Enroliment for Self-represented Parties

If you are a Self-represented Party, you can enroll in E-Services to create a User ID and password that you
can use to log in to E-Services to look at and file documents in your case and to mark your motions or
objections on the short calendar on-line (electronically). There is no charge for enrollment in E-Services.

To find out if your case is electronic (paperless) or electronically filable, please go to the Procedures and
Technical Standards or the Frequently Asked Questions.

Note: Once you enroll in E-Services, if you want electronic (on-line) access to your case, you will need to
request electronic (on-line) access and file an appearance in your case unless you are the plaintiff filing a new
case electronically.

Here is a checklist of what you must do to enroll in E-Services and activate your account.

To enroll in E-Services, you must:

Go to the E-Services Welcome Page

Click Enroll

Fill out the information in the enroliment application

Choose a User ID and password. This User ID will appear on all of the
documents you file with the court.

Choose a secret question and answer and enter your year of birth. We can use
this information to identify you if you forget your User ID or password.

Print the page for your records

Submit your Request for New Account
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You will see a message that tells you your enrollment application has been received. It
will also tell you to check your e-mail for an e-mail from E-Services.

To activate your account, you must:

8. Check your e-mail for an e-mail from E-Services

9. Click on the link in the e-mail

10. Enter your User ID and password on the next screen

11. Look over the information that you gave in your application to be sure it is correct
12. Read through the Electronic Services (E-Services) User Agreement

13. Check the box next to “| agree.”

14. Click Activate Account to be taken to the E-Services home page.

Instructions and Pictures of how to enroll in E-Services:

1. In the address bar, type http://www.jud.ct.gov. The Judicial Branch supports two browsers — Microsoft
Internet Explorer® version 6 or higher, or Firefox 3 or higher. The address bar for those browsers is shown
below:

Microsoft Internet Explorer®:

f,'-_‘ Judicial Branch Intranet - Windows Internet Explorer ==l

& | v, jud.ck.gov| j = || Eing ek

| File Edit (o ko . jud. ckgoy Enter |
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http://www.jud.ct.gov/external/super/E-Services/e-standards.pdf
http://www.jud.ct.gov/external/super/E-Services/e-standards.pdf
http://www.jud.ct.gov/external/super/E-Services/efile/SRP_FAQs.pdf
http://www.jud.ct.gov/
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Firefox:

wn,jud.ct.gov 2 ug * Google

2. Choose E-Services from the menu on the left side of the Judicial Branch home page to go to the E-
Services Welcome Page:

State of Connecticut

How Do I?

Home Attorney Regulation E-File Frequently Asked Questions  Getting Started

GRS Welcome to Connecticut Judicial Branch E-Services

Case Look-up
Camiis The Judicial Branch offers various electronic services, including electronic filing in civil and
Directories small claims matters, electronic short calendar markings entry and history, and online attorney
Educational registration, to further its mission to serve the interests of justice and the public by resolving
Resources matters brought before it in a fair, timely. efficient and open manner.
E-Services
Eerany! News and Announcements
FAQ's
Juror Information | 03/28/13 - Changes to Document Titles (Legend Codes) for Civil E-filing CIEIA | Self-Represented Parties
Online Media and Attorneys
Resource Center 01/30/13 - The Procedures and Technical Standards for E-Senices have been revised to ENROLL
Oninions clarify a change in the short calendar marking procedures for particular motions that
Opportunities appear as non-arguable on the property calendar. The changes in the documents are

L highlighted for your convenience. ISIH Self-Represented Parties
Self-Help and Attorneys
Home 12/13/12 - The Procedures and Technical Standards for E-Senices have been revised to LOG-IN

reflect a change in the short calendar marking procedures. The changes in the
documents are highlighted for your convenience.

Please send any questions, comments or suggestions about e-filing, shart calendar
markings or any other aspect of E-Services to esenvices@jud ct.gov.

Note: Before you go to the enrollment page, you can check to be sure your computer browser will work with
the E-Services site. You can use Microsoft Internet Explorer® version 6 or higher, or Firefox 3 or higher. To
check your browser:

e Choose the Self-represented Parties tab on the E-Services Welcome Page;
e Onthe Self-represented Parties page, select Getting Started.

3. Click on Enroll; the following screen will appear. To read more about the enrollment application process,
you can click the Enrollment Application Process Overview for Self-represented Parties.

E-Services Login

Self-represented Parties Attorneys and Law Firms

ENROLL ENROLL

E-Services Requirements

FAQs on e-filing

a Enrolling in E-Semvices allows you to choose Enrolling your juris number in E-Senvices
User Guides ; B
a User ID and password to log in to E- allows you to access E-Serices and
) ) - Senvices and complete transactions complete transactions electronically with
SR L Sl clcctronically with the courts. the courts and the Judicial Branch.

Procedures and Technical
Standards To see additional information on the To see additional information on the
aorollooont onplicating proco alactthi enrollment application process, select this

link: Enrallment Application Process
Overview for Attorneys and Law Firms

eCitations Procedures and link: Enrollment Application Process Ovenview
Technical Standards for the Self-represented
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4. Click Self-represented Enrollment for E-Services to go to the enrollment page.

following screen. Fill in the four short sections

You will see the
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I Account Type: If you are enrolling in E-
Services so that you can file documents and look
at documents on-line in your civil and family cases
in the Superior Court or in your appellate court
matter, you must create an individual account. As
a Self-represented Party in a small claims case,
you can create an individual account or a business
account for yourself to use in small claims court.

2 Account Information: Click in each field and
fill in the necessary information. If the information
is required, you will see a red asterisk * at the
beginning of the line.

Note: Be sure you enter your e-mail address
correctly. The link you will need to click on to
complete your enrollment and activate your E-
Services account will be sent automatically to the
e-mail address you enter here.

3 User ID and Password: Fill in the User ID
that you will use to log in to E-Services and to sign
documents you file electronically. This User ID
cannot be changed, and it will appear on all
documents that you file with the court.

User ID - You cannot use symbols, punctuation
marks or any other special characters, such as @,
#, & or * in your User ID. You also cannot use
your e-mail address as your User ID. The system
will tell you if your User ID is available.

Password - You must create a password that has
no fewer than 8 characters and no more than 10
characters. It must contain at least one number.

4 Secret Question: Enter a question and an
answer that only you will know, and enter your
year of birth. We use this information to make
sure that you are the one asking for your User ID
and password if you call or e-mail us because you
forgot your ID or password.
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5. Be sure to print the page for your records by clicking Print this Page.
6. Click Submit Request for New Account at the bottom of the page; you will see the following screen:

u_" of Connecticut Judicial Branch

i=Services

E-Services Login Your Enrollment Application has been received.

E-Services Requirements Your User ID: CuttingEdge2

FAQs on e-filing E-mail Address: esh@gmail.com
Date Submitted: 4/117/2013 at 9:57:44 AM

User Guides

Thank you for submitting your enrollment application for E-Services. E-Semices will send you an
S EEG T D el = T =l email within thirty (30) minutes.

Procedures and Technical Please check your email for this message from E-Services and follow the directions in the

Standards email to lete your enroll t and activate your account.
eCitations Procedures and If you do not receive an email from E-Services, check your email account to make sure that it allows
Technical Standards emails from Esenices@jud.ct.gov. Then go to the log-in page and enter the User ID and password to

be taken to a page that will let you ask to have the email resent.
Law Enforcement Agency

Application To Participate in

eCitations

| have not received an email Judicial Branch Home
Designated Filer Login and want to have it resent.

(vou will need to login with the UserlD and password

Designated Filer Overview you have used to enroll)

If you do not activate this account within 30 days, the account will expire and the process must be

repeated.
Print this Page

7. Print this page for your records by clicking Print this Page.

8. Within 30 minutes, you will receive an e-mail from E-Services. You must click on the link in that e-mail to
complete your enroliment and activate your account.



Account Activation for Self-represented Parties

1. You will receive an e-mail from E-Services with the link to activate your account.

Note: The link in this e-mail will be active for only 30 days. If you do not click on the link and complete the

enrollment process within thirty days, your information will be removed from the system and you will have
to enroll again.

Judicial Branch - E-Services Account

"\"Judicial Branch - State of Connecticut\" <"Judicial Branch - State of Connecticut” toyou  show detalls

Click on the link below to complete your enrcllment in E-Services and activate
your E-Services account.

Thiz iz an automated message. Please do not reply to this email.

Judicial Branch - State of Connecticut
E-Services Support
SelfRepEnroll@iud.ct.qov

2. Click the link in the e-mail to go to the New Account Activation page

3. Onthe New Account Activation page, enter your User ID and password.

State of Connecticut Judicial Branch

~Services

E-Services Login Mew Account Activation

Instructions: To activate your account, enter your User ID and password and click Continue.
Validate Account:

User ID: |

E-Services Requirements

FAQs on e-filing

User Guides -Password: I

Supreme Court Brief Guidelines

Opinions | Opportunities | Self-Help | Search | Home

Procedures and Technical
Standards

eCitations Procedures and
Technical Standards

Commen Legsl Terms | Contact Us | Website Policies

Law Enforcement Agency
Application To Participate in Copyright ® 2013, State of Connecticut Judicial Branch
eCitations

Designated Filer Login

Designated Filer Overview

4. Click Continue; you will see the screen where you will check your account information and read over the
Electronic Services User Agreement.
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5. Check your account information and read the Electronic Services User Agreement

E-Services Login Verify Account Information
. . Activate Account:
E-Services Requirements
FAQs on e-filing Yo e 10 Curmngiaga?
1 ekt Bdewn snndiad <o
User Guides fiatn. bumim 47170 0BT 1 40

Supreme Court Brief Guidelines | TEfMS and Conditions:

proced arechmical Electronic Services User Agreement

rocedures and Technical

Standards By checking the “I agree” button at the bottom of this page, you acknowledge that you have read
this Electronic Services User Agreement and agree to be bound by the following terms, policies

and conditions.

eCitations Procedures and
Technical Standards Use of System

You will not misuse your own user ID and password or misuse any other person’s user ID and
Law Enforcement Agency password.

Application To Participate in You agree to comply with all applicable U.S.and state laws, statutes, ordinances, regulations,
eCitations contracts and applicable licenses regarding your use of the Judicial Branch electronic system.
You have read the Disclaimer and agree to abide by its terms.

Payments

‘You agree that by entering a credit card account number and security code and submitting
payment, you are certifying that you are authorized to permit the Connecticut Judicial Branch to
debit or charge the account for the amount indicated

System Security
You have read the General Security Policy Statement and agree to abide by its terms.

You will not introduce viruses. breach system security. maliciously tamper with any Judicial
Branch system, or attempt to commit any of these acts. Committing any of these acts is a
computer crime and will make you subject to criminal penalties under the Connecticut General
Statutes

You will report all security problems immediately to the Judicial Branch Helpdesk by phone at
(860) 282-6555 or by email at Helpdesk@jud.ct.gov -

Communication

You agree that future notices or other communications regarding your account or your use of
electronic services may be provided to you electronically at the email address provided in your
enrollment application.

GENERAL SECURITY POLICY STATEMENT

The State of Connecticut Judicial Branch has established this policy to ensure that critical
information is kept secure and that Judicial Branch data is protected from unauthorized access.
Judicial Branch computer and communications systems shall be used only for accessing
information contained therein and/or in connection with the electronic fiing of documents with the
court and other Judicial Branch electronic senices. The systems shall not be used for any other
purposes, including, but not limited to, the fallowing: (1) engaging in personal or business
activities not related to information contained in these systems, (2) accessing illegal materials, or
(3) downloading anything that will compromise the security of the Judicial Branch network.

All information residing on the Judicial Branch network is a Judicial Branch asset. It is the policy
of the Judicial Branch to prohibit unauthorized access, disclosure, duplication, notification,
diversion. destruction. loss, misuse. or theft of information.

All users must be positively identified prior to gaining access to any Judicial Branch system.

The Judicial Branch reserves the right to change this policy at any time and take appropriate
security measures to protect the system without prior notice.

DISCLAIMER

The Judicial Branch does not review documents submitted electronically for content. The users of
this system assume all responsibility and risk in connection with the use of the information
contained therein. The Judicial Branch is not responsible for any direct or indirect damages or
injury arising out of or in connection with the use of this system, including but not limited to those
caused by any failure of performance. computer virus or communication line failure. The Judicial
Branch does not assume any legal liability or responsibility for the accuracy. adequacy o
reliability of any information contained in this system or for any improper or incorrect use of or
access to such information. All warranties of any kind. express or implied. including but not
limited to the implied warranties of merchantability, fitness for a particular purpose. freedom from
contamination by computer viruses and non-infringement of proprietary rights are disclaimed. This
disclaimer also applies to documents that are not electronically filed when they are scanned into
the electronic system by the clerk of the court and made a part of the electrogi

| AGREE

Designated Filer Login

Designated Filer Overview

6. Click in the box next to | Agree

7. Click Activate Account; you will be taken to the E-Services home page where you can select
Civil/Family/Housing Menu to go to your case or file a new case electronically.

What if | don’t get an e-mail from E-Services?

If you do not receive an e-mail from E-Services with the link to activate your account, you should:

1. Check your e-mail account to make sure that it will allow you to receive e-mails from E-Services

2. Go to the Judicial Branch website at www.jud.ct.qov

3. Choose E-Services from the menu on the left side of the page to go to the E-Services Welcome Page
4. Click Log-in

5. Enter your User ID and password.


http://www.jud.ct.gov/
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6. You will see the following screen:

:ni'e of Connecticut Judicial Branch

~Services

E-Sevices Home [Loaged-in User: Eaward Scissorhands (Cuttingedge2)

E-Mail: esh@gmail.com [JET T

Resend Activation Email

Instructions: “You should receive an email with instructions on how to complete your enrollment. If you did not receive an email, you may
request another email by clicking the "Resend Activation Email” button below. If the email address is not correct. you should click on the
"Change Email Address” link below to update the email address before requesting to resend the activation email.

Change Account

Information Your UserlD has not been activated!

Resend activation email:

Your email address on record is esh@gmail.com Change Email Address I

I Resend Activation Email I

Note: You will be able to access Esenvices functionality only after activating your account and confirming your email address. Please activate
your account using the link in the activation email sent to your email address.

7. Check your e-mail address on this page to be sure it is correct.

8. Click on Change Email Address if you need to make any change to your address

9. Click Resend Activation Email

10. You will receive an e-mail from E-Services with the link to activate your account.

Need Help? If you do not receive the e-mail or you have any other questions about enroliment or account
activation, call the E-Services Support Line at (866) 765-4452 or e-mail SelfRepEnroll@jud.ct.gov.



mailto:SelfRepEnroll@jud.ct.gov

