Keyword/Matter # in AZTurboCourt

1. Create a submission in TurboCourt. From the ‘Review and Submit Documents’ screen, select the ‘Add

Keyword/Matter #’ tab along the top.
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There will be a 3% payment processing fee
added to this total at the time of payment.

Impertant: Your payment will be securely
processed via a 3rd party payment provider,

IMPORTANT! American Express credit cards are accepied now.

WE WILL ELECTRONICALLY DELIVER YOUR DOCUMENTS TO THE COURT.
Praview your Summary Sheet to make sure all your information is correct.

Use the Final Review page to change any of your answers.

With this service you will be able to submit your documents electronically to the court. An electronic confirmation will
you go into AZTurboCourt often to check the status of your filing. You will be notified again when your documents han
your file stamped documents and supporting documentation.

A courtesy notification of any aclions taken by the Clerk's Office on your submitted documents may be sent to any e+
attached to your filing.

If you cannot view your forms press the "Request My Forms™ toolb:
Your Completed Forms
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2. The system will redirect the filer to a new window. Enter the Keyword/Matter #. Once the number has
been entered, click save.
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3. The system will redirect the filer to the formset already in progress. The filer can continue preparing the
formset and submit the filing.

4. The Keyword/Matter # will appear on the financial receipt sent via email to the filer.

Name: Arfzona Court of Appeals Division 1
Address 1: 1501 W. Washington
Address 2:
City: Phoenix
State: Anzona
Zip: 35007

Payment On Behalf Of

Name(s): Nicole LaConte

T T

Appellant's Filing Fee 30.00 $230.00 £280.00
e-File Documents 5850 50000 £6.50
Vendor: TurboCourt Service Fee: $8.60
Submission ID: 52121 Receipt Number; 529714033117 18449 Total Amount Paid: $295.10

Receipt Date: 9/8/2017 11:27:59 AM Keyword | Matter Number: Test- 3-07-17



5. The filer can access financial reports in AZTurboCourt that will contain the Keyword/Matter # if entered.

Step 1: Access the Financials tab from the home page
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Step 2: Enter the desired date range and select ‘Search Payment Transactions’. The report that generates
includes the Keyword/Matter # and payment method information. This report can be exported to excel by
selecting ‘Generate Printable Report (Excel)’
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