
This document will show you how to file a Third Party Complaint.

Third Party Complaint

To File a Third Party Complaint, go to the File tab > Complaints > Third Party Complaint.

Select Filing Type

Begin by starting with your Filing Type, and then select Continue.
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Case Lookup

Select the County, Case Type, Year, and Case Number of the case you will be working with. Click Next
to continue onto the Case Summary tab.
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Case Summary

Here you can see the parties that will be notified electronically and by mail. You can change which you
are viewing by clicking between the two tabs, ‘Parties – Notified Electronically’ and ‘Parties – Notified by
Mail’. Click Next to continue onto the Third Party Complaint tab.
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Third Party Complaint Description

Enter the description of the Third Party Complaint. Check mark if a Substantial Hardship has been
requested. Click Next to continue to the Represented Parties tab.
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Add Represented Parties

Check mark the represented party here. Click Next to continue onto the New Parties tab.
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Add New Parties

Here you can add, edit, and delete new parties. When adding a new party, you can also select a
Service Type. Click Next on the New Parties tab to continue to 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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Adding 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. Click on Next on
the Document Screen to continue to the payment tab. You will not be charged for this filing.
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Payment Summary

Select File on the payment screen when finished, and you will see this screen.
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Filing Receipt

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.
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