ATTORNEY
REGISTRATION

& DISCIPLINARY
COMMISSION

ARDC Electronic Filing Procedure and User Manual

(September 2025)

ARDC Rule 213 requires that pleadings, motions, briefs and other documents filed in disciplinary
cases, be filed electronically with the Clerk of the ARDC. This manual provides detailed electronic
filing instructions. In accordance with the Illinois Supreme Court’s eFilelL Electronic Document
Standards, all documents filed electronically should be in PDF format.

Using Odyssey File & Serve

To register for File & Serve, perform the following steps:

Register for an Individual Filer Account

You can register as an individual filer if you are a single user of the system, which means a user
who is not associated with any firm or is not represented by any firm.

Note: There is no fee to sign up for e-filing.

To register as an individual filer, perform the following steps:

1. Go to the Illinois Supreme Court’s Website at www.illinoiscourts.gov to access

ODYSSEY

A o
' eFilelL or eFile - Landing Page (eFile - Landing Page (tylertech.cloud)).
— %BFIIB"- eFile lllinois 0 &-

Welcome
eFile lllinois

Sign into your account >

Register =

2. On the Landing page, click “to Register for an Individual Account.


http://efile.illinoiscourts.gov/documents/eFileIL_Digital-Media-Standards.pdf
http://efile.illinoiscourts.gov/documents/eFileIL_Digital-Media-Standards.pdf
http://www.illinoiscourts.gov/
https://efileil.tylertech.cloud/OfsEfsp/ui/landing
https://efileil.tylertech.cloud/OfsEfsp/ui/landing

Register for an Individual Account

Register for an Individual Account

» People without lawyers/self-represented
litigants/pro se filers

» Employers submitting wage garnishment
information

» Process servers and other non-parties

s Qut of state or pro hac vice lawyers

Register =

3. The Individual Account Registration page is displayed.

4 Account Registration

S %’: oFlelL €File linois Qo &

Account Credentials

‘ * Email Address ‘

‘ * Password o ‘

Individual Account Registration

‘ *First Name
Register for an Individual Account

» People without lawyers/self-represented litigants/pro se filers ‘ Middle Name
« Employers submitting wage garnishment information
* Process servers and other non-parties

« Out of state or pro hac vice lawyers ‘ *Last Name

‘ *Address Line 1

‘ Address Line 2

*State

‘ *City ‘

- ‘ ‘*leCode

Country .
United States

‘ * Phone Number

[ 1agree to the Terms and Conditions Register

O support

sk,

3. Complete the required fields, which contain an asterisk
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Read the “Terms and Conditions” and select the I agree to the Terms and Conditions
check box.

. After you have completed all fields and selected the I agree to the Terms and Conditions

Register
check box, click

The Registration — Success page is displayed.

[eesgisaration Sdtcessnull

You wil recede an emall mth alink 1 canfirm the emal acdess you registered with,

You mest click 1he emailed link batare weu will be able 1oakgn in

Check your inbox for the activation email from Odyssey File & Serve.

NOTE: You must verify your email address to complete the registration process. A
verification email (from Odyssey File & Serve) will be sent to you. Open the email and
click the link to confirm your email address. If you do not see the email in your inbox,
check your junk mail folder for the email.

After you verify your email address, your registration is complete. You can now navigate to
the eFile Landing page to sign in.

NOTE: If you wish to Register as a Firm Administrator and Create a New Firm, please
go to use the User Guides List at User Guides List — Odyssey File and Serve Cloud

(zendesk.com).
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https://odysseyfileandservecloud.zendesk.com/hc/en-us/articles/360049950971
https://odysseyfileandservecloud.zendesk.com/hc/en-us/articles/360049950971

Starting a New Case Filing

Perform the following steps to file a new case:

1. Go to the Illinois Supreme Court’s Website at www.illinoiscourts.gov to access

A ODYSSEY

f'— eFuIeIL or eFile - Landing Page.

2. cri I

3. Type your Email and Password (which is case-sensitive) and Click m

4. On the Dashboard page, click

The Start Filing page is displayed.

& Start Filing

W |
Start new case File Into Existing Case
If you do not have a case number and you want to start a new case for the first time. If the case was started by you or someone else and you have the case number or
names of the parties to find the case.

5. Click only if no case already exists (skip

to File Into Existing Case on Page 12).

The Case Information page is displayed.
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http://www.illinoiscourts.gov/
https://efileil.tylertech.cloud/OfsEfsp/ui/landing

Case Information

Select your Court Location, Case Category, and Case Type. You can scroll through or type to search the
options. Get help picking your Court Location, Case Category and Case Type here.

The Appellate Information section is for use when filing an appeal with the Supreme or Appellate

Courts. Get help with the Appellate Information section here.

When filing into an EXISTING CASE, this information is already filled in for you.

To move to the next screen, click Parties at the bottom of the page.

* Court Location

(Required) This is the court where you are filing your case.

* Case Category

(Required) This is the type of case you are filing (Family, Probate, or Civil)

*Case Type

(Required) If you can't find your case type, change the case category to see other case types.

Entering Case Information

To enter case information:

1. On the Case Information page, select ARDC Clerk’s Office from the Court Location drop-

down list.

2. The Case Category will automatically default to ARDC Proceedings.

3. Select the appropriate case type from the Case Type drop-down list. Image shown below.
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Case Information

Select your Court Location, Case Category, and Case Type. You can scroll through or type to search the
options. Get help picking your Court Location, Case Category and Case Type here.

The Appellate Information section is for use when filing an appeal with the Supreme or Appellate
Courts. Get help with the Appellate Information section here.

When filing into an EXISTING CASE, this information is already filled in for you.

To move to the next screen, click Parties at the bottom of the page.

* Court Location

1 x hd
ARDC Clerk's Office
This is the court where you are filing your case.
* Case Category
R ¥ -
ARDC Proceedings
This is the type of case you are filing (Family, Probate, or Civil).
*Case Type -

(Required) If you can't find your case type, change the case category to see other case types.

. . . Save Draft And Exit
4. Click to save your work and continue or click to save

your work and exit the filing.

The Parties tab is displayed.

Parties
The required party types for your case are listed below.

When starting a NEW CASE: Fill in the information for each of the required parties by clicking +Add party details. Learn more about common party types here. To
add more parties, click +Add more.

When filing into an EXISTING CASE: Check to make sure your information is correct. If you need to make changes, contact the clerk’s office. To add more
parties, click +Add more.

Click Filings at the bottom of the page to move to the next screen.

Party Type Party Name Main Attorney Actions
* Administrator + Add Party Details
* Respondent A + Add Party Details

+ Add More
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Entering Party Details

The Parties tab is where party information about the case can be entered.

+ Add party details

1. Click for the Administrator and enter the details for that party.

Party Information

Enter the name(s) of the people or entities involved in the case.

Party Type
Administrator

+ |f you are this party, click | Am This Party to auto-fill information from registration. Click here to learn why this is important.
« Click Entity to add a business, agency, or government department.
« Learn more about common party types here.

Person  Entity ‘ ° My Agency Represents This Party
‘ . Suffix
*First Name Middle Name *Last Name -
Select or search...
First Name is Required. Last Name is Required.
Date of Birth i) |

Enter the information for each party if you know it. If you are filing into a case that has already been started, contact the court if you want to change the information shown.

To move between parties, click the party or click the pencil button to the right.

. Entity . .
2. Click if the party is a business or agency.
3. Enter information in the required fields marked with an asterisk “*”.

4. Scroll down and enter the Address on Contact Information section.

Contact Information
You need to know the party's full address 1o add it. If you do not know the party's full address, you can e-file without the physical address.

Country
United States

‘ Address Line 1

‘ Address Line 2

| Zip Code

City ‘ ‘ State -

‘ Email ‘ ‘ Phone Number

6. Repeat steps 1 through 4 for Respondent (image shown below).
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Party Information

Enter the name(s) of the people or entities involved in the case.

Party Type
Respondent

« If you are this party, click | Am This Party to auto-fill information from registration. Click here to learn why this is important.
+ Click Entity to add a business, agency, or government department.
« Learn more about common party types here.

Person  Entity ° My Agency Represents This Party

suff
*First Name ] | Middle Name ‘ [ *Last Name l Sue\:ct or search v
First Name is Required. Last Name is Required.
‘ Date of Birth ] ‘

Enter the information for each party if you know it. If you are filing into a case that has already been started, contact the court if you want to change the information shown.

To move between parties, click the party or click the pencil button to the right.

7. Click .

NOTE: Click the if you need to modify any information you have added for the parties.

Filings =
8. Click to save your work and continue.

Entering Filing Details

To enter filing details:

+ Add Filing
1. Click .

Filings Max Envelope Size: 52.43 MB

Filing Code Filing Type Description

Q

No Filings Added Yet

At least one filing is required to complete the
filing process.

+ Add filing

Page 8

Remaining: 52.43 MB

Actions



The Edit Filing Details page will be displayed beginning with the Filing Type.

*Filing Type (Reauired)

« Pick eFile Only to only electronically file your documents with the clerk.

» Pick eFile and Serve to electronically file your papers and have your documents emailed to the selected Service Contacts. Note: You cannot use eFile and Serve when you are starting a new case. If you select this option, you must
add and select at least one Service Contact.

« Askyour local court, clerk’s office, or lllinois Court Help if you need more information about different party types.

@ cFileOnly () eFile and Serve () Service Only
Pick "eFile Only" to just electronically file your papers. Electronically file your papers with the court and have your documents sent to the Your filing will only be sent to the selected service contacts and will not be filed with
selected service contacts. the court

2. On the Filings Type section, select “eFile Only” if your Filing Code is Complaint or Petition.

3. Scroll down to the Filing Information section and select Complaint or Petition from the Filing
Code from drop-down list (image shown after step 6).

4. Tt is optional to type a description of the filing in the Filing Description field.
5. Leave the Client Reference Number field blank.
6. If you have any comments regarding the filing, type them in the Comments to Court field.

Image shown below.

Filing Information

« Pick the Filing Code that matches the document you are filing (for example: Complaint, Motion, Application Waiver of Court Fees). You can scroll through or type to search the filing codes.
+ |f you aren't sure which filing code to pick, ask your local court, clerk's office, or lllinois Court Help.

s For more information about Filing Descriptien, Client Reference Number, and Comments to Court, click here.

« In Cook County use the Motion Type to schedule a court date, read about selecting a motion type and scheduling a hearing.

*Filing Code -

Filing Code is Required.

Filing Description
Optional

Optional

Client Reference Number ‘

Comments to Court
Optional. The Clerk’s Office will see these comments, not the Judge.

Upload Documents:

1. Scroll down to the Upload Documents section:
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Upload Documents
To add more than one lead document to the filing, create another filing and upload your document.

« Click Select file to add or upload the document for the filing code you picked. You must upload at least one document to complete your filing.
o For more information about uploading documents, click here.
o Tolearn about lead documents and attachment documents (if available), click here.
« Pick a security level. Most documents are public and should be marked as NON-CONFIDENTIAL. To learn more about the different security options, click here or ask your local court, clerk’s office, or lllinois Court Help.

* Lead Document (Required)

N\
()

Drag files here or

Select file

Maximum file size: 26.21 MB
Accepted file types: Portable Document File (PDF)

R
NOTE: If you want to delete a document that you previously uploaded, click

2. You can Drag files here or click to upload the document.

3. Select the appropriate Security from the drop-down list.

4. Add Attachments, if applicable, and select the appropriate Security from the drop-down list.

Attachments
Drag files here or
Select files
Maximum file size: 26.21 MB
Accepted file types: Portable Document File (PDF)
. .
Communications:

1. If you want someone to receive email notification, scroll down and complete the
Communications section (image shown below).

Communications

If you want someone to receive emails (for example, a legal helper, family member, friend), input their email address below. For multiple emails, separate using commas.
If the court rejects a filing these email addresses do not receive notification that the file was rejected by the court.

Courtesy Copies are not considered legal or formal service for court purposes.

If you have more than one filing you will need to enter these email addresses for each filing.

Courtesy Copies

‘These individuals will receive a file stamped copy of the document if the court accepts the filing.

2. Add email address and click m .
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_ Skip To Fees . .
3. Click for a Complaint or Petition.

Entering Fees Details

_ Skip To Fees . o
Once you click the Fees window is displayed.

Fees Fee Breakdown

You must select a payment account even if there are no fees. ; ;
Once you've picked your payment account, click the button

below to see the total fees.

*Payment Account %
7 -
Waiver { calculate Fees

Filing Party
Select or search...

Filing Attorney -

1. Payment Account should be defaulted to Waiver.
2. Select the Filing Party from the drop-down list.

3. Select appropriate filing attorney from the Filing Attorney drop-down list.

4. Click and review the summary. You must accept the Submission

Agreements (see screenshot below).

Review and Submit

Double check the information in each section and click the v symbol to see more.

If you need to make changes, click Edit. Afterwards, make sure to click Submit to send your documents to the clerk.

* Agreements

O For all cases, Supreme Court Rule 15 requires you to redact Secial Security Numbers (except the last 4 digits) in all documents and attachments or file them in conjunction with a "Natice of
confidential Information Within Court Filing” Form.

For civil cases, Supreme Court Rule 138 requires you to redact Personal Identity Information (except the last 4 digits) in all documents and attachments or file them in conjunction with a "Notice of

Confidential Information Within Court Filing" Form. Personal Identity Information includes Taxpayer Identification Numbers, Driver's License Numbers, Financial Account Numbers, Debit/Credit Card
D Numbers, and any other information as provided by court order or local rule.

By submitting this acknowledgement, you represent that the document(s) you are filing comply with these requirements.

You must accept the Submission Agreements.

) ) ) ) SUBMIT
5. When you are satisfied with your filing, click
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Filing Into an Existing Case

Once a new case has been created and the matter has been docketed, you can file into the existing
case.

To file into an existing case, perform the following steps:

1. Go to the Illinois Supreme Court’s Website at www.illinoiscourts.gov to access

A’ ODYSSEY

4 2 eFilelL or eFile - Landing Page.

Signin >

2. Click
3. Type your Email and Password (which is case-sensitive) and Click m

|
4. On the Dashboard page, click .

The Start Filing page is displayed.

& Start Filing

= G

Start new case File Into Existing Case
If you do not have a case number and you want fo start a new case for the first time. If the case was started by you or someone else and you have the case number or
names of the parties to find the case.

Start New Case File Into Existing Case

File Into Existing Case
5. Click .

The Search For Case page is displayed.


http://www.illinoiscourts.gov/
https://efileil.tylertech.cloud/OfsEfsp/ui/landing

K

Search For Case

If you are not sure your case number is correct, refer to the formatting instructions for the selected court or search for the case by
party name.

*Court Location -

Court Location is Required.

Type your case number as: 2023XX000000. Your case number will be on the top right of your court
documents.

If your case is not found, click here for more case search tips or ask your local court, clerk’s office, or lllinois
Court Help.

* Case Number

Case Number is Required.

. Sort Results By
-
Newest to Oldest

6.

7.

Select ARDC Clerk’s Office from the Court Location drop-down list.

.
Type the Case Number (ex. 2025PR00000) and click .

The case that matches your search criteria is displayed on the Case Search Results page.
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I Case Search Resulls

Location aROG Cans Ofice Casa MNumber Hoiealiil. 1 Rigdts
& Case # 2025PR tioms
AR Cherics Orffice ARDEC Procesdings Distiplinacy Comphyini
By ) o= i

If yout b i oot it b, Y 0 taraping 1 il 60 & Sabe “That Bard vt % Fscoins in DleCHOnic dabissias’ and th Cadé i not iearchabis fras th
C0TT b T ISR You i U atele n2 T 00 T Cickd, Bt o well BFY i hiuited 10 Mdfedlly If The cida nformanion Afrp wddnicnsl hingl
00 1his Casd mall NOH TRGUIN Tha Manead data iy

BIRT BEE my T

Actions =~
9. Once the appropriate case appears, click and then select “File Into Case”.

The Case Information screen is displayed.

Case Information
Select your Court Location, Case Category, and Case Type. You can scroll through or type to search the
options. Get help picking your Court Location, Case Category and Case Type here.

The Appellate Information section is for use when filing an appeal with the Supreme or Appellate
Courts. Get help with the Appellate Information section here.

When filing into an EXISTING CASE, this information is already filled in for you.

To move to the next screen, click Parties at the bottom of the page.

Court Location

ARDC Clerk's Office

Case Category
ARDC Proceedings

Case Type
Disciplinary Complaint
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10. Click to continue.

The Parties page will be displayed.

Parties
The required party types for your case are listed below.

Whan starting 3 NEW CASE: Fill in the information for each of the required parties by clicking +Add party detalls. Learn more about commion party types here, To
add mare parties, click +Add more.

Whan filing into an EXISTING CASE: Check 1o make sure your Information Is comrect. If you need to make changes, contact the clerk’s office. To add more
parties, click «Add more,

Click Fillngs at the bottom of the page to meve 1o the next screen,

Parfy Type Party Name Main Attorney Actions
* Administraio ﬂ Ariceney Registration and Disciplinary Commission r
* Responden E f
4+ Add More |
+ Add more Filings -
11. Click to add a party to the case, otherwise click to
continue.

Entering Filing Details

To enter filing details:

1. Click .
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Filings Max Envelope Size: 52.43 MB
Remaining: 52.43 MB

Filing Code Filing Type Description Actions

No Filings Added Yet

At least one filing is required to complete the
filing process.

+ Add filing

2. Select “eFile Only” or “eFile and Serve".

*Filing Type (Reauired)

« Pick eFile Only to only electronically file your documents with the clerk.

» Pick eFile and Serve to electronically file your papers and have your documents emailed to the selected Service Contacts. Note: You cannot use eFile and Serve when you are starting a new case. If you select this option, you must
add and select at least one Service Contact.

« Askyour local court, clerk’s office, or lllinois Court Help if you need more information about different party types.

@ cFileOnly () eFile and Serve () Service Only
Pick "eFile Only" to just electronically file your papers. Electronically file your papers with the court and have your documents sent to the Your filing will only be sent to the selected service contacts and will not be filed with
selected service contacts. the court

3. Select the appropriate filing code from the Filing Code drop-down list.

Filing Information

« Pick the Filing Code that matches the document you are filing (for example: Complaint, Motion, Application Waiver of Court Fees). You can scroll through or type to search the filing codes.
« If you aren't sure which filing code to pick, ask your local court, clerk's office, or lllinois Court Help.

+ For more information about Filing Description, Client Reference Number, and Comments to Court, click here.

s In Cook County use the Motion Type 1o schedule a court date, read about selecting a motion type and scheduling a hearing.

*Filing Code - ‘

Filing Cote is Required

Filing Description
Optional

Client Reference Number ‘

Optional

Comments to Court
Optional. The Clerk's Office will see these comments, not the Judge.

4. Tt is optional to type a description of the filing in the Filing Description field.

5. You can add the PR number to the Client Reference Number field, but it is not necessary.
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6. Ifyou have any comments regarding the filing, type them in the Comments to Court field.

Upload Documents:

1. Scroll down to the Upload Documents section:

Upload Documents
To add more than one lead document to the filing, create another filing and upload your document.

+ Click Select file to add or upload the document for the filing code you picked. You must upload at least one document to complete your filing
o For more information about uploading documents, click here.
o Tolearn about lead documents and attachment documents (if available), click here
+ Pick a security level. Most documents are public and should be marked as NON-CONFIDENTIAL. To learn more about the different security options, click here or ask your local court, clerk’s office, or lllinois Court Help.

* Lead Document (Required)

B

Drag files here or

Select file

Maximunm file size: 26.21 MB
Accepted file types: Portable Document File (PDF)

2. You can Drag file here or click
B Remove
NOTE: If you want to delete a document that you previously uploaded, click

3. Select the appropriate Security from the drop-down list.

to upload the document.

4. Add Attachments, if applicable, and select the appropriate Security from the drop-down list.

Attachments
Drag files here or
Select files
Maximum file size: 26.21 MB
Accepted file types: Portable Document File (PDF)
o o
Communications:

1. If you want someone to receive email notification, complete the Communications section
(image shown below).

Communications

If you want someone to receive emails (for example, a legal helper, family member, friend), input their email address below. For multiple emails, separate using commas.
If the court rejects a filing these email addresses do not receive notification that the file was rejected by the court.

Courtesy Copies are not considered legal or formal service for court purposes.

If you have more than one filing you will need to enter these email addresses for each filing.

Courtesy Copies

These individuals will receive a file stamped copy of the document if the court accepts the filing.
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2. Add email address in Courtesy Copies and click m .

. sebillns .. SkipToF :
3. Click -to add a contact or Click 1P rorees to continue.

Entering Fees Details

Skip To Fees
Once you click P the Fees window is displayed.

Fes Fee Breakdown

You must select a payment account even if there are no fees. ) )
Once you've picked your payment account, click the button

below to see the total fees.

*Payment Account

X X
Waiver { calculate Fees

Filing Party
Select or search...

Filing Attorney v

1. Payment Account should be defaulted to Waiver.
2. Select the Filing Party from the drop-down list.

3. Select the appropriate filing attorney from the Filing Attorney drop-down list.

4. Click and review the summary. You must accept the Submission

Agreements (see screenshot below).

Review and Submit

Double check the information in each section and click the v symbol to see more.

If you need to make changes, click Edit. Afterwards, make sure to click Submit to send your documents to the clerk.

* Agreements

O For all cases, Supreme Court Rule 15 requires you to redact Social Security Numbers (except the last 4 digits) in all documents and attachments or file them in conjunction with a "Natice of
Confidential Information Within Court Filing” Form.

For civil cases, Supreme Court Rule 138 requires you to redact Personal Identity Information (except the last 4 digits) in all documents and attachments or file them in conjunction with a "Notice of

Confidential Information Within Court Filing" Ferm. Personal Identity Information includes Taxpayer Identification Numbers, Driver's License Mumbers, Financial Account Numbers, Debit/Credit Card
] Numbers, and any other infermation as provided by court order or local rule.

By submitting this acknowledgement, you represent that the document(s) you are filing comply with these requirements.

You must accept the Submission Agreements.

SUBMIT
5. When you are satisfied with your filing, click - .

4914-0378-0705, v. 1

Page 18



	Using Odyssey File & Serve
	Register for an Individual Filer Account
	Starting a New Case Filing
	Entering Case Information
	Entering Party Details
	Entering Filing Details
	Entering Fees Details
	Filing Into an Existing Case


