AlaFile Pro Se Registration Instructions

Individuals or businesses who choose 1o file as Pro Se may sign up for electronic filing on
the AlaFile website by following the steps as outlined below. Registering and Associating a
Pro Se Filer is a four step process.

Each filer must register individually. AlaFile does not allow a Pro Se filer that is registered
as an “individual” to eFile on behalf of a business or another party. Likewise, a business
that has multiple employees filing on behalf of the business, each employee must register
in order to eFile on behalf of the business. Each pro se filer must submil an authorization
letter from the business as part of the regisiration process. (Exampie: XYZ Company may
have multipie empioyees filing on behalf of the business; all users must register and use
their own login to AlaFile). Individuals filing on behalf of a business shouid select the
business party type.

Please Choose
B

STEP ONE: ALAFILE PRO SE REGISTRATION

The pro se fiter would browse to the AlaFile website {htips.//alafiie.alacourt.gov ) and
select the Register button in the upper right corner under the Seal of Alabama.
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PRO SE INDIVIDUAL

An individual who wishes {o file Pro Se must fill out the registration form on the AlaFile
website completely and then click the Submit button to complete Step One of the

registration process.

et
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PRO SE BUSINESS

The registration form for the pro se business has a section where the filer must upload an
authorization letter on the company’'s letterhead as part of the registration process. They
must seiect whether the business is a Corporation or Parinership and if the registrant type
is an officer or a fuil-time employee. This letter will be included in step two and three of
the registration process.

tad
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NOTE: The Cc: fields are optional. The email address for any other individuals who need
to receive a courtesy copy of the e-filing notices should be entered in this section.

Once this registration information has been completely filled out and reviewed for accuracy,
the Pro Se applicant will need to click “Submit.” A confirmation dialog box should appear
stating that registration instructions are being sent to the email address specified when
registering. The Pro Se applicant will need to check his or her personal email account, as
these registration instructions should be sent within 30 minutes.

Here are the instructions that the ProSe filer receives in the email that is sent to
them after they submit their registration form. We also have a screenshot below of
the email.

Instruction to Complete Your AlaFile Registration

1. Print the ProSe Application and Request for Access fo the AlaFile
System form by following the link below. [link provided in the email}

2. Sign, under penalty of perjury, the ProSe Applicant and Request for
Access System form.

3. Take the signed ProSe Application and Request for Access to the AlaFile
System form, a copy of this email, and your driver’s ficense fo your local
clerk’s office for verification.

4. Once you have completed steps 1 through 3 you will receive a
confirmation email at this email address. You MUST click on the
confirmation link contained within the email to verify your account.

Once you have completed alf of the steps above you wilf have successfully
registered for AlaFile.

The information you entered on AlaFile is below.
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* AMaVault Scan Else X {

2 PRO SE APPLICATION
0

13. Scan in the documents and a copy of the Driver's License or Photo 1D.

14. On the Document information menu on the right, enter the Pro Se applicant’s
information. NOTE: On the DESCRIPTION drop down menu there is not an
option for Pro Se Application specifically nor is there an option for other. Please
select the best option available for what you are scanning. You can be more
specific on the Keywords text box.

B SE APPLICANT - JANE
BOLIGH dnDIDUALY

15. Once all information is entered, select the File button.
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IMPORTANT! Once the Pro Se Applicant completes the third part of the process (see
below) they will be able to login to AlaFile and file new complaints. However, if they have
existing cases that they wish t{o be associated with so they can eFie into those existing
cases via AlaFile, the Clerk’s office must associate them with that existing case. They
will need fo call back and give you the case number after they have completed part three
below. Perform the steps on page 10 to associate them with an existing case.

STEP THREE — PRO SE APPLICANT CONFIRMATION

After the Circuit Clerk's office has completed their registration process in step two above,
the Pro Se applicant must complete step three before they can login to AlaFile.

An email will be automatically generated from AlaFile back to the Pro Se applicant once
the Circuit Clerk completes step two. The Pro Se MUST click on the blue hyperlink in the
email from AlaFile in order to verify their email account before logging in to AlaFile.

i S s e

The provided link in the verification email will take them to a page on the AlaFile
website where they can select a button to complete this process. Once they Click Here
to Complete the Registration, a message in green font will iet them know their
registration has been completed and that they can click the link to login to AlaFile.
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Ernait Address: asonhodgesBalacourigow
First Hame; JAMES
Last Narme: BROVWH

Attorney Code! none

To Complete the Regisiration Frocess Please Verify the information above and click the
button befow 1o finalize the regisiration.

Chick hare 0 g0 back to the login page.

Pro Se filers can eFile new complaints once they are abie to login to AlaFile. However, if
they wish to eFile in an existing case they will need to contact the Circuit Clerk’s office and
ask that they be associated with the existing case. They wouild provide the case
number{s) to the Circuit Clerk.

NOTE: This option is not available in the JU Division at this time.

ASSOCIATING A PRO SE FILER WITH AN EXISTING CASE

;Wi Alscpurt Besktop
| £35-42 Caloutator
| Chamge SbaFike ID

| Wammot Management  »
Btk Cose Tonddentist

| Post S5 Service Dates

. Sestings
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