
Start a New Case

Prior to starting a new case using the E-Filing application, you 
must have Summons and/or Complaint, ready to upload, along 
with an acceptable method of payment.  

A Case Information Cover Sheet and an Order Setting Case 
Schedule (if a managed case) will be generated at the end of 
the transaction. Make sure to print and/or save them prior to 
exiting the Confirmation Receipt Screen – after this window is 
closed in your browser, it will not reappear.



E-Filing Home Page

� Select Start New 

Case option

“Enter Case Information” Progress Screen ����

� In Case Category 
field, select down-
pointing arrow on the 
right to open drop-
down menu to display 
Case Categories.

� Select appropriate 
Case Category



“Enter Case Information” Progress Screen ����

� In Sub Category field, 
select down-pointing 
arrow on the right to 
open drop-down menu 
to display Sub 
Categories

� Select appropriate 
Sub Category

“Enter Case Information” Progress Screen ����

� In Case Designation
field, select down-
pointing arrow on the 
right to open drop-
down menu to display 
Case Designation 
choices

� Select appropriate 
Case Designation 



“Enter Case Information” Progress Screen ����

� Enter Case Title 
information

� Select the Next Step �
button

Note: Your Case Area 
Designation and Case 
Information Cover Sheet 
(CICS) will be created 
based on the 
information you entered 
in “Enter Case 
Information” Progress 
Screen �.

“Add Minimum Initiating Documents” Progress Screen ����

� Select Browse to obtain 
desired PDF/TIFF 
Summons document from 
your local  computer or 
network 

Note: A summons is not 
required to open a new 
case.  If there is no 
summons, submit only the 
complaint/petition.



“Add Minimum Initiating Documents” Progress Screen ����

� After desired 
document is obtained 
and document 
filename appears in 
“Enter Document 
Filename” field, select 
the � Add 
Document button

� Document will be 
validated, “Add 
Minimum Initiating 
Documents” Progress 
Screen � will appear 
again with the 
addition of the ���� Add 
Attachment button 
as an option 

“Add Minimum Initiating Documents” Progress Screen ����

Note: If only a 
Summons was 
submitted, select the 
Add Attachment
button to attach the 
complaint/petition.  A 
new case may be 
started without a 
summons, but a  
complaint/petition is 
required.

� Select Browse to 
obtain desired 
PDF/TIFF 
Complaint/Petition 
document from your 
local computer or 
network.



“Add Minimum Initiating Documents” Progress Screen ����

� After desired 
document is obtained 
and document 
filename appears in 
“Enter Document 
Filename” field, select 
the � Add 
Attachment button

� Document will be 
validated, “Add 
Minimum Initiating 
Documents”
Progress Screen ����
will appear again with 
the � Add 
Attachment button as 
an option

“Add Minimum Initiating Documents” Progress Screen ����

Note: Repeat previous 
steps for any 
additional attachments 
to summons/complaint 
or petition.

� Select the Next Step 
���� button to proceed 



“Summary” Progress Screen ����

� Summary of your filing will 
appear 

� Review case information

� You may select the 
hyperlink for the 
document(s) and/or 
attachment(s) to view. 
This is your last 
opportunity to view 
documents before filing. 

� If you are satisfied with 
the document to be E-
Filed, select the Pay & E-
File Now ���� button

Making Your Payment - E-Commerce

� You will taken to a King County 
E-Commerce site where you can 
pay the required filing fee via 
credit card or internet check. 

� When E-Filing documents 
requiring a fee, a service fee of 
$2.49 for credit card and $0.95 
for internet check, will be 
assessed. 

� An e-mail confirmation will be 
sent when E-Commerce has 
successfully processed your 
payment and it will return you to 
the E-filing system at 
“Confirmation Receipt” Progress 
Screen����.



“Confirmation Receipt” Progress Screen ����

� A Confirmation 
Receipt will appear 
listing the documents 
that were successfully 
E-Filed

• A Case Information 
Cover Sheet and an 
Order Setting Case 
Schedule (if case is a 
managed case) will be 
generated at the end of 
the transaction.  Make 
sure to print and/or 
save them prior to 
exiting the Confirmation 
Receipt Screen – after 
this window is closed in 
your browser, it will not 
reappear.

“Confirmation Receipt” Progress Screen ����

� You may select the �Print 

Friendly Version button to 
print receipt.


