
This document will show you how to file a New Boundover.

New Boundover

To File a New Boundover complaint, from under the File tab go to Complaints > New Case > New
Criminal > Boundover

Select Filing Type

Begin by selecting your Filing Type, and select continue.
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Select Options

Select your County, Case Type (will only be Boundover), and Origin. You can also select if a
Substantial Hardship or a Mediation have been requested. Select Next to continue onto the Plaintiff
tab.
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Add Plaintiff

Click the Add button here to add in a new Plaintiff. Once a Plaintiff if selected, you can also click the
Edit button to change any information, or Delete to remove the plaintiff. For this type of case, the
Plaintiff will be added automatically as State of West Virginia. Click Next to continue onto the Defendant
tab.
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Add Defendant

Like with the Plaintiff screen, you can add, edit, or delete defendants. You can also add in an Attorney.
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Select Service Type

When adding in a defendant, you can also select a Service Type.
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Add Attorney

Select the Attorney Type, then type in their Bar ID. Click ok when finished. Click Next on the Defendant
tab to continue onto the Witness tab.

WVClerks - File - New Boundover

Page 6WVClerks - File - New Boundover / Created - 3/24/17



Add Witness

Like when adding in other parties, you can Add, Edit, and Delete Witnesses. Click Next to continue onto
the Victim tab.
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Add Victim

Here you can Add, Edit, or Delete Victims. Click Next to continue onto the Criminal tab.
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Criminal Tab

Enter a Description and if the Arrest Information is available or not. You can also select if this is a Bond
Transfer. Click Next to continue onto the Charge tab.
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Add, Edit or Delete Charges

Here you can Add, Edit, or Delete Charges.
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Adding A Charge cont.

When adding a charge, you can select the charge itself, and how many counts the charge has. Select
Ok with finished. From the Charges tab, click Next to continue to the Magistrate Court Case tab.
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Magistrate Court Case Tab

If you have a Magistrate Court Case number for this Boundover, you can add it in here by click the Add
button, and typing in the number. You can also Edit and Delete them. Click the Next button to continue
onto the Documents tab.
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Add Documents

Click Add to add in a document from your PC, Delete to remove a selected document, and Scan to add
in a document by using the scanning program.
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Add Documents cont.

When adding in new document, select Browse to find the document on your PC. Select the Type of
Document you are going to upload, and add in a description. When done, click upload.
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Filing Receipt

When Finished, click the File button on the Documents tab and you will receive this message. This is
your confirmation that your filing was complete. You can also view a receipt here if needed. Click ok to
return to the Desktop.

WVClerks - File - New Boundover

Page 15WVClerks - File - New Boundover / Created - 3/24/17


	New Boundover
	Select Filing Type
	Select Options
	Add Plaintiff
	Add Defendant
	Select Service Type
	Add Attorney
	Add Witness
	Add Victim
	Criminal Tab
	Add, Edit or Delete Charges
	Adding A Charge cont.
	Magistrate Court Case Tab
	Add Documents
	Add Documents cont.
	Filing Receipt

