
 

 
Adding e-Service Contacts 

 

 
 

Log on to the  
Electronic File & Serve  
application.  

 

 
 

 
 
  
 
 

 
  
  
 
  
 
 
 
 
 

 

 

Select the Service 

Contacts button.   

Then, select Add From Master List 

Using the Case Search, Find Case.  Use 

either Case Number or Party Name for the 

search.  Select Go to initiate the search. 

Select the correct Party 

Select the Firm Service Contact/s (left box) 

when highlighted, select Add.  The name 

moves to the Case Service Contacts (right box).   

Add as many 

recipients as 

desired, select 

Save. 



  
 

Verify Case Service Lists by User 
 
 
 
 

 
 

Verify Case Service Lists by Case 
 
 
 
 

 

In the Service 

Contacts tab of 

the Workspace, 

select the View 

Attached Case 

List button. 

A list of cases that the user is 

attached for e-service will 

appear in a new window.  

In the Service Contacts window, review the 

contacts added for e-service and select 

‘Save’, when finished.   

Search for the case. 
Select Service 

Contacts button. 

Dropdown 

arrow expands 

the contact list.  

NOTE: No dropdown and no names = no service contacts signed up 

yet 

NOTE: Filers must sign up for service on every case that 

they want to receive service. 


