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Filing for Eviction

Manual for the External Users

1. Goto: https://sheriffefiletest.ccsheriff.org/
Do one of the following

e logln
or

e Create a new account by following the instructions on the website, and log in.
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User Instruction Guides

Welcome to the Cook County Sheriff E-File Portal
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E-File Instructional Video
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https://sheriffefiletest.ccsheriff.org/

USERNAME OR EMAIL
PASSWORD

REMEMBER ME )

LOG IN

By selecting LOG IN, you agree to the terms & conditions below.

Register as a new user

Forgot your password?



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.
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Manage Account

Account Settings

Billing Profiles

Attorney / Pro Se Profiles

HOME  CREATE E-FILE | E-FILEEVICTION  E-FILE CASES
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User Instruction Gui

Intreduction

Log in and Select Language
Creating an Account
Access the New E-File Case
Create New E-File

Add a Service

Uploading Documents to S
Summary

Payment

Receipts

Full Instruction Guide
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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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Firm Address. £ Chicage, IL 60835
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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.

& sheriffefiledev.cesheriff.org/EFile/CreateCaseZeviction=True Qe w &0 2

ne Page - Sherif.. @) RolelQ | Pluralsight

o e e e e User Instruction Guides
e following ks 10 view instructions that wil guide you througnout the
[} O
-
EATE NEW EVICTION CASE EVICTION ENF SUMMARY LEXISNEXIS

CREATE NEW EVICTION CASE

caseNuMBER
S . Full nstruction Guide
E-File Instructional Video
DocUMENT TYRE

svcTion v @ <]
EXZIER: PORTAL [

‘SELECT ATTORNEY PROFILE

Kumie v

ORDER (SSUED DATE
POST CARD (80.50 FEE) v
EMERGENCY EVICTION .
FEE WAVER .

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

EVICTION ENFORCEM

RESIDENTIAL EVICTION
MIDDLE NAME LASTNAME

ENFORCEMENT ADDRESS

STREET DIRECTION STREET NAME

ENFORCEMENT DOCUMENT UPLOAD - ONLY PDF LESS THAN 10M8

CERTIFIED COPY OF ORDER OF POSSESSION
Choose Fie | No fie chosen

VERIFICATION OF NON-RENTAL ASSISTANCE
[Chioose Fie | No tie chosen

'SUPPLEMENTAL DOCUMENTS (OPTIONAL)
Choose Fie | No fie chosen

M save Enforc

Commercial Eviction Page:

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

CCSO % HomePage - Sherd. (@) RolelQ] Pursisight

COMMERCIAL EVICTION

REGISTERED AGENT

ENFORCEMENT ADDRESS
STREET DIRECTION STREET NAME

ENFORCEMENT DOCUMENT UPLOAD - ONLY PDF LESS THAN 10MB

 CERTIFIED COPY OF ORDER OF POSSESSION
[Choose File | No fie chosen

VERIRCATION OF NON-RENTAL ASSISTANCE
[Choose File | No fie chosen

SUPPLEMENTAL DOCUMENTS (OPTIONAL)
[Choose Fie | No fie cnosen




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

EVICTION DISCLOSURE

Please fill out the fo;‘:wmg information and ensure that all contact information is correct
CAST NUMBER ATTORNEY INFORMATION
123ABCTenAX AK Test Law Firm - Aneta Kumiegs - 1234 N Sunny 52 1a, Testvilie IL 60555

ATTORNEY CONTACT NUMBER ATTORNEY EMARL

) 718-2572 sneta kumiegs@cesheriforn,
PLAINTIFF STREET ADDRESS PLAINTIFF UNIT #
2345 N. Summer Ln 12

PLAINTSFF STATE PLAINTIFF CONTACT NUMSER

llinsic 50630 312) 5029793 colinluce@ccsherniff.org

WOULD YOU UKE TO SBECEVE AUTOMATED NOTIHCATIONS RELATED TO THE ENFORCIMENT
OF YOUS EVICTION?

Yes v

WHO SHOULD RECEIVE THE PRE-EVICTION NOTIFICATION? PRE-EVICTION NOTIFICATION METHOD (CHECK ALL THAT APPLY)
- Select ~ v

g selected

WHO WILL BE AT THE PROPERTY WHEN THE SHERIFF ARRIVES TO DO THE PCTION? DAY-OF NOTIRCATION METHOOD ([CHECK ALL THAT APPLY)

-~ Select— v Nothing selected

**Data charges may apply. By opting into the CCSENS, you are agreeing to receive telephone calls, emalls, and/or text
messages as indicated on the Opt-in Form, Data rates may apply depending on, and as provided In, your current phane,
Internet, or text agreement with your carrier providing you with telephone, email, or text message services, You are solely
responsible for all fees incurred through your wireless phone or internet service for data rates associated with receiving
any phone calls, emails and/or text messages.**

To the best of your knowledge, please list all occupants of the property. This information is important for officer safety and for
Rossible refarral for services and will not be used to delay the scheduling of your eviction

Last Name First Name Phone # Age  This Person is Disabled or Has Mental Health Conditions




f.  Next, click on the “Proceed to Payment Authorization” button and then click on the “Finalize
/ Authorize Payment” button. See the screenshots below.

e 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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# View/Complete Eviction Disclosure Form (Required)

' Proceed to Payment Authorization '

CREATE CASE OCCUPANT DETAILS SUMMARY AUTHOR
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D SR ) T
PORTAL

i %”?

2 ]o]a)



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.

HOME CRENEEALE EFLEBVCTON EALECASES Account woeor F)(E

ve

All E-File Cases
Orats lect the checkbox next to the cases in the "Unpaid” category that you wish to submit payment for, and click “Pay Via LexisNexis

Unpaid

InProgress Select ) Date E-File Created Case Number Document Type Plaintiff Payment Status Total Amount
Complete 07122023 AKTese712 EVICTION AKTestBusiness Unpaid 56050
Voided Payment

PAYMENT PROFILE G Lot oo G V] ]

Download Summary

SUMMARY TYPE
START DATE

END DATE

& Download Summary

h. Inthe 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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All E-File Cases In Progress

Drans Payment does

Unpaid

In Progress

Complete Date E-File Created Case Number Document Type Plainott Status Total Amount

Voided Payment

Download Summary E-File Instructional Video
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4. Additional things to know.
o 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.

All E-File Cases
Drafts
unpaia

in Progress
Complete:

Voided Payment

Download Summary

SUMMARY TYPE
START DATE

ENDDATE

Gse Files

Select Date E-File Created
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Payment Status Total Amount
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This page concludes the instruction manual for the Eviction E-File process for the external users.
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