
This document will walk you thought the steps of filing a new motion.

Begin by selecting the file menu.

Next select Motions > New Motion.
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Enter the case number, including county, case type, year, and
case digits

Select Next
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Verify the Case Number and Style of the case.

Take note of the Parties notified electronically and the parties that must be notified by mail.

Then proceed to the motion tab.
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Choose a Motion type from the menu.

If Other, Enter a Description, and click next to proceed to the represented parties tab.
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Place a checkmark by the parties whom you represent.

At this time you may add any additional co-counsel who are not already attached to the case.

Click next to proceed to the documents tab.

To attach the Motion.

Click the add button and browse your computer for the appropriate document.

Remember all documents must be in PDF format.

Choose the document type Motion. Enter a description, and press upload to attach the file.
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To add additional documents repeat this process, choosing the appropriate document type.

Always verify that you have uploaded the correct document by clicking on the view button.

Review all of the information that you have entered in each tab and Proceed to the payment summary.
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If you are filing on behalf of a government agency.

Place a checkmark in the box and select your agency from the drop-down menu.

When you are ready, press the File button to file your motion and receive your filing confirmation
receipt.
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