= Steps to E-File a Petition for Modification

Steps to E-File a Petition for Modification: i
Menu Selection: _ Domestic ¥ | Petition for Contempt
1. Select Complaints - Domestic - Petition for Modification | [y Petition for Modification :
@ Petition for Expedi icati
pedited Modification |

Case LooKkup tab:

2. Select county File Petition for Modification
3' SeleCt Standard or Non'Standard Case Type J Case Lookup | Party List | Petition for Modification | CIS Parties Represented @
¢ Non-Standard Examples: CD, CDX, CC, CH, CXX
4. Select Case Type Creingy | = i'
C T H Standard |~ -
5. Select Year i | dindlal M) |
. Year: -
6. Type Case Number (Sequential number)
E l 124 Case Number: | 124
° Xample:
. MNext
7. Click Next button - e
Part LiSt tab Case Looku | Party List | Petition for Modificati | CIs | Parties R ted 5 d Parti .
- . . . . . S€ oKUp arty Lis ettion r Moamcation artes Represente: erve artl
8. Parties - Notified Electronically indicates parties
. . . . y . . p Case Number: FC-98-2021-D-1
that will receive electronic Notification of Filing. i e e
9. Parties - Notified by Mail indicates parties that Judge: CreuitTindgs 9
the E-Filer is responsible for providing Notification Parties - Notified Electronically | Parties - Notified by Mail
Of Flllng Party | Name | Attorney | Name | Email
10. Clle NeXt button D-001  John Doe A-9900003 Private Attorney Private.Attorney@yahoo.com
P-001 Jane Doe G-2010009 Prosecuting Attorney Prosecuting.Attorney2@gmail.com
Back Next @

WARNING: All parties MUST be listed in the Party List tab prior to filing.
Contact the Circuit Clerk’s Office, before proceeding with your filing, if parties are missing from the case.

Amended Com laint tab: ‘ | Case Lookup | Party List | Petition for Modification | CIS | Parties Represented | @
11. Type a detailed Description of the

Amended Complaint Description:
12. Check Substantial Hardship _ _ o .
Requested ChECkbOX, if applicable. @ Substantial Hardship Requested (Affidavit of Indigency)
13. Click Next button Back Next

CIS tab:

Case Lookup Party List Petition for Modification | cIs | Parties Represented Served Parties

14. Check Accommodations check box,

: . Do you or any of your clients or witnesses in this case require special accommodations due to a
if applicable 14 Elpatens!
b CheCk requeSted Wheelchair accessible hearing room and other facilities
accommodations

Interpreter or other auxiliary aid for the hearing impaired

15. Check Child Support of Alimony
check bog, if applicable
16. Check DV Protective Order in Effect

Reader or other auxiliary aid for the visually impaired

Spokesperson or other auxiliary aid for the speech impaired

Now check box, if applicable 15 o .
17. Check CPS Investigation check box, if e g ek Rkl ot o
applicable 16 ¥| Is a Domestic \.."iolent?e F‘rotecli.\re Order- in effect n.ow? o - - o
18 CheCk Seal ldentifylng Information 1 7 7 izll-:lzzr;eadni:c;ttlj\:;:s:ll;le::ossgrl\;; ?ﬁnrvglctis}s(gftsio}r:;vestlgatlon of the children or was an investigation
check bOX, if applicable 1 8 7 Do you wish to seal identifying information (cover sheet will not be transmitted with the Petition and
19. Click Next button S}
Back MNext @
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t Steps to E-File a Petition for Modification

Pal‘ties Represented tab: Party List | Petition for Modification | CcIs | Parties Represented Served Parties |

20. Verify or check appropriate box(es) to indicate @ Refresh | Add Attorneys
the Party or Parties Represented by the E-Filer # |party | name
Optional: Add Co-Counsel via Add Attorneys button @ P-001  Jane Doe
21. Click Next button Bl 00 kDo
[ C-001 Child Two
Served Parties tab:
22. Select a Party Back || text @
23- Cth Set SerVice bUtton . Party List | P.e'h'tion for Modification | CIS | Parties Represented | Served Parties Documents @ ) |
24. Select Service via Service Type list P —
25 VerlfY/Update Address Party | MName | Service Type | Service County | Address
26. Click OK button @ SULL NN Set Service 3
» Repeat Steps 22-26 to serve additional parties. D-001  John Doe
27. Click Next button e [ |® I }
Tip: Service Type by “Plaintiff...” selection generates & emails a Service.pdf j::::s:me' IL She— |.®
document to the E-Filing Attorney (email registered by Attorney in E-File) and i |
the E-Filing Attorney is responsible for service. ity Gty @
Documents tab: o

28. Click Add button
29. Click Browse button to locate & select document
30. Select Petition for Modification via Type list

31. Type a detailed Description of the Petition

Cancel

o
e

32>Ch(l;k Upltosid b;gosflz t load oth Party List | Petition for Modification | CcIs | Parties Represented | Served Parties | Documents L
dsgs;anentes?s B o upload other § Refresh | bgd Add | = Delete
33. Cth NeXt button File Name ‘ Type | Size Description
MNfA Civil Case Information Statement 0.00 MB
Payment Summary tab:

34. Select Payment method Add Bocument -

35. Click View Payment Detail button to file: | il
review fees Type: | -

36. Click Close button Description: |

37. Check box to agree to no refunds

38. Click File and Pay button @ Jpload Cance

‘ Served Parties | Documents ‘ Payment Summary L Bpk et |®

Government Agency

@ Filing on behalf of a government agency

Payment Type

Q) Visa () MasterCard () Discover

Payment Summary

Payment Detail E3
Payment Amount: £85.00 i
Credit Card Service Fee: £3.40 Fee | Amount
Total Charges: $88.40 Modification $85.00

View Payment Detail @ Close

'Impurlant: Pleaze review all of the information that
you have entered. After you click "File and Pay” no
refunds will be made.

I agree with no refund policy.

Back File and Pay @
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Filing Receipt:

39. Select Click here to print the receipt hyperlink

40. Print or Download receipt, if desired.

Tip: Filing Receipts are always available in Filing
History via “History” tab.

41. Click X to close receipt window.
42. Click OK button to return to E-File Desktop

Filing Receipt

Your filing has been successfully completed.

Click here to prnint the receipt.

Steps to E-File a Petition for Modification

5 4—5‘ ViewReceiptaspx?Filing > | +

West Virginia E-Filing Receipt

ik

| o» &

GENERAL INFORMATION

Reference Number: 2Z1AUIMFEL
Filing Type: Petition for Modification
Filing Date: 4/6/2021 3:19 PM

PAYMENT

E-File Desktop (E-File Home Page):

Most Recent Filings - lists filing attorney’s ten most recent filings
Ref. Code - hyperlink to Filing Receipt

Filing Status:

Processed - Filing received by the Court

Generating Notice - Filing notifications are being generated
Clerk Review - Filing in Circuit Clerk’s queue for review
Rejected - Filing rejected by the Court
Judge Review - Filing in Judge’s queue for review
Unable to Process - Filing cannot be processed

e Email ServiceDesk@courtswv.gov for more information

Most Recent Filings

(jr Refresh

Ref. Code | Filing Type

- -ELAUSMRI: - Pefii:iﬁn .I:'or Modiﬁcati-on
21718ATX | Motice of Appearance
21MI3ZCHY | Motion

216TS48Z | Complaint

21AUS412 | Supporting Documents
21L6BWEP | Motion

Case Number Amount | Filing #| Filing Date

FC-98-2021-D-1 $85.00

CC-98-2021-C-1 £0.00
CC-58-2021-JA-4 £0.00
CC-98-2021-C-9 £0.00
CC-58-2018-1A-12 $0.00
CC-98-2021-C-1 $0.00

9
is
1z

1

3
15

4.#'6-1'202] 2:19:07 FM
4/5/2021 3:38:32 PM
3/31/2021 2:01:22 PM
3/15/2021 11:55:31 AM
3/15/2021 11:43:33 AM
3/3/2021 5:18:40 PM

Processed Date

4/6/2021 5:19:17 PM

4/5/2021 3:38:41 PM
3/31/2021 2:01:29 PM
3/15/2021 11:55:41 AM
3/15/2021 11:43:53 AM
3/3/2021 5:18:48 PM

Judge Review

Status
|
Processed
Judge Review
Processed
Processed

Judge Review
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