HELPFUL E-FILING TIPS
Formatting tips

Text-searchable e-docs: Documents must be in text-searchable, PDF format on 8.5-by-11 inch pages.
Pages must be appropriately rotated. Use optical-character recognition software (OCR) to make
documents text-searchable. Some scanners and scanning software may have OCR capability, but you
may have to buy the software.

Resolution requirements: All black-and-white scanned documents must have 300 dots-per-inch
resolution (dpi). Color images must have at least 600 dpi. A larger DPI number will increase the size of
your files and could cause it to not be accepted by the Electronic Filing Manager. (The average for a 10
page PDF, whether scanned or converted, should be less than 1MB.)

Requirements for document file names: Files names should contain only alphanumeric characters that
are part of the Latin1_General character set. No special characters are allowed.

Multiple e-docs, same envelope: Multiple documents related to a single filing or case number may be
filed in the same e-envelope. Make sure the documents are separated within the filing. For example, the
lead document would be separate from the attachments and pleadings with exhibits.

Embedding: An e-filed document may not contain any security or feature restrictions including
password protection or encryption and may not contain embedded multimedia video, audio, or
programming. Documents may not contain package PDF's. PDF's should not be embedded inside of
another PDF. Each Document must be a single PDF. An appellate court may require that multiple PDF
documents be combined into a single PDF document and bookmarks used to separate content
appropriately. The content of the document should not depend on bookmarks.

Common reasons why files are returned for correction: The Jefferson County District Clerk’s Office
returns some files that have been improperly submitted. When these files are returned, the DCO will
notify you of the type of filing error that occurred. Filers should resubmit files after they have corrected
the error. Please take a moment to review common errors:

Sensitive Data: Pursuant to the Texas Supreme Court electronic filing mandate regarding sensitive data,
TCRP Rule 21c is effective March 1, 2017.

e Sensitive Data—Please redact: Bank Account Number, Credit Card Number, Financial Account
Number

e Sensitive Data-Please redact: Birthdate, Home Address and name of any minor when suit was
filed

e Sensitive Data-Please redact: DL, SSN, Passport Number, Tax ID Number, and Government
Issued ID Number

If filings should be submitted in paper or electronic format with any of the numbers, dates, names or
addresses specified in this rule they will be returned for correction with seven (7) days to return to
retain original filing date. If the document is in paper format and has any of this sensitive information in
the filing, the following statement must be included on the upper left-hand side of the first page of the
document, "NOTICE: THIS DOCUMENT CONTAINS SENSITIVE DATA".



Contact information: In the signature block, filers must include their contact information, including
name, address, phone number and email address. Documents without signatures will be returned to
filers.

Duplicate filings: The District Clerk’s staff is not responsible for determining if a filing is a duplicate or
deducing the intent of the filer. Unless the attorney contacts the DCO to ask for cancellation of the filing
before the DCO accepts it, it will go into the system. If there is cost involved, refunds are not
guaranteed.

No attorney signature: Signatures must be entered in accordance with the Supreme Court order. Files
without the proper signature will be returned.

Incorrect filing code: Filers can limit their options by entering the wrong code. In addition, codes may
determine fees. A wrong code may lead to overbilling or underbilling.

Insufficient payment: If your credit or debit card is rejected due to insufficient funds, the District Clerk’s
Office will return the file and request that you use another card or form of payment.

Missing information pertinent to the filing: Files lacking key information will be returned.
Unreadable or illegible documents: Such files will be returned.

Rejections requested by filing party: Please give your name when you ask the District Clerk’s Office to
reject a file. Names are needed so the DCO can send rejection notifications to the right parties.

Documents not separate: Filers may submit multiple documents in the same envelope as long as they
are related to a single filing or case. But such documents must be separated within an envelope and
cannot be grouped together in a large document. So within an envelope, filers may send, for instance, a
lead document and exhibits, an order, correspondence and request for service that are related to the
lead document. But all these items must be sent as separate documents within the envelope. The
envelope will be returned if the documents are not separated.

No encryption, password protection: Documents may not contain security or feature restrictions, such
as password protection and encryption, and may not contain embedded multi-media video, audio, or
programming. The District Clerk’s Office will return documents with such restrictions and embedded
elements to filers.

Sealed files: If an order has been issued sealing a file while a party is pursuing a permanent sealing
under Texas Rules of Civil Procedure 76a, a person trying to file additional documents will need to bring
them to the District Clerk’s Office for processing. These documents cannot be filed electronically and will
be returned.

No viruses, malware: An e-filed document must not contain a virus or malware. By efiling a document,
filers are in effect certifying that they have checked and made certain that documents have no viruses
and malware. Corrupt files will be returned to filers.

Proposed Orders: Proposed Orders and Proposed Judgments should be E-filed as “Proposed Order” so
they can be directly routed to the appropriate court.

Exhibits: Exhibits to the Lead Document should be attached to the document and filed as one PDF.






