
eFile F.A.Q.’s 
Here are some common frequently asked 

questions for eFile 

Fees button greyed out or Error Service is not allowed 

 

 

If you receive an error message while e-filing your case, it may be because you selected "eFile 

and Serve" in the "Filings" tab. For the time being, please use the "eFile Only" option instead. 

To fix this: 

1. Go to the "Filings" tab. 

2. Click the "Edit" icon (pencil symbol) next to your filing. 

a.  



3. Under "Filing Type," select "eFile Only." 

4. Click "Save." 

 

You can now proceed to the "Summary" section to calculate your filing fees. 

 

  



How to add inside or outside service fees? 
Locate Your Filing: Go to the "Filings" tab and find your saved filings in this example, it’s a 

Eviction Initial Filing. Click the "Edit" icon (pencil symbol) next to it. 

 

Additional Services & Fees Tab: Once your filing is open, navigate to the 

"Additional Services and Fees" tab. 

  

 

For individuals living inside the Shreveport city limits, choose "Marshal Service – Local." 



For those living outside the city limits, choose "Service Outside City Limits." 

Enter Quantity: In the box next to your chosen service type, enter the number of people 

needing that service. 

*The cost of an Eviction includes one service fee inside city limits. 

 

  



The Additional Defendant charge is not in my fees. 

Please note that if your eviction case involves multiple defendants, an additional fee will be 

required for each defendant beyond the first. This fee applies only to parties specifically 

designated as "Defendants." 

If you add someone to the case with a different designation, such as "Co-Defendant," this 

additional fee will not apply. 

 

This issue is resolved by selecting the edit icon (pencil) and changing the Party Type to 

“Defendant.”  

 

  



I’ve uploaded my documents but I’m getting an error? 

This can be caused by preloading the documents but not adding the preloaded documents to 

your filing.  

The first tab in eFile is “Preload Documents” this tab is used to preload your documents. 

However, you still need to attach the preloaded documents to a filing. In the image below, 

there are 5 documents preloaded.  

 

When I get to the “Filings” tab, I will select the filing and then select the preloaded 

documents. In the example below, I have selected a “Record Suit Inital Filing” filing code and 

scrolled down to the “Documents” section. Click on the “SELECT DOCUMENTS” button. 

 



In this popup you can select the documents that go with the filing. Use the arrow to select the 

preloaded documents. Since this is the lead document you can only select one, I will select 

the Petition and click the “Save” button. 

  

Next, use the “SELECT DOCUMENTS” button to select the attachments. After this, your 

“Documents” section will look like the image below. Now you can submit your filing. 
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