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Filing Digital Service — Civil

This service enables lawyers and legal assistants to upload their documents to Court of King's Bench
for electronic filing and stamping. This new provincial system streamlines digital document submission
and review and automates many of the current manual email processes.

Lawyers and legal assistants can submit civil filing requests at all King’s Bench judicial centres
using the digital service. The system currently accepts more than 100 document types, including
orders, affidavits, notices and desk applications (without notice).

Filing service URL: https://gb-filing.alberta.ca

The full list of currently accepted filing document types is available here:
https://gb-filing.alberta.ca/assets/docs/KBFiling-Accepted _Document_Types.pdf

Service currently available for use by:

e Active and practicing Alberta lawyers
e Their legal assistants

Service not currently available for:

e Self-represented litigants
e  Qut-of-province lawyers
e Agents

The service does not yet accommodate:

e Urgent matters for Justice Desk Applications

e Desk Applications that commence a file

e Default judgments with a Bill of Cost

e Submissions that include a fee waiver

e Submissions where the fee varies (i.e., request for trial date, money paid into court)
e Civil Justice Chambers applications, except for the new Edmonton pilot

e Civil Applications Judges Chambers applications

This service was built by Justice Digital, a partnership between the Ministry of Justice, the Courts, and
the Government of Alberta’s Digital Design and Delivery.

King’s Bench Filing Digital Service
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User accounts

Filing Digital Service accounts are granted to individuals within law firms. There
is no consolidated team or admin account. Each person that uses the service
must create their own account, which is distinct from “Charge accounts” or “Fax
filing accounts” previously established with the Courts.

There are two types of Filing Digital Service accounts:

e Lawyer accounts
e Legal Assistant accounts

Be sure to select the correct role when creating your account.

To create an account to use the service, you will need:

e Your law firm name and location, as listed with Law Society of Alberta
* Your name and Bar ID number as listed with the Law Society of Alberta

Note: Students-at-Law should create a Legal Assistant account to file using FDS. After becoming
a member of the Law Society of Alberta, you can create a full Lawyer account.

Note: Users can access multiple Justice Digital services with one account. If you are
moving law firms, you should not create a new account.

If you already have an online account with any of the following services:

e Adjournment Digital Service

e King’s Bench Court Case Management — Commercial List
e King’s Bench Filing Digital Service (Civil)

e King’s Bench Filing Digital Service (Family & Divorce)

e Surrogate Digital Service

e Transcripts Digital Service

...a new account should not be created in order to access the King’s Bench Filing Digital
Service. Sign in with the same email and password you use for your other existing account. You
will be prompted to complete account set up for access to KB Civil Filing Digital Service.
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Create lawyer account

Go to https://gb-filing.alberta.cal.

T s 8 new Albert Goreroment servie. Dataty
o |

Under “Filing Requests” you T o
can choose “Sign in” or -

“Create an account”. If you are
new to the service, you will
need to create an account, so
click “Create an account.”

King's Bench Filing Digital Service

Court of King's Bench

Overview
. . The King's Bench Filing Digital Service allows lawyers and legal assistants to upload selected Civil: General Filing and Claims documents for
TI,O.' Bookmark this page to electronic fing and stamping in all King's Bench centres in Alberta.
easily access the KB Filing

application in the future. Filing Requests

Lawyers and legal assistants can submit filing requests online as part of  limited beta release.
« See our current list of accepted document types®
 Ifyou need to file a document type that isn't on the accepted list, you must file via the
existing email filing procedure @ or it will be rejected by the digital service
* Download our Law Firm User Guide for step-by-step instructions and further guidance

Watch our tutorial videos to see a guided tour and example filing submission using this service.

|y

Read the requirements for

creating a new account, then
click “Continue to account * Accounts are granted to individuals within Law Firms
* There is no consolidated team or admin account
. * There are two types of accounts: Lawyer and Legal Assistant
of Settmg up your account. * Be sure to select the correct role when creating your account
* Filing Digital Service accounts are distinct from “Charge accounts” or “Fax

(ON Creating an account

creation” to begin the process

filing accounts”
* Self-represented litigants and Agents cannot use the service at this time

Lawyer accounts

* You will need an Alberta Bar ID to create an account
¢ Ifyou don't know your Bar ID, check your Law Society Member card or call
the Law Society’s customer service department

Legal Assistant accounts

* The Lawyer you will submit documents for must have an account
* You must request access to file on their behalf and they must grant
permission before you can file

Law Students

Cancel Continue to account creation

King’s Bench Filing Digital Service
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Choose “New user? Create an
account” link at the bottom of
the sign in form.

-
Sign In
Email
Password
Remember me Forgot Password?

Continue with Government of Alberta
D Continue with Alberta Courts

Continue with My Alberta Digital ID

New user? Create an Account 4—

Add your name and email.
Please use your email address

associated with your law firm. Create Account
(e.g., yourname@lawfirm.com) First name
Create a secure password, Last name
then click “Create an Account”
Email
Password
Confirm password
Password Requirements:

*  minimum 12 characters

minimum 1 numerical digit

minimum | UPPER CASE LETTER

* cannot contain part of your username / email
‘address

Create an Account

King’s Bench Filing Digital Service - Civil
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You will receive an email
containing a verification link to
click.

This link expires after 5 minutes,
so you should complete this
step right away. If your
verification link expires, you can
go back to the application, and
attempt to sign in again. The
verification email will be sent
again. Once validated, you will
be able to complete your
account registration process on
the service site.

Sign In

/\ You need to verify your email
address to activate your account.

An email with instructions to verify your email
address has been sent to you.

Haven't received the email? Click here to re-

send it.

nded solely for
notify the system manager. This messa ins
‘named. If you are not the named addressee you should not

Once your email address has
been verified, you'll be asked to
identify your legal capacity as
lawyer. Remember, you will
need:

e Your Law firm name and
location, as listed with Law
Society of Alberta. Start
typing the name of the firm,
give it a few seconds, and a
list of matching firms will
appear. Select the firm for
your location.

e Your Bar ID number from
the Law Society of Alberta.

Lawyers are encouraged to visit
the Law Society of Alberta
lawyer directory to confirm the
official law practice location and
other details, as FDS pulls
account information directly from
the LSA during the account
creation process

Verify Identity

| |
Patelus.net

What is your role?
@® Lawyer

sistant/ paralega

Law firm or agency

Government of Alberta X

Government of Alberta

Government of Alberta

Government of Alberta

Governm'en( of Alb.e!'ta _ .
you are unable to locate your firm, please
contact
JSG.JusticeDigitalAccounts@gov.ab.ca [ for
support.

King’s Bench Filing Digital Service
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Granting access to legal assistants. (Optional)

You can delegate Legal Assistants to file on your behalf. The legal assistant must first create
an account and then initiate the request. You will receive an email to notify you when your
legal assistant(s) request access. Once your account is set up, you will have access to view your
filing requests, and any requests created by your legal assistants on your behalf.

View delegation requests and Mok ;3o Fies Dete Swdce Dushbord  Holp  DorekiNsh +
any existing delegations by = . ™ —
clicking on your name in the ShgTequess =
upper right corner of the page, ™™™ & Logow

and selecting “My Account”.

- - st ot .
Apr 27,2023 1:56 PM 2101 12345 -_— General Filing and Claims

Under “Pending access gm0 e gDt s
A’( B civil Dashboard  Help [N

requests” you can approve or
deny any access requests.
My account - Lawyer

Delegated legal assistants can create and manage filing requests on your behalf. Once the delegate has created an account with the King's
Bench Filing Digital Service, they must nitiate the request for access from their account. Delegates may be granted access to file on behalf of
multiple lawyers.

y you

Pending access requests

Name Requested on
I May5,2023 Deny
Approved delegates
You also use this screen to M g e g v R —

remove (revoke) access to any
assistants who should no
longer be filing on your behalf. My account - Lawyer

Delegated legal assistants can create and manage filing requests on your behalf. Once the delegate has created an account with the King's
Bench Filing Digital Service, they must initiate the request for access from their account. Delegates may be granted access to file on behalf of

multiple lawyers.
Pending access requests
Name Raquestedcn
No pending requests
Approved delegates
Name Aoprovedon
] May 5,2023 m
King’s Bench Filing Digital Service - Civil
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Create a Legal Assistant account

Go to https://gb-filing.alberta.cal.

T s 8 new Albert Goreroment servie. Dataty
o |

Under “Filing Requests” you T o
can choose “Sign in” or -

“Create an account”. If you are
new to the service, you will
need to create an account, so
click “Create an account.”

King's Bench Filing Digital Service

Court of King's Bench

Overview
. . The King's Bench Filing Digital Service allows lawyers and legal assistants to upload selected Civil: General Filing and Claims documents for
TI,O.' Bookmark this page to electronic fing and stamping in all King's Bench centres in Alberta.
easily access the KB Filing

application in the future. Filing Requests

Lawyers and legal assistants can submit filing requests online as part of  limited beta release.
« See our current list of accepted document types®
 Ifyou need to file a document type that isn't on the accepted list, you must file via the
existing email filing procedure @ or it will be rejected by the digital service
* Download our Law Firm User Guide for step-by-step instructions and further guidance

Watch our tutorial videos to see a guided tour and example filing submission using this service.

|y

Read the requirements for

creating a new account, then
click “Continue to account * Accounts are granted to individuals within Law Firms
* There is no consolidated team or admin account
. * There are two types of accounts: Lawyer and Legal Assistant
of Settmg up your account. * Be sure to select the correct role when creating your account
* Filing Digital Service accounts are distinct from “Charge accounts” or “Fax

(ON Creating an account

creation” to begin the process

filing accounts”
* Self-represented litigants and Agents cannot use the service at this time

Lawyer accounts

* You will need an Alberta Bar ID to create an account
¢ Ifyou don't know your Bar ID, check your Law Society Member card or call
the Law Society’s customer service department

Legal Assistant accounts

* The Lawyer you will submit documents for must have an account
* You must request access to file on their behalf and they must grant
permission before you can file

Law Students

Cancel Continue to account creation

King’s Bench Filing Digital Service
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Choose “New user? Create an
account” link at the bottom of
the sign in form.

-
Sign In
Email
Password
Remember me Forgot Password?

Continue with Government of Alberta
D Continue with Alberta Courts

Continue with My Alberta Digital ID

New user? Create an Account 4—

Add your name and email.
Please use your email address

associated with your law firm. Create Account
(e.g., yourname@lawfirm.com) First name
Create a secure password, Last name
then click “Create an Account”
Email
Password
Confirm password
Password Requirements:

*  minimum 12 characters

minimum 1 numerical digit

minimum | UPPER CASE LETTER

* cannot contain part of your username / email
‘address

Create an Account

King’s Bench Filing Digital Service - Civil
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You will receive an email
containing a verification link to
click. This link expires after 5
minutes, so you should
complete this step right away. If
your verification link expires, you
can go back to the application,
and attempt to sign in again.
The verification email will be
sent again. Once validated, you
will be able to complete your
account registration process on
the service site.

Sign In

/\ You need to verify your email
address to activate your account.

An email with instructions to verify your email
address has been sent to you.

Haven't received the email? Click here to re-

send it.

Once your email address has
been verified, you'll be asked to
identify your Legal Capacity.

You will need:

e Your Law firm name and
location. Start typing the
name of the firm, give ita
few seconds, and a list of
matching firms will appear.
Select the firm for your
location.

e Name of the Lawyer you will
create requests for. From
the dropdown menu, select
the name of the lawyer you
need permission from. The
lawyer will receive an email
to notify them when you've
requested access.

Once your access is granted,
you will receive an email
notifying you that you may sign
in and begin creating requests.
You will have access to any
requests created by you on
behalf on any lawyers your
account is linked to.

Legal capacity

Name of user

Email address

@gmail.com
Role

@ 1am a legal assistant, paralegal or student at law
O lam a lawyer

Law firm or agency

Type, then select

Lawyer

Type or select

King’s Bench Filing Digital Service
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Requesting access from additional lawyers (Optional)

You can request to file on behalf of multiple lawyers. The lawyer must have an account in the
service, and the legal assistant must initiate the request for delegation. The lawyer will
receive an email notifying them of your access request.

View delegation requests and
any existing delegations by
clicking on your name in the
upper right corner of the page,
and selecting “My Account”.

King's Bench Filing Digital Service
_A’(b&?bﬂ\ B civil Dashboard  Help [N v

Download accounting CSV
) | [+ Logout
®  Youraccount is almost ready |

Ifyou haven' already requested access to file on behalf of a lawyer, go o initste & request.

Filters: none

Filing requests

Date submitted Date fled Action number / Style of cause

Click the “Request access”
button to begin the process.

King's Bench Filing Digital Service

Averton o Dashboard  Help [

My account - Legal assistant, paralegal or student at law

Legal assistants d manage filing requests
Bench Filing Digital Service. To gai You must initi
must sign in to their accounts to approve your request.

oneor y ith the King's
Lawyers will be notified by email regarding your request, and

Please note: You will NOT v
lawyers.

==

Pending access requests
Name Requested on
No pending requests
Granted access

Name Approved on

You will need:

Your Law firm name and
location. Start typing the name
of the firm, give it a few
seconds, and a list of matching
firms will appear. Select the firm
for your location.

Name of the Lawyer you will
create requests for. From the
dropdown menu, select the
name of the lawyer you need
permission from. The lawyer will
receive an email to notify them
when you've requested access.

‘A4 King's Bench Filing Digital Service
bertom i

Dashboard

velp  I—

Request access

Namo of user

Email adress

Law firm or agency

ype, then select

Select the lawyer to file on behalf of

Type or select v
Law firm and lawyer information is verified against the Law
Society of Alberta (LSA) membership directory. f you are

unable to locate your firm, please contact
1SGFilingSupport@govabcal for support.

Continue

King’s Bench Filing Digital Service - Civil
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Under “Pending access
requests” you can you’re
your active/waiting requests.

King's Bench Filing Digital Service
NMoerton o

Dashboard

Help [

My account - Legal assistant, paralegal or student at law

Legal assistants can gain access to create and manage filing requests on behalf of one or more lawyers who have an account with the King's

Bench Filing Digital Service. To gain access, you must iniiate the request below Lawyers will be notified by email regarding your request, and

must sign in to their accounts to approve your request.

— R — "
Once your access is granted, o
you will receive an email ===
notifying you that you may Pending access requests
sign in and begin creating e den
| May 5,2023

requests. You will have
access to any requests
created by you on behalf on
any lawyers your account is
linked to.

Granted access

Name. Approved on

No access has been granted

Once approved, you also use
this screen to remove access
to any lawyers who you are
no longer be filing on behalf
of.

King's Bench Filing Digital Service
_A’(bml il

Dashboard  Help (NI v

My account - Legal assistant, paralegal or student at law

Legal assistants can gai ing requests on more lawyers who h ith the King's
Bench Filing Digital Service. To gain access, you must initate the request below. Lawyers will be notified by email regarding your request, and
must sign in to their accounts to approve your request.

Please note: any
lawyers.

You will NOT by

Pending access requests

Name Requested on

Granted access
Name Approved on

May 5,2023

Remove

Updating account information

Currently, if you need to request a change to your account information, email your request to
JSG.FilingSupport@gov.ab.ca.

Note that if you are moving firms or roles, you do not need to delete your existing account.
Update your professional contact information with the Law Society of Alberta, and once those
changes are finished, you can reset your account as detailed earlier in this guide.

King’s Bench Filing Digital Service
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Email notifications

You will receive email notifications to the address on your account, whenever there is a change of
status with your submission, such as “filed” or “action required.”

In the future, the KB Filing Digital Service will enable personalization or management of email
notifications.

Unfortunately, you cannot unsubscribe from email notifications, despite the option displayed in
emails to “Unsubscribe”. If you wish, you may consider setting up forwarding to your email’s
Trash folder. We do apologize for the inconvenience.

This is a message from the Government of Alberta. You can unsubscribe and
stop receiving emails from the service. If you unsubscribe, you may not receive
important messages from the Government of Alberta in the future.

Add email to your list of safe senders

In order to ensure you reliably receive emails from the digital service, add the following email
addresses to your list of safe senders: queens.bench.filing@gov.ab.ca and justice-filing-

support@gov.ab.ca.

King’s Bench Filing Digital Service - Civil
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Filing requests

Your dashboard

One your account is set up, you can use the Filing Digital Service to submit request to King’s
Bench electronically.

Your FDS dashboard will be your hub for all filing requests you make using the service.

To start a f|||ng King’s Bench Filing Digital Service
request from your Aoerton
main dashboard by

clicking “Create”. Law Firm Dashboard E
* Create
Manage submissions and view historical transactions.

As you submit filings, — Alertan eemrimoosmses outvonrs o [N <
your dashboard will

Filing requests
show you the status —
of each submission,
and allow you to click R ot sy T oo
|nto any part|cu|ar Rejected : Nov2, 2023157 PM :‘i’m:"'mm'" 123123 General Filing and Claims 20
su bmlss|on to VleW 1':;":M Jul14,2023 2:44 PM 230300078 — Civil Justice Chambers 20
deta”S and download :':;":M 1un 21,2023 2:21 PM 2303 00067 -_ Civl Justice Chambers 20
. Hoarig Mar 16,2023 3:48 PM 2302 00004 23123 Givil Justice Chambers i
files. .
e Mar15,20231110 AM 2302 00001 23123 Civil lustce Chambers a0
Pending review 1ul14,2023 2:42 PM g:r'i::;::"“b‘““ -— Civil Justice Chambers 38
28
Pending review May ,2023 1141 AM :::"m fim s, Defendant 555 Civil Justice Chambers 30
0 O
E1)
::mwm Nov2,2023155 PM &”:: rejectand — General Filing and Claims
King’s Bench Filing Digital Service
Classification: Protected A 15



Submit a general filing request

‘A/( King’s Bench Filing Digital Service
b&f‘tﬁ] Civil

Law Firm Dashboard _>

Manage submissions and view historical transactions.

To start any new filing request, from the main dashboard,
click “Create”.
This will begin a multi-step online form for you to submit a civil filing
request to King’s Bench.

0 Create filing request e Identify documents o Upload o Review 6 Pay and submit e Confirmation

Step 1: Create filing request

C hoose A’(b(wbﬁl z:c:s Bench Filing Digital Service Dashbosrd  Help - S
whether_you_r Filing request More options
submission is

originati ng or © cCreate fling request @ (dentify documents © Upload O Review © Pay and submit O Confirmation

subsequent.

Requestor information
Law firm Responsible lawyer Requestor
Filing request

What is the type of submission?

O originating (will be assigned a new action number)
O Ssubsequent (already has an action number)

Lawyer’s file number (optional)

Cancel Next

King’s Bench Filing Digital Service - Civil
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Originating Subsequent

Alvertan o rsominis oot e [ Alvertan g >t rimtossee oo e [
Filing request 3 More cptoms | Filing request 3 Ses optien

@ ennm iy b @i Oy e @ Crose fing roquest © Honsty documents © vrioos © feview © Poy snd submit @ Cotem

Requestor information
- Requestor information
— — _—

I I I
Filing request
Whet s e type of semnson? Filing request
© Orgaating (il b igod a nw ction mber)

SR arrT——) Whats the type of submission?

O Originating (willbe sssignod » new action number)
® Subsequent (aiready has an action number)

rep—

Action sumber

A of o/ Domsin

Lawyer's il number (optional)
Lowpers e number (optionst)

If you are creating an Originating submission, | If you are creating a Subsequent submission,
you will need to provide the Judicial Centre you will need to provide the Action Number,
and Area of Law. which you can find on the previously filed
documents pertaining to this matter.
Submitting the incorrect information may
result in rejection by the Courts. Select “Verify”. This will search ALL previously
filed documents. If the Action Number is found,
the relevant Style of cause, Judicial Centre,
and Area of law will be displayed.

Action number

2103 01234 Vemy

9t code, e, 210112345 or FLOI 12345

the entered. If your file, pi y again.
Styleofcause
Sample, Test vs.  Sample, Test

Judicial contre Areaofaw
Edmonton Civil

Confirm

If the displayed information matches your file,
you must select “Confirm” in order to proceed.

(Optional) Add the lawyer/law
firm’s file number to the request.
This information is for law firm
identification and management
purposes only and is not
reviewed by the Courts.

Lawyer’s file number (optional)

Click “Next”.

King’s Bench Filing Digital Service
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° Create filing request e Identify documents e Upload o Review e Pay and submit e Confirmation

Step 2: Identify fee status and document(s) to submit

Identify if your Mberkgon 1555 8oren i Ol Sonica UE—
submission is Filing request More options. §
exempt from filing

feeS. @ create filing request @ dentity documents © upload O Review © Pay and submit @ Confirmation

To qua“fy for an Identify document type(s)

exemption, you Filing request

must have either a — S PE—— —— o

Calgary Subsequent 210112345 - Civil

letter detailing you
act on behalf of a
Government of —

Alberta department Is this filing submission exempt from filing fees?* © Find out if you qualify.

funded by general O —

revenue, or a Legal o

Aid certificate. v | [

Choose which type
of proof is being * = Required
submitted. You will
be asked to upload
a PDF of this proof ® Yes
on the next page. ONo

Is this filing submission exempt from filing fees?* © Find out if you qualify

Proof is required What type of proof will be submitted?*

upon each filing
submission. Government lawyer letter

Fee waivers are not Legal Aid certificate ling fee exemption on the following page.

Cu I'renﬂy accepted Fee Waiver (Not currently accepted)

Tip: Note that you
cannot apply for a
fee exemption after
the fact if you did
not choose “yes”
and upload proof of
exemption at time
of submission. The
courts will reject
refund requests if
the lawyer or legal
assistant had
selected “No” to the
question “Is this
filing submission
exempt from filing
fees?”

King’s Bench Filing Digital Service - Civil
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King's Bench Filing Digital Service

Select “General  _Alberton o P

. ” f
fl I | ng (or | ® Effective November 14, 2023 the filing digital service has been expanded to include submissions that are exempt from fees. For more information, please review the release notes®

ongmgtmg Filing request More op
submission,
“General filing or
Desk application
without nOtice") Identify document type(s)
as your filing
request

submission ey Orhatng e . Era
type. pali

@ Create filing request @ \dentify documents © Upload O Review © Pay and submit @ Confirmation

Filing request

* = Required

Is this filing submission exempt from filing fees?* © Find out if you qualify.

O Yes
@ No

What type of submission is this?* © Tips for Document types and filing

O cwi i ?
O Commercial filing

@® General filing

Document type(s)

Type or select

4.the e of the form or material 10 b fled

Back Next

King’s Bench Filing Digital Service
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Select the document
types you will be
submitting from the list
of available documents.
You can select multiple
document types if they
are meant to be filed as
a package. If you will be
submitting two of the
same document type,
you must enter it twice.

Tip: type a keyword
from the document’s
title into the field to
narrow down the list
and make it easier and
faster to find your
document type.

Document type(s)

Affid

Affidavit

Category: General Filing and Claims

Affidavit of Attempted Service
Category: General Filing and Claims

Affidavit of Deficiency

Category: General Filing and Claims

If you need to make
changes to your list,
click “edit” or “Clear all”.

What type of submission is this?*

O Civil Chambers
@® General filing or Desk application without notice

Document type(s)

Ty ct

4. the B oftheform o materis o be led

+ Add supporting documents

What type of submission is this?*
O Civil Chambers
@ General filing or Desk application without notice

Document type(s)

D o

Acceptance of Offer to Settle
Category; Genara g and Cloms

Adjustment Notice
Category: Genars il and G

Affidavit

Affidavit of Attempted Service

Y affidavit of Defciency

O Clear All

Back Next

©2022 Government of Alberta

King’s Bench Filing Digital Service - Civil
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If this is a subsequent sl skt s 2

O civil Chambers

submission, you can also Fpasiria ———
submit Supporting S
Documents, alone or along : & clrsa

with documents to be

filed/stamped. <+

Category”

If accepted, Supporting

Documents sent for:

e General Filing and
Claims will be reviewed
by the Clerk to support
their filing decision.

e Justice/Applications
Judges Desk Application
will first be reviewed by a
Clerk, then distributed to
the Justice/Applications
Judge to support their
review.

Supporting documents are
like “courtesy copies”, e.qg.
previously filed documents,

Supporting documents (will NOT be filed)

* Supporting documents are like “courtesy copies’ e.g. previously filed documents, reference material or case law that the courts require for consideration

* They are for reference only and will not be filed

reference material or case E
|aW that the courts requil’e fOf' o If submitting more than one of the same document type, select it multiple times (e.g. Affidavit, Affidavit)
consideration
Document type(s)
They are for reference only
and will not be filed LD FO oW Festor Lt

¢ Acceptance of Offer to Settle

Select all document types to
be included in the package. If
submitting more than one of
the same document type, —
select it multiple times (e.g.
Affidavit, Affidavit).

Adjustment Notice

Affidavit

King’s Bench Filing Digital Service

Classification: Protected A 21



Select the category of the E—

filing request. Selecting the o SRSIOITP
incorrect category may result PSO—
in a rejection. — 8 G

0 th il ofthe orm or materl 1o befled

+ Add supporting documents

Category*

Requests submitted to:

° General F|||ng and Supporting documents (will NOT be filed)

C Ial ms Wl I I be reVI ewed  Supporting documents are like “courtesy copies; e.g. previously filed documents, reference material or case law that the courts require for consideration
. « They are for reference only and will not be filed
by a clerk for stamping
d f | . * Select all document types to be included in the package
a n I I n g * If submitting more than one of the same document type, select it multiple times (e.g. Affidavit, Affidavit)

e Justice or Applications
Judges Desk Application ~ oemenoes

will be initially reviewed Do
by a clerk to stamping e
and filing, and then
further distributed to a =
Justice or Applications L
Judge for further review
and action

Click “Next”.

King’s Bench Filing Digital Service - Civil

Classification: Protected A 22



e Create filing request 0 Identify documents e Upload o Review e Pay and submit G Confirmation

Step 3: Upload documents

Upload your files to be Aloerbanm gat= oo oostbonrd ety [
submitted, by adding your Filing request Moreopions

PDF files to the upload

window shown for each
document type selected
from the previous screen.  Upload documents

Filing request - General Filing and Claims

@ create filing request @ identify documents © upload © Review © Pay and submit @ confirmation

Jdicial contro Typeo of submission Action number / Style of cause Lawyer's flg umber Aroacflaw
Calgary Subsequent 210112345 -_— Civil
Catogory

General Filing and Claims

Uploads and details

Affidavit

: Orag and dropor : b
H clicktoupload H

Uplosds mustbo pdtdocumens.

Supporting documents

Affidavit
Drag and dropor
clicktoupload
Gosdsmambesst
Date filed

Enteror Select (5

MDY

Total number of billable pages:

Back Next
—

Files must:

Be PDF format

Be less than 100MB in size

Contain bookmarks if greater than 25 pages

Not have editable fields (as this may prevent the reviewing clerk from opening the file)
Not be password protected

Falsifying information about the file to prioritize your request for review by the Courts is strictly
prohibited.

King’s Bench Filing Digital Service
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You can add the file by either Affidavit

drag-and-drop or clicking to locate

and upload your file from your [ S e e s
desktop.

)

Uploads must be .pdf

If appropriate for your document Next court date or filing deadline
type, enter deadline date and

o This information is used to prioritize clerk review.
emergency priority flag.

Enter or Select  [&)

MM/DD/YYYY
Priority
[J Emergency

If uploading supporting Supporting documents
documents that have been

. . . Affidavit
previously filed, include the Date
H Bochmarked 220100100 Filed- 20020008 Afdaat-
Filed. AStare (Yoat (D
&) 0 Remove
Date filed
/52023 (2}
MVDOYYYY
. King's Bench Filing Digital Service (Sosturestest  aPy 25b0%7en; PP SIN00C2
One all files are uploaded and any ~ Atbetas ™™ Owtiart iy Oxth
required date fields are filled, click Fiing request g Moot §
“ NeXt” . © ] © uplosd O Review © Pay and submit @ Confimation
Upload documents

Filing request - General Filing and Claims

pom— Type ofssbmssion Action rumber /Sy of couse Lowyors f e Areactiom

Caigary Subsequent 210112345 - civl

Caegory
General Filing and Claims

Uploads and details
Affidavit

Sk 22010010t 20220508 A
)
] 0 Remove

Supporting documents
Affidavit

astarnes (000
B

Date filed
ws/2023 a]

Total number o bilable pages:
1o

King’s Bench Filing Digital Service - Civil
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Note - If a fee exemption has
been indicated with the
submission, FDS will ask you
to upload a PDF copy of the
proof of exemption
(Government of Alberta lawyer
letter, or Legal Aid certificate)
on this page.

Lawyers and legal assistants
must indicate and attach proof
of exemption on each
applicable submission filed
through FDS.

Uploads and details
Affidavit

This information is sed to prioritize clerk review.

EnterorSelect [

Filing fee exemption

(0]

quaity for « ing:

9
* Legal Aid certficate
* Fee waiver (Not currently accepted)

Government Lawyer Letter /

Total number of billable pages:

King’s Bench Filing Digital Service

Classification: Protected A
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@ create filing request @ identify documents @ upload O Review © Pay and submit © confirmation

Step 4: Review summary

Review the summary of = _Apertan an o moosesm= -
your filing request to Filing request 3 —
ensure its accuracy. Edit
i f necessary @ Create filing request @ identify documents @ Upload O Review © Pay and submit @ confimation
Review summary
iew your i included. Failure to provi may result in rejection and non-refundable costs.

Law firm information

Responsible lawyer Requestor

Filing request * Edit

Judicia cotro Typo of submision Acton umber /Syl of cause Lowyer's fl rumber voa oflaw
Calgary Subsequent 210112345 - civi
Category

General Filing and Claims

Uploaded documents

Documents to be filed ,* Edit

‘Number of Next court date, fling
Document type pages ::l;;um Priority. File name
Affidavit 140 _— - fled fidavi Pt 2
(42.49 MB)
Supporting documents (will NOT be filed) ,* Edit
Affidavit Apr 5,2023 249M8) e fidavi Bpdl 2
Processing fee
Tariff/Filing fee - Affidavit $000
Printing fee - 20 pages @ $1/page ($20 max) $2000
Add any additional = e
cqmments you may Additional information
wish to send to the conmensto koo
reviewing clerk to Comments will be visible by the reviewing clerk to provi tional information to support your il
support your filing
request.

max 1000 characters.

Click “Next”. sk [

King’s Bench Filing Digital Service - Civil
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@ Create filing request @ identify documents @ upload @ Review © Pay and submit © confirmation
Step 5: Pay and submit

KB Filing Digital Service is ~ Atberban g™ ™= NE—

a pay-as-you-go service. Filing request

Flllng and prlntlng fees are @ Create filing request @ Identify documents @ upload @ Review © Pay and submit @ Confirmation

automatically calculated
as you add your
documents.

Credit card payment (Visa,
MasterCard, Discover and
American Express) is
required in order to submit
your filing request.

Enter your credit card
information. Once you
click “Pay”, the credit card
will be charged instantly
(there is no pre-
authorization period), and
the request will be
submitted to the Courts.
You will receive an email
notification confirming the
submission of your
request.

Note — this step is skipped
if you have provided a
valid exemption
(government lawyer letter,
or Legal Aid Certificate)

Payment
The King's Bench Filing Digital Service accepts payment by credit card only. Visa, MasterCard, Discover, and Amex are accepted. If your request is rejected upon review by the Courts, your previous
payments will be credited towards the balance.

Processing fee

Total $20.00

Name on card

Card number

Expiration date  CVWV

Back Pay

King’s Bench Filing Digital Service

Classification: Protected A
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° Edit filing request ° Identify documents ° Upload ° Review ° Pay and submit 0 Confirmation

Step 6: Confirmation

After successful Aoertom et Fivo DatetSenien Dashboard  Help I
payment, you will
see a screen
Conﬁrmin g yOUr @ Edit filing request @ 1dentify documents @ Upload @ Review @ Pay and submit © Confirmation
filing request has
been submitted
to the Court. The
status of your
submission will
be “Pending

Filing request [#udng wien

[ON Your Filing Request has been submitted

The court will process your filing request during business hours and you will be notified upon successful filing.

Payment details

reVi eW” Until Last transaction
reviewed and pu—— Snoo id
actioned by a Pt ot i e Tasacton D
clerk. — I E—
Tariff/Filing fee - Affidavit $0.00
Printing fee - 20 pages @ $1/page ($20 max) $2000
Request summary
Law firm information
Filing request
Judicial centre. Type of submission Action number / Style of cause Lawyer's file number Area of law
Calgary Subsequent 210112345 —_ Civil
Z::::I Filing and Claims
Click “Back to
" Documents
dashboard” to
return to your New documents to be filed
main dashboard, ocametiee st e My —
Whlch WIII nOW IISt Affidavit 140 o B Bookmarked-2201-00139-Filed-2022-06-08-Affidavit-RStarnes (3).pdf [}
- (42.49 MB)
your new filing
req uest. Supporting documents
Document type Date filed File name
Affidavit Apr5,2023 220100159;ed 2 S AmavitRsamee G pdl A
(42.49 MB)
Back to Dashboard
Your item’s Filing requests
status will be Fitrs: nane
displayed with
your submission i s " ” e ¥ =
listing on your o - -
210112345 _— p—
daShboard : May 2,2023 3:02 PM 210112345 123123 Applications Judges Desk Application 2 & Pending review
May 1, 2023 11:41 AM Plaintiff firm vs. Defendant firm 12233 Civil Chambers 38 Pending review
I Apr 27, 2023 1:56 PM 2101 12345 - General Filing and Claims 18 Pending review l
King’s Bench Filing Digital Service - Civil
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Submit a Desk Application (without notice)

A( King’s Bench Filing Digital Service
b&fbﬂ\] Civil

Law Firm Dashboard _>

Manage submissions and view historical transactions.

To start any new filing request, from the main dashboard,
click “Create”.
This will begin a multi-step online form for you to submit a civil filing
request to King’s Bench.

0 Create filing request e Identify documents o Upload o Review e Pay and submit G Confirmation

Step 1: Create filing request

Choose _A/(b ik :::sagncnsinngoigixalwiee vasboard e [~
“subsequent” as Filing request S
our request type.
y q yp @ cCreate filing request @ identify documents © upload O Review © Pay and submit @ Confirmation
At this time,
originating desk Requestor information
applications are not — E— —
yet accepted using
the Filing Digital g gt
Service. Until this is S
available, please IMMML‘O ‘Subsequent (kdy hes an sction number)
continue to use Lowyers e number(optonsh
existing channels
(email, front counter) -
to submit these
applications.
King’s Bench Filing Digital Service
Classification: Protected A 29



You will need to provide Action number
the Action Number,

which you can find on 2103 01234

the prev'ou Sly fl Ied 9 digit code, e.g. 210112345 or FLO112345

dOCU ments pertai n | ng to Please confirm the infi ion below is based on the action number entered. If this does not match your file, please try again.
this matter.

Style of cause
Sample, Test vs. Sample, Test

Select “Verify”. This will P pves of o
search ALL previously Edmonton Civi
filed documents. If the Confirm

Action Number is found,
the relevant Style of
cause, Judicial Centre,
and Area of law will be
displayed.

If the displayed
information matches
your file, you must
select “Confirm” in order
to proceed.

(Optional) Add the
lawyer/law firm’s file Lawyer's file number (optional)
number to the request.

This information is for
law firm identification
and management
purposes only and is not
reviewed by the Courts.

Click “Next”.

King’s Bench Filing Digital Service - Civil
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° Create filing request e Identify documents e Upload o Review e Pay and submit e Confirmation

Step 2: Identify fee status and documents to submit

Identify if your Albertan s riraossenie (ST —
submission is Filing request 23 More options
exempt from fllmg @ Creste fing request @ Wentify documents @ Upload O review © oy and submit O confimation
fees.

TO quali fy fOf an Identify document type(s)

exemption, you must Filing request
have either a letter v o e e e =
detailing you act on —

behalf of a

Government of

Alberta department A I
funded by general o
revenue, or a Legal ek
Aid certificate.
Choose which type
* = Required

of proof is being
submitted. You will
be asked to upload a
PDF of this proof on © ves

O No
the next page.

Is this filing submission exempt from filing fees?* © Find out if you qualify

What type of proof will be submitted?*
Proof is required
upon each filing
submission.

Government lawyer letter

Legal Aid certificate

Fee waivers are not e Wi (ot currently accented)
currently accepted.
Tip: Note that you
cannot apply for a
fee exemption after
the fact if you did not
choose “yes” and
upload proof of
exemption at time of
submission. The
courts will reject
refund requests if the
lawyer or legal
assistant had
selected “No” to the
question “Is this filing
submission exempt
from filing fees?”

ling fee exemption on the following page.

King’s Bench Filing Digital Service
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Select “General filing  Alertan Gasrermoesee S —
or Desk application Filing request More options. £
without notice” as
your filing request
submission type.

@ Create filing request @ Identify documents © upload O Review © Pay and submit © confirmation

Identify document type(s)

Filing request

il cantro Type ofsubmisson Acton number /Stye of couse Lawyer's e number Aveaoflow
Calgary Subsequent 210112345 123123 civil

Category

Documents to be filed

« Ifyou need tofile documents not n the dropdown list, use email filing®

o Select all document types to be included in the package

(e.g. Afidavit, Affdavit)

Select the document Whatype of submisions tis?
types you will be O e ok i e
submitting from the P——r
list of available
documents (ie, s
“Desk Application: A
without Notice” and e e |
“Order: To Appear”.
You can select
multiple document
types if they are
meant to be filed as
a package. If you will
be submitting two of
the same document
type, you must enter
it twice.
Tip: type a keyword
from the document’s
title into the field to
narrow down the list
and make it easier
and faster to find
your document type.
King’s Bench Filing Digital Service - Civil
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Tip: If you need to Whttypeof ubmssona i
make changes to your e
list, click or “Clear all’.

Document type(s)

Clear Al

Tip: you will need to T Al ppiring doumers

include a proposed

order with your

application, or the

filing system wiill not let

you proceed with the ©  Application + Orders required
SmeiSSion, Note: All Applications must also include a proposed Order. You won't be able to continue until you add an Order to your Application.

Back

You can also submit Whet e of scbesion i thiet?

Suppor’[ing O civil Chambers

Documents, alone or e s

along with documents Document type(s)

to be filed/stamped. 0 Claral

4. the tte of the form or materisl ¥ b fied

If accepted,
Supporting Documents L A epporing Conure 4———
sent for Category”

Justice/Applications
Judges Desk
Application will first be
reviewed by a Clerk,
then distributed to the
Justice/Applications
Judge to support their
review.

King’s Bench Filing Digital Service
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Supporting documents are T Gioreen
like “courtesy copies”, e.qg.

o i " Y 3 il i case law that the courts require for consideration
previously filed documents, * Thy oo reronce ol and wil n e fled
reference material or case st s At A
law that the courts require N
for consideration. They are
for reference only and will G o
not be filed. OIS oM st

¢ Acceptance of Offer to Settle

Adjustment Notice

Select all document types

to be included in the - - |
package. If submitting _
more than one of the same
document type, select it

multiple times (e.g.

Affidavit, Affidavit).

Supporting documents are

like “courtesy copies”, e.qg.
previously filed documents,
reference material or case

law that the courts require

for consideration

Select the category of erbom G g
Desk Application for your g request £33 i
submission: Justice or P— . © vt © foven @ roysot e P
Applications Judges Desk
Appl ICatIon . Identify document type(s)
Note your submission will o L —— —
be initially reviewed by a S .- ase ==
clerk to stamping and filing, =
and then_ further dls_trlb_uted e————
to a Justice or Applications ;
Judge for further review b
and action. . (o0 At ARG

* = Roquined

‘What type of submission is this?*
CIICk “Next”. g:::?;:’lumwnummmmn

Document type(s)

i O Clear All

Category”

Applications Judges Desk Apphcation

Justice Desk Appication Back

King’s Bench Filing Digital Service - Civil
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° Create filing request ° Identify documents e Upload o Review 6 Pay and submit e Confirmation

Step 3: Upload documents

Upload your files to be Alberton G meorse ownous v [ -
submitted, by adding Filing request E23 R—
your PDF files to the ° ° LYo O e Y- 0 corinn
upload window shown for
each document type Upload documents
selected from the Filing request - Applications Judges Desk Application
previous screen. G P e B T e

e

010205 21 SIS

Desk Application: without Notice

Drag and drop or
click to upload

Uptoscs musbe petdoeamons.

priority

O Emergency

[Proposed] Order: To Appear

Drag and drop or
clicktoupload

Uposcs e patdoeumons.

priority

O Emergency

Total number of bilable poges:

Files must:

Be PDF format

Be less than 100MB in size

Contain bookmarks if greater than 25 pages

Not have editable fields (as this may prevent the reviewing clerk from opening the file)
Not be password protected

Falsifying information about the file to prioritize your request for review by the Courts is strictly
prohibited.

Click “Next”.

King’s Bench Filing Digital Service
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Note - If a fee exemption has
been indicated with the
submission, FDS will ask you
to upload a PDF copy of the
proof of exemption
(Government of Alberta lawyer
letter, or Legal Aid certificate)
on this page.

Lawyers and legal assistants
must indicate and attach proof
of exemption on each
applicable submission filed
through FDS.

Uploads and details
Affidavit

This information is sed to prioritize clerk review.

EnterorSelect [

Filing fee exemption

* Legal Ad certiicate
* Fee waiver (Not currently accepted)

Government Lawyer Letter /

Total number of billable pages:

King’s Bench Filing Digital Service - Civil
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0 Create filing request ° Identify documents 0 Upload 0 Review 6 Pay and submit 6 Confirmation

Step 4: Review summary

Review the Aloerton oo rroowsms owsscert v [
summary of your Filing request or ption
filing request to —— P p— — - © contnaon
ensure its

accuracy. Edit if _

necessary. kb s et s

Law firm information

Responsible lawyer Roquestor

Filing request  Edit

uicialcontre Type of submission Action number / Styl of cause Lowyer's fle number Area of low
Calgary Subsequent 210112345 23123 Civil
Catogory

Applications Judges Desk

Application

Uploaded documents

Documents to be filed  Edit

Desk Application: without Notice: 19 “_’j'i"""‘ - - D-50_OM-smallpdf [ (1022.97 KB)
[Proposed] Order: To Appear 9 -_— - D-50_OM-smallpdf (7 (1022.97 KB)
Processing fee
Tariff/Filing fee - Desk Application: without Notice $000
Tariff/Filing fee - Order: To Appear $0.00
Printing fee - 19 pages @ $1/page ($20 max) $19.00
Balance owing $19.00
Add any additional Additional information
comments you may Comment toclerk(optonal)
W|Sh tO sen d to th e Comments will be visible by the reviewing clerk to provide them additional information to support your filing request.
reviewing clerk to
support your filing
request. et i
Back Next
Click “Next”.
King’s Bench Filing Digital Service
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° Create filing request 0 Identify documents ° Upload 0 Review e Pay and submit e Confirmation

Step 5: Pay and submit

KB Filing Digital Service is =~ Atbertan & ol
a pay-as-you-go service. Filing request (D
Filing and printing fees are © oy O serstyscmes O nes @ s O prymaert O et
automatically calculated as
you add your documents. Eeyment o .
Credit card payment (Visa, Processing e
MasterCard, Discover and d
American Express) is tamecacs
required in order to submit —
your filing request. ot
I
Enter your credit card imiondun oW
information. Once you click - =

“Pay”, the credit card will
be charged instantly (there
is no pre-authorization
period), and the request
will be submitted to the
Courts. You will receive an
email notification
confirming the submission
of your request.

King’s Bench Filing Digital Service - Civil
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@ cdit filing request

° Identify documents

Step 6: Confirmation

° Upload

° Review

e Pay and submit

e Confirmation

After successful
payment, you will
see a screen

King's Bench Filing Digital Service
NMoerton o

Filing request /medsgi

Dashboard  Help [N -

N ; @ Edit fling request @ Identify documents @ upload @ Review @ Pay and submit © confirmation
confi rming your
f|||ng request has (9} Your Filing Request has been submitted
been submitted to Lasiaaw '
the Court. The
status of your Payment details
SmeISSIOI’l W|” Last transaction
be “Pending =
. 9 . May 2, 2023 3:02PM $19.00 Paid
review” until — o . o e
. Visa TEST
reviewed and
actioned by a , v -
Tariff/Filing fee - Desk Application: without Notice $0.00
CI e rk . Tariff/Filing fee - Order: To Appear $0.00
Printing fee - 19 pages @ $1/page ($20 max) $19.00
Request summary
Law firm information
Filing request
coory Sy e s P
::T;ﬁonslmm
Application
Click “Back to Documents
dashboard” to ,
New documents to be filed
return to your e g
. Documentype Nomber ofprges desdine prorty Fle mame
main dashboard, rtmininson
. . . Desk Application: without Notice 9 - — D-50_OM-small.pdf [ (1022.97 KB)
which will now list
fi I i n [Proposed] Order: To Appear 9 — - D-50_OM-smallpdf [ (1022.97 KB)
?’gé‘;:setw 9 R
Your item’s status Filing requests
will be displayed Fiters: nono
with your
submission listing i . : bl bl
on you r 210112345 - -
210112345 - —_ Draft
d as h boa rd : I May 2, 2023 3:02 PM 2101 12345 123123 Applications Judges Desk Application 28 Pending review I
May 1,2023 11:41 AM Plaintiff firm vs. Defendant firm 112233 Civil Chambers 30 Pending review
Apr 27,2023 1:56 PM 210112345 - General Filing and Claims AL Pending review

King’s Bench Filing Digital Service
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Resubmitting or withdrawing order if rejected by
Justice or Applications Judge

King's Bench Filing Digital Service

If your desk application ~ Albertan o P
has been rejected by

X Filing requests
the Justice or e
Applications Judge,
your package will e o e v
appear In your Jun 23,2023 1:21PM 2101 12345 - Justice Desk Application
H Apr 27,2023 1:56 PM 2101 12345 - General Filing and Claims
dashboard with the

210112345 — Civil Chambers

status “Action
required”. Click on the
item to view its details.

You will see a notice o
that your pro posed Please review the revision notes below, then make the necessary edits to your request. Your previous payment will be honored, however, you may be required to pay additional fees
order has been e oyt

rejected by the Justice

or Applications Judge.

Your proposed order has been rejected by Justice/Applications Judge

_A/(b gﬁq\mmﬁhwnhiul&m Dashboard  Help (NN -
In the full IIStIng of your Filing request resubmission s Backto Dashboard 1

SmeISS|on’ the Clerk ® Your proposed order has been rejected by Justice/Applications Judge

of the Court will P e - "
include any comments

or instructions from the
Justice or Applications
Judge, as well as a

Request Summary

Justice/Applications Judge's revision notes

PDF of the hn 23, 202312521 P Nt ColCA Feosby
endorsement if e
applicable. Py —
. Filing request
To submit a new, e — [
amended version of o e e - o«
your order, click the .
“Ed|t f|||ng requeSt” Documents
button. ocuments edb thecot
[Proposed) Order: Service of Documents ::““‘m D-50_OM-smallpdf (5 (102297 KB) Pending signed order
Desk Application: without Notice - D-50_OM-smallpdf [ (102297 KB)
Endorsement -_— D-50_OM-smallpdf ( (102297 KB) [ e |
King’s Bench Filing Digital Service - Civil
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On the “edit filing
request” page, upload
a PDF of your new
order.

If required or
instructed to include
additional documents
with your submission,
you can begin the
process of adding
them on this page as
well, by selecting
“Yes” under
“Additional
documents”.

Click “Next”.

A’( ::igs Bench Filing Digital Service

Filing request - revised order E

© it ing request @ icentity documents © uplosd O Feview
Upload revised order

Filing request

i cante Type of submision

Calgary Subsequent

Acton number /Sty of cauto Lowyors o rumber
210112345 =

Caogery
Justice Desk Application

Justice/Applications Judge's review notes

stca/hgpications Juge

Jun 23,2023, 12521 PM. Justice Colin C.J. Feasby

Comments

Incorrect date on Page 2. Please correct and resubmit.

erseesomert
D-50_OM-smallpdf (7 (102297 KB)

© oy nd bt

Ooshboord  Help [N ~

™

civil

@ Contimaton

Upload revised order
[Proposed] Order: Service of Documents

click to upload

This information s used to prioritize clerk review.

EnterorSelect ()

MDD

Additional documents

filed or bythe Judge?
1f 50, you will be able to do 5o in the next step

~ I

Back to Dashboard

jext

After adding your amended order (and any additional documents if requested by the Justice or
Applications Judge), finish the submission as you would for any other submission in the service.
You will receive a confirmation PDF upon successful submission.

You will receive an email notification when a signed order (or subsequent rejection) are ready in

your dashboard.

King’s Bench Filing Digital Service
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Submit a Justice Chambers Application

Important information about this feature: This functionality was released as a pilot at the
Edmonton Judicial Centre in the summer of 2023, for Civil Justice Chambers applications. It is
being expanded to Calgary Judicial Centre May 2024, Red Deer June 2024, and is planned for
release to the remaining provincial centres later in 2024.

Counsel can use the Filing Digital Service to submit Civil Justice Chambers Applications, with
their accompanying documents such as proposed orders. If the proposed order does not require
changes, the Justice can digitally sign the order in FDS. Where FDS is not yet available, counsel
should continue to use the current methods (email filing for lawyers, front counter for self
representatives).

Important tips for submitting Civil Chambers Applications

e A proposed form of Order is mandatory

e |Leave the date granted and Justice name blank on your proposed form of Order
(if digitally signed, the date pronounced and Justice name will appear below the
Justice signature)

e |f your requested date is not available, the clerk will assign you the next available
date rather the reject your submission. If this date is not acceptable, you will be
given instructions to adjourn which will follow the existing process

e Leave the date, time and location blank on your Application, a stamp will
automatically be applied with this information.

e If your Order is acceptable the Justice will have an opportunity to digitally sign
your Order and be made available to you within the service.

e For the initial release, the Justice is not able to edit Orders, it is best to fill in as
much as you can to increase the Justices ability to sign your Order if granted
right away.

e Any Orders that need to be prepared by counsel will be submitted via email filing
following the existing desk application process.

‘A/( King's Bench Filing Digital Service
b&i’b&\] Civil

Law Firm Dashboard
—>

Manage submissions and view historical transactions.

To start any new filing request, from the main dashboard,
click “Create”.
This will begin a multi-step online form for you to submit a civil filing request to King’'s Bench.
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0 Create filing request e Identify documents o Upload o Review e Pay and submit e Confirmation
Step 1: Create filing request
A/u”m\- ::g‘s&nmﬁinnbmhlsmnm Dashbosrd  Help [ ~
Se|eCt if your Filing request EZ3 More optons. ¢
application is Py — @ sty documents © oot © revew © roy s 0 con
originating or
su bsequent. Requestor information
p— e
You can optionally Filngrequest
add your firm’s filing e
O Originating (will be assigned a new action number)
number to the O i
submission for your st stons
own tracking
purposes. St
Originating Subsequent

Filing request B3 More cptions § Filing request B3 More options. |

@ Crotefilng roquest @ Wortity documents © usioss © frvew @ Poyand st @ Confimation @ Croste filng roquest @ ientty documents © Upiosd © revew @ Payand submit © confimatn

Requestor information Requestor information

Filing request Filing request

S e

© Subsequent (aveady has an acton mumber) @ Subsaquent (sready hes an action numbar)

i
o e
- - ’ u-m:w(-ﬁw-n
Cance

Laveyers il number (optonsl)

L]

If you are creating an Originating submission,
you will need to provide the Judicial Centre
and Area of Law.

Submitting the incorrect information may
result in rejection by the Courts.

If you are creating a Subsequent submission,
you will need to provide the Action Number,
which you can find on the previously filed
documents pertaining to this matter. Select
“Verify”. This will search ALL previously filed
documents. If the Action Number is found, the
relevant Style of cause, Judicial Centre, and
Area of law will be displayed.

If the displayed information matches your file,
you must select “Confirm” in order to proceed.
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° Create filing request e Identify documents e Upload o Review e Pay and submit e Confirmation

Step 2: Identify fee status and document(s) to submit

Identify if your Abertoon 0558 Fig Ot senice vasbbourd  Help D
submission is Filing request More options
exempt from filing
fees @ Createfiling request © identify documents © upload O Review © Pay and submit @ confirmation
To qualify for an Identify document type(s)
exemption, you must Filing request
have either a letter — — P —— — —
T Calgary Subsequent 210112345 — Civil
detailing you act on
behalf of a -
Government of —
Alberta department s g oot ol e OBt Lol
funded by general Ows —
revenue, or a Legal o
Aid certificate. L

Choose which type
of proof is being

Subm|tted_ YOU W|” Is this filing submission exempt from filing fees?* © Find out if you qualify
be asked to uploada  ow

PDF of this proof on
the next page.

* = Required

What type of proof will be submitted?*

Government lawyer letter

PrOOf is reqUired Legal Aid certificate
upon each filing
submission. sack | [

ling fee exemption on the following page.

Fee waivers are not
currently accepted.

Tip: Note that you
cannot apply for a
fee exemption after
the fact if you did not
choose “yes” and
upload proof of
exemption at time of
submission. The
courts will reject
refund requests if the
lawyer or legal
assistant had
selected “No” to the
question “Is this filing
submission exempt
from filing fees?”
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Select “Civil
Chambers” as your

flllng reque st Is this filing submission exempt from filing fees?* © Find out if you qualify.

: . O Yes
submission type. o

*= Required

What type of submission is this?* © Tips for Document types and filing

@® cwilct cat
O Commercial filing 4_

O General filing

Type or select

.the tie ofthe form or materisl to be led

Back Next

Select your Document type(s)
documents by typing -
into the “Document order| g Clear Al

typeS” f| e | d . Th e Category: General Filing and Claims, Justice Desk Application, Applications Judges Desk Application, Civil Chambers, Applications Judge Chamber

service will Order: Foreclosure

Category: General Filing and Claims, Justice Desk Application, Applications Judges Desk Application, Civil Chambers, Applications Judge Chambet

a UtOSU g g eSt Order: Hearings, Appearances, & Trial
d ocume ntS b ase d on Category: General Filing and Claims, Justice Desk Application, Applications Judges Desk Application, Civil Chambers, Applications Judge Chamber il you add an Order to your Application.

what you type. o R

CI|Ck|ng ona Order: Property & Tenancy

d ocu m e nt i n th e Category: General Filing and Claims, Justice Desk Application, Applications Judges Desk Application, Civil Chambers, Applications Judge Chamber
dropdown will add it

to your list.

Tip: Civil Chambers
submissions are not
limited to
applications and
proposed orders.
Any document you
want filed and
included in the
package of
documents
reviewed by the
Justice in
Chambers should
be submitted to
Civil Chambers
(not general filing)
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Tip: you must include Aloertan Gt rreooses N

a proposed form of Filing request E3 P
order with your © gt © ey oumas O e O o © s © cotmen
Chambers application

in order to proceed. If \dentify document type(s)

you submit an order, Fing recues

or application, on its tomr - — ==

own the service will =

prompt you with a Gocuments obo led

reminder and you will :

not be allowed to * St st b i e

continue with the - e

submission until you Wt tmiieini i’

have both documents g

in your submission. ottt

Tip: Leave the date,
time and location blank
on your Application,
and leave the date

granted and Justice pocument et

name blank on your Type or seect B Clear Al
proposed e h e o haform ot o boled

orders. A Stamp will ©  Application + Orders required

a Utomatlca”y be Note: All Applications must also include a proposed Order. You won't be able to continue until you add an Order to your Application.

applied with this
information on filing.

Tip: if you need to add
multiple documents of
the same type for your
SUb miSSion, y ou need Note: All proposed Orders must be filed in conjunction with an Application. Signed orders can be filed as supplemental documents, or subnitted separately without an
to add them geeee

individually to your list

(ie Application, Order,

Affidavit, Affidavit,

Affidavit)

T Clear Al

@©  Orders + Application required
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Choose if you are
the applicant,

Documents to be filed

o This senvi st

* Ifyou need to file documents not in the dropdown list, use email filing &

respondent, or
other 3 party.

* Select all document types to be included in the package

. it of the tiple times (e.g. Affidavit, Affidavit)
* = Required
You can ask for a Whattypeofsubmissonis i
specific Chambers © cxicrmers
hearing date forthe
Clerk of the Court oo
to book if available.
Alternately, you can
. Please select one option:*
click the checkbox O fmthoAppicant
to indicate to the & i pspondet
clerk to book the e pe e e
next available date. Ewworsiet )
. e
Choose “Civil 0 Ruest Gkt ssignth nes vt cte
ambers” in the View Hearing Availabily Calendar &
Chambers” in th
category dropdown. g
Back Next
Tip: Please check
. Documents to be filed
your filed copy of o
the application on  you neod tofle document ot i the dropdown s use el g
ItS return to Confll’m * Select all document types to be included in the package
. . it the type, select it multiple times (e.g. Affidavit, Affidavit)
the hearing date —
booked by the Whattype of submisions this?*
clerk. If your @ crtcrries
eneral filing
requested date was
. Document type(s)
not available, you
will have another D tecr s o fe
date assigned and
Please select one option:*
stamped on your .
application. © tmeResponen
What is the requested hearing date?*
% Request Clerk to assign the next available date
View Hearing Availability Calendar &
When ready, click cxrear?
N eXt - Civil Chambers
P |
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e Create filing request

Q Identify documents

e Upload

Step 3: Upload documents

o Review

e Pay and submit G Confirmation

Upload your files to be

King’s Bonch Filing Digital Sorv
Aoerton o " "

Osshborrd  Hep [N ~

submitted, by adding your =~ fiirereauest e rcsers
PDF files to the upload © conetis s © estysems © s o © rysnans 0
window shown for each
document type selected Upload documents
from the previous screen. e o o
= B SR - =
Files must: e
e Be PDF format Uploscsand doris
e Belessthan e —
100MB in size coi e
e Contain
bookmarks if
greater than 25
pages
e Not have editable s o
fields (as this
may prevent the
reviewing clerk
from opening the
file)
e Not be password
protected
Falsifying information
about the file to prioritize
your request for review
by the Courts is strictly
prohibited.
Once done uploading Mloerban s resowtsee R —
your files, click “Next”. Filing request E=) R
© Croste fling recuest @ \sernty documants © vpioss o (- 1L (o]
Upload documents
Filing request - Civil Chambers
Uploads and details
Application (Form 27)
et o
(Proposed) Order: Judgement
'] — 0 Remove
y -

King’s Bench Filing Digital Service - Civil
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Note - If a fee exemption has
been indicated with the
submission, FDS will ask you
to upload a PDF copy of the
proof of exemption
(Government of Alberta lawyer
letter, or Legal Aid certificate)
on this page.

Lawyers and legal assistants
must indicate and attach proof
of exemption on each
applicable submission filed
through FDS.

Uploads and details
Affidavit

This information is sed to prioritize clerk review.

EnterorSelect [

Filing fee exemption

(0]

quaity for « ing:

9
* Legal Aid certficate
* Fee waiver (Not currently accepted)

Government Lawyer Letter /

Total number of billable pages:
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0 Create filing request

° Identify documents

0 Upload

Step 4: Review summary

o Review

6 Pay and submit

6 Confirmation

Review the b+ e ooben e [
summary of your Filing request e s
flllng request to @ Create filing request © ientify documents @ Upload O Review © Pay and submit © confimation
ensure its
accuracy. Edit if Review summary
necessary.
Law firm information
— —
Filing request  edit
G orgaing Pt o e o
o Chambars hoozs 2023
Uploaded documents
Documents to be filed , edit
‘Application (Form 27) 9 j?m““ -_— D-50_OM-small.pdf [  (1022.97 KB)
[Proposed) Order: Judgement 9 - - D-50_OM-smallpdf [ (102297 KB)
Processing fee
Tarifi/Filing fee - Application (Form 27) $50.00
Tarift/Filing fee - Order: Judgement $000
Printing fee - 19 pages @ $1/page ($20 max) $19.00
Balance owing. $69.00
Add any additional
Comments yOU may Additional information
wish to send to the e — i
reviewing clerk to
support your filing
request.
q s [[E8
Click “Next”.
King’s Bench Filing Digital Service - Civil
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° Create filing request ° Identify documents 0 Upload 9 Review e Pay and submit e Confirmation

Step 5: Pay and submit

KB Filing Digital Service is =~ Atbertan & Dusbors 1o -
a pay-as-you-go service. Filing request (D
Filing and printing fees are ® cr g © ety o e & i ® ryminam ® it
automatically calculated as
you add your documents. Payment
et e oo hemacnd s e Sy e iy o e i
Credit card payment (Visa, Processing e
MasterCard, Discover and d
American Express) is tamecacs
required in order to submit —
your filing request. cuamnser
I
Enter your credit card o o
information. Once you click il e
“Pay”, the credit card will =

be charged instantly (there
is no pre-authorization
period), and the request
will be submitted to the
Courts. You will receive an
email notification
confirming the submission
of your request.
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0 Edit filing request o Identify documents ° Upload ° Review e Pay and submit e Confirmation

Step 6: Confirmation

After successful Albertan g oo ovsbeors vty [N

payment, you will  Filing request s

See a screen ° ° © Upiosd © Feview © Poy and submit © Confimation

confirming your

filing request has YourFling Requesthas boen suomited

been submitted

to the Court. The

StatUS Of yOUr Payment details

submission will Lesttransection

be “Pending a3 210w oo e

review” until ar = e — E—

reviewed and - -

actioned by a Toig s - Aplcaton Fom 1) san0

clerk. i e G et o0
Printing fee - 19 pages @ $1/page ($20 max) $19.00

Request summary

Law firm information

Responsite wyer e
Filing request
Eamonon Orgaeg Pt e Oeendont e o
ot cranirs g5, 023
Click “Back to Documents
daShboard" to New documents to be filed
retqrn to your — —— T, -
main dashboard, Application (Form 27) 19 - - D-50_OM-smallpdf [ (102297 KB)
Wh|Ch W|I| now [Proposed] Order: Judgement 19 - -— D-50_OM-smallpdf (] (102297 KB)
list your new Backto Dashboard
filing request.
Your item’s Mborban S mermeosmisnss —
status will be Filing requests

displayed with s e
your submission

. . [RR— ot s [T p—— Lorene caoy ¥
listing on your
Apr 27,2023 1:56 PM 210112345 - General Filing and Claims
dashboard.
2101 12345 - -
210112345 - Civil Chambers
m;’f:‘""’““ — CivlChambers
210112345 123123 General Filing and Claims
210112345 - —
2302 00004 _ -— n
TOTTZS - -
Jun 21,2023 2:21 PM Plaintiff vs. Defendant - Civil Chambers 28 Pending review
May 1, 2023 11:41 AM Plaintiff firm vs. Defendant firm n2233 Civil Chambers 38 Pending review
King’s Bench Filing Digital Service - Civil
Classification: Protected A 52



Pre-Hearing

When your application is
approved and scheduled,
you will receive an email
notification. Open your
submission from the lawyer
dashboard.

You will see your scheduled
hearing date, along with any
comments from the clerk.

You can also download the

filed and stamped application
and other filed documents for
your records, and for serving.

1401.06831

‘COURT OF QUEEN'S BENCH OF
ALBERTA

JUDICIAL CENTRE

cALGARY
APPLICANT 1377408 ALBERTA LT,

'RESPONDENT SUSAN FRITSCH

DOCUMENT AppLICATION

ADDRESS FORSERVICE  DANIEL D. PETERSON, Q..

‘CONTACT INFORMATION OF #2300, 20 - 8% AVENUE SW
PARTY FILING THIS CALGARY, ALBERTA T2P 3R7

Ph: 403245.0111 Fax: 403246.0115
FileNo. 1326820001

NOTICE TO RESPONDENT(S)

This applicaton s made against you. You are a respondent.

Tip: the filed, stamped order
PDF is stamped with your
scheduled hearing date and
time.

Tip: If needed, adjournments
are accepted online. Any
requests for adjournment
made 5 days or less before
the scheduled date must be
spoken to on the Court
record in Chambers.

King’s Bench Filing Digital Service
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Confirmation

Your Filing Request has been submitted for hearing scheduling

Payment details

Last transaction

Yol S

oue
Mar 16,2023 3:48 PM $7000 Paid

Paymant method Cardhosder
Visa TEST

Cordamber
=17

Processing fee breakdown

Order Number

Dashboard  Heip [N

Back to Dashboard

Transacton 10

o
Torit/Filing fee - Application (Form 27)
Tarif/Fiing fee - Order: Property & Tenancy
TaritFiling foe - Affidavit

Printing fee - 20 pages @ S1/page (520 max)

Request summary

Law firm information

Lowtim Resgonsiie rmyer

Clerk's review notes

Dute

Cork
Mar 16,2023, 3:5018 PM Christopher Nash

Requesto

$5000

$000

$000

Commets

Filing request

Aucscil centre
Drumheller

Type of submission Action number / Style

Originati 2302 00004
Requested dte Dstescheduled
Mar 31,2023 Apr7,2023

Documents filed by the court

Category
Civil Chambers,

Documents

Number  Next court date,
Document type of fling deadine priority

Lowyer's Sl mmber
123123

of case

Aol low

cwil

Download all

Application (Form 27) 1" Apr7,2023 -

D50 OM-smallpdf [ (1022.97 KB)

£Dnvmludl

rder: Property & Tenancy g

Affidavit o Apr7,2023 -—
Additional information

Commerts o cork

‘This is a comment to the clerk's office..

'0-50_OM-small 1022

(4249 MB)

%}
B 3 bownlosd

Back to Dashboard
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https://www.albertacourts.ca/kb/court-operations-schedules/adjournment

Post-hearing

Proposed orders submitted through this service can be digitally signed by the Justice. When
signed in this method, the signed, filed version of your order will appear in your lawyer dashboard
when ready. You will receive an email notification when this order is available on your dashboard.

Paper orders handed up to the Justice are done so outside of this service, and require filing at the
counter.

Orders that are proclaimed in court by the Justice and require you to draft and resubmit for
signature will appear in your lawyer dashboard with the note “action required”. You will need to
draft and submit the new order as desk work for the Justice using the current channels (email,
front counter) to get a signature by the Justice. (Future functionality in this service will allow for
the resubmission of orders from your Chambers matter for Justice signature. There will be an
announcement when this feature is available)

Pilot feedback

If you have suggestions or feedback on this initial pilot functionality, please email
JSG.FilingSupport@gov.ab.ca.

King’s Bench Filing Digital Service - Civil
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Submit a Commercial filing request

Note on Commercial filing:

If the hearing for this matter was booked in King’s Bench Court Case Management (CCM)
Digital Service, please associate the materials to your hearing at http://kb-
courtcasemanagement-counsel.alberta.ca once it has been filed by the clerk.

A( King's Bench Filing Digital Service
b&fb{\_l Civil

Law Firm Dashboard
—

Manage submissions and view historical transactions.

To start any new filing request, from the main dashboard,
click “Create”.
This will begin a multi-step online form for you to submit a civil filing
request to King’s Bench.

0 Create filing request e Identify documents e Upload o Review e Pay and submit e Confirmation

Step 1: Create filing request

C hoose A/( o :::‘s Bench Filing Digital Service Dashboard  Help - "
Wheth.er.you_r Filing request More options
submission is

or|g|nat| ng or © Create filing request @ (dentify documents © upload O Review © Pay and submit @ confirmation

subsequent.
Requestor information

Law firm Responsible lawyer Requestor

Filing request

What is the type of submission?

O originating (will be assigned a new action number)
O Ssubsequent (already has an action number)

Lawyer’s file number (optional)

Cancel

King’s Bench Filing Digital Service
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http://kb-courtcasemanagement-counsel.alberta.ca/
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Originating Subsequent

Alvertan Srereeoousos e e W | Mportan oot oot o W
Filing request 3 More cptoms | Filing request 3 Ses optien

@i e @yt Ot @ e LWLl © srioeie @ Crostefing roquest @ veosty documents © voss Q reven © Py nd ubmit © corter

Requestor information
oot s o f— Requestor information
L tem noosatn f—

Filing request

Whet s e type of semnson? Filing request

® Origastiog (wh be ssigoed  new acton ersber)
© Suboqurnt (raady b an cton rumber) Whatis the type of submission?

© Originating (wil be assigned a new action number)

rep—
® Subsequent (siready has an action rumber)

Action sumber

A of o/ Domsin

Lawyer's il number (optional)
Lowpers e number (optionst)

If you are creating an Originating submission, | If you are creating a Subsequent submission,
you will need to provide the Judicial Centre you will need to provide the Action Number,
and Area of Law. which you can find on the previously filed
documents pertaining to this matter.
Submitting the incorrect information may
result in rejection by the Courts. Select “Verify”. This will search ALL previously
filed documents. If the Action Number is found,
the relevant Style of cause, Judicial Centre,
and Area of law will be displayed.

Action number

2103 01234 Vemy

9dintcode, e, 210112345 orFLOI 12345

the entered. If your file, pi y again.
Styleofcause
Sample, Test vs.  Sample, Test

Judicial contre Area ofaw
Edmonton Civil

Confirm

If the displayed information matches your file,
you must select “Confirm” in order to proceed.

(Optional) Add the lawyer/law
firm’s file number to the request.
This information is for law firm
identification and management
purposes only and is not
reviewed by the Courts.

Lawyer’s file number (optional)

Click “Next”.

King’s Bench Filing Digital Service - Civil
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° Create filing request e Identify documents e Upload o Review e Pay and submit e Confirmation

Step 2: Identify fee status and document(s) to submit

Identify if your Abertoon 0558 Fia Ot senice Dashbourd  Help
subml_s_smn is exempt Filing request 23
from filing fees.

@ Create filing request © identify documents © Upload O Review © Pay and submit @ confimation
To qualify for an
exemption’ you must Identify document type(s)
have either a letter Filng request
detailing you act on P S P — —

Subsequent 210112345 — Civil

behalf of a Government o -
of Alberta department -
funded by general —"
revenue’ or a Legal Ald Is this filing submission exempt from filing fees?* © Find out if you qualify
certificate. O —

O No

Back

Choose which type of
proof is being submitted.
You will be asked to
upload a PDF of this S
proof on the next page.

* = Required

Is this filing submission exempt from filing fees?* © Find out if you qualify

What type of proof will be submitted?*

Proof is required upon T
eaCh fl||n9 Legal Aid certificate ling fee exemption on the following page.
submission. oo iaher (ot cuenty scoeptnd

Back

Fee waivers are not
currently accepted.

Tip: Note that you
cannot apply for a fee
exemption after the fact
if you did not choose
“yves” and upload proof
of exemption at time of
submission. The courts
will reject refund
requests if the lawyer or
legal assistant had
selected “No” to the
question “Is this filing
submission exempt from
filing fees?”
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Select “General  Filing request Wore cptons |

f| I | ng” (Or |f @ Create filing request @ Identify documents. © Upload O Review © Pay and submit © confimation
originating
mission
f’éZne?gl?‘l | i’ng or Identify document type(s)
Desk application Fiing request
without notice”) S Croing psiomrlapiiory S e
as your filing cuy
request
submission s
type . Is this filing submission exempt from filing fees?* © Find out if you qualify
O Yes
@® No
What type * O Tips for and filing
O cwil h
@ Commercial filing
O General fing

Note on Commercial filing

Ifthe hearing for this matter was booked i i i hearing at kb 3 once ithas
clerk.

Document type(s)

Type or select

0t ik o thes e o it i ok

King’s Bench Filing Digital Service - Civil
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Select the document
types you will be
submitting from the list
of available documents.
You can select multiple
document types if they
are meant to be filed as
a package. If you will be
submitting two of the
same document type,
you must enter it twice.

If you need to make
changes to your list,
click “Clear all”.

What type of submission is this?*

O Civil Chambers
@® General filing or Desk application without notice

Document type(s)

Ty

the i of the form or materis! 1 be fled

+ Add supporting documents

Tip: type a keyword
from the document’s
title into the field to
narrow down the list
and make it easier and
faster to find your
document type.

Document type(s)

Affid

Affidavit

Category: General Filing and Claims

Affidavit of Attempted Service

Category: General Filing and Claims

Affidavit of Deficiency

Category: General Filing and Claims

What type of submission is this?*
O Civil Chambers
@® General filing or Desk application without notice

Document type(s)

Acceptance of Offer to Settle
Caugory.

Adjustment Notice
Catogory: Gemers Fle and Gl

Affidavit

Affidavit of Attempted Service

Y affidavit of Defciency

Clear All

Back Next

©2022 Government of Alberta
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Classification: Protected A 59



e Create filing request e Identify documents e Upload o Review e Pay and submit G Confirmation

Step 3: Upload documents

Upload your files to be Aloerbanm gat= oo oostbonrd ety [
submitted, by adding your Filing request g3 Moreopions

PDF files to the upload

window shown for each
document type selected
from the previous screen.  Upload documents

Filing request - General Filing and Claims

@ create filing request @ identify documents © upload © Review © Pay and submit @ confirmation

Jdicial contro Typeo of submission Action number / Style of cause Lawyer's flg umber Aroacflaw
Calgary Subsequent 210112345 -_— Civil
Catogory

General Filing and Claims

Uploads and details

Affidavit

g Drag and drop or & ) h
H clicktoupload H

Uplosds mustbo pdtdocumens.

Supporting documents

Affidavit
Drag and dropor
clicktoupload
Gosdsmambesst
Date filed

Enteror Select (5

MDY

Total number of billable pages:

Back Next
S

Files must:

Be PDF format

Be less than 100MB in size

Contain bookmarks if greater than 25 pages

Not have editable fields (as this may prevent the reviewing clerk from opening the file)
Not be password protected

Falsifying information about the file to prioritize your request for review by the Courts is strictly
prohibited.

King’s Bench Filing Digital Service - Civil
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You can add the file by either Affidavit

drag-and-drop or clicking to locate

and upload your file from your Eaagianc "'°P"" click to upload - (@D
desktop. o

Uploads must be .pdf

If appropriate for your document Next court date or filing deadline

type, enter de_ad!lne date and This information is used to prioritize clerk review.
emergency priority flag.

Enter or Select  [&)

MM/DD/YYYY
Priority
[J Emergency

If uploading supporting Supporting documents
documents that have been o
previously filed, include the Date

2 O Remove
Date filed
4/5/2023 ()
LA
One all files are uploaded and any Fiingrequest 1 —
required date fields are filled, click ° ° © trs @i P ® conension
“Next”.
Upload documents

Filing request - General Filing and Claims

Aecil cnte Trom o bmason Aeton mamber /Sty o casa Loy e A i
Caigary Subsequent 20112345 - cvil
Congery
General Filing and Clams
Uploads and details
Affidavit
ook 201 Q01 i 20220 08 ANt
Sstmces o
] 0 Remove
Supporting documents
Affidavit
Sochmahe 2201001 il 202206 08 A
Sstures o
] 0 Remove
Date filed
52023 a
Total number of blable pages:
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Note - If a fee exemption has
been indicated with the
submission, FDS will ask you
to upload a PDF copy of the
proof of exemption
(Government of Alberta lawyer
letter, or Legal Aid certificate)
on this page.

Lawyers and legal assistants
must indicate and attach proof
of exemption on each
applicable submission filed
through FDS.

Uploads and details
Affidavit

This information is sed to prioritize clerk review.

EnterorSelect [

Filing fee exemption

* Legal Ad certiicate
* Fee waiver (Not currently accepted)

Government Lawyer Letter /

Total number of billable pages:
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@ create filing request @ identify documents @ upload O Review © Pay and submit © confirmation

Step 4: Review summary

Review the summary of = _Apertan an o moosesm= -
your fllmg req uest to Filing request E23 More options §
ensure its accuracy. Edit
i f necessary @ Create filing request @ identify documents @ Upload O Review © Pay and submit @ confimation
Review summary
iew your i included. Failure to provide the correct documents may result in rejection and non-refundable costs.

Law firm information

Responsible lawyer Requestor

Filing request * Edit

Judicial contro Type ofsubmission Acton umber /Syl of cause Lowyer's fl rumber voa oflaw
Calgary Subsequent 210112345 - civi
Category

General Filing and Claims

Uploaded documents

Documents to be filed ,* Edit

Next court date,fiing
‘Document type —— deadline Priority File name
g or limitation date
Jled. ffidavi o]
Affidavit 140 —_ f— pdf (2
(42.49 MB)
Supporting documents (will NOT be filed) ,* Edit
Document type Date fled File name
led. ffidavi odf 2
Affidavit Apr 5,2023 Blodt B
(4249 MB)
Processing fee
Tariff/Filing fee - Affidavit $000
Printing fee - 20 pages @ $1/page ($20 max) $2000
Balance owing $20.00

Add any additional
comments you may
wish to send to the

Additional information

. 5 Comments to clerk (optional)
reviewing clerk to Comments will b visibl by the reviewing clerk o prov tional information o support your i
support your filing
request.

max 1000 characters.

Click “Next”. s [0
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@ Create filing request @ identify documents @ upload @ Review © Pay and submit © confirmation
Step 5: Pay and submit

KB Filing Digital Service is =~ Albertan ™™= ousvons o I -

a pay-as-you-go service. Filing request

Flllng and prlntlng fees are @ Create filing request @ Identify documents @ upload @ Review © Pay and submit @ Confirmation

automatically calculated
as you add your
documents.

Credit card payment (Visa,
MasterCard, Discover and
American Express) is
required in order to submit
your filing request.

Enter your credit card
information. Once you
click “Pay”, the credit card
will be charged instantly
(there is no pre-
authorization period), and
the request will be
submitted to the Courts.
You will receive an email
notification confirming the
submission of your
request.

Note — this step is skipped
if you have provided a
valid exemption
(government lawyer letter,
or Legal Aid Certificate)

Payment
The King's Bench Filing Digital Service accepts payment by credit card only. Visa, MasterCard, Discover, and Amex are accepted. If your request is rejected upon review by the Courts, your previous
payments will be credited towards the balance.

Processing fee

Total $20.00

Name on card

Card number

Expiration date  CVWV

King’s Bench Filing Digital Service - Civil
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° Edit filing request ° Identify documents ° Upload ° Review ° Pay and submit 0 Confirmation

Step 6: Confirmation

After successful Aberbom g vamsenie Dashboard  Help S
payment’ you will Filing request [ femingwiew

see a screen
confirming your
filing request has
been submitted
to the Court. The
status of your
submission will
be “Pending

@ Edit filing request @ 1dentify documents @ Upload @ Review @ Pay and submit © Confirmation

[ON Your Filing Request has been submitted

The court will process your filing request during business hours and you will be notified upon successful filing.

Payment details

. ” . Last transaction
review” until
1 Date Total Status.
reviewed and prs— Snoo o
actioned by a e Cardotder T e Tarsacion D
visa TEST E— N ]
clerk.
Item Cost.
Tariff/Filing fee - Affidavit $0.00
Printing fee - 20 pages @ $1/page ($20 max) $2000
Request summary

Law firm information

Responsible lawyer Requestor

Filing request

Judicial centre Type of submission Action number / Style of cause Lawyer' file number Area of law
Calgary Subsequent 210112345 —_ Civil
Category

General Filing and Claims

Click “Back to

" Documents
dashboard” to
return to your New documents to be filed
main dashboard, o ey —
Whlch WIII nOW IISt Affidavit 140 o B Bookmarked-2201-00139-Filed-2022-06-08-Affidavit-RStarnes (3).pdf [}
your new filing L
req uest. Supporting documents
Document type Date filed File name
Affidavit Apr5,2023 129:FHeck2 EAmdevichStames (et
(42.49 MB)
Back to Dashboard
Your item’s Filing requests
status will be L—
displayed with
your submission S i = : P— -
listing on your sz - =
210112345 - -_—
d aSh board - May 2, 2023 3:02 PM 2101 12345 123123 Applications Judges Desk Application 28 Pending review
May 1, 2023 11:41 AM Plaintiff firm vs. Defendant firm 112233 Civil Chambers £l Pending review
Apr 27,2023 1:56 PM 2101 12345 - General Filing and Claims 18 Panding review
| ]
King’s Bench Filing Digital Service
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Downloading filed and stamped documents

You will receive an email notification once the Courts have approved your request. Click the link
in the email, or go to https://gb-filing.alberta.cal. Sign in to your account to view your
dashboard.

The Status Of the request Mar 15,2023 11:25 AM  Mar 15, 2023 1:14 PM 2101 12345 123123 Civil Chambers
will have changed from

“‘Pending review” to

“Filed”. Click the item to

open it in full view.

In the “Documents filed by~ Atbertan ZFeoreremses P

the Court” section, you 210112345 skt bt

can download each e
Confirmation

stamped document. Each
file name is renamed to
include the Action number

YYour documents have been successfully filed and stamped.

generated by the Courts. Payment details
Last transaction
Fremmm =
Vvisa TEST ) — I —
Tip: When downloading Processing fe breskdown
the filed and stamped
document, save the R =
document to the P 35m3 0 e o

appropriate folder on your

. Request summary
Shared drive or computer. N
Do not “print as PDF” as pe— p—
. | I
the document will lose -
any bookmarks you have ks reviw notes
in the document. iy e
=
Filing request
::;;'“" ;::;:fl“lw 210112345 = 12323 :I:Ia‘ 5
Documents
Documents filed by the court Download all
— —— EE
Affidavit in Response 1 - _— & Download

Additional information

Comments o clrk

fling affidavit in response to someone else's mater

Back to Dashboard

King’s Bench Filing Digital Service - Civil
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https://qb-filing.alberta.ca/

You can also download a Aloertan S0 e e -
“Confirmation of f|||ng request” 210112345 @2 Sack e Dashibaard

P D F - Confirmation

l Your documents have been successfully fled and stamped.

Payment details

Last transaction
o - s
Mar 15, 2023 1125 AM $19.00 Paid
[— Canpatir i o p—
vas Test — I —
Processing fee breakdown
- oo
Trid/Fiing fos - At i Rasporse 000
Prining fes 18 pages @ $1/page (820 max) 1900
Request summary

Law firm information

o — S
— — -
Clerk's review notes

=

Nr 5 523 1440 PH —

Commarn

The confirmation summarizes:

Court of King's Bench Filing Digital Service

e Information about the Court and Justce Services
request

e Breakdown of fees,
with an itemized list

e Payment/ transaction Law firm information
details Law s

Address:
Responsible lawyer:
Requestor:

Confirmation of filing request

Filing request
Type of submission:
Judicial centre:
Area of law:
Category:

Subsequent
Calgary
Civil
Civil Chambers
Action number: 2101 12345
123123
e I

Lawyer file number:
Documents filed by the court

Document type: Affidavit in Response
Number of pages: 19
File name: 2101-12345-Filed-2023-03-15-Affidavit-in-Response.pdf
Processing fee breakdown
Please note: only fees as of the latest filing request ission are included. Any it that were removed upon
re-submission are excluded.
Tarift/Filing fee - Affidavit in Response $0.00
Printing fee - 19 pages @ $1/page ($20 max) $19.00
Total: $19.00
King’s Bench Filing Digital Service
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Resubmitting a request after rejection by clerk

You will receive an email notification once the Courts have approved your request. Click the link
in the email, or go to https://gb-filing.alberta.cal. Sign in to your account to view your

dashboard.

Your item WI” have_ the bortzum: Soonoenchiiba ol sanics Dashboard  Help  Derek Nash v
status “Action required”.
Click on your Filing requests
submission to open it up s none
in full view.

Dote subimitiod Diteied :::nwmb-/styhd mnh Catogory ¥ stotos ¥

Apr 27,2023 1:56 PM 2101 12345 - General Filing and Claims 18

210112345 —_ —_—

Review the rejection Moert i et b oestboard oo | [~
notes from the clerk,

Filing request resubmission /A feaiied Back to Dashboard :

which may apply to the
request as a whole, or
to a pa rtl Cu Ia r Please review the clerk’s notes below, then make the necessary edits to your request. Your previous payment will be honored, however, you may be required
document_ |f there iS an to pay additional fees depending on the changes to your request.

issue with a single

document, the clerk

must reject the whole Request Summary

package. You will be
required to re-upload all
documents pertaining to DM‘:y4,2023,1:47:06PM
the request.

@  Your request has been rejected

Clerk's review notes

Comments
Missing signature on Page 4. Correct and resubmit. ‘

Filing request
Judicial centre Type of submission Action number / Style of cause Lawyer'sfile number
Calgary Subsequent 210112345 -
Area of law Category
Civil General Filing and Claims

Uploaded documents

Documents to file

Next court date, filing

Document type deadline File name Status.
or limitation date
Bookmarked-2201-00139-Filed-2022-06-08-Affidavit-RStarnes (3).pdf [/
Affidavit — Glodt 3

(4249 MB)

Supporting documents
Document type Date filed File name Status
Affidavit Apr5,2023 : Bonkrr:)rked-2201-00139-Flled-2022-06-os-Alﬁdavn-Rstamas (3).pdf 5
(42.49 M|

Your uploaded documents will be removed. You will have to upload it again.

BacktoDashboard ~ Withdraw request [ ITILPTOSITSS
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Once you are ready,
make changes to the
rejected request by
clicking “Edit filing
request”.

A{ King's Bench Filing Digital Service
bertom  cui

Filing request resubmission [ eaied

@  Your request has been rejected

Back to Dashboard Edit filing request g

Please review the clerk’s notes below, then make the necessary edits to your request. Your previous payment will be honored, however, you may be required

to pay additional fees depending on the changes to your request.

Request Summary

Clerk's review notes

Date
May 4,2023, 1:47:06 PM

Comments
Missing signature on Page 4. Correct and resubmit.

Filing request
:;:}n;::;ntm ;:Jp;:;;u::\:'wn ;;x‘ml;u;::: / Style of cause l:v_cyov‘s file number
Area of law Category
Civil General Filing and Claims
Your request’s status Abeoitatan S0 nrlatom e vasbord vy [N
will change from “Action E—

. » “« Oraft resubmission More options }
required” to “Draft g request EENEEND e
resubmission”. You may © cditfiling request @ \dentify documents © Upload O Review © Payand submit O Confirmation
now file your revised
document(_s) USIng the Clerk's review notes
same multi-step process
that was used for the My 4 2023, 208 M
initial filing. The
Informatlon yOU :Azmmssigmumonhge&cwrecund resubmit.
originally included in the
req uest will be Saved, Requestor information
but you may edit the i o
fields as necessary, and ~—— —
any progress you make ——

on the “Draft
resubmission” will be
saved. You will have the
ability to add or remove
documents as
necessary.

King’s Bench Filing Digital Service
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What is the type of submission?
O Originating (will be assigned a new action number)

® Subsequent (already has an action number)

Action number

210112345

9 digit code, eg. 210112345
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Withdrawing a request after rejection

King" h Filing Digital i
ing's Bench Filing Digital Service Dashboard  Help _ o

‘A/Uﬂ(%’bﬁﬂ Civil
Filing request

More options

L mm  \Withdraw request mis

Uploads and details

If your request is rejected and you are asked by the Courts to submit your file using a method
other than via the digital service, you may wish to withdraw the Filing Digital Service request. This

will enable you to request a refund if applicable.

Choose the request from your dashboard. At the top-right, click the option menu and select
“Withdraw request”. This function is also available at the bottom of the page.

Deleting drafts

A/“ [ z::,?'s Bench Filing Digital Service ) Déshiboard  Hlp _ ”
Filing request More options
Delete draft
o Create filing request Q Identify documents o Upload 0 Review e Pay and submit :
At any time prior to payment for a request, you can delete drafts.
1. Select the draft request from your dashboard
2. When the draft request is opened, choose “More options”, then “Delete draft”.
King’s Bench Filing Digital Service - Civil
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Accounting and records of payment

Payment / accounting report

Lawyers and legal assistants can download an accounting report (.csv) which includes
transaction information from requests within the last 60 days.

Click your name in the Apitam; Toommevonsets (IR —
header, then select Filing requests —

: — [ =]
Download account mr

csv”
. Date submitted Date filed

Action number /Sty of cause Lawyers flonumber  Catogory V' st Y
Apr27,20231:56 PM 210112345 - General Filing and Claims

Tip: A report generated
from a Lawyer's

: [ ate of transaction  Time of transaction Amount paid Lawyer's file number QB Judicial centre Respor yer Requestor Last 4 digits of credit card_Filing request status
account would include ; S s oo Ol N 5330 e snaoed
8 2023-03-15 11:1221 7 112233 Drumheller  Name Name 1234 Pending review
9 20230315 11:16:42 70 123123 2101 12345 Calgary Name Name 1234 Hearing scheduled
the requests they are 10 20230315 112002 ) 123123 2101 12345 Calgary Name Name 1234 Hearing scheduled
1 20230315 112213 20 123123 2302 00002 Drumheller  Name Name 1234 Filed
. 1 2023-03-15 112357 2 123123 2101 12345 Calgary Name Name 1234 Filed
responslble for 13 2023-03-15 11:25:34 19 123123 2101 12345 Calgary Name. Name 1234 Filed
J 1 2023.03-15 113025 ) 123123 2302 00003 Drumheller  Name Name 1234 Filed
15 2023-03-15 14:42:56 0 123123 2101 12345 Calgary Name Name 1234 Pending review
regardless Of Who the 16 2023-03-16 15:48:01 70 123123 2302 00004 Drumheller  Name Name 1234 Hearing scheduled
17 2023-03-16 15:54:35 69 123123 2101 12345 Calgary Name Name 1234 Pending review

18 2023-04-27 13:56:07 20 210112345 Calgary Name Name 1234 Draft resubmission

requestor was e 133 g e
a report generated

from a Legal

Assistant's account

would include the

requests created by

that Legal Assistant,

including requests from

all the lawyers they can

file on behalf of

King’s Bench Filing Digital Service

Classification: Protected A 71



Receipt of payment

Your official receipt, aka your downloadable Confirmation (.pdf), is available for every
filing request once it has been filed and stamped. The receipt is not made available
immediately after payment upon request submission, because the amount can change
(e.g. if requests are rejected, then documents are removed or added to a package upon
resubmission). This is your official receipt, and it includes all of the information that your
accounting department needs to track payments.

You can also download a Alpoitan S=omeowssoe T—
“ i i qH » 1011234 —
Confirmation of filing request” ~ “***=

P D F . Confirmation »{ & Downicad confirmet ion

ooyt

Payment details

Last transaction

Ve 16,2023 125 A 51900 P

v = — N —

Processing fee breakdown
O p— 1000
Pretng e 19 pages @ e (520 ) e

Request summary

Law firm information

e s A —
The confirmation summarizes: Court of King's Bench Filing Digital Service

Court and Justice Services

e Information about the

request Confirmation of filing request
e Breakdown of fees, Lowfrm information
with an itemized list ow i
. Address:
e Payment/ transaction Responstie avyer:
. Requestor:
details
Filing request
Type of submission: Subsequent
Judicial centre: Calgary
Area of law: Civil
Category: Civil Chambers
Action number: 2101 12345
Lawyer file number: 123123
e |
Documents filed by the court
Document type: Affidavit in Response
Number of pages: 19
File name: pdf
Processing fee breakdown
Please note: only fees as of the latest filing request submission are included. Any items/documents that were removed upon
re-submission are excluded.
Tarift/Filing fee - Affidavit in Response $0.00
Printing fee - 19 pages @ $1/page ($20 max) $19.00
Total: $19.00
King’s Bench Filing Digital Service - Civil
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Lawyers who do not pay fees

Effective November 14, 2023, the King’s Bench Filing Digital Service will expand to include
submissions in which lawyers are eligible for a fee exemption.

Lawyers whose filings may qualify for fee exemption in FDS include those who work for:

e Government of Alberta departments funded by general revenue

e Private law firms representing a Government of Alberta department funded by general
revenue

e Clients with a Legal Aid Certificate

This initial release of fee exceptions in FDS does not include:

e Submissions that include a fee waiver. These submissions should continue to be filed
using existing methods.

Proof must be provided by the law firm on each submission, which the filing clerk will be able to
view. The PDF letter provided or Legal Aid Certificate will not be printed or filed but archived in
the service and searchable for future reference.

* = Required

Is this filing submission exempt from filing fees?* © Find out if you qualify

® Yes
O No

What type of proof will be submitted?™*

Government lawyer letter

Legal Aid certificate ling fee exemption on the following page.

Fee Waiver (Not currently accepted)

Note that lawyers and legal assistants cannot apply for a fee exemption after the fact, if the
submitter did not answer “yes” and submit proof of exemption when submitting using FDS.

King’s Bench Filing Digital Service
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Submitting an order to seal/restrict

If you are filing an order which instructs the sealing or viewing restriction related to an ongoing
action, this can be flagged for the clerk as part of the submission.

@ Please make sure you are submitting documents that are not related to an upcoming Civil Justice Chambers hearing (including Affidavits in Support of your hearing, and
Affidavits in Support and Response to a hearing).

If you are trying to submit documents for an upcoming Civil Justice Chambers hearing, please switch to the Civil Chambers submission type above.

Document type(s)

) Type or select T Clear All

eg. the title of the form or material to be filed

Is this a granted order that is signed by the Justice or Application Judge, and ready for filing?*
® Yes
O No

or Sealed *o ion on Sealed

Order contains instructions to seal or restrict court documents

+ Show supporting documents

Category*

General Filing and Claims -

. .

When choosing an order on the document selection page of the submission form, you will be
asked if the order contains instructions to seal or restrict. Checking this box will flag this for the
clerk upon their review of the submission.

King’s Bench Filing Digital Service - Civil
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About the service

Contact information

For legal, procedural or filing issues, please contact the filing team:
KBCivilDigitalFilingInquiries@just.gov.ab.ca

If you do not receive a response within 24 hours, please forward the concern to:
KBA.LeadershipTeam@just.gov.ab.ca

For any technical problems with the application:
JSG filingSupport@gov.ab.ca

For more info about the King’'s Bench Filing Digital Service:

Christopher J. Nash Alexa Horabin

Service Designer Manager, Digital Product Delivery
Justice Digital Court & Justice Services
christopher.j.nash@gov.ab.ca alexa.horabin2@gov.ab.ca
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More help and resources

e For announcements of our latest updates to this service, visit: https://gb-
filing.alberta.ca/releases

e For short tutorial videos on how to use this service, and an updated list of Frequently
Asked Questions for this service, visit: https://gb-filing.alberta.ca/help

e To see our list of currently accepted filing document types using this service, visit:
https://gb-filing.alberta.ca/assets/docs/KBFiling-Accepted _Document_Types.pdf

Other available Justice Digital services

e Hearing schedule availability calendar: https://gb-filing.alberta.ca/hearing-schedule

e King’s Bench Filing — Family and Divorce: https://gb-filing-family.alberta.ca

e King's Bench Filing — Surrogate: https://surrogate.alberta.ca

e King’s Bench Court Case Management Digital Service, including Civil Specials:
https://commercialhearings-counsel.alberta.ca

Note that you can use your same account login information (username, email, password) to
create accounts in any Justice Digital service.

As they are separate services, please ensure you submit the appropriate filing or request to
the correct service.
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