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Accepting Service / Receiving a Claim

When a New Claim is filed or a subsequent Package is
Served, the eServe system  sends an email message
notification of Service to the designated representative
of the Party being Served.

Striking the Hyperlink “Click Here to View and accept
service” Will bring the User to the eServe Logon Screen
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eServe is a Internet based application.

If not accessing eServe from a link contained within
an email notification of service, open an internet
browser application and type in the following URL
[Uniform Resource Locator] which is associated with
the eServe web site :

http://www.e-law.com/Login.asp
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When the web site appears, eServe is
accessed by entering a User ID and
Password in the appropriate Fields and
then Clicking on the Sign in Button
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Upon successful login the User is presented with the
eLaw Main Navigation Screen.  eServe is accessed by
Striking the e-Serve Button at the top of the screen or
by Clicking the eServe Link that appears in the
middle of the screen.
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Upon entering the eServe system the User will
see a link to the Claim that has been filed.
The link appeares in the eServe Inbox.
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In addition to an email message a link to the
filing appears in the eServe Inbox.

Clicking on the new served package hyperlink
will create a Folder for the Claim and display
the Package that contains the Demand
Documents.
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Once in the Folder, Click on the + symbol, that
appears to the left of the Folder Name, in order to
display Packages that are contained within the Folder.

Clicking on the Package will cause the contents of the
Package to be displayed.

Clicking on the Document Name will generate a copy
of the document to view.
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A Document may be navigated using the Adobe
Bookmarks, if the Claimant has filled in the
Document Description field as documents were
added to the Package.



13Copyright © e-Law LLC 2005 All Rights Reserved Page

A Folder may be shared with Users within the same
account or Users in another account.  To share a
Folder the party who will be sharing the Folder is
required to have an eServe Account.

Clicking on the Folder Name results in the eServe
system displaying the options associated with a
Folder.

To Share a Folder with another eServe User start by
Clicking on the Manage Security Button.

Sharing a Folder
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As a result of Clicking on the Manage Security Tab,
the eServe system displays the Users who are
currently Sharing the Folder [Claim].

Click on the Manage Users Icon to Add or Remove a
User from sharing a Folder or to make changes to a
User’s Folder options.

When Alerts are checked it indicates that the User is registered for eWatch.  When the Service Recipient
is checked that indicates that the User appears on the Service list that is displayed by the Claimant and
NAF.  Only one User may be designated as the Service Recipient for a Folder / Claim. The Check Boxes
under Alerts and Service Recipient are displayed on this screen for information purposes only and can not
be changed on this screen.
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In response to Clicking the Manage Users Icon
the eServe system displays all of the eServe Users
related to the same account as the User.  The
eServe system will also list all Users currently
sharing the Folder and User’s in other eServe
accounts with whom other Folders have been
Shared.

The Users with check boxes illuminated are
currently Sharing the Folder.
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In this example we are going to Share the Folder
with the User Insurance Company  One Master
and Insurance Company One Staff.

Checking the Alerts Box will add the Claim to the
Users eWatch for monitoring.

In this example we are going to change the
Service Recipient form the User who was initially
served to a User who will be involved with the
Claim through to Closing.

When sharing a Folder with other User’s the User
doing the sharing may enter in a message that will
be sent to notify the other User’s that they now
share a Folder.

Click the Save button to finalize the changes to
the Sharing Options for the Folder.

Every Claim has to have a
Service Recipient
identified.  The User that
is specified as the Service
Recipient will appear on
the Service List displayed
by the Claimant and will
be served future Packages.
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After saving the changes to the Sharing Options
for the Folder the eServe system will display the
Manage Security screen.  The Manage Security
screen reflects all of the Users who now Share the
Folder.  It also reflects the Share options that have
been selected for each User.
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User’s who were added to Sharing the Folder with the Alerts
Checkbox illuminated will receive an email Alert notifying them
that they have been added to Share the Folder.

Example of email

notific
ation that

accompanies the Sharing

of a Folder
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When a User who has been added to Share a Folder logs into their
eServe Account and accesses their eServe Inbox, they will see a
notice of a Folder being Shared with them.  Clicking on the Inbox
hyperlink will take the User to the Folder that has been Shared.
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Clicking on the new Shared Folder link results in the eServe
system displaying the Folder that contains the Details for the
Claim that is being Shared.

Clicking on the + symbol, that sits to the left of the Folder
name, will display the Packages contained within the Folder.
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Adding a Package to a Folder

To add a new Package to a Folder, Click on the Folder
and then Click on Add a Package to this Folder.

The Add a Package function is used to create Packages
containing Prepped File, Response, Pre Hearing, etc.
Documents.
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Clicking on the Add a Package to this Folder
hyperlink results in the eServe system displaying the
Create a Package screen.

To proceed with creating a new Package, enter a
name for the Package in the Package Name: field.
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In this example we are creating a Package that will
contain documents that will be used by an Attorney in
preparing a Response to the Demand.

After entering a name for the Package Click on the
Create Package button.

Note: Entering a Description for the Package is
optional.
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Documents may be added to the Package either by
Attaching a Document to the Package or Creating a
Divider Sheet to accompany a Faxed or Scanned
Document ensemble.

Documents may be added to an eServe Package either by
Attaching a document directly from a Computer or using a
Divider Sheet to accompany a Faxed or Scanned Document
ensemble.

No matter how a document is added to a Package it will be
converted to the PDF format.  Once converted, documents
are viewed using

Adding Documents To A Package
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Attaching a Document

Use the Add a Document to this Package function to attach documents
located on an eServe User’s PC or Network Drives that the User is
authorized to access.

Clicking on the Add a Document to this Package hyperlink causes
eServe to display a screen for adding up to 5 documents at a time.
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Clicking on the Add a Document to this Package
hyperlink causes eServe to display the Attach
Documents screen for attaching up to 5 documents at
a time.

To add a document to a Package using the Attach
Documents option, begin by selecting a Document
Type.

To select a Document Type click on the words Please
Select …
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Clicking on Please Select … will cause the eServe
system to display a list of NAF Document Types.

Select the appropriate Document Type by Clicking on
the desired Document Type.
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After selecting the desired Document Type the
eServe system  responds by displaying the Attach
Documents screen  with the Document Type selected
seeded in the Document Type: field.

Continue the Attaching a Document process by filling
in the Document Description field.
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After filling in the Document Description field, Click
on the Browse Button



30Copyright © e-Law LLC 2005 All Rights Reserved Page

Clicking on the Browse Button will result in the eServe system
displaying the Chose file screen which is resident on the User’s PC.

Use the Chose file function to navigate the User’s PC and authorized
Network Drives.  When the document to be attached is located Click on
the document name.
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Clicking on the document name will result in the document name
appearing in the File name field.  Click on the Open button to complete
loading the document to the eServe Attach Documents screen.
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If more than one document is going to be added,
continue the same process of selecting a Document
Type, filling in the Description field and navigating
the PC and Network drives to locate a document.

After all documents to be added to the Package [up to
5 at a time] have been located, Click on the Attach
Documents Button to upload the documents into the
eServe system.
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After Clicking the Attach Documents Button the
eServe system will upload the selected documents.

When the upload process has been completed the
eServe system will display the documents and the
Document Status will reflect Ready.
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Adding a Document to a Package Using a Divider Sheet

In addition to Attaching a document, Documents may
also be added to a Package via Fax or the Uploading
of a Scanned Document ensemble.

Both Faxing and the Uploading of  a Scanned
Document begin with the creation of a Divider Sheet.
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2

Step 1

Create Divider Sheets

Print Divider Sheets

Step 2

Step 3
Assemble Document Ensembles

Step 4
Fax the Document Ensemble

To eServe

Scan the Document Ensemble

Then Upload the Scanned
Document Ensembles into eServe

Or

A “Divider Sheet.” is used as the Cover Page when using a Fax machine to add Documents to
an eServe Package. The Divider Sheet may also be incorporated into document ensembles that
are created using document scanning technologies.  After scanned document ensembles have
been created the eServe Document Upload function is used to upload the documents into the
eServe system.

1

3
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To create a Divider Sheet Click on the Add via
Divider Sheet to this Package link, which appears on
the Documents screen.
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The add via Divider Sheet option may also be
accessed from the Package Options screen.  To add a
Divider Sheet from the Package Options screen,
Click on the Add a Divider Sheet to this Package
hyperlink.
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Clicking on the Add via Divider Sheet Icon or the
Add a Divider Sheet to this Package hyperlink will
result in the eServe system displaying the Create a
Divider Sheet screen.

To proceed with creating a Divider Sheet Click on
“Please Select” which appears after the words
Document Type:.
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Clicking on Please Select will result in the eServe
system displaying a list of Document Types.

Select the appropriate Document Type.
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After selecting a Document Type the eServe system
displays the Create a Divider Sheet screen with the
Document Type loaded into the Document Type:
field.

After the Document Type has been seeded the
Document Name and Description may be entered by
the User who is creating the Divider Sheet.
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After entering the Document Name and Description,
Clicking on the Create Divider Sheet Button will
result in the eServe system generating and displaying
the Divider Sheet.
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Clicking on the Create Divider Sheet Button will
result in the eServe system generating and displaying
the Divider Sheet.

To print the Divider Sheet for use in a Fax or
Scanned document ensemble Click on the Printer
Icon that appears on the top of the page.
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Closing the screen that displays the Divider Sheet
results in the eServe system displaying the Package
Documents screen.

The Document Status of the Divider Sheet will
remain “Divider Sheet” until the eServe system
receives a document with the Divider Sheet as the
lead page to either a Fax or uploaded scanned
document ensemble.
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If more that one Divider Sheet is required to support
the submission of documents, Click on the Multiple
Divider Sheets Tab that appears on the Create a
Divider Sheet screen.

After Clicking on the Multiple Divider Sheets Tab.
Click on the Divider Sheet Button that appears next
to the words Add New.

Creating  Multiple Divider Sheets
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Clicking on the Divider Sheet Button that appears
next to the words Add New results in the eServe
system displaying the screen for creating Divider
Sheets.

To initiate the creation of a Divider Sheet, Click on
the blank space that appears under the word
Document Type.
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Clicking  on the blank space that appears under the
word Document Type results in the eServe system
displaying the Add a Divider Sheet screen.

To add a divider sheet Click on the words Please
Select … that appear next to the label Document
Type:.
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Clicking on the words Please Select ... that appear
next to the label Document Type: will result in the
eServe system displaying a list of NAF Document
Types.

Select the appropriate Document Type to seed the
document type in the Document Type: field.
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With the Document Type field seeded complete the
Divider Sheet creation by filling in a name for the
document in the Document Name: field and entering
in a description of the document in the Description:
field.

After filling in the Document Name and Description
fields Click on the OK Button to complete the
Divider Sheet creation process.
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Clicking on the OK Button on the Create a Divider
Sheet screen will result in the eServe system
displaying the information [Document Type,
Document Name and Description] that has been
entered for the Divider Sheet that will be created.

To add another Divider Sheet Click on the Divider
Sheet Button that appears next to  the words Add
New.
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Clicking on the Divider Sheet Button that appears
next to  the words Add New will result in the eServe
system adding another row for the entry of
information for a subsequent Divider Sheet.

Repeat the steps in the prior illustrations to create
multiple Divider Sheets.
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When the information for all Divider Sheets
[Document Type, Document Name and Description]
has been entered Press the Create Multiple Divider
Sheets Button to generate the Divider Sheets.
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Clicking on the Create Multiple Divider Sheets
Button  causes the eServe system to generate the
Divider Sheets.

The eServe system displays the Document Screen
after it has completed generating the Divider Sheets.

To view and print the Divider Sheets Click on the
Print Divider Sheets Icon.
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Clicking on the Print Divider Sheets  Icon  will result
in the eServe system displaying the Divider Sheet(s).

To print the Divider Sheet(s) Click on the Printer
Icon that appears on the top of the page.



54Copyright © e-Law LLC 2005 All Rights Reserved Page

Closing the screen that displays the Divider Sheet
results in the eServe system displaying the Package
Documents screen.

The Document Status of the Divider Sheet will
remain “Divider Sheet” until the eServe system
receives a document with the Divider Sheet as the
lead page to either a Fax or uploaded scanned
document ensemble.
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2

Step 1

Create Divider Sheets

Print Divider Sheets

Step 2

Step 3
Assemble Document Ensembles

Step 4

Fax the Document Ensemble
To eServe

When Faxing a document into the eServe system the “Divider Sheet.”
is used as the Cover Page.  For convenience the eServe system will
accept many sets of Divider Sheets and documents in one Fax call.

1

3

Adding Documents via Fax
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After Faxing the documents, dialing the Phone
Number that appears on the the Divider Sheet, and
receiving a confirmation message that the Fax has
been sent, return to the eServe system to check the
status of the document(s) that were sent via Fax.

When the Document Status of the Document Name
associated with the Divider Sheet changes to Ready
the eServe system has processed the document(s) that
was Faxed.

NOTE:
After Faxing a document and receiving a
Confirmation that the Fax has been sent it is
suggested that the User revisit the eServe system in
20 - 30 minutes to check the status of the document.
If after 45 minutes the Document Status does not
change to “Ready” contact the eServe Help Staff to
verify the status of the Fax.
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When the Document Status of the Document Name
associated with the Divider Sheet changes to Ready
the eServe system has processed the document(s) that
was Faxed.

To view the results of Faxing, Click on the Document
Name to view and verify the document that has been
loaded into the eServe system.
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After  viewing the document that has been loaded
into the eServe system, Click on the        on the top
right of the document display screen to close the
document.
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Closing the Document Viewer screen returns the User
to the Package Document s screen.
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2

Step 1

Create Divider Sheets

Print Divider Sheets

Step 2

Step 3
Assemble Document Ensembles

Step 4

Scan Document Ensembles

Then Upload the Scanned
Document Ensembles into eServe

1

3

Step 5

After creating, printing the divider sheet(s) and creating a Scanned Document
Ensemble the next step is to Upload the documents into the eServe System
[STEP 5]. At the current time the eServe system recognizes and will process
document ensembles that are in the .TIF format.

Adding a Scanned Document
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After creating the Scanned document(s) ensemble the
next step is to Upload the Document(s) into the
eServe system.

 To Upload a scanned document ensemble begin by
Clicking on the Upload a Document with Divider
Sheets hyperlink that appears on the Package Options
screen.
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Upon Clicking on the Upload a Document with Divider Sheets hyperlink
the eServe system will respond by displaying the Upload Document
screen.  Clicking on the Browse Button initiates a User guided search of
the Users PC and authorized Network Drives.  This search is intended to
result in locating the .TIF file that contains the scanned document
ensemble.
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Upon Clicking on the Browse Button on the Upload Document screen
the system will display the Choose file function that is resident on the PC
that is accessing eServe.

Use the Chose file function to navigate the PC and authorized Network
Drives.  When the document to be attached is located Click on the
document.  When the document appears in the File name field, Click on
the Open button to select the file to be uploaded into eServe.
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Clicking on the Open button will cause the eServe system to prepare to
upload the document that was selected.  When the document path and
name appear in the Document Name: field, the document is ready to be
Uploaded.

To complete the document upload process Strike the Upload Document
Button.
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Striking the Upload Document Button results in eServe transferring a
copy of the document into the eServe system.  When the file copy
transfer is completed the eServe system responds by displaying the
Package Options screen for the Package into which the documents have
been uploaded.

Clicking on the Documents Tab of the Package Options screen will
display the document(s) that has been Uploaded
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Clicking on the Documents Tab of the Package Options screen will
display the document(s) that has been Uploaded.  After the document has
been uploaded the Document Status should be displayed as Ready.

To view the results of the document upload process, Click on the
Document Name to view and verify the document that has been loaded
into the eServe system.
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Clicking on the Document Name will result in the
eServe system displaying the document that has been
loaded into the eServe system.

After  viewing the document that has been loaded
into the eServe system, Click on the        on the top
right of the document display screen to close the
document.
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Closing the Document Viewer screen returns the User
to the Package Document s screen.
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When all documents that are to be included in a Package have been
Attached, Faxed or Uploaded into the Package the Serve this Package
Tab will appear on the Package options menu.

The appearance of the Serve this Package Tab indicates that the
documents in the Package are in a state that would allow them to be
Served.  Click on the Serve this Package Tab to initiate Service of the
Package.

Serving a Package
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Clicking on the Serve this Package Tab will result in the eServe system
displaying the Serve this Package screen.

After reviewing the Service List and charges Click on the Go Ahead and
Serve Button to Serve the Package.
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The eServe system displays the Gavel while it
processes the request to Serve the Package.  The
Browser should not be closed until the screen
displaying the Gavel is replaced with the screen
confirming the Service is in progress.
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After serving the package the system displays a
Confirmation screen that reflects the parties that have
been served and the status of the Service.
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When the Served parties opens the Package that was
Served a Certificate of Service is generated and
added to the status of the party.

Clicking on the Certificate Icon will display a
Certificate of Service.

Certificate of Service
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The Certificate can be viewed and printed.

When done viewing the Certificate close the Browser
window.
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Closing the Certificate of Service display screen
returns the User to the Service List display screen.
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Searching for Users to Share a Folder

A Folder may be shared with Users within the same
account or Users in another account.  To share a
Folder the party who will be sharing the Folder is
required to have an eServe Account.

Clicking on the Folder Name results in the eServe
system displaying the options associated with a
Folder.

To Share a Folder with another eServe User start by
Clicking on the Manage Security Button.
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As a result of Clicking on the Manage Security Tab,
the eServe system displays the Users who are
currently Sharing the Folder [Claim].

Click on the Manage Users Icon to Add or Remove a
User from sharing a Folder or to make changes to a
User’s Folder options.
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After Clicking on the Manage Users Icon the
system displays a list of Users from the same
account as well as User’s with whom the account
has Shared this and / or other Folders.

If the eServe User with whom the Folder is to be
Shared does not appear on the list of Users that is
displayed, Click on the Search for Users Button to
locate other Users with whom to Share a Folder.
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To search for a User with whom to share a Folder
enter in search criteria.

When entering search criteria a value is required
in either the First, Last or Firm Name fields.
Entering in multiple criteria will minimize the
number of entries displayed on the search results
list.
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In this example we are entering in the Firm
‘Richard C. Lewis.”  After entering in the search
criteria Click the Search button.
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The system displays the User’s that were located
in the search at the bottom of the screen.  In this
example two User’s were located as a result of the
search.

If the User (s) who will be sharing the Folder is
displayed proceed to the next step in sharing a
Folder.

In the event that the eServe User does not appear
on the list, Click on the Search for Users Button
and refine the search criteria that was entered.
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In this example we are going to Share the Folder
with the User Richard C. Lewis

Checking the Alerts Box will add the Claim to the
Users eWatch for monitoring.

When sharing a Folder with other User’s the User
doing the sharing may enter in a message that will
be sent to notify the other User’s that they now
share a Folder.

Click the Save button to finalize the changes to
the Sharing Options for the Folder.
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After saving the changes to the Sharing Options
for the Folder the eServe system will display the
Manage Security screen.  The Manage Security
screen reflects all of the Users who now Share the
Folder.  It also reflects the Share options that have
been selected for each User.
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Removing a User From Sharing a Folder

When a User no longer has a need to Share a
Folder they may remove themselves from sharing
a folder.  In addition to a User removing
themselves from sharing a Folder any other User
who is sharing a Folder may remove another User
from sharing Folder.

When removing a User from sharing a Folder the
system requires that at least one remaining User
be listed as a Share on the Folder.  In addition to
the requirement that one User share the folder, the
system requires that at least one User sharing the
Folder be selected as the Service Recipient.
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To remove a User from sharing a Folder uncheck
the Share Checkbox and if that User is the Service
Recipient or has the Alerts Checkbox illuminated
remove the checks in those two boxes.

If the User being removed was designated as the
Service Recipient  a new Service Recipient  will
need to be selected.

Clicking the Save button to make the changes to
the Folder.

Every Claim has to have a
Service Recipient
identified.  The User that
is specified as the Service
Recipient will appear on
the Service List displayed
by the Claimant and will
be served future Packages.

Check
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After saving the changes to the Folder the system
displays the eServe main screen.

The Folder that was removed from the User’s
Share not longer is listed on the Claim
Assignment list.

When the Service Recipient is modified on a
Folder the Service List viewed by the Claimant
will reflect the new  Service Recipient.

Service List Viewed by Claimant



87Copyright © e-Law LLC 2005 All Rights Reserved Page

Archiving a Folder

The Archive Folder Option is used to prevent a
Folder from being displayed on the Claim
Assignment list.

To Archive a Folder, Click on the Edit this Folder
option that is displayed on the Folder Options
screen.

Using the Archive Folder
option will prevent the
Folder from being
displayed by all User’s
who share the Folder.
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Clicking on the Edit this Folder option will result
in the display of the Edit Folder Screen.

To Archive a Folder, Click on the Checkbox that
is adjacent to the word Status.
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After checking the Status box, Click on Save to
save the change to the Folder.
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Click on Save to save the change to the Folder
will result in the Folder being removed from the
Claim Assignment list.
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After Archiving a Folder the Folder may be
viewed by adding a Check to the Checkbox that is
adjacent to the words Show Archived Folders.
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Adding a Check to the Checkbox that is adjacent
to the words Show Archived Folders will result in
the eServe system displaying all Archived Folders
in addition to all other Folders that may be
assigned to the User.

The presence of the      Icon next to the Folder
Name is the indication that the Folder has been
archived.

Once displayed the Archived Folder may be
opened to view its contents.

Should the User wish to remove the Archive
status from the Folder they would edit the folder
and uncheck the Archive indicator.
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Editing A Folder

The Recipient of the Claim may from time to time
wish to modify the Claim data that is displayed in the
Folder Header.

To modify Claim data that is displayed, Click on the
Folder on the left panel on the screen.  Clicking on
the Folder will display Folder options.

Click on the Edit this Folder option to change the
Claim data that is displayed in eServe.

Note:  Changing the data in eServe will only change
the data that is displayed by the Users who are
sharing the Folder.  The changes that are made will
not be reflected on the Folder displayed by the
Claimant or change the data that resided in the NAF
system.
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Data that is not Grayed out on the screen may be
modified.  After changing the data, Click on the Save
button to make the changes to the data that is
displayed for the Folder.

Clicking on the Status box will cause the Claim to be
hidden from all Users who Share the Folder.  This
feature may be utilized when a Claim has been settled
and there is no reason to display the Claim along with
Active Claims.
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A document may be Edited, Deleted, Copied or
Moved by Clicking on the appropriate edit Icon
that appears to the left of the document name.

x

Editing A Document
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Edit

Delete

Copy

A document may be Edited, Deleted, Copied or
Moved by Clicking on the appropriate edit Icon
that appears to the left of the document name.

Utilize the Edit option to change a Document Attribute

Utilize the Delete option to delete a Document

Utilize the Copy option to copy a
Document to another Package

Utilize the Move option
to move a Document to
another Package

Move
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Creating and Sending Notifications

To notify other Users sharing a Folder of an
Action, Click on the Send Notification to Users of
this Folder Button.

This menu of options is displayed by Clicking on
the Claim Folder Id.



98Copyright © e-Law LLC 2005 All Rights Reserved Page

When the Send Notification to Users of this Folder Button is Clicked the
system will display a “Message to Users:” box.  The notification
message is entered into this box.

The Users to be Notified can be selected by checking the Notify box
adjacent to their name.  By default all Users are pre selected to receive
the Notification.

After the message has been entered Click the Send Button to Send the
Notification to the selected Users.
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Each User selected will receive the Notification in their eServe
Inbox .  Users who’s profile on the Folder is set to receive
Alerts will also receive an email message with the Notification.

Clicking on the link New Folder Notification to View …. will
display the message that was entered.
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After viewing the Notification Clicking on the OK Button will
remove the Notification from the system.

If a copy of this message is to be retained it is suggested that
the User copy and paste the message to a Text processing
program for retention.
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Notification Recipients who receive a copy of the
Notification by email in addition to their eServe
Inbox, will receive the email message below.
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Adding Documents to the My Documents Folder

The My Document s function allows documents may
be added to the eServe system before a Package, to
house them, has been created.  To utilize the My
Documents option Click on the My Documents link.
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Clicking on the My Documents link results in the
eServe system displaying the My Documents options
screen.

Click on the Add Document Icon to initiate the
process for adding a document by attaching a
document located on an eServe User’s PC or Network
Drives that the User is authorized to access.

Attaching a Document
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Clicking on the Add Document Icon causes
eServe to display the Attach a Document screen

To add a document to a Package using the Attach
a Document option, begin by selecting a
Document Type.

To select a Document Type click on the words
Please Select …
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After the Document Type has been filed in, Click
on the Browse Button to continue the Attach a
Document process.
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Clicking on the Browse Button will result in the eServe system
displaying the Chose file screen which is resident on the User’s PC.

Use the Chose file function to navigate the User’s PC and authorized
Network Drives.  When the document to be attached is located Click on
the document name.
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Clicking on the document name will result in the document name
appearing in the File name field.  Click on the Open button to complete
loading the document to the eServe Attach a Document screen.
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Continue the Attach a Document process by filling in
the Document Description field.



109Copyright © e-Law LLC 2005 All Rights Reserved Page

After  the Document Type, Document Name
[including the Path] and the Document Description
have been filed in, Click on the Attach Documents
Button to upload the documents into the eServe
system.
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After Clicking the Attach Documents Button the
eServe system will upload the selected documents.

When the upload process has been completed the
eServe system will display the document in the
Document Name field  and the Document Status will
reflect Ready.
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Adding a Document Using a Divider Sheet

In addition to Attaching a document, Documents may
also be added to a Package via Fax or the Uploading
of a Scanned Document ensemble.

Both Faxing and the Uploading of  a Scanned
Document begin with the creation of a Divider Sheet.

To create a Divider Sheet Click on the Add via
Divider Sheet Icon, which appears on the Documents
screen.
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Clicking on the Add via Divider Sheet Icon or the
Add a Divider Sheet to this Package hyperlink will
result in the eServe system displaying the Create a
Divider Sheet screen.

To proceed with creating a Divider Sheet Click on
“Please Select” which appears after the words
Document Type:.
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Clicking on Please Select will result in the eServe
system displaying a list of Document Types.

Select the appropriate Document Type. When adding
a Document in this manner a different, non NAF, list
of Document types will be displayed.

Documents that are added to the Documents Folder
may not be served electronically with NAF.  To add a
valid NAF Document Type, move the document to a
NAF Package and then edited the document and
replace the Document Type with a valid NAF
Document Type.
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After selecting a Document Type the eServe system
displays the Create a Divider Sheet screen with the
Document Type loaded into the Document Type:
field.

After the Document Type has been seeded the
Document Name and Description may be entered by
the User who is creating the Divider Sheet.

Clicking on the Create Divider Sheet Button will
result in the eServe system generating and displaying
the Divider Sheet.
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Clicking on the Create Divider
Sheet Button will result in the
eServe system generating and
displaying the Divider Sheet.

To print the Divider Sheet for
use in a Fax or Scanned
document ensemble Click on
the Printer Icon that appears on
the top of the page.
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When the Document Status of the Document Name
associated with the Divider Sheet changes to Ready
the eServe system has processed the document(s) that
was Faxed or Uploaded into the eServe system..

NOTE:
After Faxing a document and receiving a
Confirmation that the Fax has been sent it is
suggested that the User revisit the eServe system in
20 - 30 minutes to check the status of the document.
If after 45 minutes the Document Status does not
change to “Ready” contact the eServe Help Staff to
verify the status of the Fax.
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Adding a Document as an email Attachment

To add a Document to an eServe Package using
email, click on My Documents on the left side of
the screen and then Strike Add via email Icon
located on the right side of the screen.
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The eServe system should interact with the email package on the PC to
display a pre addressed email with instructions on using email to add
Documents to a Package.

Select the Attach Tool to add documents to the email message.

Note:

The email address sending the documents to eServe must match
the email address associated with the User account that  will be
used to work with the Documents in eServe.

The Attach Tool displayed is specific to the
email package used in creating this illustration.
Other email packages may employ  different
methods of attaching a document.The email address

is preloaded with
the address for
eLaw / eServe
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Clicking on the Attach Tool Icon will result in the eServe system
displaying the Insert File screen which is resident on the User’s PC.

Use the Insert File function to navigate the User’s PC and authorized
Network Drives.  When the document to be attached is located Click on
the document name.

When the document to be attached has been illuminated Click on the
Insert Button to attach the document to the email message.  Multiple
documents may be added to a single email message.

Note:

The email package on the
PC and the email Service
employed by the User
have to support
attachments in order for
this option to be
exercised.
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Once the Document(s) have been attached to
the email message press the Send key.

The method of sending an email message displayed is
specific to the email package used in creating this
illustration.  Other email packages may employ
different methods of sending an email message.

Document that is attached
to the email message
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When the documents have been received by the
eServe System an email is sent back to the
originator of the email confirming receipt of the
documents.
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Once the Document(s) has been received in eServe it
will appear under the My Documents Folder.

The Document Type will be Email Attachment and the
Document Status will be Ready.
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In order to be Served a document that resides in the
My Documents Folder has to be moved to a Package.

Clicking on the Move Icon, adjacent to the document
to be moved, will display a screen for moving the
Document to a Package.

Moving Documents to a Package
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Select the Package to which the Document
will be moved.  The system will only display
Packages that have not been Served.

Click on the Select Button, after selecting the
Package to which the document is to be
moved.

Packages to house the documents have to be created before moving
the documents to their respective Folders.  Documents can be moved
to preexisting Packages that have not been served.  If the Package that
will house the document has not been created proceed to create the
Package prior to attempting to move a Document.
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After Clicking on the Select button, eServe will display
the document that has been moved in the Package to
which it was moved.

Before proceeding it is suggested that the document be
reviewed to ensure the document resides in the correct
Package.

Click on the Document Name to display the document.
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After viewing the document to ensure that it is
the correct document.  Close the Document
review panel, by clicking on the “X” on the top
right corner of the document display screen.
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After confirming the correct document has been added
to the Package the Document Type has to be verified to
ensure that the correct document type has been
selected.  Click on the Edit Icon to verify and if
necessary modify the Document type.

Edit Button
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Upon striking the Edit Icon the system will display
Document details.  If the desired Document Type is not
displayed Click on the Document Type display button to
select the appropriate Document Type.
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Select the appropriate Document Type
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After selecting the Document type the system
displays the Document Type in the Document Type
field.  To save the changes to the document details
click in the Save Button.
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When the Document Type has been modified the System will
reflect the new Document type in the Document Type field.
The Serve this Package Tab will appear, if all the Documents
within the Package are in the Ready Document Status.
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Returning to the My Documents Tab will reflect the remaining
Documents that have not been moved to a Package.
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Creating a Work Product Folder

The eServe system support the creation of folders to
house Claim related documents [Work Product] that
are not intended to be served.  All Users who share a
Claim Folder may view the contents of a Work
Product Folder.

To create a Work Product Folder, Click on the Folder
Id that appears in the left panel on the screen.
Clicking on the Folder will display Folder options in
the right screen panel.  On the right panel, Click on
the Add a Folder to this Folder option to initiate the
process for creating a Work Product Folder.
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The only field that is required to be entered is the
Folder Name.  This is the Name that will be
displayed for this Folder.  Multiple Folders may
be added.  After entering the Folder Name, Click
Create Folder to create the Folder.  The
Jurisdiction, Court and County / District fields
should be left blank when creating a Work
Product Folder.

Folders created in this manner will not be seeded
with a Service List.  As long as a Service List is
not created for the Folder it can not be served
upon another Party.

In the event that a Service List is manually added
to the Folder and the Folder is Served, Non NAF
eServe charges will apply.
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After entering in the Folder Name and filling in
any other optional fields that appear on the screen
Click on the Create Folder button.
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After Clicking on the Create Folder button the
system will display a Work Product Folder.

To add a Documents to the Folder create a
Package Using the Add a Package to this Folder
option.

Adding Documents to a Work Product Folder
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Add the Package Name on the Create a Package
Screen and Click on the Create Package button.
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After the Package has been created the Add a
Document to this Package link is displayed.
Click in the Add a Document to this Package link
to begin the process of adding a Document to a
Package.
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When adding a Document to a Package in the
Work Product Folder a different, non NAF, list of
Document types will be displayed.  Documents
that are added to this Folder can not be served
electronically with NAF.

Documents may  added to a Work Product
Package in the same manner as describer earlier
in this document.
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Clicking on the Service List Tab of a Work
Product Folder or Package will result in the
display of an empty Service List.  Work Product
Folders are not seeded with a Service List.  As
long as a Service List is not manually created for
the Folder it can not be served upon another
Party.

A Work Product Folder and it’s contents may be
viewed by all User’s Sharing a Folder.

In the event that a Service List is manually added
to the Folder and the Folder is Served, Non NAF
eServe charges will apply.

Work Product Folder Service List
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The Claimant creates the Claim Folder by filling in
the fields on the Electronic Claim creation form.

The Insurance Carriers who have agreed to be served
electronically are displayed by Clicking on the words
Please Select … on Respondent drop down list.

The Fields identified by an * are required Fields.

Creating a Claim
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From the list of Insurance Carriers who have
agreed to accept Claims Served via eServe, the
Claimant selects the Insurance Company that
the Claim will be filed with.

Fields that are required to create a Claim are
noted with an Asterisk symbol - *

Note:
Only Insurance Carriers
who have agreed to be
served electronically via the
eServe System will be
displayed on the Selection
List of Insurance Carriers
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The Claimant continues creating the Demand by
filling in all of the Claim data in the fields displayed
on the screen.

When this Claim Initiation Screen has been filed out,
Clicking on the Create Claim Button creates the
Claim Folder for the Claimant.
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After creating and serving the Claim the eServe
System confirms that the Claim has been served.
When the Package has been served the Delivery State
on the Service List is updated to reflect the type of
Service that occurred.
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Locating a Folder / Claim

Clicking on Show all New Jersey No-Fault
Arbitration Cases will display a list of all the cases
that have been served.
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Clicking on the labels in the Column Heading will
result in that data element being sorted in Ascending
or Descending order.

The User may scroll across the page to view other
options for Sorting the list of Claims.

The Fields Displayed include:
• Folder Name [Claim Nbr]
• Client Matter
• Case Name
• Case Number
• Claimant
• Respondent
• Status
• Representative
• Insurance Claim Number
• Claim Amount
• Policy Number
• Policyholder Name
• Assigned DRP
• Coordinator
• Create Date
• Demand Date
• Response Date

Viewing All Folders / Claims
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Scrolling to the right displays additional Columns of
data.

Clicking on the labels in the Column Heading will
result in that data element being sorted in Ascending
or Descending order.
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Scrolling to the right displays additional Columns of
data.

Clicking on the labels in the Column Heading will
result in that data element being sorted in Ascending
or Descending order.
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Scrolling to the right displays additional Columns of
data.

Clicking on the labels in the Column Heading will
result in that data element being sorted in Ascending
or Descending order.
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To locate a Folder containing a specific Word click
on Search Directory.

Word Search
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Enter the search criteria in Search Directory

The Search Directory option will search: Policy
Number, Insurance Claim Number, Case Name,
Package Name, Document Name and Document
description.
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The Folders that match the search criteria are
displayed.

Clicking on the data under Name will display the
Folder associated with the Policy Number that is
displayed.
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To access the eServe Application
requires a PC with access to the
Internet.  The eServe site can be
viewed using either the Microsoft
Internet Explorer or the Netscape
Internet Browser. The site is best
viewed with Microsoft Internet
Explorer version 6. PC's that will be
accessing the eServe site need to
have Adobe Reader software
installed. Adobe Reader can be
downloaded, for free, by accessing
http://www.adobe.com/products/acro
bat/readstep2.html .

In order to view the eServe web site
at http://www.e-law.com/Login.asp
the security setting of the Browser
should be set [at a minimum] as
having Session Cookies enabled.

Some pop-up blocker’s may prevent
eServe documents from being
displayed.  Allow pop-ups from the
eLaw / eServe site.

System Requirements
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Fax Placeholder Requirements

To use a Fax Placeholder to attach documents to a Package requires access to a Fax machine, Printer
and Adobe Reader software installed on the PC's that will be accessing the eServe site.
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Security

When clicking on to the eServe application for the
first time the User is presented with a “Security
Alert.”  The Alert notifies the User that they are about
to enter  secure internet connection.

Checking the “…. do not show this warning” should
prevent this box from appearing each time the User
accesses eServe
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When leaving the eServe application for the first time
the User is presented with a “Security Alert.”  The
Alert notifies the User that they are about to
terminate a secure internet connection.

Checking the “…. do not show this warning” should
prevent this box from appearing each time the User
exits eServe
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eServe employs the highest level of encryption, using
industry standard 128 bit SSL to secure the data that
is transferred via the web between your computer’s
web browser and the eServe application server.
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eServe uses enterprise class SSL Certificates issued
by  tier one certificate authorities.  This certificate
ensures the identity of a business in an online
transaction.


