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Small Claims EFile Texas “Selfhelp” 

For your convenience we have created a step-by-step guide on how to submit your case electronically to our 

court. Justice Court One is currently taking Small Claims and Eviction Claims though EFileTexas “Selfhelp”. 

Please take a moment to provide us feedback on your experience using this system. You can email us at 

Jp4court@tarrantcounty.com.  

Thank You,  

Justice Court Four 

 

1) Before you file 

To start your filing simply select the type of case you want to file from the list provided.  

 Start Your Legal Process   Select your Type of Case  

 

 

 

 

 

 

 

 

This will bring you to the main page for the specific case you want to file and will provide you with a brief 

description of the case you have selected.   Click Next  

The next several screens will give you some good information. 

 

The next screen will explain Self- Representation  Click Next 

The next screen will give you a brief overview of what forms will be required with your case  Click Next 

The next screen will show you what information you need to file your case  Click Next 
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2) File your case “Small Claims” 

1. Where will you File Your Small Claims Case?  

Choose the County and Precinct you wish to file your case in.  Click Next 

 

 

 

 

 

 

 

 

 

 

 

 

2. Information about the Plaintiff(s) 

 How many Plaintiff(s) will you be adding?  Click Next 
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3. Information About the Plaintiff 

Provide your personal information  Click Next 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Information about the Defendant(s) 

How many defendants are you filing against? Provide the number here.  

 

 

 

 

 

 

Filing under Business 

Name 

Note: If you are fling 

against a Business you 

will need to provide 

the name of the 

individual we will be 

serving documents to. 

SERVE: Joe Black 

If defendant selects a 

business, could we add a 

box that will prompt them 

to add the name of the 

person who will be served? 
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The next several screens will ask you information about the person you are filing your case against.  

Enter the necessary information and  Click Next 

5. Information about the Defendant 

 

 

 

 

 

 

 

 

 

 

 

 

6. Additional Information about the Defendant  Click Next 

 

 

 

 

 

 

 

 

 

 

 

Filing under 

Business Name 
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7. Additional Information about Defendant(s) 

Note: We will attempt service the citation at the address provided above 1st. If an additional 

address is provided, a service fee might apply to service the defendant.  Click Next 

 

 

 

 

 

 

 

 

 

 

8. Information about the Claim 

 

 

 

 

 

 

 

 

 

 

Could something 

similar to this be 

added to the 

Eviction process? 
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9. Information about the Relief Being Sought  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. Additional Information about the Relief Being Sought 

 

 

 

 

 

 

 

 

 

Note: If plaintiff is 

not seeking any 

return of personal 

property select 

“no”. 

 

$500.00 
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11. Information about the Filer 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: If filer is not 

the Plaintiff move 

to Step 12 

 

Note: If filer is the 

Plaintiff proceed to Step 

13 
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12. Information about the Filer: Attorney 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

13. Service of Process 

Note: If defendant lives outside Tarrant County you will need to hire an authorized process server or 

provide the court with an authorized method for service.  
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14. Method of Service 

If you choose not to use a Tarrant County Sheriff or Constable “Click No”.  

Justice Court One: Please note if you choose not to use a Tarrant County or Constable: 

Please note that the Court will issue (a) Citation(s) for the defendant(s). The Citation(s) will be mailed to you at 
the mailing address provided in (Step11). It is your responsibility to ensure service of process is conducted for 
the defendant(s), refer to Texas Rules of Civil Procedure Section 501.2 (service of citation). 

 

 

 

 

 

 

 

 

 

 

 

 

15. Electronic Signature  Click Next 

 

 

 

 

 

 

 

 

 

 

 

 

Damages Exceed 

10,000 
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16. Exit Survey (Optional)  Click Next 

 

 

 

 

 

 

 

 

 

 

 

 

17. You have finished the interview  Click Next 
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18. Summary Page (part 1) 

The summary page will allow you to view information entered as well as the documents generated for 

you case. In order to move forward you have to review all your filings by selecting the arrow next to 

each document and either choosing view or download. Once you have reviewed all documents  Click 

Next 

 

  

 

 

 

 

 

 

 

19. Summary Page (part 2) 

Here you can review your documents again and get a breakdown of the filing fees associated with your 

case. Once you review everything. “Note: Copy fees will be assessed at time of acceptance. Court reserves 

the right to correct payment if under or over paid.” 

 

 

 

 

 

 

 

 

 

 

NOTE: You will be required 

at this point to create an 

account to establish a 

payment method.  

 Click Register Now (if 

you do not have an 

account) Continue to Page 

12 

 Click Log In Now (if you 

already have an account) 

Go to Page 13 

 

 

$46.00 

$75.00 

$3.63 

$121
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Registration for “Guide and File” Selfhelp 

Enter the information requested below and click Register. 
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20. Summary Page (part 3) 

Once you’re have logged in or registered  Click on Pay Now 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

21. Payment 

Select an option below and  Click Continue 

 

 

 

 

 

 

 

$46.00 

$75.00 

$3.63 

$121
.00 
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Enter Payment Information  Click Continue 

 

 

 

 

 

 

 

 

 

 

 

Verify Billing Information  Click save Information 
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22. Confirmation  

The above step will your card information and will redirect you back to your case and provide you with 

an envelope number. *Print your Confirmation* 

 

 

 

 

 

 

 

 

 

 

 

Once your case is accepted you will receive a case number from our court.  


