the case, it is added as an item in the “Package & Upload” screen:

"\ eAppeal @ :: Version 6 :: 2020CFOD0001 :: Open

Applications - Package & Upload

» NOA Cover Sheet - COMPLETE Circuit Court Case Number: 2020CF000001

» File Notice of Appeal Reviewing County Court Case Number: 2-02-01
» Common Law Record - COMPLETE

» Report Of Proceedings - COMPLETE Name

» Exhibit - COMPLETE

[] NoACoverSheet.pdf

» Impounded Record - COMPLETE ] [CLR_Vol_1_of 1_201222_1345.pdf
» Sealed Record - COMPLETE O ROP Vol_1 of 1201222 1327.pdf
:‘Supplemental Record [] Exhibit_Vol_1_of_1_201222_1342.pdf
‘:""'_viugE'F‘:-me"tal Record - 1 - COMPLETE ||" 5 fmpoundedRecord_Vol_1_of_1_201222_1534.pdf

...... » ROP . - A >

---- » Exhibit T ——
» Impounded Supplemental Record ﬁSealedSuppIementalRecord-1_Temp.pdf
» Sealed Supplemental Record [] NOACoverSheet.pdf

» Package & Upload - INCOMPLETE
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Impounded Supplemental Record(s)

Like the Impounded Record section, the Impounded Supplemental Record section is created if
any items in a Supplemental Common Law Record, Report of Proceedings, or Exhibit are
marked as Impounded . If multiple Supplemental Records exist that contain documents
marked as “Impounded ”, corresponding Impounded Supplemental Records are created. If a
Supplemental Record is removed, the corresponding Impounded Supplemental Record is also
removed.

The items that were marked as Impounded appear in red both on the eAppeal screens and
in the Table of Contents where they originally appeared, the Table of Contents entry will not
have a hyperlink to the document image, and the document image will not appear in the
section.

Instead, the document image is moved to the Impounded Supplemental Record section (into
the appropriate subsection — CLR, ROP, or Exhibit) and an entry is created in the Impounded
Supplemental Record Table of Contents with a hyperlink to the document image.

"% eAppeal © :: Version 6:: 2020CFOD0001 :: Open

- Applications -Impounded Supplement 1—

» NOA Cover Sheet - COMPLETE

» File Notice of Appeal

» Common Law Record - COMPLETE
» Report Of Proceedings - COMPLETE
» Exhibit - COMPLETE

» Impounded Record - COMPLETE

» Sealed Record - COMPLETE

¥ Supplemental Record

-» Exhibit
v Impounded Supplemental Record

) Exhibit
» Sealed Supplemental Record
» Package & Upload - INCOMPLETE
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The “Save & Generate Impounded Supplement” button will join all the documents together
and generate a single PDF Impounded Supplemental Record document that includes page
numbers and a table of contents with hyperlinks to each document. The button can be used
from the Impounded Supplement Screen or from the CLR, ROP, or Exhibit screens within the
Impounded Supplement.

Sealed Supplemental Record(s)

Like the Sealed Record section, the Sealed Supplemental Record section is created if any items
in a Supplemental Common Law Record, Report of Proceedings, or Exhibit are marked as
Sealed . If multiple Supplemental Records exist that contain documents marked as “Sealed ”,
corresponding Sealed Supplemental Records are created. If a Supplemental Record is
removed, the corresponding Sealed Supplemental Record is also removed.

The items that were marked as Sealed appear in red both on the eAppeal screens and in the
Table of Contents where they originally appeared, the Table of Contents entry will not have
a hyperlink to the document image, and the document image will not appear in the section.

Instead, the document image is moved to the Sealed Supplemental Record section (into the
appropriate subsection — CLR, ROP, or Exhibit) and an entry is created in the Sealed
Supplemental Record Table of Contents with a hyperlink to the document image.

B eAppeal © :: Version 6:: 2020CFO00001 :: Open

- Applications rSealed Supplement

NOA Cover Sheet - COMPLETE
File Notice of Appeal
Common Law Record - COMPLETE
Report Of Proceedings - COMPLETE
Exhibit - COMPLETE
Impounded Record - COMPLETE
Sealed Record - COMPLETE
¥ Supplemental Record
=+ Supplemental Record - 1 - COMPLETE
-» CLR
~» ROP
~p Exhibit
» Impounded Supplemental Record
~|[Sealed Supplemental Record]
=v Sealed Supplemental Record - 1 - INCOMPLETE
i-» CLR
~» ROP
~p Exhibit
» Package & Upload - INCOMPLETE

VyVvYy VY Y Y Y

A 4
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The “Save & Generate Sealed Supplement” button will join all the documents together and
generate a single PDF Sealed Supplemental Record document that includes page numbers anda
table of contents with hyperlinks to each document. The button can be used from the Sealed
Supplement Screen or from the CLR, ROP, or Exhibit screens within the Sealed Supplement.

After generating, the PDF Impounded Supplemental Record file(s) or Sealed Supplemental
Record file(s) must be made searchable using software outside of eAppeal such as Adobe
Acrobat. This is a requirement of the IL Supreme Court.

Each searchable PDF Impounded Supplemental Record or Sealed Supplemental Record are
transmitted to the Reviewing Court, using the eAppeal “Package & Upload” screen or any other E-
Filing service. If a Impounded Supplemental Record or Sealed Supplemental Record exists forthe
case, it is added as an item in the “Package & Upload” screen:

«/ =
N eAppeal © :: Version 2020CFODDOC

- Applications r Package & Upload

» NOA Cover Sheet - COMPLETE Circuit Court Case Number: 2020CF000001

» File Notice of Appeal Reviewing County Court Case Number: 2-02-01
» Common Law Record - COMPLETE

» Report Of Proceedings - COMPLETE Name

» Exhibit - COMPLETE

» Impounded Record - COMPLETE

» Sealed Record - COMPLETE

v Supplemental Record

=v Supplemental Record - 1 - COMPLETE
i CLR
~» ROP
~p Exhibit

» Impounded Supplemental Record

v Sealed Supplemental Record

=w Sealed Supplemental Record - 1 - COMPLETE
i CLR
~» ROP
~p Exhibit

» Package & Upload - INCOMPLETE

NOACoverSheet.pdf
CLR_Vol_1_of 1_201222_1345.pdf

ROP_Vol_1_of_1_201222_1327.pdf

Exhibit_Vol_1_of_1_201222_1342.pdf
ImpoundedRecord_Vol_1_of_1_201222 1534.pdf
SealedRecord_Vol_1_of 1 201222 1535.pdf

Su

ImpoundedSupplementalRecord1_Vol_1_of 1_201222 1

SealedSupplementalRecord1_Vol_1_of_1_201222_ 1547.pdf 4

l_’_l‘-:-w I
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Status of Sent Documents

If the eAppeals “Package and Upload” screen was used to send documents to the Reviewing
Court, the status of those transactions can be seen on the Case Details screen:

| Welcome CLERK, COURTNEY [DUPAGE]
eAppeal \ A pProfie fHome (DHelp [FrLogout
Case Details 2~
~
County Case# 2021Sw000018 County DUPAGE Reviewing Court Case#
Case Category Appeal Case Type Notice of Appeal - Child Deputy Clerk CLERK COURTNEY
Custody [ Allocation of
Parental Responsibilities
311(a) - Civil
Status OPEN Plaintiff/Petitioner TEST PLAINTIFF Defendant/Respondent TEST RESPONDENT
Notice Of Appeal Filed 08/03/2021 Date of Judge's order 07/23/2021 Trial Judge TEST JUDGE
Date appealed
Reviewing Court SECOND DISTRICT Locked NO Modified By COURTNEYCLERK on
APPELLATE COURT 08/19/2021 03:34 AM
Case Directory 2021sw0000I8_2021_08_03_02_30
Appellant is Business ? YES Appellant's Last Name ( LAST NAME Appellant's email ( for
or business name) electronic service)

Case Documents © Reload
Document Name Filing Code Status Envelope# Modified By Modified Timestamp
NOACoverSheet.pdf Notice of Appeal COMPLETE 245357 - ACCEPTED COURTNEYCLERK 08/20/202101:05 AM
CommonLawRecord_Temp.pdf INCOMPLETE COURTNEYCLERK 08/19/2021 02:30 AM
ReportOfProceedings_Temp.pdf INCOMPLETE COURTNEYCLERK 08/19/2021 02:30 AM
Exhibit_Temp.pdf INCOMPLETE COURTNEYCLERK 08/19/2021 02:30 AM
ImpoundedRecord_Temp.pdf INCOMPLETE COURTNEYCLERK 08/19/2021 02:30 AM
SealedRecord_Temp.pdf INCOMPLETE COURTNEYCLERK 08/19/2021 02:30 AM

Update Transaction Details Work On Case Retrieve Rev. Court Case Number Edit Case Back to Case List

Clicking the “Update Transaction Details” button will refresh the latest status and
reviewer comment for all documents sent to the Reviewing Court on that case.
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If you click on the “Envelope#” next to a document, a popup will bedisplayed:

Comments X

User Comment + 2021SW000018

Reviewer Comment : NOTICE OF APPEAL
DOCUMENT

A User Comment, a Reviewer Comment, or both will be displayed. The User Comment is a
comment sent along with document from the Package & Upload screen and the Reviewer
Comment is a comment entered by the reviewer while accepting or rejecting a transaction.

Out of County Case Transfer

Go to Home Page.

e ehppeal x o+ o - x
€ C @& testeappealillinoiscourtservices.net/eAppealTest/jsp/DashBoard.xhtml o H H N a2
Welcome CLERK, COURTNEY [DUPAGE]
eAppeal & Profile fi¥Home @Help [3*Logout
N
== —
%
Appeal Case Out of County Case 0 W
Maintenance

Transfer
- = 4

@ If you have any question, Please send email to support@eappeal.net

Copyright © 2021 Conscisys Corporation.

Once click on Out of County Case Transfer, you should see the Out of County Case List screen:
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Welcome CLERK, COURTNEY [DUPAGE]
eAppeal A profle GiHome @Help [GrLogout

Out of County Case Transfer

Case List (6 of 6) ¢ Reload :

County Case# Locked By County Action
1992D002130 DUPAGE =R @
2021CM00105] DUPAGE B @
202ICcmo00001 DUPAGE = =
202ITRO00002 DUPAGE B @
2021CM029384%4 DUPAGE =
202ICM003838 DUPAGE [~y

The above example shows several out of county cases that have been added to eAppeal by
other users in this county. If this is the first time that your County is using eAppeal, this list will
be empty.

Adding Out of County Case

To add an out of county case to EAppeal, click “Add Case” on the out of county Case List
screen (circled on the out of county Case List screen shown above). The “Add/Edit Case”
screen will be displayed:

Welcome CLERK, COURTNEY [DUPAGE]
eAppeal L.Profile {¥Home (DHelp [GrLogout

Add/ Edit Case

County Case# *

County * DUPAGE

Plaintiff/Petitioner *

Defendant/Respondent *

@ If you have any question, Please send email fo support@eappeal.net Copyright ® 2021 Conscisys Corporation.

An Asterisk (*) to the right of a field name indicates that it is required.
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County cannot be changed, they are filled in according to your User ID.

eAppeal

County Case# *
County *
Plaintiff/Petitioner *

Defendant/Respondent *

Welcome CLERK, COURTNEY [DUPAGE]

L rrofile (ZHome @DHelp [FrLogout
Add/ Edit Case

1992D002130
DUPAGE
LORETTA M REMLEY

CHARLES W REMLEY

ED D

€ I you have any question, Please send email to suppori@eappeal.net Copyright @ 2021 Conscisys Corporation.

In the example above, the required fields have been entered. When complete, click the
“Save” button (circled above). If information is missing or invalid, the screen will display
an error message in red to the bottom of the field in error.

If everything is correct, the case information is saved and the “Case Detail” screen is displayed:
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} Welcome CLERK, COURTNEY [DUPAGE]
eAppeal

L profile fitHome (@DHelp [FrLogout
Case Details 2
County Case# 202ICHO0000! County DUPAGE Reviewing Court Case#
Case Category Case Type Deputy Clerk CLERK COURTNEY
Status TRANSFER Plaintiff/Petitioner TEST PLAINTIFF Defendant/Respondent TEST RESPONDENT
Notice Of Appeal Filed 08/20/2021 Date of Judge's order Trial Judge
Date appealed
Reviewing Court SECOND DISTRICT Locked NO Medified By COURTNEYCLERK on
APPELLATE COURT 08/20/2021 04:31 AM
Case Directory 2021CHO00001_2021_08_20 04 3|
Appellant is Business ? NO Appellant’s First Name Appellant’s Last Name (

or business name)

Appellant's email ( for
electronic service)

(: Reload
Document Name Filing Code Status Envelope# Modified By Modified Timestamp
CaseRecord_Temp.pdf INCOMPLETE COURTNEYCLERK 08/20/2021 04:31 AM
ImpoundedRecord_Temp.pdf INCOMPLETE COURTNEYCLERK 08/20/2021 04:31 AM
SealedRecord_Temp.pdf INCOMPLETE COURTNEYCLERK 08/20/2021 04:31 AM
e "

‘Work On Case Edit Case ‘ Back to Case List ’

The case information is displayed on the top half of the screen, and the lower half of the screen
shows the status of the key components of the appeal. Buttons at the bottom of this screen allow
you to “Work on Case” and “Edit Case”.

For this demonstration, click the “Back to Case List” button (circled in the lower right of
the screen above) and we’ll return to the “Out of County Case List” screen:
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Welcome CLERK, COURTNEY [DUPAGE]
ceAppeal A Profile GHome (@Help [GrLogout

Out of County Case Transfer

Case List (7 of 7) O Reload g Add Case
County Case# Locked By County Action
DUPAGE

19920002130 DUPAGE B @

2021CMO0105] DUPAGE B @

2021CM000001 DUPAGE

202ITRO00002 DUPAGE

202ICM029384 DUPAGE

The new out of county Case now displayed in the list.

Navigating the Out of County Case Maintenance Screens

From this Case List screen, you can reach the Case Details screen by clicking on the underlined
Case Number at the left of each case line.

In the Case Details screen there are buttons to “Work on Case” and “Edit Case”. These same
functions can also be reached from this list screen, using the two icons on the right of each
Case line (circled above).

Creation of the Case folder

Creation of the Case folder under workspace happens automatically. This section is for user
information only and user does not carry out any this directly. Once the eAppeal.jnlp file runs on
the workstation, It will try to access the eAppeal workspace on pre-defined shared network drive . If the
configuration is valid, the case folder is created under the workspace.

E.g. If your workspace on network drive is R:\ILWebEAppeal\TransferCase_WorkSpace then the be
generated with the name <<Case Number>>+"_" +<<Case Creation Date>> + "_
+ <<HH_MM>> under this folder.

A\S /4

It will also generate the pre-defined folders under the case folder to copy the documents for
Case Record.
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B R
@Uv\ » Computer » EAppeals (\cherney) (R:) || ILWebEAppealTest » TransferCase WorkSpace » 2021CHO00001_2021 08_20_04 31 »l + [ 2 ][ search 2021CH000001.. 0
Fle Edit View Tools Help

Organize ¥ Bum  New folder = O @
Cloudstation 4 Name Type Size
i Recent Places

DUCS

CaseRecord W File folder

output 8/

A File folder

A Libraries
Bitcasa

heim judicial.gov) (1)

% ducssre (\twounder) (P:)

% EAppeals (\\chemey) (R)
5 share Mbwounden T

Case Record

we can use eAppeal to create the Case Record (CR).

1) The eAppeal Case Record screen is used to assemble and order imaged documents and
generate a single PDF Case Record file with a table of contents.

2) The PDF Case Record file must be made searchable using software outside of
eAppeal such as Adobe Acrobat. This is a requirement of the IL Supreme Court.

Select “Case Record” from the menu on the left side of the screen:

\ eAppeal © = Version 6 :: 2021CH000001
Applications

ase Record - INCOMPLET
» Impounded Record - INCOMPLETE
» Sealed Record - INCOMPLETE

eAppeal

Euir
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eAppeal © = Version 6 :: 2021CH000001

> ecord -
» Sealed Record - INCOMPL

eAppeal

Adding and Ordering Documents

The workspace section of the screen (in the center) labeled “Case Record - Documents” will

display all of the documents to be included in the Case Record. In the following example, no
documents have been added yet:

" eAppeal © :: Version 6 :: 2021CHO00001 -
Applications Case Record - Documents
Case Record - INCOMPLETE #  File Name Description
Impounded Record - INCOMPLETE
Sealed Record - INCOMPLETE

Case Number  Pages

Bottom

Calc. Pages

Convert all TIFF To PDF

Add Document

Remove Document

Reioad and Sort Docs
Reload New Docs

Copy Case Record Documents

Exit

Open Folder Save B Generate Case Record

The sample below shows a case with several documents.
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- —
% eAppeal © z Version 6 :: 2021CH0D0001 - X
Applications rCase Record - Documents
Case Regﬂéd = CC’;'PLETE #  File Name Description CaseMumber  Pages
Impounded Record - INCOMPLETE . "
- 1 Fummy.pd urmmy 21CH000001 [t up
Sealed Record - INCOMPLETE b theck va.pdf Iheckvs t‘izmpu:uwl 2 Downs
Tep
Bottom
Cale. Pages

Convert all TIFF To PDF

Add Document
Remove Document

Reload and Sort Docs
Reload New Docs

Copy Case Record Documents

Exit Open Folder Save & Generate Case Record View Case Record

Conventions and rules for naming case documents

1. Allowed file types for generating Case Record document are .TIF, .TIFF and .PDF.
2. Document name should be in the below mentioned format

DATE + “_" + DESCRIPTION + “!” + DOCUMENTID + FILE Extension (.TIF,
.TIFF, .PDF)

OR

DATE + “_" + DESCRIPTION + FILE EXTENSION (.TIF,.TIFF, .PDF)
Example:

08_17_2011_LEAVE GRANTED!B11230AA.BT3.tiff
12_15_2009_CONTINUED.tiff

3. User will not be allowed upload a PDF and TIFF file with the same name for a case
4. User can edit document description and date or mark a document as Impounded or Sealed
by selecting and right clicking on it.

In order to directly mark a document as impounded document, document
description should be written in the below mentioned format:

DATE + “_" + DESCRIPTION + “!” + DOCUMENTID + “IIMPOUNDED” +
FILE Extension (.TIF, .TIFF, .PDF)

OR

DATE + “_” + DESCRIPTION + “1IIMPOUNDED” + FILE EXTENSION
(.TIF,.TIFF,.PDF)
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In order to directly mark a document as sealed document, document description
should be written in the below mentioned format:

DATE + “_" + DESCRIPTION + “!” + DOCUMENTID + “ISEALED” + FILE
Extension (.TIF, .TIFF, .PDF)

OR
DATE + “_" + DESCRIPTION + “ISEALED"” + FILE EXTENSION
(.TIF,.TIFF,.PDF)
Example:

Impounded document :12_15_2009_CONTINUED!IMPOUNDED.tiff
Sealed document :12_15 2009 _CONTINUED!SEALED.tiff

5. To add documents on a case consolidated with the current case, the user can
create a folder with a consolidated case number as the name of the folder in the
CLR folder. Consolidated case documents then need to be added in this new
folder.

Buttons on the right edge of the screen:

Up
Down
Top

Bottom

Calc. Pages

Corvert all TIFF To POF

Add Document

Remove Document

Reload and Sort Docs
Reload New Docs

Copy Case Recond Documents

The “Reload and Sort Docs” button will add all files that are in the workspace Case Record
folder for this case, in the order of their file date. Note that in the example above, the local
naming convention for document files is to precede the document name with the date. This
allows eAppeal to order the files by date when they are added.

The “Add Document” button allows you to add one document at a time and specify its line
number (the line numbers can be seen in the screen above, to the left of each file name.

The “Remove Document” button allows you to remove the selected document from the Case
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Record. If you remove the document from the Case Record, it is also removed from the
workspace folder for this case.

The order of the documents can also be changed by selecting a document that you want to
move, then use the up/down/top/bottom buttons on the right side of the screen to move it.

The “Calc Pages” button will calculate the number of pages in each document and display the
number in the “Pages” column on the right of the screen (shown in the next sample screen).

The “Convert all TIFF to PDF” button: after adding all documents to the Case Record, this
button will convert all TIFF files to PDF in one step.

The “Copy Case Record Documents” button: This will open a folder of all Cases in the eAppeal
Workspace. Select a case, and all Case Record documents in that case’s Case Record folder will
be copied into this case. This button is helpful if the same case is appealed multiple times.

Marking Case Record Documents as Impounded or Sealed

A document in the Case Record can be designated as impounded or sealed by

right-clicking on the document in the Case Record center window. A small dialog box will
appear giving the option to “Edit” or “Mark Impounded” or “Mark Sealed (circled below).
Choosing “Mark Impounded” will change the color of the document title on the screen to Red
and by choosing “Mark Sealed” will change the color of the document title on the screen to
Maroon. When a document has been marked as impounded or sealed, the title will appear in
the Case Record table of contents in different colors (Impounded : Red, Sealed : Maroon), but
will not have a hyperlink to the document image. The document image also will not appear in
the Case Record. If an Impounded document was added in Case Record then an entry is
created in the “Case Record” section of the “Impounded Documents” section. And if a Sealed
document was added in Case Record then an entry is created in the “Case Record” section of
the “Sealed Documents” section. When the Impounded or Sealed Documents section is
generated (more on this on page XX), the document image (and a hyperlink from the table of
contents) will appear.
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eAppeal © = Version 6 :: 2021CH000001 - x

Applications Case Record - Documents
Case Record - COMPLETE &  FileName
Impounded Record - INCOMPLETE
1 dummy.
I Sealed Record - INCOMPLETE 2 d—gju:;rd‘

Case Number  Pages

21CHD0000 L 1 Up
2021CHOD000L 2

Case Record Down
Mark Impounded
Top
Mark Sealed
Bottom
Calc. Pages

Convert all TIFF To POF

Add Document
Remove Document

Reload and Sort Docs
Reload New Docs

Copy Case Record Documents

Exit Open Folder Save B Generate Case Record View Case Record

To change an impounded Case Record document to unimpounded, right-click and
choose “Mark Unlmpounded” (circled below).

eAppeal © :: Version 6 :: 2021CHO00001 - x
Applications Case Record - Documents
Case Recllzoéd = INCdONPLETE #  File Hame eEhiption Case Number Pages
Impounded Record - INCOMPLETE 1 Hummy!TMPOLNDED.PDF 210H000001 1 Up
b Sealed Record - INCOMPLETE T Edit Eﬁzmmm 2
Down
Case Record
Mark Unimpounded
Top
Mark Sealed
Bottom
Cak. Pages

Convert all TIFF To FDF

Add Document

Remove Document

Reload and Sort Docs
Reload Mew Docs

Copy Case Record Documents

Exit Open Folder Save B Generate Case Record

To change an sealed Case Record document to unsealed, right-click and choose “Mark
Unsealed” (circled below).
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eAppeal © i Version 6 : 2021CHO00001

Applications 1||rCase Record - Documents

Case Re;ogd = INCdOMPLETE #  File Name Description Case Number Pages.
Impounded Record - INCOMPLETE 1 Bummy.POF ey 20210HD0000 1 Up
- Sealed Record - INCOMPLETE 2 heckveFOF Thedcve Izgglcpmo;m B

» Case Record

Top

Bottom

Cac. Pages
Convert all TIFF To POF

Add Document

Remove Document

Reload and Sort Docs.
Reload New Docs

Copy Case Record Documents.

Exit Open Folder I Save & Generate Case Record I

Once all of the documents that you want to include in the Case Record are in the
list and in order, and any TIFF files have been converted to PDF, the final Case
Record step is to click the “Save and Generate Case Record” button (circled
below). eAppeal will join all the documents together and generate a single PDF
document that includes page numbers and a table of contents with hyperlinks to
each document.

While saving and generating, a “progress” dialog box will be displayed while the process
is working:

| 2| Progress .

Writing file on Disk - CaseRecord_Wol_1_of 1_210820_1006.pdf
« Estimated Progress - 100%

Case Record generated successfully

Multiple Volume Documents

The county eAppeal administrator can define the maximum file size limit of the CLR and ROP
files (up to 40mb, as per the IL Supreme Court standards). If the document exceeds that size, it
will be split into multiple parts. When the “Save & Generate” button on the Case Record screen
is pressed, multiple Case Record documents may be created depending on the total size of the
documents added. The output file names will follow a pattern of CR_N_OF_X followed by

timestamp, where N = the sequence number and X = the total number of volumes (see the
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example below).

In @ multi-volume document, a complete table of contents is repeated in each volume.
However, the table of contents in each volume contains hyperlinks only to documents in
that volume.

Each volume is a PDF document that can be viewed and must be made searchable before
sending to the Reviewing Court. The searchable volumes/files can then be sent to the
Reviewing Court from the eAppeals “Package & Upload” screen by placing a check next to
each one that should be sent, or using any other E-Filing service.

Impounded Record

Impounded Record - Case Record Document

#  FileName

Description CaseNumber  Pages
1 umay! IMPOUNDED.PDF

021CH000001 1 Calc. Pages

aled Record -
Case Record

Exit ll Save & Generate Impounded Record II

An Impounded Record section is created if any items in the Common Law Record, the Report of
Proceedings, or the Exhibit sections were marked as Impounded . The items that were marked as
Impounded appear in red both on the eAppeal screens and in the Table of Contents where they
originally appeared, the Table of Contents entry will not have a hyperlink to the document image, and
the document image will not appear in the section. Instead, the document image is moved to the
Impounded Record section (into the appropriate subsection — Case Record) and an entry is created in
the Impounded Record Table of Contents with a hyperlink to the document image. Clicking on the “»”
to the left of “Impounded Record” will display the Case Record headings within the Impounded Record,
and double-clicking any of these headings will display the work screen to add or order documents, or to
generate the Impounded Record section.

The “Save and Generate Impounded Record” button at the bottom of the screen (circled
above) will join all the documents together and generate a single PDF Impounded Record
document that includes page numbers and a table of contents with hyperlinks to each
document.
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Sealed Record

efppeal € = Version 6 = 2021CH000001 - x
Applications r Sealed Record - Case Record Document
» Case Record - INCOMPLETE #  FileHame Description CaseNumber  Pages
'I’:”'Egunde‘j Rracurd - INCOMPLETE 2 Pummy - Copy!SEALED.PDF dummy - Copy P0210HO00001 |1 Calc. Pages

ealed Record - INCOMPLETE
» (Case Record

Exit ! Save & Generate Sealed Record !

» Common Law Record - COMPLETE
» Report Of Proceedings - COMPLETE
» Exhibit - COMPLETE
» Ippewrte Record GOMPLETE
ealed Record - INCOMPLI
>

e @ ord
» Impounded Supplemental Record
» Sealed Supplemental Record

» Package & Upload - INCOMPLETE

Exit < Save & Generate Sealed Record >

. eAppeal © :: Version 6 :: 2020CF000001 :: Open - X I
Applications | |- Sealed Record - CLR D

» NOA Cover Sheet - COMPLETE #  FileName Description CaseNumber  Pages

» File Notice of Appeal 2 p2_02_2020_Address!SEALED.pdf |address [2020cFo00001 It | Calc. Pages

A sealed Record section is created if any items in the Case Record were marked as sealed . The
items that were marked as sealed appear in red both on the eAppeal screens and in the Table of
Contents where they originally appeared, the Table of Contents entry will not have a hyperlink to
the document image, and the document image will not appear in the section. Instead, the
document image is moved to the sealed Record section (into the appropriate subsection — Case
Record) and an entry is created in the sealed Record Table of Contents with a hyperlink to the
document image. Clicking on the “P” to the left of “sealed Record” will display the Case Record
headings within the sealed Record, and double-clicking any of these headings will display the work
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screen to add or order documents, or to generate the sealed Record section.

The “Save and Generate Sealed Record” button at the bottom of the screen (circled above)
will join all the documents together and generate a single PDF Sealed Record document that
includes page numbers and a table of contents with hyperlinks to each document.

Help with eAppeal

You can contact eAppeal support by email at support@eappeal.net.
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