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Update a Case
To Update a Case

1. Click the Submit Filing on Existing Case link 
on the Home page



3

Update a Case

2. Next, enter the Case ID 
of the case to be updated 
and click Find Case

The Case Type does not 
matter

A summary of the case will be 
displayed

If it is the wrong case, click 
the red minus sign by the 
Case ID to reset the screen 
and start the search over
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Update a Case

The case update process includes the same 4 sections as in Case 
create.  An Event Information section is shown but is not valid for PC 
and FC cases so no events will be listed.
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Update a Case

Only two types of information can be 
added to a case after its original 
submission: Parties and Documents

3. To add another party to the case, 
click Add under the Party 
Information

4. Select either Search or Add
based upon whether or not the 
person exists in the system

Use Search when the person may exist 
in the system and Add when they do 
not exist in the system
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Update a Case

A party can be either a Person or a Business/ 
Government Agency

5. When adding a new party, select the Party Type 
for either a Person or Business/Gov’t Agency
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Update a Case

Different fields are filled out for a 
Business / Gov’t Agency than 
those for a Person
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Update a Case
Within the Search function there 
are different Search Types



9

Update a Case
Different fields will be displayed depending 
upon the search type selected



10

Update a Case
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Update a Case

If a match is found, the results will be displayed in the Search Results section

6. Select the Party to add by clicking on it

7. Select the Party Role

8. Click Assign to assign the selected Party to the case
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An informational message is 
display at the bottom of the 
screen to indicate that the 
Party was added to the case

To add another Party without 
returning back to the main 
data entry screen for the case, 
click Reset

9. To return back to the main 
data entry screen, click 
Return
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Update a Case

10. To add another document to the 
case, click Add under the 
Document Information

The process for adding a new 
document is the same before and 
after a case is submitted
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Update a Case

11. Begin typing in the Document Category field and select from the list

The selected category determines the available document types

12. Select a type from the drop-down list for the Document Type
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Update a Case
13. Select the Filing Party 

from the dropdown box

14. Click the green plus sign 
to associate the Filing 
Party with the 
document

15. Select Defendant from 
the dropdown box

Remove a Filing Party or 
Defendant by clicking the 
red minus sign

Additional Filing Parties or 
Defendant can be added 
by selecting the party from 
the dropdown box and 
clicking the green plus sign
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16. To upload the 
document, click 
Browse

17. Find and select the 
file

18. Click Open to 
complete the selection

19. Click Upload File 
to upload the document

To remove the file from 
the case, click the red 
minus sign
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Update a Case

20. If needed, enter notes in the Notes box

21. Click Add to attach the document to the 
case
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Update a Case
The document is listed at the bottom of the page

To remove the document, click the red minus sign

A document can be marked as a Lead Document, In Camera or Seal
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Update a Case

22. To save added Parties and Documents, click Submit (see previous slide)

Again, an informational page with the (same) Case Number is displayed to confirm 
that the case was submitted and a Notification of Electronic Filing was created

A printable view of the Notification of Electronic Filing document can be viewed 
and/or saved by clicking the Printable View link

Depending upon the browser settings, the PDF may automatically open or the 
browser will ask if you want to open or save the file
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Update a Case

Example of the Notice of Electronic Filing 
Document
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Update a Case

23. To go back to the Home page, click Close
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