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1. General Information
1.1. Purpose

The purpose of thiguideis to provideMEC userswith the basic knowledge to utilize the MEC
Firm Administrator Account

1.2. Overview

This User Guide provides a description dfow to utilize a Firm Administrator Account in
MEC.

1.3. Informational Figures and Cases

Pleasenotethat the Figures and Cases found within thugde are created for informational
and instructional purposes only

2. MEC Firm Administrator Account

TheMEC Firm Administrator Accountan only be used for administrative purposes and does
not provide access to case informatiod Firm Administratoris assigned to thé&irm
Administrator Accounbn behalf of the organizationThis individual is responsible for the
firm billing process.

3. Overview of Firm Billing Policies

1 All charges associated with each individiltC accountaccrueto theFirm Administrator
Account

1 The organization or firm is financially responsible for all associstE€ accounts.

1 Ifthe balance due on tirérm Administrator Accounis not paid in full each quarter, access
to the MEC servicés suspended for all associatd&C accounts.

1 TheFirm Administrator Accounis subject tall the polidgesand procedures described in
the MECFirm Billing Terms and Conditiondocument, including but not limited to the
collection procedures describéterein. The MECFirm Billing Terms and Conditions
doaument may be foundn theMEC webste atmec.ms.gownder th&iFirm Billingolink.

1 If the Firm Administrator Accounhas a pastlue balance, neMEC accounts cannot be
linked to the Firm Administrator Account

1 If there is a pastlue invoice balance associated with an individual accaucannot be
linked to a Firm Administrator Acamt until the balance has been paid in full. This does
not apply to pastiue annual renewal or unpaid registration fees.

1 MEC billing occurs in January, April, July, and Octoloéeach year
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1 One invoice is generated for the FiAdministrator Account. Invoices are also generated
and sent to MEC users associated with the Firm Administrator Account; however, these
invoices can only be paid online through the Firm Administrator Account. Individual MEC
users also have access to vibwir detailed transaction history.

1 All registration fees, renewal fees, and invoices associated with a Firm Administrator
Account must be paid online.

4. Using the Firm Administrator Account
4.1.Registering for a Firm Administrator Account

To register for an MEC Firm Administrator Accowtgnplete the following steps

1. Browse tovww.mec.ms.gov

2. Click onOnline Registration on the left side of the page under Frequently Used Links

Mississippi Electronie Courts (MEC)

General Information

Mississippi Electronic Courts

» What is MEC?

» Court Directory

‘ Login to a Court vl

» Web Browser Compatibility

* Attorney Terms and conditions
UPCOMING MEC ATTORNEY/STAFF TRAINING SESSIONS:

» Non-Attorney Terms and conditions
Friday. March 5. 2021 3t 1:30 p.m.= Online

* Release Notes

Forms and Filing Events Friday, April 2, 2021 at 1:30 p.m. — Online

» Forms and Filings Interested parties should register here. If you have any q & feel free to call the MEC helpdesk at 601-576-4650 or emalil the

helpdesk The traini e approved for 3 hours of CLE credit

* Attorney E-Filing Events List

» Certificate of Service

* Declaration of Technical Difficulties NEWS & ANNOUNCEMENTS

S - -
Notice of Conventional Filing Select Year -

Frequently Used Links /
January 12, 2021
*» Online Registration v

The signed Order to begin Voluntary Attorney E-Filing on February 1, 2021 and Mandatory E-Filing on February 8, 2021 for the Circuit and County

» Maintain Account Courts of Washington County.

*® Forgot Username December 17, 2020
The signed Order for the Coahoma County Chancery Court to officially become a paperless system of court records on January 1, 2021.
» Forgot Password

3. Click on the box next tBirm Administrator , and then clickEnter.
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Home . .
MNew Reagistration MEC Reg|5t|'at|0n
Maintain Account

Forgot Password?
Forgot Usemame?

Welcome to the registration website for the Mississippi Electronic Courts (MEC) system. This site was developed to process your
registration needs quickly, safely, and securely.

After completing the online registration information, you will be asked to submit your annual user fee. Please note that you will not be
able to use the system until your payment has been processed. Selecting "Pay Online” allows you to pay by debit/credit card or
electronic check and will usually allow same-day access to the system. Selecting "Mail a Physical Check” will delay your access until
your check is received and processed.

* Firm Administrator annual registration (ONLINE Payment ONLY)
* Attorney and Non-Atterney annual registration fee: $10

Please select your User Type to enter a new registration: O Attorney () Non-Attorney @) Firm Administrator

4. Select the box next to the Tigppropriate for the firpmand therclick Enter.

Home - . . R
New Registration MEC Firm Admin Registration
Maintain Account

Forgot Passwaord?
Forgot Username?

Welcome to the Firm Admin registration website for the Mississippi Electronic Courts (MEC) system. This site was developed to
process your registration needs quickly, safely, and securely.

After completing the Firm Admin online registration information, you will be asked to submit your annual user fee. Please note that you
will not be able to use the system until your payment has been processed. Selecting "Pay Online” allows you to pay by
debit/credit card or electronic check and will usually allow same-day access to the system.

= Firm Administrator has 3 tiers.
* Tier-1 Firm can have up to 5 users. Annual registration fee: $50  (ONLINE Payment ONLY)
* Tier-2 Firm can have up to 10 users. Annual registration fee: $100 (ONLINE Payment ONLY)
* Tier-3 Firm can add any number of users. Annual registration fee: $150 (ONLINE Payment ONLY)

Please select your Firm Admin Tier to enter a new registration- O Tier-1 Firm O Tier-2 Firm @ Tier-3 Firm

5. Fill out the requested information, and then ckaker.

Home
New Registration
Maintain Account
Forgot Password?
Forgat Username?

Firm Information

Enter the following information for the firm account:
*indicates a required field.

- Type @ Firm

O Government Agency

* Firm, Company, Government Agency [Test Law Firm ]
Name

Department/Unit

~ Zip Code [39201 |

This populates the City and State valuss
* Mailing Address 1[50 High Street ]
Mailing Address 2
Mailing Address 3
City DAcksowm

State |MS

“ Primary Phone [601-576-4650

.0 B01-555-1234

Iil_

y Phone
.0 601-555-1234

Fax Number
e.g. 801-555-1234

Captcha

o]
e}
Y]

* Enter Captcha Value [1v02q3

Can't Read the Code? Click here to try a new one_

NOTE: As a firm admin, you can add any number of users to your firm.
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6. Fill out the requested information, and then chkaker.

Home

Mew Registration

Maintain Account

Forgot Password?

Forgot Usermname? Enter the following information for the user:
* indicates a required field.

Firm Administrator Information

* First name John
Middle name l:l
* Last name
Suffix l:l Max. length 5 char

* Gender This is required for document generation verbiage.
* Date of Birth: [02/10/1970 e.g. mmiddiyyyy

* Primary Email Address |pamectest12@gma\\.cnm |eg abc@abe.com

* Confirm Email Address |pamectest12@gma\\.cnm |eg abc@abe.com

7. Enter a password, confirm the password, and then Ehdér.

Home

MNew Registration
Maintain Account
Forgot Password?
Forgot Username?

Firm Administrator Username and Password

“ou will be issued the following Username upon completion of this registration:

Username - ny9234F

Confirm Password

Password must be at least & characters and at least one letter and one number.

Password ’

8. If you wish to enter a Secondary Email address, enter it in the box, and thefddickf
you do not wish to enter a Secondary Email address, Slki. After you are done
entering Secondary Email addresses, dhnker.

Home Add Secondary Email Addresses
MNew Registration

Maintain Account

Forgot Password?

Forgot Username? Please enter any secondary email addresses you want to associate with this user. Secondary email addresses will receive Notices of
Electronic Filing (NEF) and invoices.

The primary email (pamectest?2@gmail.com) cannot be entered as a secondary email address. Five total secondary email addresses may be
added to your account.

Secondary Email Address [pamectestol1@gmail.com
e.g. abc@abc.com

* Email Format |HTML i+
* Email Frequency

Displayed below are all of the secondary email addresses associated with this user.
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9. Choose a Security Question, input the answer to the Security Question, thé&mntdick

Security Questions
MNew Registration

Maintain Account
Forgot Password?

Forgot Username? In the event you forget your password, we will ask you for the answer to a security question. Please choose a security question

and enter an answer below.
* indicates a required field.

* Security Questiol

* Security Answe

In what city were you born?

What is the name of your first pet?

What year did you graduate high school?

_'l

In what year were you born?

10. Read the Terms and Conditions, click thedmotifyingthat you have read andderstand
them,andthen clickEnter.

Electronic Cour

€ c @
e s for Firm Administrator Accounts, member attomey accounts. and staff accounts will be sent fiteen
) days prior to the December 31 expiration date. Electronic statements will be emailed to the email address submitted with this.
tion request o subsequently updated as sat forth abore. Firm Admnistrators must remit payment onkn

include, but are not limited t

* Invoices that are not paid on time are subjec to ded collection meas. hese measures
be assessed substantial

agency. Accounts that are referred to a private coection agency w
the outstanding datt owed

referral to a private collection
collection fees in addtion

* lfthera is a past-due balance associated with a Firm Administrator Account, the Firm Administrator cannot fink any new
unti the balance has been pasd in kil

indeadual accou

8, The Mssisipi ot Counts aaarmsshe gt o
Suspend senvice to any account in which the amount due is not paid by the due date

nd immedsate payment. outside of the regularly schedulad biling cycles, of an account at any time that MEC

determines the action is neces:

ation request that MEC determines to be related to a suspended MEC or PAMEC account

* Reject an account regi

* Suspend senvica to an account if any part of the information provided to MEC as part of this account registration process is
raudulent. Information about such an account and any related accounts may be tumed over to law enforcement authorities.

* Suspend, reduce service, or otherwise restrict access to MEC or PAMEC of any account that causes an unacceptable level
of congestion or a disruption to the operations of MEC or PAMEC, 3 Mississippi court or ancther MEC or PAMEC customer

uspend senice to an account at any time that the Admnistrative Ofice of the Courts (AOC), MEC andlor a court determines.
the action is necessary to prevent fraud or to maintain the security of s computer systems and networks

* Require pre-payment as a condition to the resumption of senvce for any account
o that has had senice suspended o restricted for any reason
o with mutiple instances of ate payments: or
© wherein a demand for immediate payment of faes incurred has been mads.

ling is strictly prohibted and

h avoids.

9. MEC is supported by uses fees. Any attempt to collect data from MEC in a manner wh
may result in criminal prosecution or cul action. Priileges will be terminated . in the judgment of AOC, MEC, and/or ju
personnel, they are being misused. Misuse includes, but is not imited to, using an automated process to repeatedly access
those portions of the application that do not assess a fee (i.e. calendar events report or case header information) for purposes of
coacting case information

10. An account determined to be related to an account that has been subject to an action outined above may aiso be subject to
the same action. Accounts may be determined to be related based on information obtained by MEC during registration of other
contact with MEC.

11. Kfthese Terms and Conditions change in a significant way. information regarding the changes will be posted on the MEC
wobsite (www.mec. ms. gow). It is the Firm Administrator's responsibilty to check these Terms and Condtions regularly for
changes. Continued use of the system following the posting of changes will mean that the Firm Administrator accepts and agrees

to the changes

To pent i page, plesse cict hers

Check the box 1o ceriy that you have read and understand the terms and conditions

Bl © Type here to search
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11. Firm Administrator registrations can only be paid online, so simply Elt&r on the
Firm Payment Method Screen.

Firm Payment Method
Hew Regisiraton 5

Maintain Account

Forgot Password?

Forgot Username? A 'S 150.00 annual fee is required to use the Mississippi Electronic Courts system and must be paid before access to the system
will be granted.

You can pay by credit card or electronic check.

* Please be advised that ALL online payments incur a small 3rd party processing fee. *

Firm Payment [Pay On-line (

12. Read the following screen carefully, and then cliokitinue with Paymentif you wish
to proceed.

Proceed to Payment
Mew Registration

Maintain Account
Forgot Password?

To make a payment and complete your firm application, you will be redirected to the payment system where you will be guided through
Forgot Username? pay! plete y ppl ¥ pay! Y y g g

the payment process. You will then be returned here to receive your payment confirmation and any additional requirements that may
apply.

By using this payment system, you attest that you are the firm account holder and have the written authority to use said firm account for
the purpose of completing the financial obligations and that sufficient funds are available.

* Please be advised that ALL online payments incur a small 3rd party processing fee. *

Cancel |Continue with Payment

13. You will be taken to the State of Mi
wish to pay by credit card or electronic check, drahtclickNext.
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o Payment Type o Custemer Info o Payment o Submit Payment

Transaction Detail

Transaction Summary

TIER 3 FIRM ADMIMISTRATOR

REGISTRATION §150.00

SKU Description UnitPrice  Quantity  Amount ms.gov Order Total & $151.00
000000010 TIER 3 FIRM ADMINISTRATOR REGISTRATION $150.00 1 $150.00
Total $150.00

Need Help?

Select Payment Method and Continue to proceed

with payment. You will receive a printable receipt at

Payment the end of your successful payment transaction.
Payment Type

Customer Information

Payment Information

Cancel

Payment Type *

Credit Card |V‘

Dy

14. Enter the requested information, then chieikt.

Customer Information

Country *

United States

First Name *

Credit Card Transaction Summary

TIER 3 FIRM ADMINISTRATOR

REGISTRATION $150.00

Complete all required fields [~ ] ms.gov Order Total @ $151.00

Last Name * Need Help?

[Alllson

l < l Causey ] o Please complete the Customer Information Section

Address *

[ 450 High Street

Address 2

City *

State *

[JACKSON

l < [ MS - Mississippi v] '

ZIP/Postal Code *

[ 39201

Phone Number

[ 6013591271

Email * @

pamectesto20@gmail com

15. Fill in the requested payment information, and then bliekt.
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16. Confirm the displayed information is correct, and then ciakmit Payment
17.A receipt and email confirmatiomill be emailed. The link in the email must be clicked to

activate the accountf the account is not activatesithin 30 daysijt will be deleted The
Firm Administrator musthenre-register and pay a new registration fee.
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