Steps to E-File a Petition for Modification:
Menu Selection:

1. Select Complaints - Domestic - Petition for Modification

Case Lookup tab:

2. Select County

3. Select Standard or Non-Standard Case Type
e Non-Standard Examples: CD, CDX, CC, CH, CXX

4. Select Case Type

5. Select Year

6. Type Case Number (Sequential number)
e Example: 124

7. Click Next button

Party List tab:
8. Parties - Notified Electronically indicates parties

that will receive electronic Notification of Filing.
Parties - Notified by Mail indicates parties that
the E-Filer is responsible for providing Notification
of Filing.

10. Click Next button

9.

©

Steps to E-File a Petition for Modification

Complaints =

Domestic  * |

Petition for Contempt

I@ Petition for Modification

i Petition for Expedited Madification

File Petition for Modification
J Case Lookup | Party List | Petition for Modification | CIS Parties Represented @
County: | | T
Case Type: Standard |V| | |v
Year: | | b
Case Number: | 124
e 0
Case Lookup Party List | Petition for Modification | CIS | Parties Represented Served Parti

Case Number:

Style:
Judge:

FC-98-2021-D-1
In Re: The Marriage of: Jane Doe and John Doe

Circuit Judge 9

Parties - Notified Electronically | Parties - Notified by Mail

Party | Name | Attorney | Name | Email

D-001 John Doe  A-S900003 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 lalnt tab: | Case Lookup | Party List | Petition for Modification | CIs | Parties Represented | @

11. Type a detailed Description of the

Amended Complaint BesEpha:
12. Check Substantial Hardship — P—

. . 5 tantial H R t A t of Ii

Requested checkbox, if applicable. A e R I S e

13. Click Next button Back Next
S tab:
. Case Lookup Party List Petition for Modification CcIs Parties Represented Served Parties

14. Check Accommodations check box, | |

lf applicable -14 7 g)i:;;}irijt;; any of your clients or witnesses in this case require specal accommodations due to a

b CheCk requeSted Wheelchair accessible hearing room and other facilities
ac_commodatlons . | Interpreter or other auxiliary aid for the hearing impaired
15. Check Child Support of Alimony T— ; —
i X Reader or other auxiliary aid for the visually impaired
check box, if applicable g " ——_—r Y
. . pokesperson or other auxiliary aid for the speech impaire

16. Check DV Protective Order in Effect

Now check box, if applicable

Check CPS Investigation check box, if
applicable

Check Seal Identifying Information
check box, if applicable

Click Next button

19
16 L
17 &
18 [

Back

17.

18.

19.

| Other

Is either party seeking child support or alimony?

Is a Domestic Violence Protective Order in effect now?

Is there an active Child Protective Services (CPS) investigation of the children or was an investigation
conducted in the last year pnor to filing this action?

Do you wish to seal identifying information (cover sheet will not be transmitted with the Petition and
Summons)

Mext @
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s
I‘J; ”l‘.‘\"-
Pal‘tles Re presented 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 B jitn | oo
C-001 Child Two
Served Parties tab: _
22. Select a Party —l— @
23' Clle Set Se_FVIce bUttOI_‘l . Party List | P;ﬁtim for Modification | cIs | Parties Represented | Served Parties Documents @ ®_
24. Sele_ct Service via Service Type list p———— p—
25 VerlfY/Update Address Party | Mame | Service Type | Service County | Address
26. Click OK button @ Hiis e e Set Service £3
» Repeat Steps 22-26 to serve additional parties. D-001  John Doe
27. Click Next button e |® : . }
Service Type: -
Tip: Service Type by “Plaintiff...” selection generates & emails a Service.pdf s dress:w II i | @
document to the E-Filing Attorney (email registered by Attorney in E-File) and s |
the E-Filing Attorney is responsible for service. Gty [Gity @
State: W .
Documents tab: w—

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

oK Cancel

32. Click Upload button , = m : ;
> Repeat Steps 28-32 to upload other Party List | Petition for Modification | cIS | Parties Represented | Served Parties | Documents L
documents (§ Refresh | gl Add | = Delete
33. Cth Next button File Name ‘ Type | Size Description
NSA Civil Case Information Statement 0.00 MB
Payment Summary tab:
34. Select Payment method Add Bocament =
35. Click View Payment Detail button to fle: | AERE
review fees Type: | -

36. Click Close button Description: |
37. Check box to agree to no refunds

. . Upload Cancel
38. Click File and Pay button
‘ Served Parties | Documents ‘ Payment Summary L R e |®

Government Agency

@ Filing on behalf of a government agency

Payment Type

) Visa (| MasterCard | Discover

Payment Summary

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

View Payment Detail @ Cloze

Important: Please review all of the information that
vou 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 | Filivia Reeeint
40. Print or Download receipt, if desired.
Tip: Filing Receipts are always available in Filing Your filing has been successfully completed.
History via “History” tab. Click here to print the recerpt
41. Click X to close receipt window.
42. Click OK button to return to E-File Desktop
d
B & ‘ ViewReceiptaspx?Filing X | - — O o
B = + = B ANl B B/
West Virginia E-Filing Receipt
Reference Number:  21AUIMRL
Filing Tvpe: Petition for Modification
Filing Date: 4/6/2021 3:19 PM
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:
e Processed - Filing received by the Court
e Generating Notice - Filing notifications are being generated
e C(Clerk Review - Filing in Circuit Clerk’s queue for review
e Rejected - Filing rejected by the Court
e Judge Review - Filing in Judge’s queue for review
e Unable to Process - Filing cannot be processed
e Email ServiceDesk@courtswv.gov for more information
Most Recent Filings
(lir Refresh
Ref. Code | Filing Type ‘ Case Number | Amount ‘ Filing #‘ Filing Date Processed Date Status
21AUSMRL | Petition for Modification ~ FC-98-2021-D-1 $85.00 9 4/6/20215:19:07 PM  4/6/2021 5:19:17 PM | Judge Review |
21Z1BATX | Motice of Appearance CC-98-2021-C-1 £0.00 18 4/5/2021 3:3B8:32 PM 4/5/2021 3:38:41 PM Processed
21MI3CHY | Mation CC-98-2021-1A-4 $0.00 12 3/31/2021 2:01:22 PM  3/31/2021 2:01:29 PM | Judge Review
21675482 | Complaint CC-98-2021-C-9 $0.00 1 3/15/2021 11:55:31 AM  3/15/2021 11:55:41 AM | Processed
21AUS412 | Supporting Documents  CC-98-2018-JA-12  $0.00 3 3/15/2021 11:43:33 AM  3/15/2021 11:43:53 AM | Processed
21L6BWEP | Motion CC-98-2021-C-1 $0.00 15 3(3/20215:18:40 PM  3/3/20215:18:48 PM | Judge Review |
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