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•E-file civil, criminal, or habeas appeals
•Sealed records
•“Account approved” e-mail when 
approved by Clerk of Superior Court

•Automatic page counting

Overview and Updates

Presenter
Presentation Notes
Last year, we gave you guys a detailed run through of exactly how to register and e-file a case in our system. Instead of going through all of that again, we have updated handouts for you including all the new features we have added over the past year. So, just to clarify, you can e-file all cases on appeal with us- any civil, criminal, or habeas cases We have a few exciting updates to share!Now, you are able to upload a PDF as a sealed volume. When you are uploading that particular PDF, just select the “Seal this document” box before clicking Add. You can also seal component documents if needed. Superior Court clerks have the ability to approve their personnel after they register. Once a trial court clerk approves a personnel clerk, the personnel clerk will get an email stating he/she has been approved. Just remember, the Superior Court clerk must register first, and at that time personnel can register. Now when you upload a volume, you only have to tell the system what number the starting page is in that volume. The system will automatically count how many pages are in that particular volume.



Frequently Asked Questions

•How-to explanations (Iron Data and Icon)
•How do I split up my large volumes?
•Should the transcripts be split?
•What about media exhibits?
•How do I make my .PDF searchable?

Presenter
Presentation Notes
Some of you are probably thinking, “I don’t have any frequently asked questions, because I am not really even sure where to begin!” Well, thanks to Ms. Cinda Bright, we have added to your packets detailed instructions for preparing a record to transmit to our Court from Icon, Odyssey, and Iron Data systems. They are at the very end of your handouts. Record volumes should be around 350 pages. This is what we required when you sent us paper volumes. Remember to split the volumes at a logical place (not in the middle of a filing). Transcripts should NOT be split. Please keep hearings in one PDF. If the record or transcripts contain any media exhibits, please mail them to us with your signed/sealed certification attached. We require all PDFs submitted through this system to be searchable. Bob McAteer is going to come talk to you about some of your options!



•Adobe Acrobat Standard and Pro
•PDF Creator and Architect
•Nuance Power PDF Standard

PDF Product Options

Presenter
Presentation Notes
PDF Creator and Architecthttp://www.pdfforge.org/pdfarchitect/modulesAdobe Acrobat Standard and Prohttps://acrobat.adobe.com/us/en/pricing/pricing-compare-plans.htmlNuance Power PDF Standardhttp://www.nuance.com/for-business/imaging-solutions/document-conversion/power-pdf-converter/standard/index.htm



Presenter
Presentation Notes
Here are some step by step instructions on how to convert a PDF to a searchable PDF if you’re using Adobe Pro. First, you will click “Edit,” then “Preferences,” “Convert to PDF,” then “TIFF.”Next, click “Edit Settings.”Make sure you check the top box next to “Scan Optimization and OCR,” then click OK. Once this setting has been made, you will not have to do this ever again. Every time  you convert a TIFF file to a PDF, it will automatically save as a searchable PDF. If you already have a PDF but it’s not searchable, you can follow these steps: Click on Tools, then Document Processing, then Optimize Scanned PDF. Make sure the “Make Searchable (Apply OCR) box is checked, and click OK. Once your document is finished processing, click save. 



•Supplementing a record
•Ability to mark case as “held”
•Sort records

Upcoming Features

Presenter
Presentation Notes
We are working on adding the functionality for you to e-file a supplement to a case already docketed in our CourtYou will soon be able to mark a case as “held.” What this means is that if you are going to mail in any media or physical exhibits, you can check a box for the case to be “held” once it gets into our system. That way, I will know to hold that case for docketing until those exhibits are received. You will soon be able to sort the list of records on your main screen by date of transmission, trial court case number, Supreme Court case number, or party names.



“I have to tell you all that you will love efiling cases to the 
Supreme Court…Very simple…I would encourage you all to go 
ahead and sign up!”

-Cinda Bright, Clerk 
Wilkinson County

Good Reviews!

Presenter
Presentation Notes
Ms. Cinda Bright from Wilkinson County thinks that everyone will love efiling cases to us and that it’s very simple!



“I have thoroughly enjoyed the E-file program.
• Numbering and copying once, not mailing numbered copies or 

transcripts.
• Not mailing originals (habeas certified mail).
• The speed and ease of inputting the information.
• Cost efficient for the backer/certification.
• Less errors on the clerk’s part.”
-Rita Eason, Deputy Clerk 
Gwinnett County Superior Court

Good Reviews!

Presenter
Presentation Notes
Ms. Rita Eason from Gwinnett County listed out the ways the trial court records system helps her on a daily basis including fewer errors, speed of inputting the information, and cost efficiency. 



“E-filing our habeas corpus files is GREAT! Saves time, paper and 
postage…love it! So quick and easy.”

-Wanda Hawkins, Clerk 
Wilcox County

Good Reviews!

Presenter
Presentation Notes
Ms. Wanda Hawkins says that e-filing their habeas corpus cases is great, because it saves them time, paper, and postage. 



“I have to say that we are very pleased in being able to efile to the Supreme 
Court. The instructions we were given are very thorough and easy to follow. 
The efilings process itself is easy as well. The screens are clearly marked as to 
what and when to upload your documents. Catoosa has not had any 
problems in uploading the record or transcripts to the Supreme Court. Also, 
the support staff is very helpful. When we first started the efiling process we 
had questions in regards to making sure we were transmitting the documents 
in the correct order and how the Supreme Court wanted them, and every 
time we called we were greeted with positive and helpful staff. I appreciate 
the help we have received and look forward to more efiling with the Supreme 
Court in the future.” 

-Tracy Brown, Clerk 
Catoosa County

Good Reviews!

Presenter
Presentation Notes
Ms. Tracy Brown from Catoosa County says that the process is very easy, they have had no problems, and the Supreme Court staff is very helpful and positive!



“I had an appeal to prepare on a Friday, as my 5 days were going to run out 
the next week while I was on vacation. I NEVER would have attempted to 
prepare and make copies of an appeal on a Friday afternoon prior to e-
filing. Just punching the holes in the documents alone would have taken a 
lot more time than the entire e-filing process does now. E-filing of appeals 
will save us so much time, and I will no longer dread receiving an appeal, 
worried about how much time it takes away from my other work. Way to 
go, Georgia Supreme Court.”

-Robin R. Benton, Chief Deputy Clerk 
Putnam County

Good Reviews!

Presenter
Presentation Notes
Ms. Robin Benton from Putnam County points out that it is a huge time saver for her and she will no longer dread receiving an appeal since she now doesn’t have to worry about how much time it will take away from her other work. 



“I can’t say enough about this process. Signing up was easy, and 
the support from the staff at the Clerk’s office has been 
wonderful. We have a lot of habeas appeals. Being able to e-file 
them has changed this burdensome, onerous task and made it so 
much simpler and easier. Add to that huge savings in time and 
money = WIN - WIN! No more hours spent at the copier, and 
paying huge chunks of money to the post office. I LOVE IT!”

-Carol W. Bragg, Clerk 
Wheeler County

Good Reviews!

Presenter
Presentation Notes
Ms. Carol Bragg from Wheeler County states that signing up was easy, and the support from the staff at the Supreme Court was wonderful. She says that e-filing has changed the burdensome, onerous task and made it so simple and easy, not to mention the huge savings in time and money. No more hours spent at the copier and paying huge chunks of money to the post office. 



“In late 2014, I was working on a huge Murder Case getting the file ready to 
print the index and the file to send up to Supreme Court. I decided I would 
have to drive it to Atlanta because of the size of the file…In early 2015, I 
finally began to submit my case of over 7600 pages via E-file to the Supreme 
Court. It was rejected three times all of which the programmers for IronData
would get with the Supreme Court to work out issues. Upon submission the 
fourth time and INTENSE waiting, I finally received the e-mail on 3/30/15, 
that my case had been docketed. We almost had a party in the office. That 
was a great day for us in Haralson County. Thank you to all the parties that 
worked so diligently to make e-filing to the Supreme Court a reality. I have 
not had another case appealed to the Supreme Court but I know it will be 
much easier the next time I have one.” 
-Becky Robinson, Clerk 
Haralson County

Good Reviews!

Presenter
Presentation Notes
Ms. Becky Robinson from Haralson County says she no longer has to drive huge cases all the way to Atlanta. Her office had a party and celebrated the first time a case of over 7,600 pages was e-filed. 



“It just takes a little getting used to and the Supreme Court 
site is very easy to use. Once you’ve scanned your appeal 
record and transcripts it’s just a matter of filling in the blanks, 
clicking and dragging the scanned items into the proper places 
and you’re basically done. I really like using this. It saves on 
paper, mailing etc. Would recommend anyone not currently 
using it to use it. Saves time.”
-Patty Waller, Deputy Clerk
Chatham County

Good Reviews!

Presenter
Presentation Notes
Ms. Patty Waller from Chatham County says that once you get used to the process, it’s just a matter of filling in the blanks and you’re basically done! Saves time, paper, postage, etc. 



Questions or Comments? 

scedhelp@gasupreme.us
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