' Steps to E-File an Amended Complaint

WARNING: An Amended Petition must be filed using the Complaints ~

Amended Petition filing option. == dm Amended Complaint
Steps to E-File an Amended Complaint: Amended Petition
Menu Selection: File Amended Complaint
1. Select Complaints - Amended Complaint Case Lookup Party List Complaint Lookup Amendeq“CUmp\aint.: O ‘
Case LooKkup tab: Boanty: : h
2. Select County Case Type: estandard - >
3. Select Standard or Non-Standard Case Type vear: ;- M
e Non-Standard Examples: ], CR-AP, MAP, PCR, P-CR, FM Casthumbes 121
4. Select Case Type b o
5. Select Year :
6 Type Case Number (Sequential number) | Case Lookup Party List Complaint Lookup Amended Complaint Civil CIS Parties |
° Example: 124 Case Number: CC-98-2020-C-17
. Style: Plaintiff One v. Defendant One
7. Click Next button Judge: Circuit Judge
Part){ List tab: e Parties - Notified Ele:tr'onl'callyl\ Parties - Notified by Mail 9
8. Parties - Notified Electronically indicates Party | Name _Attﬁvr“”ev Name | Email
parties/attorneys that Wlll receive electronic D-001 Defendant One A-550010 Andrea Snyder andrea.snyder@courtswv.gov
NOtiﬁcation Of Flllng P-001 | Plaintiff One A-5500003  Private Attorney Private.Attorney @yahoo.com
. . ' R . P-002  Plaintiff Two A-9900003 Private Attorney Private.Attorney@yahoo.com
9. Parties - Notified by Mail indicates
parties/attorneys that the E-Filer is responsible for B i @
providing Notification of Filing. : - :
10. Click Next button | Case Lookup Party List | Complaint Lookup | Amended Complaint | civil cIs
WARNING: All parties MUST be listed in the Party List tab o eriss © raper riea (f)
prior to filing. Contact the Circuit Clerk’s Office, before Type Filer Filing # | Filing Date
proceeding with filing, if parties are missing from the case. View  Complaint s Private Attorney 1 9/18/2020 4:36:51 PM @
Complaint Lookup tab: _
11. Select Paper Filed or E-Filed radio button Back Next @
» If paper filed, skip to step 13.
12. Select the Complaint being amended Case Lookup | Party List  Complaint Lookup | Amended Complaint | Civil CIS

13. Click Next button
Amended Complaint tab:

@Des:ript\on:

14. Type a detailed Description of the Amended @ Substantial Hardship Requested (Affidavit of Indigency)
Complaint Back Next @

15. Check Substantial Hardship Requested checkbox,
if applicable. Case Lookup | Party List | Complaint Lookup | Amended Complaint | Civil CIS | Parties Represented

16. Click Next button 0 JL\)D:J you or any of your clients o witnesses in this case require special accommodations due to a disability?

.. | ) ' N il
Clvil CIS tab: e o s oty o e
17. Check Accommodations check box, if applicable Reader or other auxiliary aid for the visually impaired

Spokesperson or other auxiliary aid for the speech impaired

e Checkrequested accommodations

18. Check Request Jury Trial check box, if applicable B Request j:iﬂa‘ Case will be ready for trial by: .
19. Check Request Mediation check box, if applicable 8 7' Request Mediation
20. Click Next button e [l @
Parties Represented tab: Amended Complaint | Civil CIS | Parties Represented | New Defendant [
21. Verify or check appropriate box(es) to indicate | & Refresh | Add Attorneys
Parties Represented by the E-Filer @ﬁ Party | Name
Optional: Add Co-Counsel via Add Attorneys button i jFool | pomanons

22. Click Next button | ¥ P002  Plaintiff Two

D-001 Defendant One

Back Next @
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23. Click Add button Amended Complaint | Civil CIS ‘ Parties Represented | New Defendant | Served Parties

24. Select Service via Service Type list 5 Refresh |L:] Add é > edit | 4 Delete

25. Complete Defendant information fields Party Type | Service Type | Name | Address

26. Click OK button Add/Edit Defendant =
» Repeat Steps 23-26 to add additional defendants. | |

27. Click Next button Party Type: |Ind\wdual [+ |
Tip: E-Filer receives a Service.pdf document via service Type: | lz
email that will contain Notification of Filing First Name: |
documents to be served if any Plaintiff Service
Type option is selected for any party in the Served @ oK Cancel
Parties tab. —T @

Served Parties tab:
28. Select a Party
29. Click Set Service button
30. Select Service via Service Type list
31. Verify/Update Address

32. Cth OK bUtton Amended Complaint ‘ Civil CIS | Parties Represented ‘ New Defendant | Served Parties

» Repeat Steps 28-32 to serve additional parties. @ Refresh [sersevies T
33. Click Next button Party | Name J | service Type ‘ Service County |
o8 P-001  Plaintiff One -
Set Service 23
Documents tab: P-002  Plaintiff Two -
- ooz |
34. Click Add button D-001 Defendant One ’j
35. Click Browse button to locate & select document D-002  Defendant Two i Sﬁ
; ; i D-003  Defendant Th ‘
36. Select Amended Complaint via Type list elendant hice Address: Ty |
37. Type a detailed Description of the Complaint Back | Next @ Bdfiesels: |
38. Click Upload button City: city
» Repeat Steps 34-38 to upload other documents. State: [wv [-]
39. Click Next button z1P: 12345 ]
OK Cancel
Payment Summary tab:
4,0 Select Payment method Amended Complaint Civil CIS ‘ Parties Represented | New Defendant ‘ Served Parties ‘ Documents L
41. Check box to agree to no refunds & Refresh | (g Add Tl
4_2 Clle Flle and Pay button ‘ File Name | Type | Size ‘ Description
- N/A Civil Case Information Statement 0.00 MB
| SRR | LRE T | Raymnentisammacy, L View Example.pdf Amended Complaint 0.03 MB Amended Complaint
Government Agency Add Document 52 |
Filing on behalf of a government agency File: Browse...
Type: ‘ I -
UL Description: ‘
0! Visa MasterCard Discover @ Lload Eilirsd
Back Next @

Payment Summary

Payment Amount: $84.00
Credit Card Service Fee: $3.36
Total Charges: $87.36

View Payment Detail

Important: Please 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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