
Filing Appearance Form



Select “Docketing” then “File a Document”



Enter the Case Number



Select “Case Opening Forms”

Next, select “Appearance Form”



Select “Continue” to go to the next screen.



Certify Service by checking the “Continue” box.



Select “OK”



Enter name

Select party(s) being represented.



Select “Browse” to go to the 
location on your computer 

where the completed 
Appearance Form resides.



Select the “PDF” file 
that is your completed 

Appearance Form.  



To make sure this file is the 
correct one, right-click on 
the file name.  Then, open 

with Adobe Reader or 
Acrobat.  



Verify that this is the 
proper attachment then 

close the file.



Next, select “Open” to 
transfer the selected 

“PDF” file to the Court’s 
computer.  



Enter the Service 
Date, (which is the 

current date).  

NOTE:  Any party with the “email” box checked 
will be notified automatically.  However, for 

parties that do not have the “email” box checked, 
service must be made by the filer using the 

preferred method.



Select “Continue” to 
go to the next screen.



This is the text that will 
appear on the Docket 
Sheet.  It cannot be 

edited.  If the 
information is incorrect 
use the “Back” button 
or cancel the filing and 

start over.

Select “Continue” to 
move to the last screen.



The text that will appear on 
the Docket Sheet is displayed 

once more.  It cannot be 
edited.  If the information is 

incorrect use the “Back”
button or the “Cancel”

button at the bottom of the 
screen to start over.

If correct, select “Submit” to 
finalize the filing of the 

Appearance Form.



Select “OK” to return 
to the first screen.


