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The State of South Dakota File & Serve Portal is located at https://southdakota.tylerhost.net. 

 
Checklist 
Below is a checklist for the Firm Admin to complete prior to e-filing. Please refer to the Firm 
Administrator User Guide for a complete overview and instructions. 

� Complete the Self-Study Online training or attend a Webinar 
� Review the User, Administrator, Quick Reference, and FAQ guides 

° Refer to these guides for instructions for the below steps 
� Register your Firm (only once per office) 

° Select a Firm Administrator for your office 
° Firm administrators are responsible for managing users, attorneys, payments, and 

updating firm information 
 We recommend selecting 2 firm admins 

� Register Firm User – 2 options 
° Firm Admin adds each firm user 

 Select role(s) for each user 
° Users can self-register as User with an Existing Firm 

NOTE:  We recommend adding users rather than self-registering 

� Service Contacts tab 
° Add firm attorneys 

 “Make This Contact Public” box MUST be checked to add users to public 
list. *required  

 Do NOT add attorneys from other firms to the public list. 
 Add assistant’s email in the Administrative Copy field – optional 

� Add Payment Account(s) - *required 
° Credit Card – American Express is not accepted 
° Waiver 
° Drawdown Account, if applicable 

� Bookmark pending cases (all firm users can do this) 
� Add Service Contacts, from your firm only, to pending cases (all firm users can do this) 
� Review the UJS eFiling Guidelines (all firm users can do this) 
� Add efilingmail@tylerhost.net to email safe list (all firm user should do this) 

  

https://southdakota.tylerhost.net/
http://ujs.sd.gov/media/odyssey/E_Filing_Guidelines.pdf
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Public List Info 
Supreme Court Rule 13-12 indicates that “registration for electronic filing constitutes written 
consent to electronic service of all documents filed”. In order to allow other attorneys to serve 
you electronically through the File & Serve system it is necessary to be added to the public list 
for service contacts.  

NOTE:   Firms should only add their own attorneys to the public list – never opposing 
counsel. Support staff should be added to the Administrative Copy field of the service 
contact.  The Administrative Copy field can contain multiple email addresses separated by 
a coma. An email listed in this field is sent a “Copy of Service” email when the Service 
Contact receives a “Notification of Service” email. 

To add Service Contacts to the Public List: 
→ Sign into File & Serve 
→ Select the Service Contacts tab on the Workspace 
→ Click Add New 
→ Add user information (name, address, email) 
→ Add support staff/paralegal emails in the Administrative Copy field 
→ Ensure the “Make this contact Public” box is checked 
→ Click Save Contact 

If listed as a Service Contact but NOT on Public List: 
→ Select the Service Contacts tab 
→ Select name 
→ Check the “Make this contact Public” box 
→ Click Save Contact 

To remove a Service Contact from the Public List: 
→ Select the Service Contacts tab 
→ Select name 
→ Uncheck “Make this contact Public” box 
→ Click Save Contact 
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eFiling Info 
→ Case numbers  

° Odyssey initiated cases 
 13 digits – CCTTTYY-XXXXXX 
 CC=County Code (list provided in appendices) 
 TTT=Case Type (CIV, CRI, MAG, etc.) 
 YY=Year Filed 
 XXXXXX=number of case 
 Example – 51CRI14-000123 – Pennington County Criminal Case for the 

year 2014 
° Older case numbers  

 13 digits 
 32C11000123A0 – Legacy criminal case example 
 32399M11000123 = Legacy Magistrate case example 

° Searching for cases 
 To search for a case number, type the entire, and exact, case number 

including all zeros and dashes. 
• The Case Number field (circled in blue) searches entire system for 

the case 
• The Case or Envelope (circled in red) field searches only the 

Filings Tab for the case 

 

→ Document Format 
° Must be in PDF format 
° Separate PDF for each document 
° Searchable PDF is preferred 

 Scanned PDF is not searchable 
 Converted Word/WordPerfect document to PDF is searchable 

° Ensure all documents are complete, signed and dated 
° Compile documents into a working directory for easy access while uploading to 

eFile 
° File size should not exceed 20 megabytes – see eFiling Guidelines for more 

information 
→ Rejection Reasons 

° As Directed by Judge 
° Currently documents requiring a judge’s signature cannot be eFiled 

 -2nd & 7th Circuits only 
° Failure to pay filing fee 
° Filing Code/Document caption do not match 

http://ujs.sd.gov/media/odyssey/E_Filing_Guidelines.pdf
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° Generally not filed – Depositions, Interrogatories, Requests for Documents, 
Requests for Admission or answers/responses to any of these, attorney’s 
memorandums 

° Incomplete 
° Incorrect/Missing Case Number 
° Needs Redaction 
° No Pending Action 
° Not Legible 
° Other 
° Order Imposing Sanction 
° Per Rule 13-12 
° Wrong County/Court 

→ Not eFiled – File over the counter with the clerk 
° Appeal bonds 
° Administrative records 
° Color documents (if document is to remain in color) 
° Pro Hac Vice documents and fees 
° New cases with request for waiver of filing fees 

→ Signature 
° Use electronic signature – “/s/name” Example: /s/ Jimmy Jones 
° Per the UJS eFiling Guidelines: 

 #14 - If you wish to file a notarized document electronically, you must 
sign the document before a notary as you would if you were filing the 
document over the counter. Then scan and file the notarized document. 
There is currently no electronic process for having a document notarized. 

→ Briefs 
° Can be eFiled – submit motion if brief is to be part of record 

→ Time of Filings 
° A document in compliance with rules and submitted electronically to the clerk of 

court by 11:59 pm CST shall be considered filed on that date. 
→ System Timeout 

° 4 hours 
→ Password 

° Change – go to My Account>Change Password 
° Password requirements are at least eight characters with at least one lower case, 

upper case and one number or symbol 
° Locked after 5 incorrect entries – contact firm admin to reset 

→ Message of the Day 
° Scheduled maintenance, if any, will be posted here 
° Training events 
° Updates made to system 
° Alerts 
° New processes 



Odyssey File & Serve  UJS Firm Instructions 

5 – rev June 2016 
 

→ States Attorney 
° Standardized naming - %CountyName% + County State’s Attorney’s Office. 

Example: Pennington County State’s Attorney’s Office 
→ Exemptions 

° Any request for an exemption must be filed with the Supreme Court for approval 

Dual Practices 
It is not uncommon in South Dakota for the elected County State’s Attorney to also maintain a 
private practice. 

UJS assumes that preferences are to maintain separate practices, receive mail at a single location, 
and allow the transfer of the State’s Attorney F&S firm to different individual if needed. 

Separate practices require creating separate firms in File & Serve. File & Serve requires a unique 
email for each firm. 

There are multiple options and methods to manage multiple email accounts from a single email 
client. To find the best option, contact your ISP or search Google.  

Register as a New Firm 
Note: Detailed Instructions can be found in the Firm Administrator Guide 

→ Access the File & Serve site: http://southdakota.tylerhost.net/ 
→ Select Register Now from the login screen 

 
 

Step 1 
→ Select Firm Administrator 
→ Click Next 

 

http://southdakota.tylerhost.net/
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Step 2 
→ Read/Print the Terms and Conditions for using File & Serve 

° Select the “I agree” box to accept the Terms and Conditions 
° Click Next 

 
 

Step 3 
→ Fill out Firm Information 
→ New User Registration 

° Select Allow Users to Self-Register to allow firm user to register to use File & 
Serve without contacting a firm administrator (We do not recommend allowing 
this, but it is optional and available) 

° Select Require Firm Administrator Approval of New User Registration to have 
the option to approve every firm user that registers to use File & Serve 
(recommended) 

→ Click Next 
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Step 4 
→ Fill out User Information (Firm Admin’s info) 

° Passwords must be at least eight characters with at least one lower case, one 
upper case, and one number or symbol 

→ Add security questions and answer 
→ Click Register 

 
 

Step 5 
→ Your registration is complete 

° Click Finish 

 
→ To add users to your firm, follow instructions found in the Firm Administrator Guide 
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My Account 
When registration is complete, an activation email notification will be sent. Click the link in the 
email to activate your account. 

Change Password 
Once an account is activated, the user should sign in and change their password. 

→ Click on Change Password under the My Account tab 
→ Enter old password 
→ Enter new password 
→ Re-enter new password 
→ Add security question 
→ Add security answer 

Note: If you do not add a security questions, you will not be able to utilize the “Forgot 
Password?” link.  Passwords must be at least eight characters with at least one lower case, 
one upper case, and one number or symbol 

 

Manage Notifications 
A filer can select the email notifications to receive by going to the Manage Notifications tab 
under My Account. Select which notifications you wish to receive. The notifications listed here 
will only be received by the filer. 

NOTE:   

• The Accepted and Rejected notifications may include a comment by the clerk.  
• Email notifications are sent from efilingmail@tylerhost.net.  Add this address to 

your email Safe List to prevent notifications from going into a junk/spam folder.  
Whitelist Instructions 

  

http://www.whatcounts.com/how-to-whitelist-emails/
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Service Notifications 
Service email notifications are sent to the selected Service Contacts and their Admin Copies 
when the filer clicks the submit button. 

Service Contacts (attorney) 

• Email notifications sent when Filer clicks submit (service is tracked) 
• If rejected – the Service Contact receives a “Filing Rejected” email 
• If accepted – no additional email 

Service Contacts Administrative Copy (assistant/paralegal) 

• Email notifications sent when Filer clicks submit (service is not tracked) 
• If rejected – the Service Contact receives a “Filing Rejected” email 
• If accepted – no additional email 

 

NOTE:  If using a distribution email list, service cannot be tracked for all parties on the list.  
This is not recommended for attorneys. 

Undeliverable Service Notifications 
If you receive a Service Undeliverable Notification, check the eService Details for the envelope. 

→ From the Filings tab, search for the envelope 
→ Click on the View Filing details icon of the envelope 

 

→ Scroll down to the eService details section. There is a section for each of the documents 
in the envelope. 

° The undeliverable notifications have a status of Error 
→ To view the email log details, click View 
→ To resubmit, click on the arrow to the right of the eService Details; repeat if necessary 
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Firm Admin 
Note: Please refer to the Firm Administrator Guide for complete overview and instructions. 
Only those users with Firm Admin rights will have these options. 

New Users 
There are two options for adding users to a firm account 

→ Firm Admin adds firm user accounts 
° Click on Firm Admin>Firm Users>Add Firm User 

→ Firm users can self-register, then Firm Admin approves/rejects 

We recommend that the Firm Admin add the users 

Payment Accounts 
A firm can have multiple payment accounts, if needed.  Credit cards, drawdown accounts, and 
waivers are valid forms of payments for filing fees.   

• A payment account must exist prior to submitting a filing. 
• If there are fees associated with a filing, the fee will not be charged until the filing is 

accepted by the clerk. 

Credit Card/Drawdown Account – select for all filings, even with a “$0” fee. 

Wavier Account – use ONLY if the fee is being waived 

Add a Credit Card 
→ Click on Firm Admin 
→ Click on Payment Accounts tab 
→ Click on Add Payment Account 
→ Enter a Payment Account name 
→ Click on Enter Credit Card Information 

° This will open a new tab or window (depending on your browser settings). If 
nothing appears, please check the pop up blocker settings on your browser. 

→ Add credit card information 
→ Click Continue 
→ Save Changes 

 
NOTE 

• If the credit card expires, enter a new payment account. You are not able to update 
an existing payment account. 

• American Express is not accepted 
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• If card is declined, contact the credit card company/bank 

Add a Drawdown Account 
→ Click on Firm Admin 
→ Click on the Payment Accounts tab 
→ Click on Add Payment Account 
→ Enter a Payment Account name 

° Important: Use “drawdown” in the account name 
Example: Hughes County Drawdown 

→ Select Drawdown as the Payment Account Type 
→ Select County (highlighted gray) 
→ Click the Enter Draw Down Information button 

 
→ Enter the UJS drawdown account number in the Account Number field. This is the 4 

digit account number followed by the county code. 
° Example: 1234-32 (account number-county code) 

→ Click the Confirm Account button 
° Confirming message flashes on screen 
° Screen will appear gray 
° Active box is checked 
° County selected displayed 

 
→ Click Save 

To check the Drawdown Account balance 
→ Click on Firm Admin 
→ Click on the Payment Accounts tab 
→ Select desired drawdown account 

→ Click the View Draw Down Information button  
→ Click Exit to go back to the Payment Accounts 
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Add a Waiver account 
→ Click on Firm Admin 
→ Click on the Payment Accounts tab 
→ Click on Add Payment Account 
→ Enter a Payment Account Name of Waiver 
→ Select Payment Account Type of Waiver 

° Click to mark the Active box 
→ Save Changes 

NOTE:  New cases with a request for waiver of filing fees must be filed with the Clerk of Court. 

Workspace 
Filings 
The Filings tab will display all of your filings after they have been submitted. From here, you can 
view the status of your filings, review the details of the filing, or cancel a filing. 

Filings can be filtered by filer, status, location, date, or a specific envelope/case number.  After 
selecting your filter parameters, click on the Filter button on the right. 

When filtering by All Filings, the filter will default to the last thirty (30) days of filings. 

 

Icons 

→  - Service Contacts – view or update the case service contacts 

→  - View Filing Details 
° Prior to Clerk accepting, you can view original submitted document 
° After Clerk accepts, you are able to print file stamped copies 

 
→  - File into this case 

→  - Bookmark this case 

→  - Cancel – click to cancel a filing prior to Clerk review 
→  - Delete a draft envelope 

→  - Resume a draft envelope 

→  - Copy envelope to resubmit if filing has been rejected 
Note: Not available if the envelope was previously copied 
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Credit Card Reconciliation Report  
You can export a copy of the filings in the Filings tab to your computer using the Export option. 
Detailed instructions on exporting and viewing the export file can be found in the E-File User 
Guide. This report can be used to assist in reconciling your credit card statement. 

 

Bookmarks 
The bookmarks tab can be used as your pending case list. You can file into your cases and 
update the case service contacts from here. 

→ Click the Bookmark this Case icon  to add cases from the Filings tab 
→ Click the Unbookmark this case icon  to remove from tab 

 

Templates (New Cases Only) 
Users can establish and manage filing templates that simplify the filings for common parties, 
events, and documents when filing a new case. This is recommended for firms that may file many 
cases on behalf of the same Plaintiff. 

To create a template: 

→ Click on the Template tab 

 
→ Click New Template 
→ Give the template a name 
→ Check the Add as Favorite box (optional) 
→ Select Location 

° Select the main location you file in. You will be able to change the location when 
you file using this template 
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→ Select Category, Case Type, Filing Attorney, and Payment Account 

 
→ Add information on the Parties, Filings, and Summary tabs. This information will be 

added as though you were filing an initial case filing. See the Initial Filings section of this 
manual for detailed instructions. 

° Party information can be left blank or you may choose to enter the Plaintiff 
information. 

° Filing codes can be entered on the Filings tab. You will not attach any documents 
here. An exception to that would be the Case Filing Statement for the Plaintiff. 

→ Click Complete Template 
→ Click on Return to My Templates 

Service Contacts (aka Master List) 
Note: Detailed instructions can be found in the eFile User Guide 

A service contact should be added for every member of the firm that can receive eService on 
behalf of the firm or its clients. The Service Contacts list is available to all members of your firm 
and is known as your Master List. 

We recommend that the Firm Admin manage the Service Contacts/Master List.  

IMPORTANT: Do NOT add Service Contacts to the Public List that are not a part of your 
firm. 

To create your Master List of service contacts: 

→ Click the Service Contacts tab 
→ Click Add New 
→ Add user information (name, address, email) 
→ Click Save Contact 

The Administrative Copy field can contain multiple email addresses separated by a comma. 
When an email is added in this field, a copy of the service email notification will be sent to the 
email address listed when added as a Service Contact. This field can be used for support staff. 
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Public List 
By registering with File & Serve you are agreeing to accept service by electronic means and have 
a continuing obligation to update your contact information, including a current email address. 

By making your contact information available on the Public List, you are stating that you have 
consented to receive service by electronic means for all cases. 

Case Categories 
Below is a list of case categories and the case types that are in each of those categories. Case type 
descriptions are in the back of this manual. 

CRIMINAL CASE CATEGORY 

• Not available for initial filings 

CIVIL CASE CATEGORY 

• Admin Appeals 
• Claim and Delivery Actions 
• Expungement 
• Federal Transcript 
• Forcible Entry and Detainer 
• Foreclosure 
• Foreign Judgment 
• Habeas Corpus – No pro se filings 
• Litigation 
• Other 
• Other Writ 
• Paternity 
• Small Claims (piloting) 

FAMILY CASE CATEGORY 

• Annulment 
• Divorce 
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• Reciprocal 
• Separate Maintenance 

PROBATE/MENTAL HEALTH CASE CATEGORY 

• Administration of Small Estates 
• Conservatorship 
• Determination of Inheritance Tax 
• Formal Probate 
• Guardian Ad Litem 
• Guardian/Conservatorship 
• Guardianship 
• Informal Probate 
• Special Administration 
• Termination of Joint Tenancy 
• Termination of Life Estate 
• Trust (sealed as of 7/1/2016) 

Filing Codes 
For a list of filing codes by case category, click here. 

Initial Filing 
NOTE: Additional information can be found in the E-File User Guide 

To begin an initial filing, click the  button to open the Case Information page and 
to begin the case initiation process for e-filing. 

Case Information Tab 
Complete the Details for the new case from the drop-down lists. 

→ Select Location (county) 
→ Select Category (criminal cases are not available for initial filings) 
→ Select Case Type 
→ Select Filing Attorney 
→ Select Payment Account 
→ Click the Parties tab to save the case information and continue 

 

http://ujs.sd.gov/media/odyssey/fs_filing_codes.pdf
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Parties Tab 
Enter the parties involved in the case. The party types will default the case party types with the 
exception of two case types – Administrative Appeals and Other. 

IMPORTANT: A case filing statement is required to be submitted for each 
party/participant with the initial filing. Forms are located at UJS.SD.GOV 
http://ujs.sd.gov/Forms/civilfiling.aspx 

→ Select the party type under the Party Type column 
→ Check if the party is a Person or Business 
→ Enter the party name 
→ Enter the address, city, state, and zip code 
→ Enter the phone number 
→ Click on next party type in upper screen and repeat steps above 
→ The Filer ID field is for a UJS Person ID number ONLY; please do not add a SSN or any 

other number in this field 
→ If additional parties are required, select the Add Party button and repeat the above steps 

° Note: If filing an Informal Probate, you will need to add a party for each Personal 
Representative 

→ Click the Filings button to save the party details and move to the Filing tab 

 
  

http://ujs.sd.gov/Forms/civilfiling.aspx
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Filings Tab 
The Filings Details screen allows you to enter the filing details and calculates the fees associated 
with the filing, if any. 

→ Select Filing Code 
→ Add Filing Description (use only to expand Filing Code description if necessary; see #18 

of the eFiling Guidelines) 
→ Enter a reference number, optional 
→ Add the Lead Document (PDF format only) 
→ Click the Add Another Filing button to add the next filing code, if applicable 

° Note: All documents required to open a case should be filed in the same envelope 

 
→ Continue to click Add Another Filing until all documents are added 
→ Filing Comments – add any notes for the clerk in this field 

° Add requests for certified copies of Letters of PR in Informal Probate cases here 
→ Courtesy Copy 

° Email notification is sent when the Reviewer accepts the filing; no email is sent if 
the filing is rejected 

→ Review Fees 
→ Select Payment Account 

° Note: Your credit card is authorized when the filing is submitted; however, the 
transaction fees will not post to the credit card account until the court accepts 
the filing 

→ Select Party Responsible for Fees 
→ Select Filing Attorney 
→ Click Summary to Save the filing details 

Summary Tab  
→ Review all information that was added for completion and accuracy 
→ Edit, if necessary 
→ Verify in the Filings section that the Status of documents has a green Ok 
→ Click Submit 

A confirmation box will appear with the envelope number. You can view the receipt and print or 
click okay. The filing will have an envelope number assigned and will receive a case number 
when the Clerk reviews and accepts the filing. You will not see the case number until you 
refresh your screen. 
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Subsequent Filings 
To submit a subsequent filing, you can: 

• If filing into a case for the first time 
° Search by Case number 
° Search by party name in Advanced Search 

• Search the Filings tab; or 
• Select case from Bookmarks tab 

 

Once you have located your case, click the File into this Case icon  

Parties Tab 
Populates the parties involved in the case. You don’t have to do anything here, just verify you’re 
in the correct case. 

→ Click the Filings button on the bottom right 

Filings Tab 
When filing multiple documents in a case, we recommend that you add them in one envelope. 
File each document individually (as its own lead document), unless it is an attachment to a 
document. 

→ Select Filing Code 
→ You may uncheck the Service box if you do not wish to serve the documents 
→ Add Filing Description (use only to expand Filing Code description if necessary; see #18 

of the eFiling Guidelines) 
→ Enter a reference number, optional 
→ Add the Lead Document (PDF format only) 
→ Click the Add Another Filing button to add the next filing code, if applicable 

 
→ Continue to click Add Another Filing until all documents are added 
→ Filing Comments – add any notes for the clerk in this field 
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→ Courtesy Copy 
° Email notification is sent when the Reviewer accepts the filing; no email is sent if 

the filing is rejected 
→ Review Fees 
→ Select Payment Account 
→ Select Party Responsible for Fees 
→ Select Filing Attorney 
→ Click Summary or Service button at the bottom right to Save the filing details and move 

to the next screen 

Service Tab 
Select Service Contacts to receive service for each party. 

To add service contacts from your firm: 

→ Select Party (highlights blue) 
→ Select Add from Master List button 
→ Select Firm Contact (highlights blue) 
→ Click Add 
→ Click Save 

To add service for opposing counsel: 

→ Select party (highlights blue) 
→ Select Add From Public List button 
→ Search for contact by name, email, or firm name 
→ Click the View Details to confirm contact was added by their firm 

 
→ Select contact (highlights blue) 
→ Click Add and Save 

NOTE: If contact is not found on the Public List, service must be sent by other means than 
electronic. 

If your firm represents more than one party on the case, select the Link Parties icon  to add 
the contact to the other parties. 
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Summary Tab 
→ Review all information that was added 
→ Edit, if necessary 
→ Verify in the Filings section that the Status of documents has a green OK 
→ Click Submit 

o NOTE: Service email notifications are sent to Service Contacts when the filer 
submits the filing 

Processes 
Bankruptcy Discharge 
When submitting a bankruptcy discharge the application, certified copy of the bankruptcy 
order, and proof of service should be filed in each case that is listed on the application. The 
documents should be scanned in as one document. 

On the Filings tab: 

→ Select the APP FOR DISCHARGE, ORDER OF DISCHARGE & PROOF OF SERVICE 
filing code 

 
If no objections are filed, the judgments will be discharged. If objections are filed, the application 
will be referred to the judge. 

Case Filing Statement 
Case Filing Statements are confidential documents. 

Important: When submitting a Case Filing Statement as a subsequent filing, uncheck the 
Service box so that the confidential information is not sent to any service contacts. 

 

Certified Copies 
Certified copies of proposed documents can be requested and paid for through File & Serve. 

→ Select Filing Code of PROPOSED DOCUMENT 
→ Add request in the Filing Description with the name of the requestor 
→ Select the Optional Services of Copies – Certified/Authenticated/Exemplified ($2.00) 

(highlights blue) 
→ Click Add 
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→ Add the quantity of copies requested 
→ Click OK 

 
→ The Selected Optional Services displays the number of requested copies multiplied by 

the fee 

 
→ Add the Lead Document 
→ Enter Payment Account 

o Select a Waiver account for certified copies per SDCL 16-2-29(7) 
→ Complete and submit filing 
→ Note:  Do not select this optional service for initial Letters of Personal Representative 

 
Confidential Documents 
Filing codes that have (CONFIDENTIAL) after the code name will automatically have 
confidential security applied to the document when accepted. 

If a confidential document should not be served: 

→ Select Filing Code 
→ UNCHECK  the Service box 
→ Upload document 
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To request confidential or sealed security to be applied to a document: 

→ Select Filing Code 
→ UNCHECK Service, if applicable 
→ Add document 
→ Enter request for the Clerk into the Filing Comments field (see next page) 

 
NOTE: This is a request only and security may not be applied. Remember that you must “seek 
advance approval from the court for submitting a document as sealed or confidential if that 
document is not already declared confidential or sealed by existing law, court rules, or order” 
SDCL 16-21A-5(3). Motions requesting that a document be sealed and original sealed documents 
will not be accepted unless otherwise directed to be filed electronically by the court. 

Exhibits 
When filing exhibits, use only white or yellow exhibit stickers and select the appropriate filing 
code of Plaintiff’s, Defendant’s, or State’s Exhibit(s). 

Informal Probates 
IMPORTANT: Before the filing will be accepted, the original will must be filed (mailed/over the counter) with 
the Clerk of Court within 5 business days of submitting the informal probate on File & Serve. The filing will be 
rejected if the original will is not received. Original wills in Probate records may not be returned to the filer 
without a signed court order directing the clerk to return in; the Document Return Request form may not be used 
for wills filed in probate records. 

→ Begin the new case like any other case, by clicking on the  link. 
→ Complete all fields on Case Information tab 
→ Add all parties on Parties tab 

o Deceased Party 
o All Personal Representatives, if multiple 

Note: A Case Filing Statement is required for each party 
→ Select the Filing Code(s) for your filing 
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Note: Do NOT select the filing code of PROPOSED DOCUMENT for the Letters of Personal 
Representative or the Clerk’s Statement; filing codes are available for these documents that require a 
clerk signature. 

 
o Add Filing Description, if needed 
o Attach documents 
o Add Filing Comments 

 Add certified copy request for Letters of PR in this field 

 
o DO NOT select the Optional Service of Certified Copies – a fee 

will be charged and cannot be removed by the clerk 
→ Continue through the filing and submit 

Modification of Final Orders 
When filing a petition or modification for one of the following, a $50 filing fee is required, 
unless the party is a recipient of assistance benefits pursuant to Title 28: 

• Petitions and motions to modify final child support orders 
• Petitions and motions to modify final child custody orders 
• Petitions and motions to modify final visitation orders 
• Petitions and motions to modify final spousal support orders 

Select the filing code of PETITION/MOTION FOR MODIFICATION OF FINAL ORER ($50). 

Enter the type of order being modified in the Filing Description: 

• Child Support 
• Child Custody 
• Visitation Order 
• Spousal Support 

Note: Failure to select the correct filing code with the attached fee will result in the filing 
being rejected. 

Non-Legible Documents 
If eFiling documents from parties that are scanned and are unreadable but represent the original 
unreadable version, add a description “NON-LEGIBLE” in the filing description field. This will 
be viewable to the clerks when reviewing the document and the document will be accepted. 
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→ Add document 
→ Add filing description of “NON-LEGIBLE” 

Pro Hac Vice 
Documents and fees for admitting attorneys pro hac vice cannot be submitted through File & 
Serve. They should be submitted over the counter or through the mail with the clerk’s office. 

Proposed Documents 
Proposed documents are available for filing in the 1st, 3rd, 4th, 5th, and 6th Circuits only. 

If you have large quantities of proposed documents to be filed, please contact the judge prior to 
filing them. The judge may request these be filed over the counter. Follow current office policy 
for filing documents for court prior to court days. 

Note: For Child Support Referee documents, please see the section specific to referees in 
this manual. 

When submitting proposed documents through File & Serve, you no longer need to include the 
attest line for the clerks or the dated line for the judge’s signature. 

 
Start your filing as you normally would.  When you reach the Filings Tab; 

→ Select PROPOSED DOCUMENT for the Filing Code 
→ EFile and Service will both default as checked, uncheck Service if you do not wish to 

serve electronically 
→ Add the proposed document as a Lead Document 

Redaction 
Attorneys are required to file an original and redacted version of documents. 

To submit documents: 

→ Select Filing Code for the non-redacted version 
→ Add document 
→ Add Filing Comment of “Non-Redacted – add security” 
→ Select Add Another Filing 
→ Select Filing Code for the redacted version 
→ Add document 
→ Add description of “Redacted Version” 

Clerk will review documents and if accepted, apply security to the original document. 
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Referee 
Confidential Exhibits 

→ Add the Filing Code – EXHIBITS FROM REFEREE HEARING (CONFIDENTIAL) 
→ UNCHECK  the Service box 
→ Add document 

 

Filing Codes 
To retrieve the filing codes most used by referees: 

→ Click into the Select Filing Code field 
→ Type the word “referee” 
→ Any filing code with the word referee will be listed in the dropdown 

Examples of the referee filing codes: 

• Child Support Order Filing Data Form (confidential)  
• Exhibits from Referee Hearing (confidential) 
• Letter to Clerk with Report of Referee 
• Notice of Continued Hearing Before Referee 
• Notice of Continued Hearing before Referee & Certificate of Service 
• Notice of Entry of Referee’s Report & Certificate of Service 
• Notice of  Hearing Before Referee 
• Notice of Hearing Before Referee and Certificate of Service 
• Notice of Hearing on Objection to Referee’s Report & Certificate of Service 
• Notice of Hearing on Remand Before Referee 
• Notice of Rescheduled Hearing Before Referee 
• Notice of Rescheduled Hearing Before Referee and Certificate of Service 
• Notice of Telephonic Hearing Before Referee 
• Notice of Telephonic Hearing before Referee & Certificate of Service 
• Objection to Referee’s Report 
• Referee – Proposed Order 
• Referee’s Recommended Order for Dismissal 
• Referee’s Report 
• Referee’s Report and Recommended Order 
• Report of Referee W/Findings of Fact & Conclusions of  Law w/Attachment 
• Request for Transcript of Hearing Before Referee 

Proposed Order 
→ Select Filing Code of “REFEREE – PROPOSED ORDER” 



Odyssey File & Serve  UJS Firm Instructions 

27 – rev June 2016 
 

→ In the filing description add FOR CHILD SUPPORT in capital letters 
→ If submitting an amended proposed order, add “AMENDED” in the filing description 

 

Small Claims removal to Circuit/Magistrate Court (excludes 2nd & 7th 
Circuits) 
When filing a Motion to transfer Small Claims proceedings to Circuit/Magistrate Court, you 
will select the Filing Code of MOTION FOR REMOVAL TO CIRCUIT COURT ($35) for your 
motion. This code will assess the $35 filing fee and a $1.22 payment service fee. The $250 bond 
payment must be submitted to the clerk’s office via US Mail or over the counter. The proposed 
order should be submitted as a PROPOSED DOCUMENT. 

What to do if your filing is rejected 
The reason for rejection can be found in the notification email or by viewing the Filing Details 
for the envelope.  

→ Click the View Filing Details icon  
→ Scroll down to locate the document(s) rejected 
→ The rejection reason and any comments added by the clerk will be under the Rejection 

Information heading 

You can copy an envelope to create a new envelope to resubmit to the courts using the copy  
icon. Simply click on the icon for the envelope that was rejected, make the necessary changes to 
your filings, and submit. This icon appears on envelopes in the Filings tab that have been 
rejected. 

Note: The icon is gray and unavailable if the envelope was previously copied. 

Errors 
If you receive errors in File & Serve, please take the following steps. If these do not resolve the 
error, click Copy on the error and paste into an email to the UJS eSupport Help Desk, 
ujsesupport@ujs.state.sd.us, along with the envelope number and your contact information. 

mailto:ujsesupport@ujs.state.sd.us
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→ Clear internet history 
→ Clear Silverlight cache 
→ Refresh browser (F5) 
→ Delete draft envelope  
→ Create a new filing envelope 

Clearing Internet Explorer History 
If File & Serve has been added as a favorite: 

→ Click Tools 
→ Click Internet Options 
→ Under Browsing History section, uncheck the Preserve Favorites website data box, if 

checked (Silverlight cache will not be cleared if this box is checked) 
→ Click Delete 
→ Once completed, refresh browser page (F5) 

Clear Silverlight cache 
While signed into File & Serve: 

→ Right click on desktop while in application 
→ Click on Silverlight 

 
→ Click the Application Storage tab 
→ Verify Enable application storage option is checked 
→ Click Delete all 
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→ Click Yes 

 
→ Click OK 

 
→ Press F5 to refresh browser 

Support 
Support for File & Serve is provided from 7:30 am to 5:00 pm Central Time. 

Please email questions and/or issues to our UJS eSupport Help Desk at 
UJSeSupport@ujs.state.sd.us. 

When emailing, please include your name, phone number, available times for call back, case 
number (if applicable), envelope number, questions and any screen shots. 

Screenshot HotKeys: 

Copy: Alt+PrintScreen (PrtScn) 

Paste: Shift+Insert OR Right click->Paste 

 
 

 

 

mailto:UJSeSupport@ujs.state.sd.us
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