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Maryland Electronic Courts (MDEC) provides greater access to courts with the ability to e-file
and electronically serve court documents 24 hours a day, 7 days a week, from anywhere with
an internet connection. It is a fast, easy, and cost-effective way to file and serve your court
documents. The topics below will prepare you to e-file your case, including:

A.
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F.

Be Aware Before You E-File
Preparing Your Court Documents
Registering with File & Serve

. Setting Up a Payment Account/Find Out About Fees

Be Sure You Have the Required Information
Get Help

A. Be Aware Before You E-File

1.

2.

Be aware that once you register and e-file, you must e-file all future documents and
cases.

Note: If you want to view information about a case in which you are a party on your own
computer without registering and e-filing, you may register for free to view your case on
the Maryland Judiciary Record Search Portal. See the Register to View a Case guide for
instructions.

Review the MDEC Policies and Procedures manual before you decide.

B. Preparing Your Court Documents

1.

2.

Prepare to file your case by making sure you have the correct forms.

e Use the Court Forms Finder (https://www.mdcourts.gov/courtforms/finder) to help
you identify, select, and download or print the forms you need.

e Use Guide & File (https://www.mdcourts.gov/guideandfile) to help complete forms
by answering a series of simple questions.

e Ifyou are unsure which form to use, call the Maryland Court Help Center (410-260-
1392) https://www.mdcourts.gov/helpcenter) to speak to a lawyer for free.

You will need to ensure all documents you plan to upload are in PDF format. The fillable
forms listed in the index, on the Court Forms Finder, and generated by Guide & File are
PDFs. If you have other documents you plan to upload, save them as a PDF as well. To
view and print PDF files, you may need to download a PDF viewer. One such viewer is
the free Adobe Acrobat Reader.

You may need a scanner if you plan to file paper documents, as they must be converted
to PDF. Use a scanner that will allow you to save documents at 200 or 300 “dpi” or “dots
per inch.” If you are unsure, most scanners set this value automatically.

—
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https://www.mdcourts.gov/sites/default/files/import/mdec/pdfs/manualh5.pdf
https://www.mdcourts.gov/courtforms/finder
https://www.mdcourts.gov/guideandfile
https://www.mdcourts.gov/helpcenter
https://get.adobe.com/reader/
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C. Registering with File & Serve

You must register for a File & Serve account before you can e-file your case. If you do not have
an account, see the Register with MDEC guide for instructions on how to create one.

Ly

Court Information

Welcome to the Maryland Odyssey File and Serve Site.

“+ E-filing requi : all
201.1 (effective 10/1/2020).

must be itted with the Notice Regarding Restricted Information Pursuant to Rule 20-

If you have general questions please contact the Judiciary’s IT service desk at 410-260-1114 or mdcourts@service-now.com.

Electronic filing is mandatory for attorneys filing into circuit and district courts in Maryland except the following exempted jurisdictions:
*  Prince George's County
*  Baltimore City <

Need Help?

05 Web Training Sessions
/ Training_Videos
User Guides
Signin Register Share vour screen with GoToAssist e

D. Setting Up a Payment Account/Find Out About Fees

Sometimes, you must pay a fee to e-file your case. To pay e-filing fees, you must have a
payment account. See the How to Add a Payment Account guide for instructions.

Note: You can ask the court to waive the fees if you cannot afford them. If you are planning to
ask for a fee waiver, complete the required fee waiver forms and file them with your other
court papers. For more information on waiving court fees, visit
mdcourts.gov/legalhelp/filingfeewaivers.

Payment Accounts

You will be able to submit filings after you complete the following

» Add a Payment Account

Click on the Actions Menu above to add a Payment Account.

@ Add Payment Account

Payment Account Name Payment Account Type Active
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E. Be Sure You Have the Required Information

You will need some important information before you begin the e-filing process: 1) Names and
addresses of the other party, 2) type of court and where you will file, 3) case category, 4) case
type, 5) whether the other person is represented by an attorney, 6) the attorney’s name and
contact information (if possible), 7) filing code, and 8) whether there are additional fees that
you must add and pay.

Note: If you are unsure, call the clerk’s office in the court where you will file your claim. Find
the court in the court directory (https://www.mdcourts.gov/courtsdirectory). You may also
contact an attorney at a Maryland Court Help Center at https://www.mdcourts.gov/helpcenter
or 410-260-1392.

Filings Need Help? —

Enter the details for this filing
Filing Type Filing Gode

EFile | | (-]

Filing Description

Client Reference Number Comments to Court

Courtesy Copies

F. Get Help

E-filing can be confusing. Law librarians can assist you with MDEC. Find your nearest staffed law
library (https://www.mdcourts.gov/lawlib/using-library/for-librarians/maryland-law-libraries).
Send a message to a law librarian (https://www.mdcourts.gov/lawlib/question) or call 410-260-
1430. You may also contact an attorney at a Maryland Court Help Center at
https://www.mdcourts.gov/helpcenter or 410-260-1392.

Maryland Law Libraries

Thurgood Marshall State Law Library 2

Circuit Court Law Libraries

Allegany County Charles County Prince George's County &
Anne Arundel County - Dorchester County Queen Anne's County
Baltimore City & Frederick County St. Mary's County
Baltimore County & Garrett County Somerset County

Calvert County Harford County Talbot County

Caroline County Howard County & Washington County
Carroll County & Kent County Wicomico County

Cecil County Montgomery County & Worcester County

& indicates that a law librarian staffs the library.

|
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https://www.mdcourts.gov/courtsdirectory
https://www.mdcourts.gov/helpcenter
https://www.mdcourts.gov/lawlib/using-library/for-librarians/maryland-law-libraries
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