Eleventh Judicial District Court
E-FLEX E-FILING INSTRUCTIONS

1. Access E-Flex by navigating to the website https://go.tybera.net/nv/worklist
2. On the login screen, there is a link to training videos (at the bottom left corner) to assist in e-filing on the following topics: requesting a user account, navigating the interface, preparing documents for e-filing, filing a new case, viewing cases and notifications, and filing to an existing case. These videos are in depth and helpful for anyone who is needing help with any part of the e-filing process and for navigating the software.
3. As a new filer, select the “Request Account” button
4. Read the terms and conditions of use and agree to them to move forward with e-filing
5. Select what user role you hold (Attorney, Firm Financial Manager, or Self Represented), then click “Next”
6. Select the organization you are affiliated with (it may be in the existing box, but if not click “New” and add your organization)
7. Create a username, password, and fill in the other information required
8. Click submit
9. Check your information and select “OK”
Filing to a new case
1. Once you have a new account, you will be redirected to the login screen
2. Input your username and password then select the “I have read and agree to the Notice of Redaction Responsibility” button and proceed into E-Flex
3. Click on New Case
4. Select the Case Description (Civil, Family, Criminal, or Juvenile)
5. Choose your case category
6. Choose your case type
7. Select your case county
8. Input the case title as it reads (Sarah Jones vs. John Jones)
9. Select if the case involves a prisoner or inmate
10. Input a case number if you have one already (this will very rarely happen)
11. Select “Add My Parties”
12. Input party information 
13. [bookmark: _GoBack]On the right-hand side of this form, add the attorney name associated with this party (when using the drop-down box, select an attorney, then click search and the attorney name will show up and you just need to click the box for that particular attorney and click “Save” to add them to the case)
14. Click next
15. If you know the other party’s information, select “Add other Parties” and input client and attorney information for the other side of the litigation
16. Then click next
17. On the next page, select the document category 
18. Then select the document type
19. Add any additional document text associated with the document title 
20. Select the document’s access to the public (or if it is sealed and when it was sealed)
21. Choose the pdf file you wish to upload for e-filing
22. Click “Add”
23. The document should populate below
24. Repeat this step for other documents you may wish to file at this time
25. Once all documents are uploaded, click “Next”
26. Input Client # (this is a number used by Attorney’s office)
27. Payment on behalf of (which party is paying for this document to be filed and this case to be created)
28. If prepared to pay by credit card, choose “Add Wallet Item”, but if not, choose one of the reasons the payment may not be necessary at this time
29. Check to see that the document is correct and if so, submit the filing by clicking “Submit the Filing”
30. Press Ok on the popup box
Filing to an existing case
1. Login as above. 
2. Select “Existing Cases”
3. Input case number exactly as it appears on the case documents (in Mineral County add three “000” before the case number, i.e. CV0009988 and in Lander County the case number should have a “00” added to the case number, i.e. CV0010894)
4. Choose the county under Court Location
5. Then press “e-file”
6. On the next page, select the document category 
7. Then select the document type
8. Add any additional document text associated with the document title 
9. Select the document’s access to the public (or if it is sealed and when it was sealed)
10. Choose the pdf file you wish to upload for e-filing
11. Click “Add”
12. The document should populate below
13. Repeat this step for other documents you may wish to file at this time
14. Once all documents are uploaded, click “Next”
15. Input Client # (this is a number used by Attorney’s office)
16. Payment on behalf of (which party is paying for this document to be filed and this case to be created) if any payment is required (it usually isn’t when filing on an existing case)
17. If prepared to pay by credit card, choose “Add Wallet Item”, but if not, choose one of the reasons the payment may not be necessary at this time
18. Check to see that the document is correct and if so, submit the filing by clicking “Submit the Filing”
19. Press Ok on the popup box



