If the user has filled out the “"PDA Expedited Information” or “Expedited State Response”
form (fillable template) on-line and wants to upload that pdf form into eCourts Appellate
system, then please follow these instructions.

Adobe Acrobat Professional

If the user has the Adobe Acrobat on his/her machine, follow these instructions to convert
the form into a pdf file. This option is only available for Adobe Acrobat Professional.

1. Open “PDA Expedited Information form (fillable template) from the home page and fill it

out.
2. Click on “Print” button on the template.
3. Select Printer as “"Adobe PDF” on the print popup.
4. Click on “Print” button on the print popup.
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6. Select the folder location on your machine where you want to save this pdf document
(PDA Expedited Information form) and give it a file name.
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7. It will convert the form into a pdf document (PDA Expedited Information form) from the
template.
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8. On the “List of Documents” page, select the edit button for the PDA Expedited
Information form.
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9. Select your saved pdf document (PDA Expedited Information form) for upload.



GETTING STARTED CASE DATA PARTY/ATTORNEY DOCUMENTS |

Add Document
x
DOCUMENT INFORMATION Look - | B Desktop Hefrm
Name | =] ttem type || size__ || Date [
*CATEGORY IAPPELLATE DOCUMENTS g _ETestflzﬂ43Jj(emalfdebenhomexpflnfo‘pdf Adobe Acrobat ... 29KB 122
Recent Places 1
*DOCUMENT TYPE |PDA EXPEDITED INFORMATION FORM D ;
Desktop :
r
5] r
Libraries
SEALED DOCUMENTS FOR THE COURT'
*FILING PARTY RAHMAN HALL
1 | i
File name: I j Open |
Files of type: |PDF Fies ~.PDF) =l Cancel /|
A
Upload Documents Cancel Uploads

10. After it completes the upload, click on “Continue” button.
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11. It will be displayed on the List of Documents page.
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Adobe Reader

Most of the users have the free Adobe Reader on their machines and they need to follow
these instructions since the Adobe Reader does not come with “*Adobe PDF” printer to

convert the form into a pdf file.

1.
out.
2. Print the form and signed it.
3.
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Open “PDA Expedited Information form (fillable template) from the home page and fill it

Scan your printed and signed form into a text searchable pdf using OCR (Optical

Follow the same instructions 8-11 as above to upload the scanned pdf file into the
eCourts Appellate application.

Send To OnelNote 16

Beother QL-1060N
Fax

HP Laser/et 600 ME0L MEQ2 ME03 PQLE
Microsoft XS Document Writes

i_Save || Print || Clear |
i X
2] _prpotes | sdnce | ko
Print in geayscale (black and white)
™ Savemitoner ()
Comments & Forms.
T Trra— | orm
Summarnze Comments
T 1012345-111
85 x11 Inches

I~ Choose paper source by POF page size

Onentation:

& Auto porrait/landscape
€ Portrait

© Landscape

after receipt of the transcrip _Pasene. |

I Bl ==

Paged of 3

e

sment (PSA), and
eply is due within
. 2:9-13.

appellant's brief.
nitted 10 days




