lllinois E-Filing Tips & Instructions

In order to E-File your case, you must first choose an Electronic Filing Service Provider (EFSP). NIJC & CVLS
use Odyssey E-File, as it is free and easy to use: https://efileil.tylertech.cloud/OfsEfsp/ui/landing. If this is
your first time E-Filing, you must create an account and register. In order to waive fees for your client, you
will also have to set up a waiver account. Instructions and training videos for using the Odyssey service are
available at: https://odysseyfileandserve.zendesk.com/hc/en-us/sections/360010234812

1. Fill Out and Sign Your CLSP
NIJC provides a sample CLSP form along with your case file. You should fill out and sign your
CLSP along with your initial documents, to waive fees associated with the case:

IN THE CIRCUIT COURT I'OR 'TTIL

JUDICIALCIRCUIT, _ COUNTY, ILLINOIS

IN RE: )
)

)

CLIENT NAME. Petitioner. )
)

V. ) Case No.

)

)

)

NAME, Respondent. )

RULE 298 CERTIFICATION FOR WAIVER OF FEES REPRESENTATION BY CIVIL
LEGAL SERVICES PROVIDER OR COURT-SPONSORED PRO BONO PROGRAM

Pursuant to Supreme Court Rule 298, the undersigned 1 hereby certifies that he/she

is a pro bono attorney for the National Immigrant Justice Center, a civil legal services provider or
court-sponsored pro bono program as defined in 735 I1.CS 5/5-105.5(a), and that the National
Immigrant Justice Center has made the determination that _ CLIENT NAME__ has income ol
125% or less of the current official poverty guidelines or is otherwise eligible to receive services
under the eligibility guidelines of the civil legal services provider or court-sponsored pro bono
program. As a result, under Supreme Court Rule 298, _CLIENT NAME__is eligible to sue or
defend without payment ol fees, costs or charges as delined at 735 IL.CS 5/5-105(a)(1).

[ATTORNLEY SIGNATURLE|

Pro Bono Attorney

Attorney Name:
Address:
Phone:

E-Mail:


https://efileil.tylertech.cloud/OfsEfsp/ui/landing
https://odysseyfileandserve.zendesk.com/hc/en-us/sections/360010234812

2. Create a Waiver Account in the Odyssey eFile Account
From your dashboard:
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1. Click on the Orange Actions tab in the upper right-hand corner

2. Click Payment Account.
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Payment Accounts
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3. Click Add Payment Account.
4. Name the payment account: (here it’s called Waiver).
5. Click Payment Account Type, choose Waiver.

@ Add Payment Account

Payment Account Name Payment Account Type Active

o

e oo Mo items to display ~ ©

Payment Account Name

Waiver

Payment Account Type

‘Waiver

Undo Save Changes

6. Click Save Changes.

Now you are ready to file your client’s case!



3. File Your Case and Upload Your CLSP

After you initiate your case in the eFile system, you will upload your initial pleadings. You must
upload a CLSP as well, in order to avoid being charged for the filing.

1. Under “Filing Code,” choose “Waiver Filed” (NOT “fee waiver!”).

2. Upload your scanned, signed CLSP, and name it. The total fee will still show up:
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3. After uploading your document, you will need to select a payment account — choose
your previously selected “Waiver” account. This should return the amount due to zero.
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4. When you are ready to submit your whole filing, you will be given a final warning to
upload your CLSP:
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5. Click “done,” and finish submitting your filing according to the eFile instructions.



