Programs and Features

Mobility Center

Power Options

Event Viewer

System

Device Manager
Network Connections
Disk Management
Computer Management
Command Prompt

Command Prompt (Admin)

Task Manager
Control Panel
File Explorer
Search

Run

Shut down or sign out

Desktop

Right click on in lower left of task bar.

When the menu opens click on File Explorer.

al = | File Explarer

m Home Share Wiew
_J 4 Cut x e item Open HHSeIe-:taII

W Copy path —f_'| Easy access ~ Eclit Select none
Copy  Paste Mave Copy Delete Fename Mew Properties .
| Paste shortout to - folder Histary DD Invert selection
Clipboard Organize e Open Select
A #F » Quick access
A
= Ouick acrcess ~ Freciuent folders {(14)

Right-Click in the white area after Quick access. Type the ftp address ftp://courts.efile.clark.wa.gov then Enter.
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The Log On As box opens.

Type User name and Password then click Log On button
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You will see the 2 folders as shown below for District Court & Superior Court.
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Double-Click on the folder for the Court where you wish to e-file.
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Then find your Law Firm Folder — double click on it.
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Then find the Attorney folder within the law firm folder for the FTP User you are logged in as.
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Drag your tif file into the folder.
You should receive a confirmation e-mail as soon as the document is imported within a minutes.
Before you close the window click on “Pin to Quick access”




The next time you Right-Click on the Windows Start Menu, then click “File Explorer” you will see you FTP folder as one of

the quick access folder.
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When you click on that folder the Log On As box will automatically open, you can type your password, and you will be

right where you need to be to transfer tif files to your FTP folder.




