Court of Appeals, Division llI
500 N Cedar ST
Spokane, WA
December 2016



Accessing the Electronic
Filing Screen

Insert the following address into your Internet Web Browser
address field:

http://www.courts.wa.gov/jis/?fa=jis.coaFiling

Washington State Courts Washington Courts - Internet Explorer
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that serve the public in our county
courthouses, cities and towns, Chief
Justice Madsen welcomes you to see
your courts up close and in action.

Explore Washington Courts'
official photostream, including
the swearing in of Washington
State Patrol's newest troopers held
August 3 in the Capitol Rotunda.

2015 Emmy Award Nominee

"Myths and Misperceptions About
Washington Courts™ sets the record
straight on nine common
misunderstandings about the courts.

Court invites you to explore
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Q Search Case Records

Find Cases by Name

Search by Case Number

Find Your Court Date

HowdolI...

Find a court?

Access JIS Link?

Access Odyssey Portal?

Learn about Jury Duty?

Find Court News & Resources?

Find Employment Opportun

Find Civic Learning Resources?

‘.‘ Use the State Law Library?
Events & News
Washington Supreme Court Justices Elect Mary Fairhurst as next Chief
Justice
Justice Mary Fairhurst was elected the 56th chief justice of the Washington
Supreme Court yesterday by a vote of her peers. Her four-year term starts
January 9, 2017. She will succeed Chief Justice Barbara Madsen, one of the
longest-serving chief justices in state history.
Division Two Court of Appeals Clerk David Ponzoha Retires After 31 Years;
Judges Appoint Derek M. Byrne As New Clerk
Court of Appeals judges have appeinted Derek M. Byrne as the new Clerk for
Division II based in Tacoma. Byrne replaces long-time Court Clerk David Ponzoha,
who will retire from the position on October 21st after 31 years on the job.
Notice of Court Closures
Click above for a list of courts with upcoming closures...
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Sign In

You will be presented with the Washington Courts login screen.

eInsert your JIS Link User ID and Password.

JIS-Link information and materials may be found at www.courts.wa.gov/jislink. If assistance
is needed after you have reviewed the JIS Link information, you may contact Jonathan George, AOC Public
Link, Financial Services at 360-704-4145.

County/City Prosecuting attorneys or public defense counsel needing assistance can also
contact the JIS-Link Administrator (http://www.courts.wa.gov/jislink/index.cfm?fa=jislink.contact)

*Click-Submit ST
T o Eare " o=l &l | O i23
5 Courts =L... )ll 'Q Washinglon State Courts - M5-... I I
coted Siten = HIL SAP Netweaver Portal il RCWs 4l WACs = | Washington Courts ) WSBA | Spokane Weather Service ] i
%‘ WASHINGTOMN B Get Email Updates | P FAQS & eServic o
Forms Court Directory Opinions Rules Courts Programs & Organizations Resources

Electronie Filing - Court of Appeals (COA) Login
welcome to Washington Courts' Electronic Filing for the Court of Appeals (COA).

You are attempting to enter a secured part of the website. In order to use thes site to upload documents to the Court of Appeals, you need
to login using your 115 (RACF) user 10,

mace: [
/ Teassword: [ ]
If you are a JIS-Link Subscnber and forgot veur RACE 1D/User ID or password, contact your company/firms Site Coordmater, If you are the

Site Coordinator refer to the 115 Link Security / Billing Manual.
1f you would like to subscribe to this service, you will find information on how to subscribe to JS-Link at www courts swa.gow/ jislink.

If you are not a JIS-Link subscnbar, you cannot file briefs threugh this portal. However, bnefs stll may ba filed via mail pursuant to RAP
18.6(<)

Access Court Records
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You are now logged into the Washington Courts

Press the continug BUtton B move an to the requested page or reentar the address you originally attemptad to access.

) | =




Document Filing Page

The filing form for documents being
electronically filed with the Court of
Appeals, Division lll, is shown at right.

One electronic document file may be
filed with each transaction.
(Appendices may be attached within
the one file sent.)

Case type: All case types.
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Electronic Filing - Court of Appeals (COA)

Welcome to the Electronic Filing page for the Court of Appeals-Division III - Spokane.

Complete the following form and then click the "Browse..." button to select the file that will be sent to the Court. Once you have selected the file
attachment, click the "Send File and Transmittal Information” button. You will receive a confirmation email if the file is transmitted successfully.

Fields marked with an asterisk (*) are required.

Contact Information

* Name: |Renee S Townsley

* Organization: |COA‘ Division Ill

* Email Address: |renee.towns\ey@couns 'Wa.gov | [Add/Modify Email in your JIS Brofila]

Transmittal Information

Case Name: [

* Court of Appeals Case Number:

(Mot Required if Original PRP or Mation for Discretionary Review on a newly filed Notice for Discretionary Review)

Party Respresented:

* Is This a Personal Restraint Petition? O yes ONe
Trial Court County: |County . Superior Court #
* Describe the Document being Filed:

Designation of Clerk's Papers
Statement of Arrangements

Motion for Discretionary Review

Motion:
Respaonse/Reply to Motion:
Brief

Statement of Additional Authorities

Affidavit of Attorney Fees

Cost Bill
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Steps to File:

A. Transmittal Information

Type in the full case title name.
See RAP 3.4.

Enter the Court of Appeals (COA)
number if one has been assigned.

Type in the name of the party you
represent.

Personal Restraint Petition filings
will require the originating trial
court county to be selected and
the superior court case number to
be indicated.
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Courts Home > Judicial Information System

Electronic Filing - Court of Appeals (COA)
Welcome to the Electronic Filing page for the Court of Appeals-Division III - Spokane.

Complete the following form and then click the "Browse..." button to select the file that will be sent to the Court. Once you have selected the file
attachment, click the "Send File and Transmittal Information" button. You will receive a confirmation email if the file is transmitted successfully.

Fields marked with an asterisk (*) are required.

Contact Information

* Name: |Renee S Townsley

* Organization: |COA‘ Division 11l

* Email Address: |ranee townsley@courts wa.gov [Add/Modify Email in your JIS Profila]

Transmittal Information

Case Name: |

* Court of Appeals Case Number:

(Not Required if Original PRP or Mation for Discretionary Review on a newly filed Notice for Discretionary Review)

——

* Is This a Personal Restraint Petition? O ves Ono

Trial Court County: |County . Superior Court #

Party Respresented:




B. Describe the document being
filed:

1.  Click on the appropriate box for the
paperwork being filed with the
appellate court. Drop down boxes
have been provided to define the
document more fully.

2. The “other” field can be used for
any information that will be of
interest to the COA or should be
noted regarding the new filing.

3. Each document should be filed
separately along with the associated
proof of service.

* Describe the Document being Filed:

Designation of Clerk's Papers

Statement of Arrangements

Motien for Discreticnary Review

Motion: |Type of Motion
Response/Reply to Motion:
Brief

Statement of Additional Authorities

Affidavit of Attorney Fees

Cost Bill

Objection to Cost Bill
Affidavit

Letter

[oNoNoNsNONONONONCNONONONS]

Copy of Verbatim Report of Proceedings - No. of Vo\umes:l

Hearing Date(s):

Personal Restraint Petition (PRP)

Response to Personal Restraint Petition
Reply to Response to Personal Restraint Petition
Petition for Review (PRV) (The PRV Filing Fee should be paid directly to the Supreme Court Clerk's Offics.)

Other: I

Comments:

[ONONGNONS]




C. Proof of Service

1. Proof of Service is required to be
submitted at the time of
electronic filing.

2. The proof of service
documentation should be
included in the file being

attached and forwarded to the
court whether you do electronic - Proof of Service is Required
se rVICe Or nOt- [ Proof of service is attached (RAP 18.5, CR5)
[0 Email service by agreement is made to the following parties, GR30(a)(4):

If emall SerVICG |S belng done’ Email Address 1: | Email Address 5: |

. . Email Address 2: | Email Address 6: |
you can Utlllze the e-service Email Address 3: | Email Address 7: |
feature on the court’s flllng page Email Address 4: | Email Address 8: |

or use your own email account
to initiate the message. GR

30(b)(4)

If the court’s email service is
used, an automatic email will be
generated to the addresses you
insert with a Cc: copy to you.
The documents being filed with
the court will appear as
attachments to the email along
with the transmittal letter
(proof of filing).



Locate the File to Send

Click on the Browse button at the
bottom of the screen and select the
file located on your system
containing the document and proof
of service to be forwarded.

RAP and Division Ill requirements
for copies will not apply to
documents filed electronically.

Only one file may be attached and
the file type must be PDF and word
searchable (OCR). (Black & white
only. No color scans or pleadings.
Pursuant to GR 14 and file size
considerations.)

File size should not exceed 80 MB.
Documents filed having a file size
over 80 MB will need to be filed in
two or more files. When this is
necessary, you may zip all files for
the one document into a folder and
attach the folder to your electronic
filing.

Locate the File to Send

* Click the "Browse..." button to search your computer for the file you want to send. Only ONE file can be selected to be uploaded.

Please make sure the file name does not include special characters like & (ampersand), ', "" (single or block quotes), # (pound sign), colon, semicolon, asterik,

parenthesis. etc.

[ [ Browse... Required step - Note: Files MUST be in PDF Format (or ZIP containing PDF)

[ Send File and Transmittal Infarmation ]

Access Court Records Find Resources From the Courts Get Organizational Information

s i — £C Lil .




Filing Example
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Electronic Filing - Court of Appeals (COA)

Welcome to the Electronic Filing page for the Court of Appeals-Division III - K

p

Complete the following form and then click the "Browse..." button to select the file that will be sent to the Court. Once you have selected the file
attachment, click the "Send File and Transmittal Information” button. You will receive a confirmation email if the file is transmitted successfully.

Fields marked with an asterisk (*) are required.

Contact Information

* Name: |Renee S Townsley

= Organization: |COA Division [lI

* Email Address: |renee,tcwnsley@couns wa.gov [Add/Modify Email in your JIS Profils]

Transmittal Information

Case Name: |Stale of Washington v John Doe

* Court of Appeals Case Number: 12345-6

(Mot Required if Original PRP or Mation for Discretionary Review on a newly filed Notice for Discretionary Review)

Appellant

= Is This a Personal Restraint Petition? O ves ® no

Trial Court County: ICuunty . Superior Court #

Party Respresented:

* Describe the Document being Filed:

(O Designation of Clerk's Papers
Statement of Arrangements

Motion for Discretionary Review

Motion: |Type of Motion
Response/Reply to Motion:
Brief

Statement of Additional Authorities

Affidavit of Attorney Fees

Cost Bill

Obiection to Cost Bill

oNeNeNoNCONONONONO]
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Transmittal Letter

When you have selected the file attachment
and clicked on the “Send File and Transmittal
information” button you will receive an
automatic confirmation transmittal letter.
This transmittal letter will be a replacement
to the practice of returning conformed file
stamped copies to the filing party. A copy of
the transmittal letter will also be forwarded
to the Court of Appeals, Division Ill (COA3).

You should print a copy of the letter for your
files when it appears on your computer
screen. This will be your only proof of filing
notice unless you also use the email service
feature on the filing page.

The COA3 will automatically receive an email
message that a document has been uploaded
for retrieval, who filed the document and the
file name of the attachment.

The COA3 will then directly access the
documents uploaded, save them into the
court document imaging system and process
as usual. The date and time on the
Transmittal Letter determines the filing date
with the Court. GR30(c)(1)

/2 Washington State Courts - Judicial Information System - Internet Explorer
cess
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Electronic Filing - Court of Appeals (COA)
Your file has been successfully uploaded to the Court of Appeals, Division III, and a copy of the Transmittal Letter below has been
sent via email to the court with a copy sent to renee.townsley@courts.wa.gov.
Thank you for using Electronic Filing to send your documents.
[ Continue Uploading Files for this Case | [ Upload Files for a Different Case
Log Out of Electronic Filing

COA, DIVISION IIT

December 01, 2016 - 11:44 AM

Transmittal Letter
Document Uploaded: 340023-340023 App Brief Filing Example.pdf
Case Name: State of Washington v John Doe
Court of Appeals Case Number: 34002-3
Party Respresented: Appellant
Is This a Personal Restraint Petition? Cyes Mno

Trial Court County: - Superior Court #
Type of Document being Filed:
[ Designation of Clerk's Papers ;/ [  Statement of Arrangements
[0 Motion for Discretionary Review
1 Motion:
[0 Response/Reply to Motion:
W Brief
[0 Statement of Additional Authorities
[ Affidavit of Attorney Fees
O costeil / [ Objection to Cost Bill
O  affidavit
[ Letter
[0 Electronic Copy of Verbatim Report of Proceedings - No. of Volumes:
Hearing Date(s): v

[ parcanal Ractraint Datitinn (DRDY
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E-mail Service Message

An example of the email service
message is shown on the right if
that feature is used on our
electronic filing page.

From: The person filing
To: Parties being served

Cc: The person filing gets a copy
of the email for proof of service
record.

The file attachments are copies of
the transmittal letter and the
document file uploaded to the
Court of Appeals, Division Il

2 Reply 2 Reply All (£ Forward G5 IM

ownsley, Renee b2 11:57 AM

Townsley, Renee; M Townsley, Renee -

Document Electronically Filed with Court of Appeals, Division I -

Message ™1 340023-20161201-115647.pdf (59 KE)
™ 340023-340023 App Brief Filing Example-upldVersionZ.pdf (353 KB}

Case Number: 34002-3
From: Renee S Townsley
Orgamization: COA, Division 11T

Attached 1s a copy of the Transmittal Letter and document(s) named 340023-340023 App Brief Filing Example-
upld Version2 pdf that Renee 5 Townsley from COA, Division 111 electronically filed with the Court of Appeals,

Division Three in case number 34002-3.

The Court of Appeals, Division [T will treat the attached transmittal letter as proof of service on vou.

12




Multiple Filings

When filing more than one
document during a session for
the same case, click on the
“Continue Uploading Files for
this Case” as indicated by the
blue arrow. You will not have
to repeat your case
identification entries at the
top of the next transmittal
form.

Logging Out

Logout when done
electronically filing documents
with the court by clicking on
one of the Logout prompts
indicated by the red arrows at
right.
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Electronic Filing - Court of Appeals (COA)

Your file has been successfully uploaded to the Court of Appeals, Division III, and a copy of the Transmittal Letter below has been sent via
email to the court with a copy sent to renee.townsley@courts.wa.gov.

Thank you for using Electronic Filing to send your documents.

When filing another document on a
different case, click the “Upload Files for a
Different Case” button as indicated by the
red arrow above.

|= Washington State Courts - Judicial Information System - Windows Internet Explorer ] ]
(< IS | A s

| (2 Washington State Courts - J... X
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Z{COURTS l | a
Opinions Rules Courts

Programs & Organizations Resources

(=2 Washington State Courts Wa:

Forms Court Directory

Electronic Filing - Court of Appeals (COA)

Your file has been successfully uploaded to the Court of Appeals, Division III, and a copy of the Transmittal Letter below has been sent via
email to the court with a copy sent to renee.townsley@courts.wa.gov.

Thank you for using Electronic Filing to send your documents.

[ Continue Uploading Files for this Casa | [ Upload Files for a Different Case |

Log Out of Electronic Filing _
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Electronic Filing Parameters:

Signatures: Either a scanned image of your actual signature on documents or
a “signature” as specified in GR 30(d)(2)(a) is acceptable when electronically
filing.

Case Type: All case types.

Time of Filing: An electronic document will be considered filed when it is
received by the clerk’s computer during the clerk’s office business hours of
8:00 a.m. —4:30 p.m. If a document is transmitted after 4:30 p.m. it will be
filed with the court the next judicial day. GR30(c)(1)

Electronic Transmission from the Court: The Court will electronically
transmit hearing notices, orders, opinions, rulings or other correspondence to
the parties via email.
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Laurel H. Siddoway
Judge

Robert E. Lawrence-Berrey
Acting Chief Judge

Monica Wasson
Commissioner

Thank you for utilizing the
Electronic Filing Web Portal
for the
Court of Appeals, Division Ill

George B. Fearing, Chief Judge

Renee Townsley, Clerk/Administrator

Kevin M. Korsmo
Judge

Rebecca L. Pennell
Judge

Jay Bromme
Commissioner/
Senior Staff Attorney
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