[bookmark: _GoBack]Submission of Evidence:  At least five business days prior to the evidentiary hearing/non-jury trial, each side must:
1. Mark the first page of each document it intends to introduce into evidence.  (Plaintiff with numbers/Defendant with letters.)
2. Submit to the e-Portal, in the manner detailed below, an Exhibit List, containing the exhibit number/letter, with the corresponding brief description of the exhibit, and all exhibits separately. 
          To Submit:    a.  Go to the eFiling Portal;
                               b.  Click on "File Pleading in Existing Case;"
                               c.  Enter Case Number;
                               d.  Once case populates, go to the documents tab, click "Add;"
                               e.  Once Search Bar appears, type "EVIDENCE" and hit "Enter;"
                               f.   Check Off Evidence Submission, then hit "Browse" which allows you to select the                                              respective document to be uploaded; and
                               g.  Click "Save." 
By submitting the documents as indicated above, they go into a separate Evidence Queue that allows the Clerk to access evidence submitted on a particular case.  EACH EXHIBIT MUST BE SUBMITTED SEPARATELY.    DO NOT COMBINE DOCUMENTS THAT MAY NEED TO BE INTRODUCED SEPARATELY.
3. Upload the Exhibit List and each exhibit separately via courtMap to the hearing/trial event.  The list and each exhibit must be properly named when uploaded for ease of reference.  

