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How to Register as an Attorney in Odyssey File and Serve (“OFS”)

March 2021

Attorneys should set up a Firm Account even if operating as a sole practitioner. A Firm account has a Firm Administrator(s) and
can invite other attorneys to join the firm through a link provided in the registration. (See Invite Attorney User to Create an
Account under your Firm section below, found here).
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Create Account

1. Go to OFS site: https://vermont.tylerhost.net/ofsweb
2. Click Register

ability to access eFileVT on your tablet or phone, enabling copy, paste; sorting aj
data entry, keyboard shortcut navigation, modern web browser support and more|

Need Help?

m =

Web Training

3. Enter Name for account, etc in the below screen

¥ Tyler Technologies
eFlevT File & Serve

Register I
User Information Firm Information Terms an d Conditions Complete
First Name Middle Last Name
Email Address Password
Security Question
| Enter a s e esti L I e ered k E e: H Sct i |
Security Answer
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https://vermont.tylerhost.net/ofsweb

Select option for firm account

Register

User Information » Firm Information - Terms and Conditions » Complete

Registration Options

Register for a Firm Account Register for a Self-Represented Account
Perfect for: Perfect for:
- Attorneys - Pro Se Filers
- Firms with multiple filers - Process Servers
- Solo Attorney Practitioners - Landlords / Tenants
Previous

Enter the information in the open screen

User Information - Firm Information - Temms and Conditions -~ Complete

Registration Options

Register for a Seff-Represented Account

Register for a Firm Account

Perfect for: Perfect for
- Atomeys - Pro Se Filers
- Fims with multiple filers - Process Servers
- Solo Attomey Pracitioners - Landlords / Tenants

Before you register for a Firm Account, please check wilh your firm fo ensure an account has not already been created. If your
firm has already been created, please ask your firm administrator to invite you to join the firm

Firm Information

Name

Fonberg Firm

Country

United States of America

Address Line 1

112 Main St
city State
Bare Vermont
Zip Code Phone Number
05641 I

Require administrator approval of new user registration
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6. Filer reviews Usage Agreement and clicks “l Agree — Create My Account”

Register

User Information Firm Information

Section 1. Definitions

Sectien 4. Limitations on Use
Section 5. Fee Schedule
Section 6. Proprietary Rights

Section 9. Limitations of Liability
Section 10. Arbitration
Section 11. Miscellanecus

Section 1. Definitions

Previous

Odyssey File & Serve Usage Agreement

Welcome to the online services of Tyler Technologies for the State of Vermont. Please read this Agreement carefully. It governs Your access to
and use of the Odyssey File & Serve application. Your use of the Odyssey File & Serve application and/or other Tyler products is conditioned
upon Your acceptance of this Agreement. By clicking on the "I Accept” button, You are agreeing to be legally bound by all of the terms and
conditions of this Agreement. If You are acting as an employee, You agree that this Agreement will bind Your employer and that You are
authorized to do so. As used in this Agreement, “You™ or "Your” includes You and Your employer.

Section 2. License; Restrictions on Use
Section 3. Access to the Tyler Internet Site

Section 7. Disclaimers and Limitations
Sectieon 8. Your Warranties and Indemnification

The following terms have the following meanings in this Agreement: "Authorized User” means any of Your elznploy'eas, agents, independent
contractors or consultants whao agree to be bound by the terms and conditions of this Agreement and who are authorized or otherwise
designated or permitted by You to access and use the Tyler Services pursuant to the License. "E-Document” refers to any document or
discrete compilation of text and/or graphical information in electronic form suitable for submission into the Odyssey File & Serve program
“Enhancement” means any correction, medification, customization, revision, enhancement, improvement, update, upgrade, new release or
other change that is released generally by Tyler Technologies for the Tyler Services. "Fee Schedule” means Tyler's current Fee Schedule for
use of the Tyler Services, as may be altered or amended from time to time by Tyler. "Information™ means the records, data, databases,
documents, materials, and other information accessible through the Tyler Services. “License™ means the limited license granted to You under
this Agreement. "Proprietary Rights” means any patent, copyright, trademark, service mark, trade secret or other intellectual property right.
"Third Party Content” means any content, records, data, documents, materials, or other information supplied to Tyler pursuant to an
agreement with 2 third party for inclusion as part of, or for use with, the Tyler Services. "Tyler” means Tyler Technologies, Inc. and its
operating units and divisions. "Tyler Internet Site" means the Tyler filing web sites (and all Enhancements thereto) with such other Web sites

Terms and Conditions - Complete

ate My Accoul

7. Verification email is sent to the email account

Register

User Information - Firm Information - Terms and Conditions - Complete

Firm Name:
Email Address:

Congratulations, you have successfully registered your firm!

Fonberg Firm
BluePhinn2020(@gmail.com

A verification email has been sent to you. Click on the link inside your email to complete the verification process.

8. Go to email account

9. Click link in email to Activate Account
10. Takes you back to the internet browser

11. User needs to add any other Attorney Users and a Payment Account before efiling the first time

Add an attorney

1. Click Actions
2. Click Firm Attorneys
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B—

-. . Dashboard
Filing History Start a New Case

File Into Existing Case

I i i Filing Hist
Users registered with your firm will be able to submit filings after you complete the following: e TI mgl Istary
emplates
« Add a Payment Account = pS ice G
« Add an Attorney irm Service Contacts
Bookmarks

Click on the Actions Menu above to add a Payment Account and an Attorney. Report
eports

Firm Admin

Firm Users

Firm Attormeys. ,h

Firm Information

Payment Accounts

Click “Add New Attorney”

Firm Attorneys

Users registered with your firm will be able to submit filings after you complete the following:

+ Add a Payment Account
+ Add an Attorney

Click an the Actions Menu above to add a Payment Account and an Attormey.

@ Add New Attorney #“"

First Name Last Name Attorney Number

Enter Attorney Number, and all other relevant attorney information

LI L 10 v items per page
pfﬁ.ttorney number = Bar Number
Attorney Number
[i]
First Name Middle Name Last Name

No items to display

Can enter Attorney Number, click Verify to confirm you have entered the correct number

tems per page
0

EET N NN B
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6. Click Save Changes in the bottom right

Last Name

Fonber X

N
~

Undo Save Changes

Add a payment account

1. Click Actions
2. Click Payment Accounts

—

) Dashboard
Firm Attorneys Start a New Case

File Into Existing Case

Users registered with your firm will be able to submit filings after you complete the following
+ Add a Payment Account

Click on the Actions Menu above to add a Payment Account

g Filing History
Templates
Firm Service Contacls
Bookmarks
Reports

@ Add New Attorney

First Name Last Name Attorney Number

Firm Admin
Firm Users
Firm Attorneys

Firm Information

Chasity Fonberg 4682

L. L. 10 v jtems per page

Payment Accounts ‘h

Help

3. Click “Add Payment Account” User can have multiple accounts if necessary

+ Add a Payment Account

Click on the Actions Menu above to add a Payment Account.

Users registered with your firm will be able to submit filings after you complete the following

—

® Add Payment Account

Payment Account Name Payment Account Type Active
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5. Enter Payment Account Name, and all other relevant information

4 - (2 2]

Payment Account Name

No items to display

C

Payment Account Type

Click to select Payment Account Type

Payment Account Name

Visa

Payment Account Type

Credit Card

Enter Account Infonnamon

Undo

Enter Account Information

Method of Payment

O Credit Gard
O e-Chec

6. User enters all credit card information

ICard Type

ICard Number

Exp Month

ICVV Code

Name on Card

Address Type

Address Line 1

Address Line 2

ICity

ICardholder Information

[Enter the information as it appears on the Cardholder Account. The fields marked with a red asterisk (%) are required fields

=

MM * Exp Year | YYYY *

= CVV Help L

Maximum of 30 characters

@® US O Foreign

Sireet address, P.O. box, company name, cfo

Apartment, suite, unit, building, floor, ete.
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Waiver Account
1. User can add a Waiver account for either criminal cases, stalking, RFA, or if state agency filer:
a. Click Actions
b. Click Payment Accounts
c. Click “Add Payment Account”
d. Follow steps to complete

Payment Account Name

Waiver

Payment Account Type

Waiver

Add a service contact to the Public List

1. Click Actions

2. Click Firm Service Contacts
T Tyler Technologies GO To Assist HUEGLGLEACH & ~

oFlevT File & Serve

_ Dashboard
Firm Attorneys Start a New Gase

File Into Existing Case

Filing Hist
There are several ways to start a new filing: fing History
. Templates
« Select the Start a New Case button at the top right of the page or the Start a New Case opti
Actions = Bookmarks
Menu
Repors
File Into Existing Case
+ Select the File Into Existing Case button above or the File Into Existing Case option fron  Firm Admin
Firm Users

Actions =

Shert & Hew Cane to search for an existing case, then select File Into Case from the Actions Menu on the ~ Firm Attomeys

File Into Existing Case Firm Information
Payment Accounts
File Inlo Case

= - = Haln

3. Click “Add Service Contact”

eyboard Shorculs, keboardshoreutstien [ 2 ] you can select "C™ globally fo sfarf a new filing  sarttewcase [«

— (& Add Service Contact

s

Email

4. Enter the Attorney’s information for service contact

Enter the Email Address for the Attorney

6. User can add additional admin email addresses under “Administrative Copy” for those other persons to receive copies
of served documents

b
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Fonberg Firm

Country

United States of America

Address Line 1

112 Main St

State

Vermont

Zip Code

05641

Make This Contact Public

BluePhinn2020@gmail.com admin@gmail.com

Any eservice emails will go to the email
and the admin copy email

Address Line 2 City

Barre

Phone Number

Checking this box adds the service contact
emails to the public list for opposing counsel to

1-0o0f0items

First Name Middle Name Last Name
Chas Fonberg
Firm Name Email Administrative Copy /

v o o

choose from

7. Click Save Changes, bottom right

To assign different roles for users

1. Click Actions
2. Click Firm Users

F Tyler Technologies
frievT File & Serve

Go To Assist ELCLLCLETAc & -

— oz

Dashboard
Start a New Case

File Into Existing Case

There are several ways to start a new filing:

Actions =

Menu

File Into Existing Case

Actions ~

Start a New Case

« Select the Start a New Case button al the top right of the page or the Start a New Case optic

+ Select the File Into Existing Case button above SRSt

to search for an existing case, then select File Into Case from the Actions Menu on the ~ Firm Attomneys

Filing History
Templates

Firm Service Contacts
Bookmarks

Reports

Firm Admin

Firm Users 4/

==y or the File Into Existing Case option fron

Firm Information

Payment Accounts

3. Click on name to expand the screen

Join My Firm:

https://vermont-stage.tylerhost.net/0fsheb/UserModule/Registration?firm=dd8adbbc-6&:

First Name Last Name Email Firm Status Email Status Roles
Chas Fonberg BluePhinn2020... proved Active Filer, Firm Admin
T L 10 v items per page

D =
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4. User can then check off the applicable Roles needed for the User

First Name Last Name Email Firm Status Email Status Roles
Filer, Firm Admin
LIl n Ll 10 v jtems per page
[First Name Middle Name Last Name
Chas Fonberg
[Email

BluePhinn2020@gmail.com

IRoles

Firm Admin Filer

/Check applicable Roles

Attorney

|Attorney Number

- o

Undo

Join My Firm: ‘ https:f!vermont—stage.tylerhost.netlDstEh/User-ModulefRegistration?fir‘m:ddsadbﬁc—6:‘ E =

1-1of 1 items

5. If an attorney and attorney box is checked, must enter the Attorney Number (aka Bar Number) and click “Verify” to
make sure it is the correct number:

6. Save Changes

Verify Attorney Number

Attorney Name Attorney Number

Chasity Stoots-Fonberg I

If this is not the attorney name you expected, make sure you entered

the correct attorney number or contact the court to verify the attorney
number.
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Invite Attorney User to Create an Account under your Firm

The Firm Administrator is responsible for inviting firm users to create an account and join the firm. To invite firm users to

create an account and join the firm, perform the following:

Click Actions

Click Firm Users

Scroll to bottom where it shows “Join My Firm” and the link.

There is a copy link button and an email button to share the link to join the firm

PWNPRE

T I 10 v items per page

Join My Firm: https://vermont-stage.tylerhost.net/Ofsheb/UserModule/Registration?firm=dd8adbbc-5

5. Attorney receives link to join the firm
6. Attorney clicks link in email
7. Screen opens for new attorney user to complete:

¥ Tyler Technologies

oFieVT File & Serve

User Information » Firm Information » Terms and Conditions » Complete

First Name Middle Last Name

Email Address Password

Security Question

|E»m a simple question that can only be answered by you. Example: High School Mascot |

Security Answer

8. Firm Information automatically populates

User Information » Firm Information » Terms and Conditions » Complete

You were invited to join the following firm: Not your firm?

Firm Information

Name
Fonberg Firm

Address Line 1

112 Main St.

city State

Barre Vermont
Country

United States of America

Zip Code Phone Number
05041 I

Previous
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9.

10.

11.

User agrees and creates account

User Information » Firm Information » Terms and Conditions » Complete

Odyssey File & Serve Usage Agreement )

Welcome to the online services of Tyler Technologies for the StatT of Vermont. Please read this Agreement carefully. It governs Your access
to and use of the Odyssey File & Serve application. Your use of th& Odyssey File & Serve application and/or other Tyler products is
conditioned upon Your acceptance of this Agreement. By clicking on the "I Accept” button, You are agreeing to be legally bound by all of the
terms and conditions of this Agreement. If You are acting as an employee, You agree that this Agreement will bind Your employer and that
You are authorized to do so. As used in this Agreement, "You" or "Your" includes You and Your employer.

Section 1. Definitions

Section 2. License; Restrictions on Use

Section 3. Access to the Tyler Internet Site

Section 4. Limitations on Use

Section 5. Fee Schedule

Section 6. Proprietary Rights

Section 7. Disclaimers and Limitations

Section 8. Your Warranties and Indemnification

Section 9. Limitations of Liability

Section 10, Arbitration

Section 11. Miscellaneous

Section 1. Definitions

The following terms have the following meanings in this Agreement: "Authorized User" means any of Your employees, agents, independent

Previous il Agree - Create My Account

Filer has now joined the Firm and must go to email to complete the verification process:

Register

User Information » Firm Information » Terms and Conditions » Complete

Congratulations, you have successfully joined your firml

Firm Name: Fonberg Firm %
Email Address: doby4060@gmail.com

A verification email has been sent to you Click on the link inside your email to complete the venification process.

User must contact one of the firm administrators to authorize them:

Firm Administrator Approval Required

Please contact one of your firm administrators (listed below) and ask them to authorize you. Until the firm administrator grants you authorization to
Join the firm, you will be unable to process any filings or view any existing filings.

Name Email

Chas Fonberg bluephinn2020@gmail .com
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12. Firm Administrator logs into the account, clicks actions, firm users, to approve the new attorney:

Firm Users

First Name Last Name Email Firm Status Email Status Roles
Chas Fonberg BluePhinn2020...  Approved Active Filer, Firm Admin A
Doby Test doby4060@gm...  Not Approved Active Filer Actions v V¥

P .o 10 v items per page /J1-20f2items

Join My Firm: https://vermont-stage .tylerhost.net,-’O-stebeser‘l'-bdulefRegistration?-Firm:ddSadbﬁc-G.‘ n =

13. Click Actions, Approve User:

Last Name Email Firm Status Email Status Roles

Fonberg BluePhinn2020...  Approved Active Filer, Firm Admin A

Test doby4060@gm._.. NotApproved  Active Filer | Actions v |V
» 10 v items per page

Remove User

Approve User 8

Reset Password

https://vermont-stage.tylerhost.net/0fsWeb/UserModule/Registration?firm=dd8adb6c-6 n =

14. Firm Administrator then clicks the attorneys name, which expands screen to assign Roles.
a. Firm Administrator will need to assign “Attorney” role if user is an attorney, and then enter attorney’s bar

number:
. 4 L 10 v jtems per page 1-2of 2items
First Name Middle Name Last Name
Doby Test
Email

doby4060@gmail.com

Roles ==

Firm Admin Filer

Attorney Number

Undo Save Changes
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