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TO:  Grundy County eFilers   
FROM: Corri Trotter  
DATE:  November 27, 2017 
RE:  eFiling Tips 
 
 
As you become more familiar with efiling, we would like to pass some information along to you 
that we believe will be a benefit and help the acceptance rate of your documents. 
 

1) All pleadings for the same case should be placed in the same envelope upon submission.  There 
is no need to send separate envelopes. 
 

2) All documents that need to have a file stamp MUST be listed as a Lead Document.  The 
attachment is only to be used for exhibits or attachments to the Lead Document.     

 
3) All lead documents should have a 2” x 2” blank space in the upper right corner for the file 

stamp. 
 

4) It is the responsibility of the filer to make sure that social security numbers are redacted prior to 
efiling.   
 

5) All documents must have a header and case number to ensure accuracy to the correct file. 
 

6) When filing a new case, the complaint MUST be the first document in the envelope. Leave case 
number area blank as a case number will be assigned and inserted.  
 

7) If you are trying to file something and the correct fee is not there, please notify Corri in the 
Circuit Clerk’s office so it can get added. 
 

8) Please make sure all documents are scanned in portrait, 8-1/2 X 11.  Documents will be rejected 
if not in the standard size format.  
 

9) All case numbers need to be 4 digit year, uppercase case type, and the number of case with no 
zeros before them.  Also no spaces or dashes after the year, case type, or number. 
 

10) Grundy County does not file stamp the Affidavit of Service or Proof of Service, we file stamp the 
Summons or what was served on the party with affidavit as the attachment.   

Remember, efiling is 
MANDATORY on January 1, 
2018.  Please do not wait until the 
last minute to start this process. 
 


