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.
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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 thereis no
summons, submit only the
complaint/petition.




“Add Minimum Initiating Documents” Progress Screen @

/2 Initiate New Gase - Microsoft Internet Explorer

Ele Edt Vew Favontes ook Hep
wBack v 4 ~ Q[ A Qsearch GFavortes I B I F
T

E o After desired

NN

@ King County

King County@Filing sor

e the + Add

SELEENS (2 start New Case
P Plesseenier
Homaren p
e (@) i st ocuments

ty0u cannot use your
ok

Document Description

SUMMONS & COMPLAINT

p anthccess
o this fling

Case Title
ooty vs Pluto

Attachments Sign

— [\ECRE-Fiing\E-Filing D¢ _ Browse...

4 Add Addional Documents | Next Step s

el Document button

e Document will be
validated, “Add
Minimum Initiating
Documents” Progress
Screen @ will appear
again with the
addition of the 4= Add

|| Attachment button

as an option

King County | News | Services | Comments | Search

[ & @ intermet

“Add Minimum Initiating Documents” Progress Screen @

@ King County

sse - Microsoft Internet Explorer. =l=lx|
Gk e s Doy Note: If only a
e Sewima? Summons was

E submitted, select the

KingCounw@Filing e

Ers  vew o |

e
LIGTRUCTIONS If Start New Case
Plsso erer
Tormaton =
— (2) 4d Minimum nitating Documents

= Document
Description file
st over
SUMMONS & affB2.pdfemoe
COMPLANT

A Giant Access
o this fling

~ Payment Voucher

Case Number
ot Accigrnad
case Tite
Pluto
m

sun:
ConpLANT
File Name
ez pit

Browse...

4 Add Addiional Documents | Next Step s

FOD

S required.

7 sion now

~  PDF/TIFF

-l network.
[ | & [ intemer

Tearer document is obtained
B and document
filename appears in
“Enter Document
Filename” field, select

Add Attachment
button to attach the
complaint/petition. A
new case may be
started without a
summons, but a
complaint/petition is

e Select Browse to
obtain desired

Complaint/Petition
document from your
local computer or




“Add Minimum Initiating Documents” Progress Screen @

ew ¢ rosoft Intemet Explorer | .
S~ >~ 06 3 s o §16- S5 E B o Afterdesired
i ez, - SIS document is obtained
_ - and document
@1 comey filename appears in
“Enter Document
kng oty )riing ‘ Filename” field, select
the + Add
R e ¥000 Attachment button
’m (@) Actanirum toting Documerts ° Do_cument will be
validated, “Add
e ocumart e atachments sion "D"",'L'lfj"r#gt';‘]}'a“"Q
st over [VECRE-FINGE-Fiing D¢ _ Browse..
e s Imetnmen = Progress Screen @
- Payment Voucher will appear again with
= the + Add
4 Add Additional Documents |  Next Step s ——
PN — Attachment button as
an option
=l
[T & (@ terner

“Add Minimum Initiating Documents” Progress Screen @

=l=)x]

Note: Repeat previous
ErTE steps for any
(@) couny B additional attachments
to summons/complaint
king County E)Filing o or petition.
e e e wea || @ Select the Next Step
= button to proceed

INSTRUCTIONS =il
[ start New Case 0]

3 @] @search Gravortes & B B &
nirok

oY T —

Document ; ’
GEScoere File Attachments Sign
sartover [ -
SUMMONS & aff82 pdfremove ‘Add Attachment
R hcssss COMPLANT i) ATTT)
delr.pdfremove a
I~ Payment Voucher
Case Number
ot Assianed 4 Add AddionalDocuments ) _ Next Step s
case e e
oot s Pto
pecumen
Deccipion
SN
it e
[
= |
[ & [ neemer




“Summary” Progress Screen ©

3 CommonSummary - Wicrosoft Internet Explorer. [EEE °

i tiob

b Psewch Srrovtes @ (- - 08

Summary of your filing will
appear

[=F start New Case

@) summary

ase
RS ot Assigned) Case Assignment,  SEA

Case Tt Goofy vs Pluto

User Name:

Total Co
— s includes fing foe) 920090

Summary

Document Descripion Document Atachmerts(s) Cost Sumodiy  Sieby
udoe
summons e
BUMNE 8 e oot o
[l FingFee:  s20000
Pay & E-File Now mp

Review case information

e 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.

e If you are satisfied with
the document to be E-
Filed, select the Pay & E-
File Now = button
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Payment Account Information

King County E-
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1. Office $110.00]

[Convenience Fee 5249
[Total $112.49
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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®.
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managed case) will be
generated at the end of
the transaction. Make
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save them prior to
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Receipt Screen — after
this window is closed in
your browser, it will not
reappear.
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