e-Filing in the State of Delaware JP Court

Module 25 — Change a Party on an Existing Case

If you have an existing case and you need to change a party’s information, you begin by clicking
the ‘Existing Case’ button on the Home Screen.
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This will bring you to the ‘Existing Cases’ Screen. Select the case from the list or enter the case
number for the case you are looking for and the last name of one of the participants on the
case and click ‘Submit’. Make sure you enter the case number with the proper dashes and that
you are using the last name of a person not a company to retrieve the case. If both the Plaintiff
and Defendant are businesses, enter the last name of the Plaintiff’s Attorney or Form 50 Agent
in the last name field.
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e-Filing in the State of Delaware JP Court

Module 25 — Change a Party on an Existing Case

This will bring you to the ‘Add a Document’ Screen with the Case banner in yellow showing the
case number and title. Add your documents like you did when filing an initial filing.

Document Category: Select “Subsequent Filings/Complaints”

Document Type: Select the appropriate type.

Additional Text: Enter text if needed to clarify type of document attached.
[Do not use the ‘Sealed’ or ‘Associate to Previous Filing’ checkboxes].

Page count: Enter the number of pages for the scanned document.
Document Location: Browse to your document and select it.

Add to Submission: Select the ‘Add’ button.
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Case Number : JP16-17-000149 Case Title : CAPITAL CREDIT SERVICES INC VS JANA KILLI

Case Type : JP DEBT ACTION
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e-Filing in the State of Delaware JP Court

Module 25 — Change a Party on an Existing Case

This brings you to the “Amended Complaint’ Screen.

In the ‘Current Case Participants’ section, identify the role of each participant on the case by
clicking the drop down arrow and selecting their role.
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Case Number : JP16-17-000149 Case Title : CAPITAL CREDIT SERVICES INC VS JANA KILLEN ET AL
Jury Option  ® non-jury O jury

Current Case Participants

New Role Participant Name Current Role Attorney(s) for Party
| PLAINTIFF v| CAPITAL CREDIT SERVICES INC PLAINTIFF MIKE REED
| DEFENDANT v| ANA KILLEN DEFENDANT
| POHN KILLEN DEFENDANT
New Case Partidpants
Remove Participant Name Type Attorney(s) for Party
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Then click ‘Next” which returns you to the ‘Add a Document’ Screen where you can enter
additional documents if needed.

Once all documents are added, click ‘Next’ to continue to the ‘Review and Approve’ Screen.
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e-Filing in the State of Delaware JP Court

Module 25 — Change a Party on an Existing Case

On the ‘Review and Approve’ Screen, scroll to the Participants’ Section and click on the blue link
for the participant you want to correct (for example to change their address).

Use the link on the participants name to update their information.

Modified Participant Name Role Attorney(s)
CAPITAL CREDIT SERVICES INC PLAINTIFF MIKE REED
m DEFENDANT
JOHN KILLEN DEFENDANT

Action request: [ | Expedite

Mote: Selecting Expedite assumes the appropriate emergency application is induded. Failure to indude documentation to justify an expedited request could resul
Press the Add/Remove Document button to include them.

This will open the ‘Defendant’ Screen. Make the necessary updates and click ‘Next’ to
continue.

5oE: 77y i a— |
Day Phone: [(000) 000-0000 | E::‘tBﬁ:iT:;:Name} | |
Cell Phone: |(000) 000-0000 | | add]

Home Phone: [(000) 000-0000 | First Name Last Hame - Business Type Delete
EMail: | |

Confidential Address: [ ] Add Additional Add m

1) Address Delete
Address Line 1: |253 ADAMS ST ype

Address Line 2: |

|
|
Address Line 3: | |
|

City: |WILMINGTON
State: | Delaware V|
Zip / Postal Code: | [1980g] x|

@ - Cear Previous Information
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e-Filing in the State of Delaware JP Court

Module 25 — Change a Party on an Existing Case

This returns you to the ‘Review and Approve’ Screen where you can see that there is a check
mark to indicate to the Courts you have updated the participant.

Click ‘Submit the Filing’ to send the filing to the Courts.

Use the link on the participants name to update their information.

Modified Participant Name Role

CAPITAL CREDIT SERVICES INC PLAINTIFF MIKE REEI]
JANA KILLEN DEFENDANT

JOHN KILLEN DEFENDANT

Action request: [ ] Expedite

Mote: Selecting Expedite assumes the appropriate emergency application is included. Failure to indude documentation to justify an expedits
Press the Add/Remove Document button to include them.

Spedial Filing Instructions for the Clerk:
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