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File an Exhibit 

Navigate to the case on which you wish to submit an exhibit. 

Select E-File an Exhibit and click Go. 

 

 

The Exhibit Party Category will be automatically selected (shown below) unless you are an attorney representing 
multiple parties. If you are an attorney who represents multiple parties, select the party type you are uploading 
exhibits on behalf of. 

Name the exhibit and attach the correct .pdf before clicking Continue. 

After clicking Continue, the screen will verify that the .pdf has been uploaded successfully. 

Verify that the attached .pdf is correct before clicking Submit.  This will be your last opportunity to ensure you are 
attaching the correct .pdf 



 
After clicking Submit, the user is returned to Case Detail page. A confirmation message indicating that the exhibit 
has been successfully submitted and what number it has been assigned is displayed at the top of the screen. 

From the Case Detail, click on the Exhibits tab to view all the exhibits the current user has filed. 

Field Descriptions provided below: 

Column Name Description 

# Case Exhibit ID Number assigned by E-Filing based solely on upload date and time.  
Expected to be used by counsel to indicate to clerk which exhibit they are introducing 
at hearing/trial 

Added On Date exhibit was uploaded 

Party Party this exhibit was filed on behalf of 

Exhibit Description The description given by the filer at the time the exhibit is e-filed.   At hearing/trial, the 
Court has the ability to rename the exhibit.  The Court description will display in bold 
font. 

Hearing Start Date Date the hearing/trial began 

Exhibit Status Blank or Unassigned (not yet offered into evidence) 

ID (Identification)  

Full  

Exhibit List Designation Exhibit number or letter as assigned by the Courtroom Clerk 

 
Note: The shaded items in the table will be controlled by the Courtroom Clerk, after the hearing/trial commences. 


