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Access to your petitions and the ability to file 
against them through eFlex.
• To access or file to petitions in eFlex ,you must have an eFlex account and 

be associated to the party you represent in our CMS.
• If you are an associate attorney and use a firm account, then whoever the 

owner of that account is must be associated in our CMS along with you. 
• Unfortunately, access isn’t available on a file number bases but rather a 

petition number bases, which means you must be associated in our CMS to 
any petition you need access to.

• If you feel you should have access and don’t, you can call our office @ 615-
862-7980 or send an email to juvenileefilesupport@jisnashville.gov with 
the petition number, Attorney name and who they represent.  We can 
associate them so they can access.
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Accessing 
petition history.

• Petitions will not show in 
your list in eFlex until you 
have filed something to it 
through eFlex.

• Log into juvenile eFlex
• Select ‘Existing 

Petition’, enter 
petition number and 
select ‘History’.



Case/Petition 
Summary
• Once you select history, it 

brings you to this screen. 
• On this screen you will find a 

summary of the petition you 
selected to view the history of.

• The blue clickable links expand 
for more information.

• If you click on a link associated 
to an event, it will open a .PDF 
file of the associated 
document for you to print or 
download.



Filing to a single existing petition.

• Select existing petition 
• Enter the petition number you wish to file against and select efile.



Filing to multiple existing petition at the same 
time.
• Select existing petition 

• Enter the first petition number you would like to file against and then select 
‘Add this petition to your list’

• Enter the second petition number you would like to file the same document 
against and select ‘Add this petition to your list’, once you have added all the 
petitions you would like to file against entered.

• Whatever petition you enter first will be treated as the primary petition that 
this filing will be associated to in eFlex  For your reference, this can be 
changed by selecting the radio button next to the petition number you wish 
to reference as primary

• Once you have entered all petitions and verified the primary then select ‘File 
on these Petitions’ at the top of the page to begin entering your filing.



Example from previous page



Subpoenas and Summons for new and 
existing petitions
• All subpoenas must start with an Instructions for Service no matter if 

it is a new or an existing petition. This is where you will choose who 
the subpoena/summons is being issued by and who it is being issued 
for, you will also select the ‘Service Type’ of this screen.

• If the person or organization that you are trying to issue the subpoena 
for is not already a party listed on the petition in our CMS, then they 
must first be added to the petition as a party role ‘Witness’, before 
completing the ‘Instructions for Service’.

• If you would like a specifically worded summons/subpoena, you can 
upload the document, you would like issued.



Motions 
• When filing motions through eFlex, you must be associated to the 

petition you are filing against in our CMS if not, it will not give you 
access to all the screens to successfully file the motion.

• The movant selected on a motion should be the party you are filing 
the motion for, if you are correctly associated to the petition, it will 
ask you to select an ‘On Behalf of’ party and this will be the Juvenile 
on all motions. This is how it has to be filed for our CMS to process 
correctly.

• The only motion that requires a payment is a ‘Motion for Rehearing’. 
When filing this type motion, you must include the eFlex event 
‘Category/Accounting’, ‘Type/AssessMotion for rehearing this will add 
the filing fee.



Motions requiring court dates

• Unfortunately, the in-house process of limiting cases set for our JO’s motion 
dockets does not allow use to provide motions dates before the motion is filed 
through eFlex.

• ‘Divisional Motions’ will require a court date except for ‘Motions to Withdraw’ 
and ‘Motions for Complex and Extended’ that are to be heard by one of the 
divisional Magistrates. These may be submitted with a proposed order at the 
time the motion is filed.

• All Motions being heard by one of the parentage Magistrates, will be set on the 
appropriate motion date. Once the date is selected and entered into our system, 
you should receive a NEF of a ‘Notice being filed’.

• When you receive this notice log into your eFlex account, go to ‘Existing Petition’ 
and enter your petition number and select ‘History’.  You will see ‘Notice/eFiled 
Motion with Court Date’. You will be able to print you motion with the date from 
here.



Orders to 
be signed
• All orders ready for signature 

presented through the eFlex 
system must be presented as 
Proposed Orders.

• Document Category: 
Proposed Orders

• Document Type: (Type of 
Order) if type not listed 
choose Misc. and enter type 
in additional text.



Order facts.

• When Orders are presented into eFlex correctly they will auto assign 
to the corresponding clerk.

• The clerk will review and then reassign to the JO for signature.
• Once the JO elects to electronically sign the order it will return to the 

clerk where they will dispose of in our CMS and associate the image 
to the event.

• At each step of this process, you may receive notification depending 
on how you set your notifications up in eFlex.





Payments

• When first setting up your juvenile eFlex account you should have 
been asked to set a ‘Wallet Item’ for payments. The clerk's office is 
only able to accept credit / debit cards currently and they are 
processed through Lexis Nexis payments services.

• All transactions are charged a processing fee of 2.4% with a minimum 
fee of $2.

• If the filing, you submitted was rejected and it had a filing fee 
attached, the hold on your account will be released in 5-7 days.

• If you have issues with a fee or processing of a payment, please 
contact our bookkeeping at 615-862-7984 or 
juvenileefilesupport@jisnashville.gov
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