Proposed Order

Follow the directions below to file a Proposed Order
Once logged in

Select Proposed Orders > Proposed Order Case (Rtf Editor)
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Proposed Order

Begin by locating the case you wish to file in

Enter the requested information below, then select the Next Button

File Proposed Order - Case - Rtf Editor

J Case Lookup Case Summary Represented Parties Proposed Order Order Editor Documents @
County: |32; Monroe |v|"\oj
Caca Typa: standard |~ |[c; civil |v|\9£
Year: 2016 | &I
Case Number: |51 | L4
Mext
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Proposed Order

Once the case has been located and verified

Select the Next Button

File Proposed Order - Case - Rtf Editor

Case Lookup Case Summary Represented Parties Proposed Order Order Editor Documents @

Case Number: CC-32-2016-C-51
Style: Joe Schmoe v. Joe Schmoe
Judge: Paul Embrey

J Parties - Motified Electronically Parties - Motified by Mail

Party Mame Attorney Mame Email
P-001  Joe Schmoe A-100023 John Smith tony. hoffmand@oclis.com
P-001  Joe Schmoe A-1 Daniel Pach daniel.pach@alis.com
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Proposed Order

Select the party

This confirms that you are filing on behalf of the correct party

Select the Next Button to go to the next screen

File Proposed Order - Case - Rtf Editor

Case Lookup Case Summary Represented Parties Proposed Order Order Editor Documents @

Party Class: Plaintiff | v|

Add Attorneys

# Party MName

¥ P-001 Joe Schmoe o
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Proposed Order

Enter the Description for the Proposed Order

This description will be displayed on the Proposed Order as the title.

Select the Next Button

File Proposed Order - Case - Rtf Editor D

Case Lookup Case Summary Represented Parties Proposed Order Order Editor Documents @

Description: |Scheduling Order: Modification OF Spousal Support

Order Type: |Standard |v|

Back MNext
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Proposed Order

There are three ways to add the Proposed Order

Remember to only add the body of the order. The system creates the style for you! 1. Type the

Proposed Order 2. Import a file. The system accepts 3 formats .docx, .rtf, .odt 3. Copy and Paste text
into the editor - To paste, you must use Ctrl+v

File Proposed Order - Case - Rtf Editor

| Case Lookup | Case Summary | Represented Parties | Proposed Order | Order Editor Documents

Home Insert Page Layout View b
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Proposed Order

To import a file, select Import

Keep in mind the system only accepts the three file types: .docx, .rif, .odt

e -
Century S

choolbook 12

Upload Document £

The following file types can be uploaded .docx, .rtf, and .odt

|Pmpnsed Order.rtf | Browse... ‘

| | oK || Cancel |
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Proposed Order

Copy and Paste

Remember, to paste into the editor, you must use Ctrl + v

File Proposed Order - Case - Rtf Editor D

| Case Lookup ‘ Case Summary | Represented Parties | Proposed Order | QOrder Editor Documents

Home Insert Page Layout View -

& |E| oL |C.‘entur'§-I Schoolbook |v||12 |v ‘A Font ™ | Paragraph ™ | Styles = E[}

This matter came before the Court pursuant to the Petitioner’s Petition for Modification of
Spousal Support. This Court, having reviewed the Petition, finds good cause to set this mates
hearing. Accordingly, this Court ORDERS as follows: 1. INITIAL HEARING a. This mattes

scheduled for an initial hearing on: WEDNESDAY, MARCH 2, 2016 AT 1:00 PM|
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Proposed Order

Once your Proposed Order is complete

You can preview it to make sure it is exactly what you want. You can also preview it as a .pdf if you like.

Once you are satistifed, select the Close Button

Preview Order E3

Click here to view the PDF. h

I[n the Circuit Court of Monroe County, West Virginia

Division I
Joe Schmoe, )
Plaintiff, )
)
Vs.) ) Case No. CC-32-2016-C-51
)
Adam Schmoe, )
Defendant )
)

Scheduling Order: Modification Of Spousal Support
This matter came before the Court pursuant to the Petitioner’s Petition for Modification of

Spousal Suppert. This Court, having reviewed the Petition, finds good cause to set this mater for
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Proposed Order

Once you are complete with the body of the order

Select the Next Button to go to the final step.

File Proposed Order - Case - Rif Editor D

| Case Lookup | Case Summary | Represented Parties | Proposed Order | Order Editor Documents

Horme Insert Page Layout View o

@ ~ | 0N ® | Century Schoolbook | +| (12 |~

‘A Font = | Paragraph = | Styles =
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This matter came before the Court pursuant to the Petitioner’s Petition for Modification of
Spousal Support. This Court, having reviewed the Petition, finds good cause to set this mate
hearing. Accordingly, this Court ORDERS as follows: 1. INITIAL HEARING a. This mattei

scheduled for an initial hearing on:WEDNESDAY, MARCH 2, 2016 AT 1:00 PM|
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Proposed Order

The last step gives you the opportunity to upload any
supporting documents

If you need to add supporting documents, they must be in .pdf format.

Add Document 3
File: | Browse... |
Type: | | - |
Description:

Upload Cancel
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Proposed Order

Now that each step has been completed

You are ready to file. Select the File Button and you are finished.

File Proposed Order - Case - Rtf Editor

Case Lookup Case Summary Represented Parties Proposed Order Order Editor Documents

@§ Refresh | Gyl Add | = Delete

| File Name Type | Size | Description
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