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Filing for Eviction  

Manual for the External Users 

 

1. Go to: https://sheriffefiletest.ccsheriff.org/ 

Do one of the following  

 

• Log In 

or 

• Create a new account by following the instructions on the website, and log in.  

 

https://sheriffefiletest.ccsheriff.org/
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2. After the login process is completed, click on the “E-FILE EVICTION” section.  The user may be 

asked to fill out the “ADD ATTORNEY PROFILE” as a starting page if it has not been done before. 

Fill out this section. 

 

More attorneys can be added to the user’s profile by clicking on the “ACCOUNT SECTION” and by 

selecting the “Attorney / Pro Se Profiles”. Through this section the user can also activate and de-activate 

all previously entered attorney accounts. 
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3. Proceed to creating a new Eviction Case. Follow the steps below. 

 

a. Click on the “E-FILE EVICTION” 
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b. Fill out this section and click on the “Create” button at the end of the process. 

 

 

c. Next, the following page will pop out. The user should select whether he/she wants to file 

for a residential or for a commercial eviction. Click on one of blue buttons. 
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Residential Eviction Page: 

 Fill out the form and hit the “Save Enforcement” button 

 

 

Commercial Eviction Page: 

 Fill out the form and hit the “Save Enforcement” button 
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d. After the Eviction Filing process is completed, the case will get added to the table. Click on 

the “View/Complete Eviction Disclosure Form (Required)” button and continue to the next 

step. 

 

 

 

e. Fill out the “Eviction Disclosure” Form and hit on the “Save” button at the bottom of the 

form. 
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Useful features on this page to know: 

• When the field: “Would you like to receive automated notifications related to the 

enforcement of your eviction?” is answered as “YES”, the person selected in the green 

section will be receiving updates on the eviction via email, text message or phone call 

depending on the selection. See the image below: 
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f. Next, click on the “Proceed to Payment Authorization” button and then click on the “Finalize 

/ Authorize Payment” button. See the screenshots below. 

Useful features on this page to know: 

• See the second screenshot in this section. At this stage, the user can either continue the 

process and submit a payment or file another eviction and finalize the payment later.  
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g. When the “Finalize / Authorize Payment” button is selected, the user will be directed to this 

page (see the screenshot below). 

 

o The user should select the case he/she wants to pay for 

o Select payment profile or create a new payment profile 

o Authorize payment via LexisNexis. 

 

 

 

 

h. In the last step, the Eviction Case will go to the “In Progress” queue. This concludes the E-

File Eviction process for the external users.  
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4. Additional things to know. 

• All submitted cases can be accessed by clicking on the “E-FILE CASES” tab. The users can go 

there to finish the submission process, finish payment process, check the case status or to 

delete the draft cases. 

 

 

 

 

 

 

This page concludes the instruction manual for the Eviction E-File process for the external users. 

 


