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Welcome to GovlLink! This guide will help you use GovLink quickly and successfully, as well as give you
an easy point of reference for those actions you may not perform every day. This guide is a compliment
to the videos you can watch at https://support.govlink.us/category/Icse

Bookmark that page so you can visit often — we add new material as GovLink evolves.
Please ask questions and share your thoughts with us:

e Chat online at https://lacse.govlink.us/home (Monday — Friday, 8:00 AM-5:00 PM MST)
e Email to info@govlink.us
e Call 844-LUV-4-GOV (Monday — Friday, 8:00 AM-5:00 PM MST)

We're so excited to help you get the most out of GovLink and look forward to working with you!
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SET YOUR PASSWORD (FIRST VISIT)

Visit https://lacse.govlink.us/home

On youir first visit, click “Forgot Password?”
Enter your username (your wyo.gov email address) into the username field.
Look for a new email message that includes a link to reset your password.

v LN e

Click the link, choose a new password, and log in.

LOG IN

1. Visit https://lacse.govlink.us/home

2. Enter your username and password.
3. Upon logging in, you will see your dashboard.

LOG OUT

To log out, click your initials in the top-right corner, then click “Logout.”

New Case Alexandria CSE Office v a 0 ¢ KL
Profile

SEARCH

Defendant or LASES Il | jcations I

Notifications

ASSIGNED DAYS IN
ASSIGNED TO DATE ¥ PARISH STATUS
Katlynn O. X Permissions
Long 8/3/23 Winn o
Katlynn O. 8/3/23 winn 56 Signature

Long

Katlynn O. -
Long 7/20/23 Winn 14
Kathmnlo: 717123 Winn 49 sz Couis

Long

Govlink will automatically warn you after 10 minutes of inactivity, then automatically log you out after
15 minutes of inactivity.

DASHBOARD OVERVIEW

Once a user logs into Govlink, they will be taken to their dashboard that contains their office’s particular
workflow.

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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GOVLINK 1 Fitings 2 court cases 3 Reporting

FILING STATUS REFERRAL STATUS WORK GROUP ASSIGNED TO CREATED BY

1. Filings: Under this tab users can see filings that are waiting for action to be taken, submitted to
the court, accepted, and rejected filings for specific users or work groups.

2. Court Cases: Click this tab to search existing cases within GovLink.

3. Reporting: Users will have access to click this tab is they have permissions turned on to generate
Admin and/or family domestic reports.

Filtering your dashboard:

G oV Ll NK Filings  Court Cases  Reporting

FILING STATUS 1 REFERRAL STATUS 2 WORK GROUP 3 assianento /] CREATED BY 5

1. Filing Status: users can flip through different filing status of Unfiled, Submitted, Accepted, and
Rejected.

2. Referral Status: If a filing has a referral associated with, users can filter their dashboard to see
referrals that are currently in a particular status.

3. Work Group: If a user is associated with a particular work group, they can filter their dashboard
to see filings associated or assigned to their specific work groups.

4. Assigned To: User can filter filings on their dashboard to see only filings have been assigned to a
specific user. If you want to see filings that currently do not have a user assigned, select
‘pending assignment.’

5. Created By: Users can filter filings on their dashboard to see filings have been created by a

specific user.

G @VLINK Filings  Court Cases  Reporting 1 + Newcase 2 Alexandria CSE Office 200 «
3456
1 WORK GROUP ASSIGNED TO CREATED BY SEARCH
Unfiled (17) Any - Katlynn O. Long ~ ~ Any - m

1. New Case: Start a new case within GovLink by click the New Case button. Initially, users will
need to start all filings as new cases within GovLink.
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2. Location: If a user is associate with one or more locations, they will be able to select the location
from this drop down.

3. In-App Notifications: If a user has elected to have any in-app notification turned on, this is
where those notifications will appear.

4. Support Page: Users can find step by step user guides and/or quick videos to walk you through
any questions you may have while working in GovLink.

5. User Management: From the User Management drop down, users can add/edit users,
create/edit work groups, or create/edit templates. All actions under this drop down are user-
based permissions.

6. User Settings: This is where the user who is logged in can see their specific user settings. This is
also where all users can turn on or off any type of notification they would like to receive.

CREATE A NEW CASE — WITH A REFERRAL

1. Click the New Case button at the top right of your screen to launch the case wizard.

GOVLINK Fiings  CourtCases  Reporting lu...vm..cssoum- . Pos «

Unfiled (19) - Ay - Ay - [awmo.ong - | Any -

2. Step 1 - Case:

Enter in the LASES case number at the top of the screen and click ‘Import Data.’

o

b. Verify the information that auto populated into the appropriate fields. This information
will appear greyed out and cannot be edit by a user.

c. Select the Case Type from the drop down.
d. From the drop down, select the Filing Attorney.

i. If you do NOT know who the filing attorney will be on this filing, select ‘pending
attorney’ from the drop down.

e. Filing Category is not applicable until offices begin eFiling with the court.

f. If applicable, fill in the Related Docket ID # and/or Related LASES #’s before hitting next.

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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g. Click Save to save your progress and exit the wizard to finish later, or click Next to
proceed to the Parties tab.

Filing (Unfiled) wseso 7385720 5

@ coe © g Documents © susporting Documens

Start with data import

LASES 10* DOCKET 1D PARISH® COURT TYPEX

wsesior pamisH COURT TYPE CASE CATEGORY CASE TYPE @

7385720

ATTORNEY * FILING CATEGORY @ RELATED CIVIL ACTION # ﬁ RELATED LASES 1D

dl Katlynn O. Long

3. Step 2 — Parties:

a. The party names and information associated with the LASES number will auto generate
as they appear in LASES.

b. If the Party Type is not automatically pulled in from LASES, users will select need to
select the party type from the drop-down for each party brought in from LASES.

Filing (Unfiled) uatsio 245987

© supporing pocuments

uuuuuuuuuuuuuuuu

#  State of Lovisiana Plaintiff - 7’

&  Lauren Stokes. - Plaintiff - - Vs

& Mia Valentine - Plaintiff - - Va

& shayna Davies - Defendant - Non-Custodial - P |

c. Differentiate the Custodial and non-custodial parent by selecting from the drop down in
the Custodial column. This is not a required field; however, it will be beneficial if your
office is utilizing templates.
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Page 6 of 63




GET TO KNOW

GOVLINK

987

Filing (Unfiled) e 30 X

© Fitng Documents © supportng Documents @ e

PARTY NAME PARTY TYPE cusToDIAN

&  Lauren Stokes - child

#  State of Louisiana Plaintiff

& Mia Valentine - Plaintiff - Custodial

&  shayn Davies - Defendant - Non-Custodial

+ add party

d. You can view party information by hovering over the person icon next to each party
member’s first name.

Lsesio 345987

Filing (Unfiled) e 2033 X

© Fing Documents © susportng Documents

PARTY TYPE *

#  State of Louit ch v @ Individual & O Organization Ve |
FiRST NAME + 0oL NAME LaST NAME * suprix

& M . Z ~ 7§
s, OATE oF aiRTH SOCIAL SECURITY NUMBER

&  shayma § R - s &
STREET ADDRESS LINE 1 STREET ADDRESS LINE 2

+  Add Party

v sre 2 cooe EMAI ADDRESS

e. If party names or information is incorrect, you will need to correct the information in
LASES first. Once the information is correct in LASES, go back to the step #1, case in
GovLink and click ‘Refresh Data’. The updated information will populate automatically.

Lases 0 345987

Filing (Unfiled) FiUNG 1D 2933 X

© Fiine vocuments © surporting Documents o e

Start with data import

LASES 10* DOCKET 1D PARISH® COURT TYPE*
345987 Refresh Data

f. Click Cancel to exit the wizard or Next to proceed to the Documents tab.
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4. Since this is a referral only workflow, skip Step 3 — Filing Documents and Step 4 — Supporting
Documents by clicking the ‘Next’ button at the bottom of the filing stepper until you’re on step #5,
Referral.

5. Step 5 - Referral:

a. Click the Start Referral button.

Filing (Unfiled)

FILNGID 3160

@ supporting Documents

nnnnnnnn 999
State of Louisiana; Finley -. Mcmahon V Gwendolyn -. Sloan

Case Referral for Action (CSE 102)

No Referral

b. Complete the CSE 102 Referral form with the necessary information. Once complete,
click the ‘Create Referral’ button at the bottom of the form. If the CSE 102 form is not
complete and the user needs to come back to it, they can simply select ‘Save.’

Case Referral For Action (CSE 102)

State of Louisi

X
iana; Finley - Mcmahon V Gwendolyn - Sloan

73885720 3160 999 8th Judicial District Court

c. Assign the Referral under the Assign To section on the Referral Step of the filing stepper.

i. Assign to an individual by selecting the single person icon from the drop down

and then select the person’s name you wish to assign the referral to.

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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Filing (Unfiled) usesio 7385720 o

FUNGID 3160

Parties Filing Documents Supporting Documents. 8) Referral 6 summar
g pporting ry

oockerio 988
State of Louisiana; Finley -. Mcmahon V Gwendolyn -. Sloan GouRT 8t Judicial District Court
FiLER Katlynn O, Long

ASSIGN TO PERSON

Case Referral for Action (CSE 102) B Py
atlynn O. Long

Created View Referral

I Send Referral

ii. Assign to a work group by selecting the Work Group icon from the drop down
and then first select the work group you are assigning the referral to. If you
know the individual within the work group that the referral is being assigned to
you can select their name from the second drop down. If you do not know the
individual within the work group that the referral is being assigned to, select
‘Pending Assignment’ from the second drop down.

Filing (Unfiled) —

FLNGID 3160

@ Filing Documents @ supporting Documents @ roferral

DockeT 10 999
State of Louisiana; Finley -. Mcmahon V Gwendolyn -. Sloan CouRT 8th Judicial District Court

FILER  Katlynn O. Long

ASSIGN TO GROUP

Case Referral for Action (CSE 102)

E- BGC Group - State Office... ~  Pending Assignment
Created View Referral
B send referral
REFERRAL HISTORY
d. Click the ‘Send Referral’ button.
Filing (Unfiled) usse TETI0

@ Fiting Documents. @ supporting Documents ® referral 6 Summary

oockeT D999
State of Louisiana; Finley -. Mcmahon V Gwendolyn -. Sloan court  8th Judicial District Court
FiLeR  Katlynn O, Long

ASSIGN TO PERSON

Case Referral for Action (CSE 102) e preT———p
~  Katlynn O. Long

Created View Referral .=

e. If no further action is needed, exit out of the filing by clicking the ‘X’ in the upper right-
hand corner of the filing stepper.
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CREATE A NEW CASE — WITHOUT A REFERRAL

1. Click the New Case button at the top right of your screen to launch the case wizard.

Unfiled (19)

GOVLINK Filngs  CourtCases  Reporting lmnauacszovm - Pov

REFERRALSTATUS  womkemowe  AssoweoTo  ceeAessy . sumen

2. Step 1-Case:

o

Enter in the LASES case number at the top of the screen and click ‘Import Data.’
Verify the information that auto populated into the appropriate fields. This information
will appear greyed out and cannot be edit by a user.
Select the Case Type from the drop down.
From the drop down, select the Filing Attorney.

i. If you do NOT know who the filing attorney will be on this filing, select ‘pending

attorney’ from the drop down.

Filing Category is not applicable until offices begin eFiling with the court.
If applicable, fill in the Related Docket ID # and/or Related LASES #'s before hitting next.
Click Save to save your progress and exit the wizard to finish later, or click Next to
proceed to the Parties tab.

wsesio 73BET20 o

Filing (Unfiled) umco 3160

Start with data import

7385720

ATTORNEY
@] Katlynn O. Long

3. Step 2 - Parties:

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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f. The party names and information associated with the LASES ID will auto generate as
they appear in LASES.

g. If the Party Type is not automatically pulled in from LASES, users will select need to
select the party type from the drop-down for each party brought in from LASES.

Filing (Unfiled) uassio 245987y

© suprortng Documerts

AAAAAAAAAAAAAAAA

B  State of Louisiana Plaintiff - 7

&  Lauren Stokes - Plaintiff - - 4

& Mia Valentine - Plaintiff - - 4

&  shayna Davies - Defendant - Non-Custodial - P |

+ add party

h. Differentiate the Custodial and non-custodial parent by selecting from the drop down in
the Custodial column. This is not a required field; however, it will be beneficial if your
office is utilizing templates.

Filing (Unfiled) wstsio 345087 o

a0 2933

@ wporting Documenss

vvvvvvvvv
& Lauren Stoke! - Child

#  State of Louisiana Plaintiff
& Ma Valentine - Plaintiff - Custodial

& shayna Davies - Defendant - Non-Custodial

i.  You can view party information by hovering over the person icon next to each party
member’s first name.

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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345987

Filing (Unfiled) e 2033 X

j- If party names or information is incorrect, you will need to be correct the information in
LASES first. Once the information is correct in LASES, go back to the step #1, case in
GovLink and click ‘Refresh Data’. The updated information will populate automatically.

k. If party names or information is incorrect, you will need to be correct the information in
LASES first. Once the information is correct in LASES, go back to the step #1, case in
Govlink and click ‘Refresh Data’. The updated information will populate automatically.

Filing (Unfiled) psrsio 345087

© supporting Documants

Start with data import
usesio*  DOCKETID PARISH® couRT TYPE*
, ,

I. Click Cancel to exit the wizard or Next to proceed to the Documents tab.

4. Step 3: Filing Documents: The Filing Documents are going to be the documents that will be filed
with the court. In the Filing Documents tab of the wizard:
a. Drag & Drop your document into the Drop Zone, or click ‘File Explorer’ to select your
files from your system.

€ prev Q Folow @ Drop file to upload, or.. AL I Cancel ® save Next

Document Library

File Explorer

b. Select the Document Type from the drop-down list. This is a required field.

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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c. Optionally, add a description to the description box.

Filing (Unfiled) e
@ riing Documents @ suwporting Documents

State of Louisiana; Mia Valentine V Shayna Davies

[}

monon
2

[ A A

Waiver/Affidavit of Service - 5

d. Auser can also add a template to the filing by selecting ‘Document Library’ in the Select
File drop down.

Q Follow @ Drop file to upload, or.

e. The user is able to search for the templates in the library and select the templates they
would like to add and then click ‘Add to Filing’

Document Library X

DOCUMENT NAME DOCUMENT TYPE
Any - Search

SELECT DOCUMENT NAME 1 DOCUMENT TYPE

Rule to Rev For Modif Miscellaneous

Waiver of service - Paternity Test Waiver/Affidavit of Service

cancel Add to Filing

f. For templated documents, the party and case data from LASES will automatically
populate into the template.

g. All documents added to the filing, including templates can be edited using the available
tools next to each document.

\J
i. Edit - Click the Edit icon to make edits on the document. #
ii. Split— Click the Split icon to split a multi-page document into separate

n
documents. ﬁ

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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iii. Combine- Select the documents and click the combine icon to merge

documents. J\
iv. Sign — Click the Sign icon to insert electronic signatures/initials into the
\J
document. <z
v. Rework — Click the ReWork icon to remove all signatures to a document and

revert the document back to its original format. b

vi. Delete — Click the Delete icon to delete an unfiled document. [
vii. Rotate — Click the Rotate icon to turn individual pdf documents any direction

within GovLink.

h. Click Save to save your progress and exit the wizard. You can come back later to
continue your work. Or click next to continue to the Supporting Documents step.

5. Step 4 - Supporting Documents: Attachments or documents that need to be a part of the case
but do not need to be filed to the court. In the Supporting Documents tab of the wizar

Filing (Unflled) ;IALSI::E :;381%35 x

° Parties ° Filing Documents @ Supporting Documents ° Referral

DOCKET ID  Pending

State of Louisiana V Atticus Holder; Ingrid Stuart COURT  8th Judicial District Court
FILER Katlynn O. Long

a. Drag & drop your document into the Drop Zone, or click ‘File Explorer’ to select your
files from your system.

arlow @

File Explorer

b. Select the Document Type from the drop-down list. This is a required field.

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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Filing (Unfiled) usesio 7385720 o

FLNGID 3160

@ Fiting Documents @ supporting Documents @ referral 6) Summary

DOCKETID 999
CouRT 8t Judicial District Court
FILER  Katlynn O. Long

State of Louisiana; Finley -. Mcmahon V Gwendolyn -. Sloan

([ tachments intis sep ae NoT s o the Caurt lctronicaly o ncluded nthe downlosd pacat for manua ling. These atachmants re for intarnal efarance o |

SELECT  ORDER  SUPPORTING DOCUMENT NAME SUPPORTING DOCUMENT TYPE oescriPTion AcTions
o =1 [ sith Centificate.pdf [ VAN |
Certificate of Birth
Pay Stub
Social Security Card

Test support

c. Optionally, add a description to the description box.

d. All of the filing document editing tools will be available in the supporting documents
step as well.

Filing (Unfiled) wsesio 7385720 o

FILNG 1D 3160

@ rarties @ Filing Documents @ supporting Documents 6 Summary

DOCKETID 999
CouRT  8th Judicial District Court
FILER  Katlynn O. Long

State of L i Finley -. ahon V dolyn -. Sloan

SELECT  ORDER  SUPPORTING DOCUMENT NAME 'SUPPORTING DOCUMENT TYPE DESCRIPTION ACTIONS

[m] =1 B sirth Certificate.pdf Certificate of Birth v P

e. Click Save to save your progress and exit the wizard. You can come back later to
continue your work. Or click next to continue to the next step.

6. Step 5 — Referral: Since this workflow does NOT require a referral, click ‘Next’ to proceed to the

summary step.

7. Step 6 — Summary:

a. Review the documents you are including in this filing. Click the ‘Prev’ button if you need

to return to the Documents step of the wizard and make any changes.

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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2052038
2899

Filing (Unfiled) x

State of Louisiana V Mariela Houston; London Duke ~ cour
FILING DOCUMENTS (2) Nexr sTeps
» B wa tdoc o«

2) [ Rule to Rev F

256 /256

HISTORY sow All

Filing 2899 Created 600 / 600

Lases 1o cAsE ACTION Lo TYPE

1 acknowledge my responsibility to complete this filing directly with the
court, outside GovLink.

€re QFolow @@ Cancol [ save

b. Filing History section will show who created the filing, any assignment changes, all
internal routing notes, and any CALO updates that have been added to the filing. This is
also one where you can find the rejection reason should a filing be rejected.

Filing (Unfiled)®
@ rire vocumens @ survortog Documens
State of Louisiana; Child -. Alpha; Child -. Bravo V Father -. Alpha Sr. )
0. o

[rrrp—— et sTers

1) B Rule to Rev For Modif(n.pdf

B~ Katlynn O. Long

HisTORY swiow All

256 /256
Filing 2999 Rejected
Court Response Note:
Missing signature.
600 / 600

Filing 2099 Submitted
Filing 2099 Created

Ia go my ibility to complete this filing directly with the

court, outside GovLink

€ prev QFollow e ancel B swve

c. Depending on your office’s workflow, users can assign this filing to either a work group
or individual.
i. Assign to an individual by selecting the single person icon from the drop down
and then select the person’s name you wish to assign the referral to.

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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Filing (Unfiled)®

e 123456
FUNGID 2099
@ Fine vocumenss D —

State of Louisiana; Child -. Alpha; Child -. Bravo V Father -. Alpha Sr.

FILING DOCUMENTS (1)

1) [ Rule to Rev For Modif(1)(1).pdf Acknowledgement of Service
B rewmo o
B Person
wisToRY swow AL :
B work aroup 256 / 256

Filing 2099 Rejected

ii. Assign to a Work Group by selecting the Work Group icon from the drop down
and then first select the work group you are assigning the referral to. If you
know the individual within the work group that the referral is being assigned to

you can select their name from the second drop down. If you do not know the
individual within the work group.

Filing (Unfiled) — w=o 785720 o

AuNGio 3160

Y r—

State of Louisiana; Finley -. Mcmahon V Gwendolyn -. Sloan CouRT  8th Judicial
LR K

ASSIGN TO GROUP
Case Referral for Action (CSE 102)

E- 8GC Group - State Office... ~ | Pending Assignment
Created View Referral

REFERRAL HISTORY

d. Add any internal notes pertaining to this filing in the Internal Routing Notes section.

These notes will stay within GovLink and will only be able to view internally. Similar to a
sticky note!

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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Filing (Unfiled)

State of Louisiana V Mariela Houston; London Duke

FILING DOCUMENTS (2) NexT.

) B waiv

2 [ Rule to Rev ¢

256 /256
HisTORY sHow A -

Filing 2899 Created

600 / 600

1 acknowledge my responsibility to complete this filing directly with the
court, outside Govink,

€ QFollow o

e. Add notes for the LASES Case Action Log (CAL).

Filing (Unfiled)

© survortngocuments
State of Louisiana V Mariela Houston; London Duke

FILING DOCUMENTS. (2)

ex sTevs
P8 scc Group - State Office... = Katlynn O, Long
2) [ Rule to Rev For Modifdocx P
2561256
vasToRy swow Al .

Filing 2899 Created 600 / 600

lity to complete this filing directly with the

€ brev QFollow e

e

f. Add a CALO Type from the the drop down. The CALO Notes and the CALO type will both

be fed back to LASES.

T s LASES 10 CASE ACTION LOG
Filing 2899 Created

READY TO LOCK DOCUMENTS AND DOWNLOAD

600 / 600

1 acknowledge my responsibility to complete this filing directly with the
court, outside GovLink.

Crev  QFolow @@

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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g. If you have filing permissions and are ready to save and download to manually file with
the court, click the checkbox next to ‘l acknowledge my responsibility to complete this
filing directly with the court, outside GovLink’ and then click File.

READY TO LOCK DOCUMENTS AND DOWNLOAD
w | acknowledge my responsibility to complete this filing directly with the
court, outside GovLink.

h. If the user does not have permission to file, they are able to assign to a different user
and click ‘Save’ to assign this filing. You can also click the ‘Save’ button if you’d like to
simply save your work and exit the Filing Wizard.

€ Prev Q Follow @l Cancel

FIND AN EXISITING CASE

1.

2.

Click Court Cases at the top of your screen.

GOVLINK  Fine Reporting

You must first select if you are search within the flowing:
a. My Cases: just your specific cases
b. All: will search all cases at that specific location, then:
i. the Parish to be searched, AND then enter either:
ii. the Case/Docket ID OR
iii. Partorall of a Party’s First and Last names.

G@VLI NK Filings  Court Cases  Reporting

PARISH CASE / DOCKET ID PARTY FIRST NAME PARTY LAST NAME
i ' “ - 2 £

3. Once the required fields have been filled, the Search button will become clickable.

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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4. User may also expand Advanced Filters and
a. Enter part or all of the LASES number
b. Searching by party type
c. Searching by party entity
d. The additional options of Court Type, Case Category and Case Type cannot be altered at
this time.

G@VLI NK Filings Court Cases Reporting

PARISH CASE / DOCKET 1D PARTY LAST NAME
My Cases Al
- Search

0 Advanced Filters

LASESTD T PARTYTYP e ARty ENTITY COURT TYP! € CASE CATEGORY CASE TYPE

Defendant - Person

5. Click “Search”.
6. View the results of your search below the search box. Click any column heading to sort the
results.

VIEW THE DETAILS OF A CASE

First, locate the case by following steps in “Find a case”. This must be a case that has been created in
Govlink. If you are unable to locate the case, contact us by clicking the green Chat bubble on the
bottom left of your screen (Mon-Fri 8-5 MST) or by calling 844-LUV-4-GOV for assistance. Once you have
located the case:

1. Once you've located the intended case, click anywhere on the case to open the Case
Information pop-up box.
2. Review case details, located at the top of the pop up.

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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Case/Docket # 23CV987

8th Judicial District Court | Judge Smith
LASES ID 123542 | Related Case/Docket #
Initiation Date 6/22/23

STATE OF LOUISIANA; KAEL -. COOLEY V CHAD -. CONWAY
artie Attorne
UNFILED

Filing #3109
Katlynn O. Long A

/7

SUBMITTED

Filing #3067 (3

4 A

Katlynn O. Long | 6/22/23

1 Proposed Order B Rule to Rev For Modif(2).pdf 3

2 Miscellaneous [ 2 PETITION FOR REV MOD- CO.pdf 3

3 Complaint B Rule to Rev For Modif(1).pdf 3

4 Social Security Card E 2 PETITION FOR REV MOD- CO.docx !
@ compile & Download ¥ Download All

3. Review filings by categories of Unfiled, Submitted, and Accepted.
4. Click:
a. individual document title in each row to view a specific document.
b. the download arrow next to a document to download that document only.
c. the ‘Download All’ button to download all filings as individual documents on this case.
d. The Compile & Download button to download all filings in one combined document on
this case.

e. the Parties or Attorneys tabs to view parties or attorneys associated with this case.

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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Case/Docket # 23CV987

8th Judici urt | Judge Smith
LASES I se/Docket #

'STATE OF LOUISIANA; KAEL -. COOLEY V CHAD -. CONWAY
uuuuu
, Filing #3109
Katlynn O. Long 1 v
SUBMITTED
Filing #3067 [ 4 A
Katlynn O. Long | 6/22/23 4a 4b
1 Proposed Order B Rule to Rev For Modif(2).pdf 3
2 Miscellaneous 5 2 PETITION FOR REV MOD- CO.pdf 3
3 Complaint B Rule to Rev For Modif(1).pdf 3
4 Social Security Card [ 2 PETITION FOR REV MOD- CO.doex 3
4d @ compie e powniosd & pownioad 1 4
orton 0@

5. Click the Follow icon to turn notifications for this case on or off.

A Follow @@

FILE ONE OR MORE DOCUMENTS INTO AN EXISTING CASE

First, locate the case by following steps in “Find a Case”. This must be a case that has been created in
GovlLink. If you are unable to locate the case, contact us by clicking the green Chat bubble on the
bottom left of your screen (Mon-Fri 8-5 MST) or by calling 844-LUV-4-GOV for assistance. Once you have
located the case:

1. Click anywhere on the case to open the Case Information pop-up box.
2. Click the File Into Case button in the top right hand corner to launch the filing wizard.

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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Case/Docket # 999

t Court

8th Ju strict
LASES ID 7385720 | Related Case/Docket #

STATE OF LOUISIANA; FINLEY -. MCMAHON V GWENDOLYN -. SLOAN
lings Parties Attorneys
UNFILED

SUBMITTED

ACCEPTED

Filing #2936 (2 3~
Katlynn O. Long | 6/14/23

3. Step 3: Filing Documents: The Filing Documents are going to be the documents that will be filed
with the court. In the Filing Documents tab of the wizard:
a. Drag & Drop your document into the Drop Zone, or click ‘File Explorer’ to select your
files from your system.

€ Prev Q Follow @@ Orop file to upload, or. JEHEEEICIN cancel [ save
Document Library
.Fite Explorer

b. Select the Document Type from the drop-down list. This is a required field.
c. Optionally, add a description to the description box.

Filing (Unfiled) sesio 345987 o

FUNG D 2933

@) Fiting pocuments

bockeTiopending
State of Louisiana; Mia Valentine V Shayna Davies CouRT Blh“Jl\Il:ﬂrle\ I;mmc( Court
seiect  oRoER  DocuMENT NAME DocumenT TYee oescwemon ] acnows
[a} =1 B chid Support Orderdocx order v vz ou
o =2 B Rule to Rev For Modidocx Miscel v Zu
o =3 [ Waver of service - Paternity Test.dd.. Waiver/Affidavit of Serviee  + ]

d. A user can also add a template to the filing by selecting ‘Document Library’ in the Select
File drop down.

€ prev Q Follow @@ Drop file to upload, or. JECEEERLINNEg Cancel @ save Next >

Document Library

File Explorer

e. The user is able to search for the templates in the library and select the templates they
would like to add and then click ‘Add to Filing’

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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Document Library X

DOCUMENT NAME DOCUMENT TYPE
Any - Search

SELECT DOCUMENT NAME DOCUMENT TYPE

Rule to Rev For Modif Miscellaneous

Waiver of service - Paternity Test Waiver/Affidavit of Service

Cancel Add to Filing

f. For templated documents, the party and case data from LASES will automatically

populate into the template.
g. All documents added to the filing, including templates can be edited using the available
tools next to each document.

\J
i. Edit - Click the Edit icon to make edits on the document. #
ii. Split — Click the Split icon to split a multi-page document into separate

n
documents. ﬁ
iii. Combine- Select the documents and click the combine icon to merge

documents. Js
iv. Sign — Click the Sign icon to insert electronic signatures/initials into the

\J

document. <z
v. Rework — Click the ReWork icon to remove all signatures to a document and

revert the document back to its original format. :)

vi. Delete — Click the Delete icon to delete an unfiled document. []
vii. Rotate — Click the Rotate icon to turn individual pdf documents any direction

within GovLink.

h. Click Save to save your progress and exit the wizard. You can come back later to
continue your work. Or click next to continue to the Supporting Documents step.

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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4. Step 4 - Supporting Documents: Attachments or documents that need to be a part of the case
but do not need to be filed to the court. In the Supporting Documents tab of the wizard:
a. Drag & drop your document into the Drop Zone, or click ‘File Explorer’ to select your
files from your system.

& Prev Q Follow @ Drop file to upload, or. JECHESIZIENEY Cancel B save

File Explorer

b. Select the Document Type from the drop-down list. This is a required field.

Filing (Unfiled) sesio 7385720y

FLNGID 3160

@ rarties @ Fiting Documents @ supporting Documents

oockeTio 999
State of Louisiana; Finley -. Mcmahon V Gwendolyn -. Sloan Court 8th Judicial District Court

FILER  Katlynn O. Long

SELECT  ORDER  SUPPORTING DOCUMENT NAME SUPPORTING DOCUMENT TYPE oescriPTIoN AcTions
o =1 [ sith Centficate.pdf [ VAN |
Certificate of Birth
Pay Stub
Social Security Card

Test support

c. Optionally, add a description to the description box.
d. All of the filing document editing tools will be available in the supporting documents
step as well.

Filing (Unfiled) wsesio 7385720 o

FILNG 1D 3160

[ @ Filing Documents @ supporting Documents © referral

DOCKETID 999
State of Louisi: Finley -. Mcmahon V dolyn -. Sloan COURT  8th Judicial District Court
FILER  Katlynn O. Long

({sachmns ntis st are T san t th Gourt lactroicllyor ncuded i the dowrload packet or manual lngs Thse atachmants ar fo nernal rference anty. |

SELECT  ORDER  SUPPORTING DOCUMENT NAME SUPPORTING DOCUMENT TYPE DESCRIPTION ACTIONS

[m] =1 [ sirth Certificate.pdf Certificate of Birth . VIR

e. Click Save to save your progress and exit the wizard. You can come back later to
continue your work. Or click next to continue to the next step.

5. Step 6 — Summary:
a. Review the documents you are including in this filing. Click the ‘Prev’ button if you need
to return to the Documents step of the wizard and make any changes.

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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2052038
2899

Filing (Unfiled) x

State of Louisiana V Mariela Houston; London Duke ~ cour
FILING DOCUMENTS (2) Nexr sTeps
» B wa tdoc o«

2) [ Rule to Rev F

256 /256

HISTORY sow All

Filing 2899 Created 600 / 600

Lases 1o cAsE ACTION Lo TYPE

1 acknowledge my responsibility to complete this filing directly with the
court, outside GovLink.

€re QFolow @@ Cancol [ save

b. Filing History section will show who created the filing, any assignment changes, all
internal routing notes, and any CALO updates that have been added to the filing. This is
also one where you can find the rejection reason should a filing be rejected.

Filing (Unfiled)®
@ rire vocumens @ survortog Documens
State of Louisiana; Child -. Alpha; Child -. Bravo V Father -. Alpha Sr. )
0. o

[rrrp—— et sTers

1) B Rule to Rev For Modif(n.pdf

B~ Katlynn O. Long

HisTORY swiow All

256 /256
Filing 2999 Rejected
Court Response Note:
Missing signature.
600 / 600

Filing 2099 Submitted
Filing 2099 Created

Ia go my ibility to complete this filing directly with the

court, outside GovLink

€ prev QFollow e ancel B swve

c. Depending on your office’s workflow, users can assign this filing to either a work group
or individual.
i. Assign to an individual by selecting the single person icon from the drop down
and then select the person’s name you wish to assign the referral to.

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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Filing (Unfiled)®

e 123456
FUNGID 2099
@ Fine vocumenss D —

State of Louisiana; Child -. Alpha; Child -. Bravo V Father -. Alpha Sr.

FILING DOCUMENTS (1)

1) [ Rule to Rev For Modif(1)(1).pdf Acknowledgement of Service
B rewmo o
B Person
wisToRY swow AL :
B work aroup 256 / 256

Filing 2099 Rejected

ii. Assign to a Work Group by selecting the Work Group icon from the drop down
and then first select the work group you are assigning the referral to. If you
know the individual within the work group that the referral is being assigned to

you can select their name from the second drop down. If you do not know the
individual within the work group.

Filing (Unfiled) — w=o 785720 o

AuNGio 3160

Y r—

State of Louisiana; Finley -. Mcmahon V Gwendolyn -. Sloan CouRT  8th Judicial
LR K

ASSIGN TO GROUP
Case Referral for Action (CSE 102)

E- 8GC Group - State Office... ~ | Pending Assignment
Created View Referral

REFERRAL HISTORY

Add any internal notes pertaining to this filing in the Internal Routing Notes section.

These notes will stay within GovLink and will only be able to view internally. Similar to a
sticky note!

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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Filing (Unfiled)

State of Louisiana V Mariela Houston; London Duke

FILING DOCUMENTS (2) NexT.

) B waiv

2 [ Rule to Rev ¢

256 /256
HisTORY sHow A -

Filing 2899 Created

600 / 600

1 acknowledge my responsibility to complete this filing directly with the
court, outside Govink,

€ QFollow o

e. Add notes for the LASES Case Action Log (CAL).

Filing (Unfiled)

© survortngocuments
State of Louisiana V Mariela Houston; London Duke

FILING DOCUMENTS. (2)

ex sTevs
P8 scc Group - State Office... = Katlynn O, Long
2) [ Rule to Rev For Modifdocx P
2561256
vasToRy swow Al .

Filing 2899 Created 600 / 600

lity to complete this filing directly with the

€ brev QFollow e

e

f. Add a CALO Type from the the drop down. The CALO Notes and the CALO type will both

be fed back to LASES.

T s LASES 10 CASE ACTION LOG
Filing 2899 Created

READY TO LOCK DOCUMENTS AND DOWNLOAD

600 / 600

1 acknowledge my responsibility to complete this filing directly with the
court, outside GovLink.

Crev  QFolow @@

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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g. If you have filing permissions and are ready to save and download to manually file with
the court, click the checkbox next to ‘l acknowledge my responsibility to complete this
filing directly with the court, outside GovLink’ and then click File.

¥ TO LOCK DOCUMENTS AND DOWNLOAD
1 acknowledge my responsibility to complete this filing directly with the

court, outside GovLink.

h. If the user does not have permission to file, they are able to assign to a different user
and click ‘Save’ to assign that case. You can also click the ‘Save’ button if you’'d like to
simply save your work and exit the Filing Wizard.

€ prev Q Follow @l Cancel

SENDING A REFERRAL FOR AN EXISITING CASE

First, locate the case by following steps in “Find a Case”. This must be a case that has been created in
Govlink. If you are unable to locate the case, contact us by clicking the green Chat bubble on the
bottom left of your screen (Mon-Fri 8-5 MST) or by calling 844-LUV-4-GOV for assistance. Once you have
located the case:

1. Click anywhere on the case to open the Case Information pop-up box.
2. Click the File Into Case button in the top right hand corner to launch the filing wizard.
3. You will be taken to the Filing Documents step of the filing stepper.

a. Click the referral step of the top of filing stepper or click the ‘Next’ button until you’re
on step 5 of the filing stepper.

b. Click the Start Referral button.

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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Filing (Unfiled) usesio 7385720 o

FLNGID 3160

@ riting ocuments @ supporting Documents ® roferral 6 Summary

] oockeTIo 999
State of Louisiana; Finley -. Mcmahon V Gwendolyn -. Sloan CouRT  8th Judicial District Court
FiLer  Katlynn O. Long

Case Referral for Action (CSE 102)

c. Complete the CSE 102 Referral form with the necessary information. Once complete,
click the ‘Create Referral’ button at the bottom of the form. If the CSE 102 form is not
complete and the user needs to come back to it, they can simply select ‘Save.’

Case Referral For Action (CSE 102)

State of Lo

X

Finley - Mcmahon V Gwendolyn -. Sloan

Katlynn 0. Long 73885720 3160 999 8th Judicial District Court

u

d. Assign the Referral under the Assign To section on the Referral Step of the filing stepper.

i. Assign to an individual by selecting the single person icon from the drop down
and then select the person’s name you wish to assign the referral to.

Filing (Unfiled) sesio 7385720 5

FUNGID 3160

© s © Fing vocuments © supveriing Documents oo

oockeTio 889
State of Louisiana; Finley -. Mcmahon V Gwendolyn -. Sloan GouRT 8t Judicial District Court
Fier  Katlynn O, Long

ASSIGN TO PERSON

Case Referral for Action (CSE 102)
¢ ) B- Katlynn O. Long

Created View Referral

1 Send Referrl

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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Assign to a work group by selecting the Work Group icon from the drop down
and then first select the work group you are assigning the referral to. If you
know the individual within the work group that the referral is being assigned to
you can select their name from the second drop down. If you do not know the
individual within the work group that the referral is being assigned to, select
‘Pending Assignment’ from the second drop down.

Filing (Unfiled)

nnnnnnnn

3160

@ Filing Documents @ supporting Documents @ referral

State of Louisiana; Finley -. Mcmahon V Gwendolyn -. Sloan

ASSIGN TO GROUP

Case Referral for Action (CSE 102)
Bv BGC Group - State Office... ~ | Pending Assignment
Created View Referral

B send Refera

REFERRAL HISTORY

Click the ‘Send Referral’ button.

sssssss
‘‘‘‘‘‘‘‘

7385720

3160 X

Filing (Unfiled)

© srvoring Documents

© riing Documents

DOCKETID 999
URT  8th Judicial District Court
FILER  Katlynn O. Long

State of Louisiana; Finley -. Mcmahon V Gwendolyn -. Sloan

Case Referral for Action (CSE 102)

B o one

Created View Referral

If no further action is needed, exit out of the filing by clicking the ‘X’ in the upper right-hand
corner of the filing stepper.

ACCEPTING A REFERRAL

Accepting a referral is a user-based permission. Only users who have the Accept Referral permission

turned on will be able to perform this action.

If a user has their referral notifications turned on, they will be notified when a referral has been sent to

them.

Page 31 of 63
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1. Users can locate referrals that have been sent to them or to a work group that they are

associated with on their dashboard by remaining in the Unfiled filing status and filtering their

dashboard to one or more of the following criteria:
a. To Referral Status to “Sent”
b. By the Work Group that the referral was sent to

c. Toanindividual user that the referral was sent to or select ‘pending assignment’ if to

filings that does not have a user assigned yet.

GOVLINK

Court Cases Reporting + New Case Alexandria CSE Office  ~ A QOB «

2. You can also search for a filing by Defendant or LASES ID.

GOVLINK Filings ~ Court Cases  Reporting + New Case
FUNG STATUS ReFERRAL STATUS womxerouP  Assiow 010 cReateD BY
Unfiled (17) - Sent - BGC Group - State... ~ Pending Assignment ~ Any

3. Click anywhere on the case to open the filing stepper.
Go to the Step 5, the referral step, by clicking the next button at the bottom of the filing
stepper.

Filing (Unfiled) Uses 2952038 o

FILNG 1D 2899

© rarties @ Fiting Documents @ supporting Documents © referral 6 Summary
—

DOCKET 10 Pending
State of Louisiana V Mariela Houston; London Duke COURT  8th Judicial District Court

FILER Katlynn O. Long

5. View the information within the CSE-102 form by clicking “View Referral.”

Filing (Unfiled) usesio 2952038 o

FLNG 1D 2899

@ rarties @ Fiting Documents @ supporting Documents @ referral

DOCKET D Pending
State of Louisiana V Mariela Houston; London Duke COURT  8th Judicial District Court
FILER  Katlynn O. Long

Case Referral for Action (CSE 102)

Sent View Referral

G Reject Referral (3 Accept Referral

6. Click the accept referral button.

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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Filing (Unfiled) wsesio 2952038

@ Fiting Documents @ supporting Documents ® referral 6 Summary

DOCKET 1D Pending
State of Louisiana V Mariela Houston; London Duke CcourT  8th Judicial District Court
FILER  Katlynn O. Long

Case Referral for Action (CSE 102)

Sent View Referral

G reject referrat (1 Accept Referral

7. Within the in the pop up, you can either keep it assigned to yourself OR assign the accepted

referral to a different user. Optionally, users can also add a note in the reason for action taken

Accept Referral X

ASSIGN TO GROUP

section.

E' BGC Group - State O... ~  Katlynn O. Long v

REASON FOR ACTION TAKEN:
512 / 512

7%

Cancel |@ Accept Referral

8. Once user clicks the “Accept Referral” button, the status of the referral will be reflected in the

referral history section.

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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Filing (Unfiled)

© suprorting Documents

State of Louisiana V Mariela Houston; LondonDuke ~~ COURT

Case Referral for Action (CSE 102)
View Referral

REFERRAL HISTORY
Referral Accepted
Referral Sent to Group: BGC Group - State Office - 1, User: Katlynn Long

Referral Created

€ Prev QFollow ¥ Ccancel Next >

9. If no further action is needed, exit out of the filing by clicking the ‘X’ in the upper right-hand corner of the
filing stepper.

REJECTING A REFERRAL

Accepting a referral is a user-based permission. Only users who have the Accept referral permission
turned on will be able to complete this action.

If a user has their referral notifications turned on, they will be notified when a referral has been sent to
them.

1. Users can locate referrals that have been sent to them or to a work group that they are
associated with on their dashboard by remaining in the Unfiled filing status and filtering their
dashboard to any of the following criteria:

a. To Referral Status to “Sent”

b. By the Work Group that the referral was sent to

c. Toanindividual user that the referral was sent to or select ‘pending assignment’ if to
filings that does not have a user assigned yet.

GOVLINK ~ rnes  coucases  reporing Frewcne  memngacseomcs - A @ @ (&

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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2. You can also search for a filing by Defendant or LASES ID.

G oV [_| NK Filings  CourtCases  Reporting + New Case

FLNG STATUS

Unfiled (17)

TaTuS WORK GROUP ASSIGNED TO CREATED BY

BGC Group - State... ~ Pending Assignment ~ Any

3. Click anywhere on the case to open the filing stepper.
4. Goto the Step 5, the referral step, by clicking the next button at the bottom of the filing
stepper.

Filing (Unfiled) Usesio 2952038 o

FILNG 1D 2899

@ Fiting Documents @ supporting Documents ® referral 6 Summary
S

DOCKET 10 Pending
State of Louisiana V Mariela Houston; London Duke COURT  8th Judicial District Court

FILER Katlynn O. Long

5. View the information within the CSE-102 form by clicking “View Referral”

Filing (Unfiled) sesio 2952038y

FILNG 1D 2899

@ Fiting Documents @ supporting Documents @ referal 6 Summary

DOCKET 1D Pending
State of Louisiana V Mariela Houston; London Duke COURT  8th Judicial District Court
FILER Katlynn O. Long

Case Referral for Action (CSE 102)

-

OV Reject Referral 1(5 Accept Referral
6. Click the ‘Reject Referral’ button.
Filing (Unfiled) ussio 234235

© rarties @ Filing Documents @ supporting Documents @ referral

DOCKET 1D Pending
State of Louisiana V Atticus Holder; Ingrid Stuart COURT  8th Judicial District Court
FILER  Katlynn O. Long

Case Referral for Action (CSE 102)

Sent View Referral

109 Accept Referral

7. Within the in the pop up, assign the referral back to the necessary user and/or work group. Add

the reason for rejection within the free text box. This is a required field to be able to click the
“Reject Referral” button.

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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Reject Referral X

ASSIGN TO PERSON >

B' Katlynn O. Long -

REASON FOR ACTION TAKEN:

Please correct arrears amount, 482/ 512

7%

Cancel Reject Referral

8. Once user clicks the “Reject Referral” button, the referral will be sent back to the user it was

assigned to and the status of the referral will be reflected in the referral history section.

Filing (Unfiled) usso 22

\\\\\\\\

DOCKET 1D
State of Louisiana V Atticus Holder; Ingrid Stuart COURT  8th Judicial Distri
FILER  Katlyn:

Case Referral for Action (CSE 102)

REFERRAL HISTORY

9. If no further action is needed, exit out of the filing by clicking the ‘X" in the upper right-hand
corner of the filing stepper.

REWORKING A REJECTED REFERRAL

If a user has their Rejected Referral notifications turned on, they will be notified when a referral that
they have created has been rejected and also when it has been assign back to them.

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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1. Users can locate referrals that have been rejected and sent to them or to a work group that they
are associated with on their dashboard by remaining in the Unfiled filing status and filtering
their dashboard to any of the following criteria:

a. To Referral Status to “Rejected”

b. By the Work Group that the referral was sent to

c. Toanindividual user that the referral was sent to or select ‘pending assignment’ if to
filings that does not have a user assigned yet.

GOVLINK Filings  Court Cases  Reporting + Newcase  AlexandriaCSEOffice + A @ B
AUNGSTATUS  REFERRALSTATUS a wonk aroue ) assineoto C cReATED BY searcH
Unfiled (17) . semt +  BGCGroup-State..  PendingAssignment ~  Any . =3

2. You can also search for a filing by Defendant or LASES ID.

GOVLINK Filings  CourtCases  Reporting + NewCase  AleandriaCSEOffice ~ A @ B w

Unfiled (17) - sent - BGCGroup-State..~  PendingAssignment ~  Any B

3. Click anywhere on the case to open the filing stepper.
4. Goto the Step 5, the referral step, by clicking the next button at the bottom of the filing
stepper.

Filing (Unfiled) wseso 2052038 o

ILNGID 2899

@ Filing Documents @ supporting Documents

DOCKET 10 Pending
State of Louisiana V Mariela Houston; London Duke COURT  8th Judicial District Court
FILER  Katlynn O. Long

5. Click “View Referral”
6. Locate the Rejection reason at the bottom of the CSE-102 form under the “Referral Rejected”
section.

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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Case Referral For Action (CSE 102)
State of Louisiana V Atticus Holder; Ingrid Stuart

X

Created By SES IC Filing ID Court
Katlynn 0. Long 234235 2846 8th Judicial District Court
SET ARREARS

ADD CHILD(REN)

ADDITIONAL INFORMATION

— REFERRAL REJECTED

Rejected by Kati O. Bell on 6/8/23, 11:54 AM

Reason for returning referral to sender:

Rework Referral

7. Click the “Rework Referral” button.

REFERRAL REJECTED

Rejected by Kati O. Bell on 6/8/23, 11:54 AM

Reason for returning referral to sender:

Rework Referral

8. Once the changes/corrections to the CSE 102 form have been made, click “Create Referral.”

9. Resend the corrected referral under the Assign To section on the Referral Step of the filing
stepper.

a. Assign to an individual by selecting the single person icon from the drop down and then
select the person’s name you wish to assign the referral to.

Filing (Unfiled) usesio TIT20

FILING 1D

© s © Fing vocuments © supveriing Documents @® rerera

oockeTio 889
State of Louisiana; Finley -. Mcmahon V Gwendolyn -. Sloan GouRT 8t Judicial District Court
Fier  Katlynn O, Long

ASSIGN TO PERSON

Case Referral for Action (CSE 102) B Katlynn O L
- Katlynn 0. Long

Created View Referral

1 Send Referrl

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV
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b. Assign to a work group by selecting the Work Group icon from the drop down and then
first select the work group you are assigning the referral to. If you know the individual
within the work group that the referral is being assigned to you can select their name
from the second drop down. If you do not know the individual within the work group
that the referral is being assigned to, select ‘Pending Assignment’ from the second drop
down.

Filing (Unfiled) Lases 10 T80

nnnnnnnn

© supporing Documants

nnnnnnnnnnn
State of Louisiana; Finley -. Mcmahon V Gwendolyn -.Sloan ~ cowr 8th Judicial District Court
FiLer  Katiynn O. Lo

uuuuuuuuuuuuu

Case Referral for Action (CSE 102)
Bv BGC Group - State Office... ~  Pending Assignment
Created View Referral
B send Referra
REFERRAL HISTORY
10. Click the ‘Send Referral’ button.
Filing (Unfiled) e eSO x

© suporting Documents

State of Louisiana; Finley -. Mcmahon V Gwendolyn -. Sloan Court  8th Judicial District Court
FLeR  Katly

Case Referral for Action (CSE 102)
(ese 102 B oo one

Created View Referral .ﬂ

11. If no further action is needed, exit out of the filing by clicking the ‘X’ in the upper right-hand

corner of the filing stepper.

WORK TOOLS FOR FILING DOCUMENTS AND SUPPORTING DOCUMENTS

\J
1. Edit — Click the Edit icon to make edits on the document V 4

a. Once adocument is in the editable version, the user may edit the document by using
the tools on the right-hand side of the page.
b. Any text within the document has the ability to be edited.
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2. Split — Click the Split icon to split a multi-page document into separate documents. ﬁ

a. Select the desired document on the right in the “Unassigned” column.

b. The user will drag the document(s) into the appropriate trays, outlined in a dotted grey

box on the right.

nt: 3 REV MOD PACKET- CO.docx

arate document(s). Unassigned pages will be discarded.

Create Another Document

c. If multiple pages are found within a tray, the user can rearrange the pages.

Split Document: 3 REV MOD PACKET- CO.docx

Drag pages to create separate document(s). Unassigned pages will be discarded.

New Document

-

d. Users are encouraged to name the Document Type before saving. Users may also add a

document description.
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Split Document: 3 REV MOD PACKET- CO.docx

UNASSIGNED. Drag pages to create separate document(s). Unassigned pages will be discarded.

New Document 1

fearch. icription

Affidavit

Motion

Notice

Order

New Document 2

DocumentType ~ ~ Description

e. Any documentation left in the “Unassigned” column will be discarded and not compiled
to be filed to the court.

f.  Once saved, users may reorder documents on the right side of the page under “Order.”

Filing (Unfiled) ross e 68541651y

FLNGID 2274

CvILACTION Pending
Makai Marshall V Ashlyn Andersen courT_1st Judicial District
FILER  Attorney Walker

DocuMENT NAME bocumeNTTvPE [— acrions
) 3 REV MOD PACKET- CO().paf Summons - sy 28
) 3 REV MOD PACKET- CO(2)pat Wotion - sy 2@
) 3 REV MOD PACKET- CO(3).paf order ;v 28
B FINAL - 7-06-2022 - Satisfaction w... Notice - sy 2w
5 Wotion for Genetic Testing doox  Motion - sy 2@

3. Combine- Combine multiple documents into one document.
c. To combine multiple documents, select the desired documents on the left side of the

screen.

Filing (Unfiled) Posses 123456

FLNGID 2247

CVILACTION Pending.

V James -, Bland IV; Child -, Alpha couRr 16t Judicial District
;;;;; Aorney Walker
SELECT  ORDER  DOCUMENT NAME oocument Tvee oescaipion Acrions
=1 [ 3REVMOD PACKET- COM.pdf Summons v s Y 2w
=2 [ 3REVMOD PACKET- COM) pdf order 7
= [ 3 REV MOD PACKET- CO(3).pdf Order - X
o =4 [ 2PETITION FOR REV MOD- COdocx  Petition = /s v 2w

b. The split document button will change to combine documents for the documents selected.
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Filing (Unfiled) st 0455

FUNGID 2247

cviLAcTIon Pending

V James -. Bland IV; Child -. Alpha COURT 1t Judicial District
FLeR  Attorney Walker

SELECT  ORDER  DOCUMENT NAME oocument Tvee oescrrTion acrions

o =1 [§ 3REVMOD PACKET- CO().pdf Summons - VIR

=2 [§ 3REVMOD PACKET- CO(2)pdf order - 3

=3 [B 3REV MOD PACKET- CO().pdf Order - 5

(u] =4 [§ 2PETITION FOR REV MOD- COdocx _ Petition = /Y 2@

c. Users will be able to reorder pages while combining documents.

Combine Documents: 3 REV MOD PACKET- CO(2).pdf, Motion for Genetic Testi...

The pages below represent the selected documents for the Combine action.
Drag pages to create separate document(s). Unassigned pages will be discarded.

New Document 1

Document Tyj _-

d. Users are encouraged to name the Document Type before saving. Users may also add a

document description.

Combine Documents: 3 REV MOD PACKET- CO(2).pdf, Motion for Genetic Testi...
The pages below represent the selected documents for the Combine action.
Drag pages to create separate document(s). Unassigned pages will be discarded.

New Document 1

(DocumentType ~  Description J .

e. Any documentation left in the “Unassigned” column will be discarded and not compiled to be

filed to the court.

g. Once saved, users may reorder documents on the right side of the page under “Order.”
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Posse# 68541651

Filing (Unfiled) FunGiD 2274
© ruies @ oocuments

i AcTion _ Pending

Makai Marshall V Ashlyn Andersen Coun 18t Judicial District
FiLen Attorney Walker

seiecr ((oroeR)  pocumeNT NaE DocumenT Tvee [e— Acrions

[m] B 3 REV MOD PACKET- CO(1).pdf Summons. ~ s N ﬁ [ 1

o [B 3 REV MOD PACKET- CO(2).pdf Motion - VLA |

[u] B 3 REV MOD PACKET- CO@)pdf order - s v 2

=) B} FINAL - 7-06-2022 - Satisfaction w... Notice - /v Zu

[m] B Motion for Genetic Testing .docx Motion ~ VL ﬁ [ 1

\J

4. Sign — Click the Sign icon to insert electronic signatures/initials into the document.
a. If given permission to sign, user will select the signature at the top of the document and

wait until the signature box turns blue.

SIGNING AS

Katlynn O. Long -

> 3 [ 1 o3 @ ® wxv K F = Q B & *
[} RULE TO REVIEW AND SET CHILD SUPPORT

NOW INTO COURT, through the undersigned Attomey, comes the State of
Louisiana, Department of Children and Family Services, Child Support who

b. Once blue, the user will select the area they would like to drop and insert the signature.

SIGNING AS )

Katlynn O. Long ~ ~ 1 Katypra 0. dong

> I 1 lf3 © ® 100%v kK @ =

o

reviewea ana set Lo (e Proper amount SPECIiea UNaer LoUISIana Kevisea Stalute v:319,
i) et seq., and made payable through the State of Louisiana, Department of Children and
Family Services.

\ WHEREFORE, the State of Louisiana prays that the custodian and the defendant,
be ordered to show, on a date and at a time to be fixed by this Honorable Court, why the
Child Support Order should not be reviewed and set to the proper amount specified under
Louisiana Revised Statute 9:315, et seq., and made payable through the State of
Louisiana, Department of Children and Family Services; and that they be ordered to

AN produce at said hearing the documents and evidence listed in the attached Order.

S Respectfully submitted,
~ L] ]
-------- ¥ Kazgnn O. o
= KATLYNN O. LONG a
Attorney at Law
State of Louisiana
P.O. Box
Baton Rouge, Louisiana 70821
22!

(¢
Bar Roll No. 32165498

c. Todrop the signature, the user will click on that area of the document and then click

‘Save.
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SIGNING AS r ) -
‘ Canc save
Katlynn O. Long Weryas. 0. ding.
> 0 1 o3 © @ 0% LR T Q 5 & 2
[ RULE TO REVIEW AND SET CHILD SUPPORT

NOW INTO COURT, through the undersigned Attomey, comes the State of
Louisiana, Department of Children and Family Services, Child Support Enforcement, who

d. Once asignature has been applied, the editing tools will be “locked down” and will be

greyed out and users will no longer be able to make additional edits.

usesio 345987 o

Filing (Unfiled) FLUNGID 2033

@) Filing Documents @ supporting Documents © roterral 6 Summary

DOCKET 1D Pending

State of Louisiana; Mia Valentine V Shayna Davies COURT  8th Judicial District Court
FILER  Katlynn O. Long.

seecr  omoeR  DocumENT NAME oocument TYPE oescripTion Acmions
u] =1 [5 child Support Orderdocx Order . ;v 2w
m] = ... Waiver/Affidavit of Service P

—_ =
O

5. Delete — Click the Delete icon to delete an unfiled document.

a. To delete a document, select the delete icon.

Posse# 867854532

Filing (Unfiled) FLNGID 2137 x

@ oocuments

CIVILACTION  CV2022-07-
1084

Susan Johnson V George C. Johnson; Lola Brownstein courT st el District

FiLER  Attorney Walker

seiect  oroeR DocuMENT NAME DocumeNT TYPE oescaiPTION acrions
o =1 [ PETITION FOR ESTAB... Petition

o = B FINALOROERpSr  Order B

b. A sighed document cannot be deleted and will have to be reworked.

6. Rework — To rework or correct a document, select the rework icon within the work tools to . b

a. Reworkicon is only activated when reworking a document that has already been signed
or rejected.

b. By clicking the Rework icon, any signatures that have been applied to that document will
be removed and return the document back to its original form.

c. The edit, split, and merge tool will now be available to use for this document.
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7. Rotate — To rotate any documents, click the 3 dots to the far-right hand side of the editing tools

and select the Rotate icon from the drop down.
a. Within the pop up, click the rework icon next to the document description line.

Format Document: summons and complaint-proposed judgment.pdf

Drag pages to create separate document(s). Unassigned pages will be discarded.

New Document 1

Document Type B
Summons ~ Description 2l

b. From the drop down select:
i. The documents needing to be rotated. Users can also select individual pages
they would like rotated before clicking the rotate icon.
ii. The direction the documents need to be rotated from the drop down.
iii. Click “Rotate”

....... Currently Selected Pages
' All Even Pages
All Odd Pages
All Pages

Direction:Clockwise 180 Degr d
Cancel ( Rotate )
c. Click the Save.

d. Note: this editing tool only works on PDFs.
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FIND AN INDIVIDUAL FILING

1. Find a specific filing or groups of filings using any combination of the following:

a. Verify or change the associated location by using the location drop-down box.
Select the desired filing status of Unfiled, Submitted, Accepted, Rejected, or All.
c. Ifthereis areferral is associate with this filing, users can select the status of the referral
from the Referral status drop-down list.
d. View filings assigned to a particular work group from the work group drop down.
e. Select the person’s name the filing has been assigned to.
f. Select the person that created the filing from the Created By drop-down list.
g. Enter a Party Name, the LASES Number, or Case Number in the Search box.
GOVLINK  Fines1 coutcases  Reporting +Newcase  Aendracseoffice a8 @ % Kk
e =ttt — d

2. Click the ‘Search’ button.
3. Allfilings matching any of the criteria you selected or entered are displayed in the main part of the page

and resu

Its may be sorted by clicking the status header.

G@VL] NK Filings  Court Cases  Reporting

FILING STATUS REFERRAL STATUS WORK GROUP ASSIGNED TO CREATED BY

Unfiled (17) v Any v Any v Katlynn O. Long v Any

[g FUNG  REFEMAL  LSESD  DOGKETD WoRKGROW  cAsETIms J

MANUALLY ACCEPT A FILING

Manually accepting filings is a user-based permission. Only users who have been given this permission

will be able to manually accept filings.

Need Help?
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1. Once an Accepted filing has returned from the court, users will need to locate and manually
accept that filing within GovLink.
2. Filter your dashboard to the “submitted” filing status.

GOVLINK Filings  Court Cases  Reporting +rewcise  Aeandacseoice + A9 @ @

LN

TS REFERRAL STATUS WORK GROUP ASSIGNED TO CREATED BY SEARCH

= =) [ - kamotons - sy . =3

Submitted (6)

3. If needed, use the search box to locate the filing by the Defendant or by LASES #.

GOVLINK  Ffines  coutcases  Reporting 4 hewcase  Aeandriacstofice - M9 @ @&

FILING STATUS ReFeRRAL STATUS WORK GROUP AssioNED To createD By
| submitted () - Any . Any - Katynn O. Long  ~ Any - Search

4. Click anywhere on that filing to open the filing stepper.

5. On Step 6 — Summary, click the “Accept” button.

Filing (Submitted) sesio 2952038 o

FUNG 1D 2899

© ruies © riieg Documents © s.rroring Docurerts @ surery

DOCKETID Pending
State of Louisiana V Mariela Houston; London Duke ~ cour 8th Judicial District Court
FILER  Katlynn O. Long

FILING DOCUMENTS (2) NEXT STEPS
1) [ Rule to Rev For Modif(1).pdf Acknowledgement of Service o

av BGC Group - State Offic... ~  Katlynn O. Long
2) [§ Waiver of service - Paternity Test.pdf  Waiver/affidavit of Service

TERNAL ROUTING NOTES ®
256 / 256
HISTORY snow All

K LASES ID CASE ACTION LOG
Filing 2899 Submitted 600 / 600

K
Filing 2899 Created

LASES ID CASE ACTION LOG TYPE

€ Prev Q Follow @ Cancel OV Rejected

6. Within the popup, users will need to enter in the Docket ID and the Judge’s name.
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Filing Accept Details X

CASE INTIATION DATE * CASE/DOCKET ID *
[ 08/03/2023 = ] [ ]

CASE TITLE

State of Louisiana V Mariela Houston; London Duke

= |

Cancel |b

7. Click “Accept.”

MANUALLY REJECT A FILING

Manually rejecting a filing is a user-based permission. Only users who have been given this permission
will be able to manually accept filings.

1. Once you've received a rejected filing from the court, users will need to locate and manually
accept that filing within GovLink.
2. Filter your dashboard to the “submitted” filing status.

GOVLINK

assiGNeDTO  cReaeosy  searce

Submitted (6)

3. If needed, use the search box to locate the filing by the Defendant or by LASES #.

GOVLINK  Flnes  coutcases  Reporting +revcue  Moandracstofice «  #9 @ @k

\\\\\\\\\\\\ REFERRAL STATUS WORK GROUP ASSIGNED T cReATED BY
[ Submitted (6) - Any - Any - Katlynn O. Long ~ ~ Any - Search

4. Click anywhere on that filing to open the filing stepper.
5. On Step 6 — Summary, click the “Reject” button.
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Filing (Submitted)

State of Louisiana V Mariela Houston; London Duke VAT 8th Jus

FILING DOCUMENTS (2)

256 / 256

HISTORY swow ALl

Katlynn Long s LASES 10 CASE ACTION LOG
Filing 2899 Submitted 600 / 600

Filing 2899 Created

Ere QFolow @@ Cancel 15 Accopted

6. Within the popup, users can select the rejection date and will need to enter in the rejection
reason within the free text box.

Filing Reject Details

REJECTION DATE * REJECTION REASON

08/03/2023 =

Cancel

Ol Reject

7. Click the “Reject” button.

8. Users will now be able to locate this filing under the Rejected filing status on their dashboard.

G@VL] NK Filings  Court Cases  Reporting

FILING STATUS REFERRAL STATUS WORK GROUP ASSIGNED TO CREATED BY

Rejected (1) - Any - Any - Katlynn O. Long - Any -

PROCESSING REJECTED FILINGS

Govlink provides the tools to delete or rework filings that have been rejected by the Clerk’s office.

1. Once afiling has been manually ‘Rejected’, the user will be able to locate that filing in the
‘Rejected’ filing status on their dashboard.
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G ®VLINK Filings  Court Cases  Reporting

FILING STATUS REFERRAL STATUS WORK GROUP ASSIGNED TO CREATED BY

Rejected (1) - Any v Any - Katlynn O. Long - Any -

2. To rework the filing, the user will need to click the ReWork icon to the far right of the dashboard
for that case.

Unfiled (66)  Submitted (8)  Act ® AL Atorney Walker Any

AssianeD

3. Click ‘OK’ in the pop up to confirm you would like to proceed with the Rework.

LASES ID 456
Filing ID 3093
Docket ID 67890

ReWorking this filing will set it to Unfiled
to allow edit and resubmission.

Do you want to proceed to ReWork?

Cancel

4. After clicking OK, the Filing Stepper will be loaded to step #6, summary. Here, users can view the
rejection reason by hovering your mouse over the red exclamation point at the top of the Filing

Stepper. It will also be listed in the case history section of the summary tab.
Filing (Rejected)04— o 458

o 3083 X

Clerk Comment 07-05-23: Missing signature.

Y r—— © s

; Andrea -. Smith V James -. Smith; State of Louisiana CoURT  8th Judici t Court
FILER  Odell Beckham Jr.

FILING DOCUMENTS (2) NEXT STEPS

B omo o

1) [ Rule to Rev For Modif.pdf

2) [§ Waiver of service - Paternity Test.pdf

256 / 256
HISTORY swow All
Filing 3093 Rejected LASES 10 CASE ACTION LOG
Court Response Note: 600 / 600
Missing signature.

Filing 3093 Submitted LASES ID CASE ACTION LOG TYPE

Cre QFolow @@ .
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5. Using the rejection reasons as your guide, edit, delete, split, sign, and/or add documents as
needed. If a document is locked and needs to be edited, click the Rework icon next to that
document in order to unlock it and then you can proceed to edit, split, or sign as usual.

6. If the rejection reason has to do with incorrect Case information or Party information, users will
need to make those necessary changes in LASES first. When finished, click ‘Refresh Data’ on step
#1, case to import the corrected information.

Filing (Unfiled)®

Start with data import

e —

vvvvvvvvvvvvvvv

vvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvv

Odell Beckham Jr.

7. Once you have made the necessary changes to the filing, proceed to the next step in your
workflow for this Filing just like you would if it were the first time you were working on it. I.E.,
assign to the next person who should work on or review it, make your Internal and/or LASES CAL
Update Log notes, or download to file.

DELETING A REJECTED FILING

The Delete icon (trash can) allows users to delete Rejected Filings that they created but are no longer
needed. Users with permission to do so can also delete Rejected Filings that were created by others but
are no longer needed.

To delete a filing, click the trash can and then confirm you want to continue to delete by clicking Delete
on the pop-up box that appears. To abandon deleting this record, click Cancel in the pop-up box.

uuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuu
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Deleting a filing will result in notifications to followers of the Filing as well as CAL Updates being

automatically logged when appropriate to do so.

USER MANAGEMENT

Govlink provides the tools to create new users and manage the settings for existing users:

Profile (username, name, role, bar number, address and phone number)
Role (e.g.,attorney, case worker, legal assistant)

Local Office(s)

Notifications (filing status change, court updates, filing assignment change)
Permissions (delete filinigs, sign, add users and edit users)

Signature (upload a signature file for users with Signing permission)

LAYOUT

For each user who has permissions to add or edit user accounts, a gray gear icon appears to the
left of the user’s initials.

P o)

Click the gear, then click “User Management.”

The User Management page displays a list of all users who are associated with the given
location. Find a specific user or group of users by searching with any combination of NAME,
LOCATION and ROLE.
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GOVLINK Flings Cases L

CREATE A NEW USER

‘ LN N -SF S8 NE SFAF BE BF 2 3% OF 3% 08 A
§ FEEELE IBE N KR
§f : §
L i
f ?

To add a new user that does not yet appear in GovLink:

e To add a new user, click “New User”

GOVLINK Fiings  Cases  Reporting P @ &
USER MANAGEMENT \ + New User
Name Location roLe smus  userTvee

Username, First or Last Name All - All v Active - All b

Complete the required information on the Profile tab.

The email address must be unique in order to create the new user.

Click “Save” to create the new user and trigger an email notification to the new user.
Proceed to the Locations, Notifications and Permissions tabs. Don’t forget to SAVE when
prompted.

e To close the window, click the “X” in the top right corner.

**Best practices here to always search for user first!

USER SETTINGS

User profiles and permissions are set up by the state. Any permission or location adjustments need to go
through a supervisor or the state systems team.

Need Help? Click the green chat bubble in the bottom corner of GovLink or call us at 844-LUV-4-GOV

Page 53 of 63




GET TO KNOW

GOVLINK

1. The Profile tab captures required information (username, first name, last name, role and bar
number) and optional information (middle name, suffix, street address, city, state, zip code and
phone number).

A. For user role of ‘Attorney’, both a Bar number and an address selection are required. An
address may be entered for the Attorney or check the Utilize Local Office Address to use

the filing office’s address for the attorney.

If a user is a supervisor for that specific role, click the ‘Supervisor’ check box next to the

role drop down.

Katlynn Long
SETTINGS

32165498 Is Supervisor

2. The Locations tab captures the locations that are associated with the user. Add or remove a
location by checking or unchecking the corresponding box.

H
)oooooO®e® g ¢

3. The Notifications tab controls the flow of email alerts for events tracked within the system.
Email: Notifications are sent directly to the users state email address.
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e In App: Notifications that can be viewed on a user’s dashboard when they are logged in
to Govlink.

e Admin - Work Groups:

Katlynn Long X
SETTINGS

Profile NOTIFICATIONS
Locations Select Preferences for Notifications Email In App

Notifications Admin

Work Groups

Work Group Queue Assignment Y
signature

Family/Domestic
+  Filing Administration
+  Referrals

A. Work Group Que Assignment: Will notify a user when a filing has been
assigned to a work group that you are a member of.

e Family/Domestic — Filing Administration

Katlynn Long X
SETTINGS

Profile

Locations

Notifications

Permissions

Signature

NOTIFICATIONS
Select Preferences for Notifications Email

Admin
Work Groups

Family/Domestic

In App

Filing Administration

Assignment Changed ")
External Case Update "

Filing Accepted °

Filing Deleted [ ] o

Filing Rejected

Filing Submitted

Referrals

A. Assignment Change: Once a filing has been assigned to a different user, this
notification will be sent to the user who created the filing, the assigned user,
and anyone following that particular case.

B. External Case Update: Occurs when someone who is external to a CSE office
files into the case. *This notification will be more applicable when eFiling.

C. Filing Accepted: Will notify users who have created a filing and/or following a
case when a filing has been manually accepted.
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D. Filing Deleted: Will notify users who are following a case when a filing has
been deleted.

E. Filing Rejected: Will notify users who are following a case when a filing has
been manually rejected.

F. Filing Submitted: Will notify users who are following a case when a filing has
been downloaded & filed within Govlink.

e Family/Domestic — Referrals

Katlynn Long X
SETTINGS
profile NOTIFICATIONS

Locations Select Preferences for Notifications Email In App

Notifications Admin

Work Groups

Signature Family/Domestic
Filing Administration
Referrals

Referral Accepted ®

A. Referral Accepted: Will notify users who have created a filing/referral and
users who are following a case when a referral has been accepted.

B. Referral Created: Will notify users who have created a filing and users who
are following a case when a referral has been created.

C. Referral Rejected: Will notify users who have created a filing/referral and
users who are following a case when a referral has been rejected.

D. Referral Sent: Will notify users who have created a filing and users who are
following a case when a referral has been sent.

4. The Permissions tab - ADMIN: captures the decisions regarding the user’s ability to perform
certain actions within GovLink:
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Katlynn Long X
SETTINGS

USER PERMISSIONS:

Work Group Edit @

A. Document Library: Allows a user to create, edit, delete templates within the document
library. The GreenCourt team will create all templates provided to them within GovLink
and initially make any edits needed.

B. Reporting: User will not see the reporting option at the top of their dashboard if they
don’t have reporting permissions.

i Generate Reports: Gives users the ability to create Audit Log Report and/or
User Permission Report.

ii. Export Reports: Gives users the ability to export the generated admin reports
into an excel file.

C. User Management:

i Add Users: Gives a user the ability to create new users in GovLink.
ii. Edit Users: Gives a user the ability to edit permissions for existing GovLink
users.

D. Work Groups

i Work Group Add: Allows user to create a work group and assign users to it.
ii. Work Group Edit: Allows user to edit work group name, add, and remove
users from an existing work group.
5. The Permissions tab - FAMILY/DOMESTIC:
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Profile Family/Domestic
+ eFile
Locations A Filing Administration

Notifications
Permissions

Signature

egated "On Behalf Of* permission to the following user(s):

C Referrals

Accept Referrals @
Edit Referrals ©
Reject Referrals @
Send Referrals @

D- reporing

Export Reports @

Generate Reports @

A. Filing Administration:

i Delete Filings: All users have the ability to delete filings they created
themselves, as long as the filing is in ‘Unfiled’ or ‘Rejected’ status. This
permission enables users to also delete ‘Unfiled’ or ‘Rejected’ filings created
by other users.

ii. eSign: This permission gives the user the ability to insert a signature image
into a document. This permission is only given to Attorneys unless there is a
special circumstance approved by leadership.

iii. Add: Allows a user to add additional parties within GovLink that were not
initially pulled from LASES.

iv. Delete: Allows a user to delete a party that was pulled into GovLink from
LASES.

V. Edit Parties: Allows a user to edit party details within GovLink.

B. Manual Filing:

i Accept Filing: Allows users to manually accept filings within GovLink that
they’ve received back from the court.

ii. Manual File to Court: This permission gives the user the ability to download
and manually file with the appropriate court at locations. This permission can
be delegated to other users who have this permission turned on.

iii. Reject Filing: Allows users to manually reject filings within GovLink that
they’ve received back from the court and notate the rejection reason.
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C. Referrals:
i Accept Referrals: Allows users to Accept a referral upon receiving it.
ii. Edit Referrals: Allows a user to make edits to a referral after it has been
created and/or sent.
iii. Reject Referrals: Allows users to Accept a referral upon receiving it.
iv. Send Referrals: Allows a user to create a referral and send to an individual or
work group.
D. Reporting: User will not see the reporting option at the top of their dashboard if they
don’t have reporting permissions.
i Generate Reports: Gives users the ability to create Filing Status Change
Report and/or Filing Status Snapshot Report.
ii. Export Reports: Gives users the ability to export the generated
Family/Domestic reports into an excel file.
6. Signature: A user must have the eSign permission turned on in order to upload a signature to
utilize within GovLink.
A. Jpeg or png file types
B. Atransparent background on signatures is best. Reach out to our support team for help!

7. On the Profile and Locations tabs, click “Save” to store changes. Notifications & Permissions tabs
will auto-save.
8. To close the window, click the “X” in the top right corner.

DELEGATING ESIGN AND MANUAL FILE TO COURT PERMISSIONS

Users must already have the eSign or Manual File to Court permission turned on to be able to
delegate that permission to other users.

Delegate Manual Filing Permission:
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USER PERMISSIONS:

Family/Domestic
+ eFile

+  Filing Administration

1. Select permissions under your user settings drop down by clicking your initials in the
upper right hand corner on your dashboard.

2. Expand Manual Filing permissions under Family/Domestic.

3. To the right of Manual File to Court, select the delegate icon.

4. Select the user(s) from the drop down that you wish to delegate your Manual File to
Court permission.

5. Delegate this permission to multiple users by repeating steps 3 & 4.

6. Remove the delegated Manual File to Court permission by click the ‘X’ next to the user
name you wish to remove the delegated permission from.

Delegate eSign Permission:
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1. Select permissions under your user settings drop down by clicking your initials in the
upper right-hand corner on your dashboard.

Expand Filing Administration permissions under Family/Domestic.

To the right of eSign, select the delegate icon.

Select the user(s) from the drop down that you wish to delegate your eSign permission.
Delegate this permission to multiple users by repeating steps 3 & 4.

Remove the delegated eSign permission by click the ‘x’ next to the user name you wish
to remove the delegated permission from.

o vk wnN

REPORTING

Reports are user permission based. Users must either have permissions turned on for Admin reporting
and/or Family/Domestic reporting to be able to generate and export reports.

If users have reporting permissions turned on they will be able to click Reporting tab at the top of the
user’s dashboard.
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Audit Log Report Filing Status Change Report

User Permission Report Filing Status Snapshot Report

Admin:

¢ Audit Log Report shows a user what actions have been taken on a filing based on
location. This report can be filtered down by workgroup, user, action preformed, or case
details.

e User Permission Report shows what users have what permission for a specified
location.

Family/Domestic:

¢ Filing Status Change Report can show what filings are in a particular status in a selected
time frame of a specified location.

o Filing Status Snapshot Report shows the number of filings that are in each status during
a selected date and location.
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