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Update a Case

To Update a Case

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

8 JUDICIARY INFORMATION MANAGEMENT SYSTE

Welcome to the Hawai'i State Judiciary electronic filing portal. From this homepage, you can submit filings, track cases and update

your profile.
Submit Case Filing My Case View
Create Case Manage Cases

<[ Submit Filing on Existing@

User Administration Document Subscriptions

Manage My Profile Existing Subscription Information
Purchase Subscriptions
View Documents




Update a Case

Case Information

Case ID | 1cpe-17-23] ®

¥ou are filing in State of Hawai'i Case: 1CPC-AT-0000023 - State v. Joe De

Case Information

Case 1D 1CpC-17-0000023 L
State v. Joe Defendant, et. al.

Party Information

Current parfies for case are dispisyed below. You may add more a2 necceszary.

@ rroCe ) Advanced s

Plaintiff State of Hawaii - Criminal First Circuit Prosecution
1060 Richards St
Honaolulu, HI 96813

Defendant Joe Defendant

Defendant Bob Defendant

Attorney Bill Attorney
1100 Alakea
Honolulu, 85813

Edit

Arrest and Offense Information

# Arrestlincident # OTN Defendant

@1182843 - Joe Defendant
@1495013 - Bob Defendant

1 12243

Defendant Count £ Statute Drescription

Joe Defendant ; Refusing to aid | fo t offi
e e RS 7101011 using to aid law enforcement officer

Bob Defendant . Refusing to sid | fo t offi
iy RS T10A4011 using to aid law enforcement officer
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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

T
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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.

{Event information VA

Mo events found for case.

Documents Information A

Only POF files may be submitted, Docurments may take @ moment to upload, espedially for langer documents, so please wait until you see the file name you uploaded before selecting Add. Check the
“sealed” box only i the case is 3 public case and

1. the court has granted your motion to seal the document, or
2. the document is one that may be submitted under seal without an order of the court

Document Category™® Document Type* ﬂ
In Response To [v| MNone v] Filing Parties* None v]
Defendant* ~]
Aftach Document
| Browse...

Upload File

MNotes

e



Update a Case

Party Information

Cuprest pamies forsase are displayed below. You may add more 85 neccesary

Plaintiff State of Hawaii - Criminal First Circuit Prosecution

1060 Richards St.
Honolulu, HI 96813

=
.

Return to Submit Filing on Existing Case

Search Add

Search Criteria

Search Type ("  Aftormey & Party ( Caseld ¢ Business (C Government Agen
Party ID Last Name

SID # (Criminal 1D #) First Name
Date of Birth &= Middle Name

Drivers License/State 1D

Drivers License State

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

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

[=]




Update a Case

s . Return to Submit Filing on Existing Case
Search Add
Add Parties and Attorneys
Address
Party T:.rp (~  Business/Gov't Agency
Address Type E| [ Default [ Prefered
Party Role EI Address
SlE [=] AptiUnit Number
First Name City
Middle Name State / Province [*]
Last Name Zip
Suffix [=] Country [=]
Sex ( Female  Male  Unknown Home Phone ( )
Business Phone ( |
Date of Birth | [T Juvenile [ Confidential Cell Phone ( )
Email

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




Update a Case

Pty (it | Btk mrcy Different fields are filled out for a
Party Role =) Business / Gov’t Agency than
Frex|  ml those for a Person
First Name
Middle Mame
Last Mame
Suffix [+
Sex  Female C Male  Unknown
; Party Type () Person—(®) Business/Gov't Agenc
Date of Birth <l ™ Juvenile [ Confidential
Email
Height 0 f. 0 in. Weight 0 ibs
Party Role* v
MName of
Business/Govt
Agency*
Email



Update a Case

(® Search () Add  Return to Submit Filing on Existing Case

Within the Search function there
are different Search Types

Search Criteria

Search Type (@) Attomeyy() Party () Caseld () Business () Govemment Agency () Court Reporter
First Name Bill Organization
Last Name Attarney BarID

[ Padial Search [ Bhanotic Search
T aHE-ae AR aealch

s

Search Results T

= P
.

Return to Submit Filing on Existing Case

Search Add

Search Criteria
Search Type ( Attorney & Party ¢ Caseld ( Business ( Government Agency ( Court Reporter
Party ID Last Mame
SID # (Criminal 1D #) First Mame
Date of Birth (E] Middle Mame
[ Partial Search [ Phonetic Search [ Include Alias

Drivers License/State ID

Drivers License State (=]

8




Update a Case

Different fields will be displayed depending
upon the search type selected

[w {

Search Add

Search Criteria

Search Type ( Aftorney o Part',r-.’“ Business ( Government Agency ( Court Reporter

Return to Submit Filing on Existing Case

Case Id

= ‘.
L

Add

Return to Submit Filing on Existing Case

Search

Search Criteria

Search Type ( Aftomey  Pary ( Caseld i " Government Agency Court Reporter

Mame

- Partial Search | Phonetic Search




Update a Case

(w [
Return to Submit Filing on Existing Case
Search Add
Search Criteria

Search Type (  Attorney (° Parly ( Caseld ( Busines

Agency Mame

| Partial Search |  Phonetic Search

[w {
Return to Submit Filing on Existing Case
Search Add
Search Criteria
Search Type ( Afttorney ( Party ( Caseld ( Business ( Government Age
First Mame
Last Mame
| Partial Search | Phonetic Search

10




Update a Case

Search Results

Please select a party fo add.

Search results for criteria: Last Name: Attomey. First Name: Bill

Name Address Party 1D Organization

lakea Party Role*  Aftorney v
Honoluly, 96313 [T Juveniie
Male
Attorney For: Parties:
PartylD Name PartylD Role Name

SOHCRA1 Plaintiff State of Hawail - Criminal First Circuit Prosecution '+
@1182843 Defendant  Joe Defendant &
@1495013  Defendant | Bob Defendant &

(=)

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

11



Update a Case

® Search () Add  Retum to Submit Filing on Existing

Search Criteria
Search Type (®) Attomey () Party () Caseld () Busin

First Mame Bill

Last Mame Aftorney
[] Partial Search[_] Phonetic Search

Search Results

Fieaze zeiect 5 parfy to sdd

Search results for criteria: Last Name: Attormey, First Name: Bi

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

Name
Bill Attorney 1100 Alakea Honolulu, .
9. To return back to the main
1100 Alakea M
data entry screen, click
Male
Return
Attorney For:
PartylD Role Name PartylD Role Name
SOHCR1 Plaintiff State of Hawaii - Criminal First Circuit Prosecution
{@1152543 Defendant  Joe Defendant
{@1455013 Defendant Bob Defendant
‘ @ = Successfully added Bill Attorney to the case as Attorney.

12
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Update a Case

A

Documents Information

Onlly POF files may be submitted. Documents may take 8 mament fo upload, especially for larger documents, so please wait until you see the file name you uploaded before selecting Add. Check the
"segled” box only i the case is a public case and

1. the court has gramted pour motion to seal the document, or
2. the document is one that may be submitted under seal without an order of the court

Document Category™ Document Type* ﬂ
In Response To [~] MNone Filing Parties* None v]

(]
Defendant* ﬂ

Aftach Document I

Browse...
Upload File

Notes

- =

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

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

13



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

x]

lesponse To

ﬂ pplication

Bench Warrant
Defendant® | Case Status
Aftach Document Complaint
Confidential Documents
Correspondence

q Document
ote 1>
ke STTVicE Center

=10

Miscellaneous
Notice

Other Documents
Service

Supporting Documenis

Document Type*

Filing Parties™

14

Arrest Report

Defendant Req Matenials & Inf
Document

Errata Re:

Finding and Recommendation of
In Camera Document I},
Jury Instructions-Deft

Jury Instructions-State

List of Exhibits

List of Wiinesses

Proposed Jury Instructions
Request for Transcript
Statement of Compliance
Temporary Mitlimus

Waiver of Indictment

Waiver of Jury Trial
Waiver/HRPP R48/Speedy Trial
Witness and Exhibit Lists
Written Request for Disclosure
Written Submission of Plea




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

Update a Case

Filing Parties*

Plaintiff-State of Hawsaii - Criminal First Circuit Prosecufion
Defendant-Joe Defendant

Defendant-Bob Defendant

Attorney-Bill Attomey

FE g Defendant-Joe Defendant ||l

Filing Parties None ~

Defendant-Joe Defe ndan

Defendant*
Aftach Document

15

Joe Defendant
Bob Defendant
All Unassociated Defendants

LIoad Flle



Attach Document

Upload File

e
@ . v Libraries » Documents » Case PDF Documents
aesea. 9

Update a Case

16. To upload the
document, click

=2 Browse

TE——

Organize = MNew folder

-
[ Favorites o

Bl Desktop
4. Downleads

. =
= Recent Places

- Libraries
3 Documents
- My Document:
. Public Docume
,J'. Music
| Pictures
B Videns

-

Aftach Document

File name: Test PDF File

Documents library

Documents J

—. o e 17. Find and select the
Case PDF Documents Amange by:  Folder > flle

Mame Date mccl‘ifir:cl Type Size

E Test PDF File 7/26/2011 8:27 PM  Adobe Acrobat Document

18. Click Open to
complete the selection

19. Click Upload File
to upload the document

46 KB

- |AiFiles )

| To remove the file from

@ [ Cancel

the case, click the red

—

|K:".DD Program Developm

Upload File

Browse...

minus sign

Attach Document

Q

16



Update a Case

Documents Information

Wbk

Only FOF files may be submitted, Documents may take 8 moment to upload, especially for larger documents, so please wait until you see the file name you uplbaded before selecting Add. Check the

“seafed” box only if the case is 5 public case and

1. the court has granted your motion to seal the document, or
2. the document is one that may be submitted under seal without an

Document Category® Document

In Response To ﬂ MNone

Defendant*
Joe Defendant &
Attach Document Test PDF pdf

More testing notes

Motes

order of the court
Document Type* | Document ﬂ
(v Filing Parties* MNone [v]
Defendani-Joe Defendant &
[¥]

20. If needed, enter notes in the Notes box

21. Click Add to attach the document to the
case

17




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

Documents Information W A

Only PDF files may be submitted. Documents may take 3 moment fo upload, especially for larger documents, so please wait until you see the file name you uploaded before selecting Add, Check the

“sealed” box only if the case is 2 public case and

1. the cowrt has granted your motion to seal the decument, er
2. the document is one that may be submitted under seal without an order of the court

Document Category® Document Type*® ﬂ
In Response To ﬂ Mone ﬂ Filing Partiez* Mone ﬂ
Defendant* ﬂ
Attach Document I Browse.
Upload File
Motes

| Add il Reset |

1-Document | popooony TestPDFpdf ] Lead Document []InCamera [ ] Seal (=]

==
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Update a Case

Printable Yiew

An electronic filing was submitted in Case Mumber 1CPC-17-0000023. You may review the filing through the Judiciary Electronic Filing System. Please monitor your email for future
notifications.
Case ID: 1CPC-17-0000023
Title: State v. Joe Defendant, &t. al.
Filing Date / Time: TUESDAY . JANUARY 10, 2017 12:47:07 PM
Filing Parties: Jos Defendant
Case Type: Circuit Court Criminal
Lead Document(z): Document
Supporting Document{g):

If the filing noted abowve includes a document, thiz Motice of Electronic Filing is service of the document under the Hawai'i Electronic Filing and Service Rules.

This netification is being electronically mailed to:
Bill Attomey( Bill Attorney@test.com )

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

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

document can be viewed

A printable view of the Notification of Electronic Fili
and/or saved by clicking the Printable View /ink

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

Page eCourt Kokua eFiling and Service System Frequently Asked Questions Training ADA Disability Accommodations Coordinators \

Do you want to open or save report.pdf from pssluatl.courts.state hius/ Open Save » Cancel »
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Update a Case

NOTICE OF ELECTRONIC FILING

Example of the Notice of Electronic Filing
Document

An alactronic filing was submitted in Case Nuomber 1CPC-17-0000023. Yon may review the filing through the Tadiciary Electromic Filing System Flease monitor your email for
fumire notifications.

Caze ID: 1CPC-17-0000023
Title: State of Hawaii v. Joe Defendant. Bob Defendant
Filing Date / Time: TUESDAY, JANUARTY 10, 2017 12:47.07 PM
Filing Parties: Joe Defandant
Case Type: Cironit Court Criminal
Lead Document(s): Dooment
Supporting Docoment(s):

If the filing nofed above inclodes a document, this Notice of Elecoonic Filing is service of the dooument under the Hawai'i Electoonic Filing and Service Bules.

This noafication is being electronically mailed to:

Bill Artorney | Bill A tormeyiaitest. com )

Joe Defendant | foe Dafendsnti7 fest.com )

State of Heawail - Criminal First Cirouit Prosecution ( sebcrlafyi@honofif gov

The following parties need o be comventionally served:
Eob Defendant

20




Update a Case

Printable View

An electronic filing was submitted in Case Number 1CPC-17-0000023. ¥ou may review the filing through the Judiciary Electronic Filing System. Please monitor your email for future

notifications.
Case ID: 1CPC-17-0000023

Title: State v. Joe Defendant, et. al.
Filing Date / Time: TUESDAY, JANUARY 10, 2017 12:47.07 PM
Filimg Parties: Joe Defendant
Case Type: Circuit Court Criminal
Lead Document(s): Document
Supporting Document(s):

If the filing noted above includes a document, thizs Motice of Electronic Filing is service of the document under the Hawai'i Electronic Filing and Service Rules.

This nofification is being electronically mailed to:

Bill Attomey( Bill Attormey@test.com )

Joe Defendant{ Joe Defendanti@test com )

State of Hawaii - Criminal First Circuit Prosecution{ scheriaty@honolulu.gov )
The following parties need fo be conventionally served:

Bob Defendant

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

21
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