Filing an Amended Complaint

Begin by selecting Complaints, Amended Complaint from the

file menu.
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¢ Amended Complaint

Under the Case Lookup Tab, enter the case number, including
county, case type, year, and case digits.

Click Next to proceed to the Case Summary tab.

File Amended Complaint

Case Lookup mm|mmwn Amended Complaint Represented Parties Mew Ded @

County: 32; Monroe

T
Case Type: Standard | ¥ || C; Civil | -
Year: 2016 i;
Case Number: lﬁﬂl
Mext
k
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fﬁ Amended Complaint

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.

Click next to proceed to the complaint lookup tab.

File Amended Complaint

Caze Lookup | Case Surmmary | Complaint Lookup = Amended Complaint | Represented Parties | Mew Del @

Case Mumber: CC-32-2016-C-68
Style: James Doe v. Mark Smith
Judge: David Sanders
Parties - Natified Electronically | Parties - Natified by Mail
Party MNarme Attorney Name Ermail
P-001 lames B Doe @ A-100023 Jahn Smith tuny.hqﬁman@nli:.:nm
Back Mt
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fﬁ Amended Complaint

Highlight the Complaint you intend to amend.

If there are multiple items, use the view button to locate the desired complaint.
If the Complaint you are amending was not electronically filed, select the “Paper filed” radio button.

Select next to proceed to the Amended Complaint tab.

File Amended Complaint

Case Lookup | Case Summary | Complaint Loakup Amended Complaint Represented Parties Mew Ded @

@ E-Filed % Paper Filed F

Type | Filer Filing # Filing Date
Wiew Complaint John Smith 1 S/13/2016 9:38:22 AM
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| . Amended Complaint

If you are requesting Substantial Hardship, place a checkmark
in the box.

Proceed to the Represented parties tab.

File Amended Complaint

Case Lookup Case Summary mmmp.ﬁ.mendeﬂﬂnmpuin: Represented Parties Mew Del @

Description: Amended Complaint

Substantial Hardship Requested (Affidavit of Indigency)

Back Mext
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'ﬁ Amended Complaint

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.

Proceed to the new defendant tab.

File Amended Complaint

Case Lookup Case Summary Complaint Lookup | Amended Complaint Represented Parties Mew Ded @

Party Class: Plaingiff [ -

Add Attormeys

# Party | Mame

+ P-001 James R Doe
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'ﬁ Amended Complaint

If needed, use the add button to add a new defendant.

Enter any additional defendants or if there are no new defendants, proceed to the served parties tab.

File Amended Complaint

Case Summary l Complaint Lookup 1mmwu I Represented Parties | Mew Defendant m@@
G Add | ® Edit | == Delete

Party Type Service Type | Narnme Address

Mo data to display
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fﬁ Amended Complaint

Select a party to serve, and select the set service button.

Select a service type from the drop down menu. Verify service address if applicable and click ok to
continue.

Repeat this process for any parties you wish to serve. Click next to proceed to the documents tab.

| Set Service

Service Type: |& i
Add : Plaintiff - Certified Mail
Plaintiff - Private Process Server

Address 2:
_ Plaintiff - Order of Publication
City:
Plaintiff - Out of State Sheriff
ans Circult Clerk = Certified Mail
ZIP:

Circuit Clerk - First Mail
Circuit Clerk - First Clags Mail {Auditor)

Secretary of State - Certified
Secretary of State - Certified - Other Country
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fﬁ 1 Amended Complaint

To attach the amended complaint. Click the add button and
browse your computer for the appropriate document.

Remember all documents must be in PDF format.

Choose the document type Amended Complaint. Enter a description, and press upload to attach the
file.

*To add additional documents repeat this process, choosing the appropriate document type.

Add Document
File: Amended Complaint.pdf Browse..,
Type: -Amtnﬂed Camplaint -
Amended '
Description:
Uﬁﬂ Cancel
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Amended Complaint

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

Once all your documents have been attached, click next to proceed to the payment summary.

File Amended Complaint

~ Amended Complaint | Represented Parties | New Defendant [ Served Parties | Documents | Payment Sun O]0]

i Refresh [l Add == Delete
File Mame | Type Size Description
Mf& Case Information Sheet 0.00 MB
U@- Amended Complaint.pdf Amended Complaint 0.01 MB Amended
Bk Mext
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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

dropdown menu.

*If your filing requires more than one filing fee, select the appropriate fee multiplier.

Press the File Button to proceed.

File Amended Complaink

Represented Porties | New Defendont | Served Parties | Documents | Payment Summary 0]
Gowernment Agency
Filing on behalf of @ government agency
Fee Multiplier

Select the fee multiplier: ‘|

Payment Summary

Payment Amount:
Convenience Fee:
Total Charges:

i
o & W R D

You will be not ba chal filing.

Back File

Amended Complaint / Created - 9/14/16 Page 11



	Begin by selecting Complaints, Amended Complaint from the file menu.
	Under the Case Lookup Tab, enter the case number, including county, case type, year, and case digits.
	Verify the Case Number and Style of the case.
	Highlight the Complaint you intend to amend.
	If you are requesting Substantial Hardship, place a checkmark in the box.
	Place a checkmark by the parties whom you represent.
	If needed, use the add button to add a new defendant.
	Select a party to serve, and select the set service button.
	To attach the amended complaint. Click the add button and browse your computer for the appropriate document.
	Always verify that you have uploaded the correct document by clicking on the view button.
	If you are filing on behalf of a government agency, place a checkmark in the box, and select your agency from the dropdown menu.

