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Home Returns you to the Home screen.

Jobs in Field Map with pins representing active jobs out in the field.

Send Us Work Online wizard for work submission.

Check Status Search for jobs in a variety of ways.

Check Venue Tool for determining filing venue.

Document Center Access jobs in order to attach documents.

Export Documents Documents for FTP exchange.

Reports Variety of standard or custom reports.

Accounting View statement, payment, invoices and other accounting information.

Job Scoring Rate the handling of a particular job.

Performance Performance metrics specific to your jobs. 

NAVIGATION LINKS



NOTIFICATIONS
This quick link on the Home screen will display a snapshot of any 
new notifications since your last login. You can select to view 
items by clicking on the appropriate link or by selecting ‘See all 
notifications’ at the bottom which will take you to your ‘Activity 
Feed’.



JOBS IN FIELD

You can use the ‘Jobs in Field’ link 
to see a map with pins for where 
open jobs are taking place. 
When you click on a pin it opens 
up a brief description of the Job 
Number, Servee, Address as well 
as quick links to get to the Job 
Summary screen, Print Workorder, 
and View status items. 
Areas with a large circle and a 
number in the center are 
locations where there are 
multiple jobs in the nearby area. 
Scroll in on the map or click the 
number to zoom in. You can also 
select ‘Map’ or ‘Satellite’ views in 
the upper right corner of the 
map.



SEND US WORK
You can use our web portal to send requests to us to perform various services such as: service 
of process, skiptracing, document deliver or pickup, court filings and document retrieval. 
Follow the steps in the job wizard to set up a new request, or you can ‘Use Template’ to 
create, store and then later use templates for items that you may find you process frequently.



CHECK STATUS

You can either use 
the bubble in the 
upper right corner of 
the screen to find 
jobs to check status 
or or you can use our 
‘Check Status’ 
feature. 

By using the Check 
Status feature you 
can search for 
specific items based 
on multiple specific 
criteria as opposed 
to getting a 
shortened listing 
without details.



SEARCH OPTIONS

Search Query Job Type Search Date Range Search



SEARCH RESULTS/ JOB DETAILS

Search results will 
net a listing of 
related jobs with a 
snapshot of details 
such as Servee, 
Active Address, 
Status. 

It will also provide 
quick links to 
Status, Documents, 
Affidavits and 
Photos.



JOB SUMMARY

When you select a job by 
clicking the serve name you are 
taken to the ‘Job Summary’ 
screen. This screen will provide 
you access to detailed 
information for the job including:
• Job Info
• Status
• Scans
• Photos
• Addresses
• Linked Jobs
• Timeline



JOB INFO
Case Info
•Court cause number
•Filing information
•Case caption
•Attorney on case
•Case reference number

Job Info
•Quick Links to:

•Insert status note
•View Workorder
•Print affidavit
•Job scoring
•Forms

•Name of serve
•Active Address
•Job type
•Documents
•Court date
•Server
•Service details



STATUS
You can view various forms of 
status with dates and times. 
Statuses can be sorted and 
filtered in various manners.

Send notes to EZ Messenger staff using the ‘Insert 
Status Note’ link. The ‘High Priority’ button should 
be selected for any items requiring rush attention.



SCANS
Any scans currently 
attached to the job 
can be viewed here. 
You can also upload 
additional scans as 
needed.



PHOTOS

View photos associated with 
attempts and service 
completions. Photos are geo-
tagged and have the status 
note, date, time, and address 
of attempt.



LINKED JOBS
If you have jobs with 
identical forms of 
identifiers they will 
appear here. In this 
example job 315810 has 
the same reference 
number as the service 
listed below. 

Jobs may link based on 
Case Number or 
Reference Number. This 
does not force the jobs 
to be part of the same 
case, but rather 
provides an easy way to 
find jobs with matching 
information.



TIMELINE

The Timeline shows a 
chronological listing 
of events on the 
selected job.



CHECK VENUE

By using our Check Venue 
tool you will be able to 
enter an address, the 
balance being collected 
and your reference 
number (optional) to 
obtain information on the 
venue your case should 
be filed in. 



REPORTS
EZ Messenger offers a 
multitude of standard 
reports for your 
account. Don’t see the 
type of report you 
need? You may want 
to check the 
Performance link or ask 
your Account 
Executive about 
creating a custom 
report!



ACCOUNTING
We make it easier than 
ever to review your 
accounting details. In our 
Accounting section you 
can find our W9, review 
invoices, statements and 
payments. You also have 
access to reconciliations 
and can search for 
check numbers used for 
payments on your 
account.



JOB SCORING
One of our newest 
features is our Job Scoring. 
After your job has been 
completed you can 
provide feedback on 
various aspects of your 
service. 



PERFORMANCE

Performance Metrics 
snapshot for your account 
can be seen here. 

Details in regards to each 
type of metric can be 
accessed by clicking the 
blue ‘Details’ link.



PERFORMANCE METRICS DETAIL
After you select ‘Details’ you will see a listing of the total items that make 
up the section in question. You can view job details, status, attached 
scans and photos. You can also download a .CSV file to open in Excel.
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