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SP. No. 1DSD-20-0000005 

IN THE DISTRICT COURT OF THE FIRST CIRCUIT 

STATE OF HAWAI`I 

)In the Matter of the ) 
) 
)DISTRICT COURT OF THE FIRST )CIRCUIT’S ADDITIONAL RESPONSE TO )THE COVID-19 OUTBREAK ) 
) 
) 
) 
) 
) 

AMENDED EMERGENCY ORDER 
REGARDING THE DISTRICT COURT 
OF THE FIRST CIRCUIT’S 
ADDITIONAL RESPONSE TO THE 
COVID-19 OUTBREAK; EXHIBIT 1 

AMENDED EMERGENCY ORDER REGARDING THE DISTRICT COURT OF THE FIRST 
CIRCUIT’S ADDITIONAL RESPONSE TO THE COVID-19 OUTBREAK 

This matter comes before the Court in light of the public health emergency in the 

State of Hawai`i.  Pursuant to the Chief Justice Mark E. Recktenwald’s Order (filed March 16, 

2020), Order Directing Courthouse Closures (filed March 20, 2020), Order Regarding Trials 

(filed April 17, 2020), and Order Regarding Judiciary Operations (filed April 27, 2020) in SCMF 

No. 20-0000152, In re the Judiciary’s Response to the COVID-19 Outbreak; and Chief Judge R. 

Mark Browning’s Second Amended Emergency Order #5 Regarding District Court of the First 

Circuit filed in SP No. 1CSP-20-0000082, In re the Circuit Court of the First Circuit’s Response 

to the COVID-19 Outbreak, on April 28, 2020, and with authority as Deputy Chief Judge of the 

District Court of the First Circuit, State of Hawai`i, the Court hereby orders the following: 
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1. The closures of the Kāne`ohe District Court, the `Ewa District Court, the 

Wahiawā District Court, and the Wai`anae District Court to the public shall be extended from 

April 30, 2020, through May 29, 2020. 

2. The closure of the Traffic Violations Bureau and Legal Documents Branch 

on the second and third floors of the Honolulu District Court to the public shall be extended from 

April 30, 2020, through May 29, 2020.  Services to the public shall continue to be provided at the 

Information Booth, located on the plaza of the Honolulu District Court, outside the entrance to 

the courthouse.  

3. Petitions for Temporary Restraining Orders shall be filed electronically. 

Documents in civil cases shall also be filed electronically.  Self-represented litigants (i.e., 

parties without attorneys) may file documents electronically through the Court Document Drop-

Off. Information about the Court Document Drop-Off service is available at: 

https://www.courts.state.hi.us/legal_references/efiling 

A copy of the “Guide for Using Document Drop-off from the Judiciary Website (4/24/20)” is 

attached as Exhibit 1.  In the event a party is unable to file documents electronically, the 

document may be filed at the Information Booth. 

3. The essential court proceedings referenced in SP No. 1CSP-20-0000082, 

Second Amended Emergency Order #5 Regarding District Court of the First Circuit, shall be 

heard at the Honolulu District Court.   

4. For TRO cases filed between April 30, 2020 and May 29, 2020, no more 

than five (5) cases shall be set during any court session, without prior approval of the Deputy 

Chief Judge. 
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Melanie May 
Deputy Chief Judge, District Court of the First 
Circuit Court, State of Hawai' i 

5. For cases involving defendants currently in the custody of the Honolulu 

Police Department, the Oahu Community Correctional Center, and/or the Hawai`i State Hospital, 

video conferencing shall be used to the extent possible. 

6. While court proceedings remain open to the public, judges and court staff 

shall encourage persons present in the courtroom to be mindful of the need for social distancing.  

IT IS SO ORDERED. 

DATED: Honolulu, Hawai i, April 29, 2020. `
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@ How-To Guide 

Guide for Using Document Drop-off from the Judiciary Website 

04/24/20 

This guide is intended for members of the public who may need to drop off a document with the Court 
electronically. You will need a JEFS account and a document in PDF format to use this feature. This 
feature will be available only to users registered in JEFS as Attorney, Firm Staff, Pro Se and Document 
Subscriber. 

NOTE: 

Court Document Drop-off is a new feature developed for the public to send documents to the courts in an 
effort to combat COVID-19 by submitting PDFs electronically without a personal interaction. This is only a 
digital drop off and not an official filing for court records. Document Drop-off does NOT replace Judiciary 
Electronic Filing (JEFS) and JEFS account holders such as attorneys, firm staff, and self-represented 
litigants are still required to follow Hawai' i Electronic Filing and Service Rules for electronic filing in traffic, 
criminal and civil (District and Circuit Court only) cases. Not all combinations of court and location will be 
available for all users; for example, attorneys will have Family Court options for all islands except 
O'ahu. The documents submitted through Document Drop-off are NOT available online unless the 
document is updated to cases by the Court (available through eCourt Kokua or Ho'ohiki). It is the 
submitter's responsibility to provide accurate contact information to court staff for any possible follow up. 
The Court is not responsible for any delays or non-delivery of your documents due to technical difficulties, 
user error or any other cause. 

• Do not use document drop-off if you need to file a document in JEFS 
• Do not use document drop-off if your document is supposed to be emailed per Supreme Court Order 
• Do not use document drop-off if your document is for a juvenile matter (non-traffic matters for 

children held at Family Court) 

EXHIBIT 1 
1 



I:.\\9 How-To Guide 

I. Navigate to the Judiciary website. 
A. In a browser, go to https://www.courts.state.hi.us 
B. Click the Efiling link in the left column of the screen 

Hawai'i State 

Judiciary 

•~ eCourt Kokua* 

kxa cm roovff,c a,sn, Orsrria 
CO&lrt. C,rcll#f(oc.~ Dt'ld~('Mf 

cnnl# GI. Da;cnct COW't ,n,I (l;Qsf(

'°"",..."'"",_.and,..~ 
Court '1"4oppdV.r Cast' ll'IJormot.,on 

~ Ho'ohiki 

FOi (,,C- ,...,w Fot-w,· ( "'''""(~t' 

tnfo,'1100.:,rt 

~ Jobs 

s,."'""" ?b<ocm, ><GI) 

~ ,~,,,~ 
Rudmoctn■m 

C. Click on Judiciary Electronic Filing and Service System (JEFS) Login Page link. 

11 Efiling ~---------~ eCourt Kokua* 
Elcruonk Eilio1 ,and s«orke s 

lot r- "D tro/f,c_ can Dt.-.r CMLJEfS lnfonNtion Page 
Availa,ble(oo,,t O,Qrl COCA\ and,._,,,c-, 

a -t>,maCourt and urcwt 
o"!llftr1!~-•~..aaibl.a-.---"Suiprire..,,.coun 

(9/27/10~ ~ Hdwa, lntermodlato Court ofAppeals Go to tht Cbdl lEFS lnfqrmation Pop
(®rta,.- LondCOU'To,td rOI/IApp,,tll,..,,,_ __.,,,,,_.,,.,,_ (9127110~ s~to OismctCourt (811 311 2t Circuit and F•mdy for ...-.nouncements. tralnfng 

(odultl coum(ln.3117); O.stnct Court CMI (10f7/19~ Corcu« lnfOf"m•tlon. FAQs (Freque-ntty Askl!d 
Court CMI (10/28/19L and Land CourtJnd Tox Appeal QutstlonSI • nd GO LNE dates. 

~ Ho'ohikl Court(ll /18/19~ For future reftrenco. bookmark thlS 
page: 
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@ How-To Guide 

D. Type your JEFS WEBU ID and password and then click Login. 

Note: If you do not have an ID, see instructions on the Judiciary website to register for a free 
JEFS account using the Register for Access link. 

@ f.~~!~i,:!!,~~C?::!~ Filing and Service System (JEFS) 

+-- JEFS WEBU ID 

Password +-- JEFS password 

BecrMer t>fAtcen Beset C"Y Pis,m,rd 

Welcome tD the Haw:111Jud1elary s EleclronlC Fi, ng and s.Mce s-,-m (JEFSi JEFS-.e!JoJb!e and regi519red allDmoys and ell91blo and 
reg1S111red unt9Presanllld pa/les IO eleClroricalty lie documents tor alteases 1n the Hawa• lnliermed1ata Court or Appeals. tor all cases In the Hawali 
S\Jpreme Court. ard torcnm,n;ol cases In the Hawa• 0""1ct Courts. Other courts and case t/095winbe added IO JEFS as they are brought mtD the 
Juarclary lntormabon Management s-,sltm. 

Thrs tac1l1ty 1s tor offlcl~ court business only. AcbVlty lo and t-om ttus s.il is mon11ored. OCICuments l ied tt,rough JEFS are subject tD tt,e requirements 
ort11e Ha.nn Electron1e Frl1119 ~ SeMce Rules. the H.,...,, Court Records RUies. and the rules that govern the court proceedings, includrng 
fo<matling, seMCe. and sancbon rules. Plea .. co,npl'f-..1'1 Rule 9 olthe Hawan Court Records Rules. the nM 90119ming subrr1"slon of personal 
1ntormabon and account numbers. 

E. Click Court Document Drop-off. 

Document Drop-off 

( ~ urt Document Drop~ 

II. Enter details about the PDF that you want to electronically drop off with the Court. 

Note: Some information will be entered by selecting a value from a dropdown list and some 
information can be typed into blank fields, such as Document Name. 
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@ How-To Guide 

:'\ Court Document Drop-off 
~ JlOCWfYIHf'OfUMnoti~UP;HT SYlrtM 

Cld:..... JftWCAm_b:...,,,.1PS S _ _ __._COWl...,.._...C0\11),ft, 

• OtMl."99 .........,... ,.................. .,.,., . o,,..._..._..,... ,...._..................,......c...ao.r 
• OO,_WM_eop_w,.........11._a,..,..._~_..W...._MNaP:..,ccun) 

wt..acown lt)'Olll'OOC...'°"' " FAtiALY<D.."f 

Whldl bl.Md a yourcaur1flouN1 • 

WNCIIOOldlouNil ...OOC.-,_.,. 
It ~torCl'IDNl.eMor 1hfflt. 

Cl.Ml'* 

ryou uwaen.10,- • ...._ 

i'.t,1>.,~ 

A.1aallaQ(Jf'eaa..t 0IICICM *•OIO!lell~.,.,_r ._.., 

eur..F\'11,...,.andUM,H;an,-dN,-,.. ~CMOOCU"'lnt 

A. Document Information 

NOTE: Asterisk(*) denotes a required field 

1. Provide information on where your document needs to go by cl icking the dropdown lists to: 
a. Pick the Court, such as Family Court, Circuit Court, or District Court. 
b. Pick which Judicial Circuit (County) you belong to based on which island you live on. 
c. Pick the Courthouse that you need, such as Hilo, Kona, or Waimea for Hawai'i Island 
d. Pick which type of Document you are dropping off by selecting if this is for a: 

i. Criminal matter (person was arrested) 
ii. Civil matter (landlord-tenant, contracts, personal injury) 
iii. Traffic matter (parking tickets, traffic tickets, jay-walking) 

2. In the free form text field enter the Case ID (up to 15 characters) for your document. 
a. Not all documents will have a Case ID, so this field can be left blank. If you have a 

Case ID, this will make it easier for Court staff to handle your document. 
b. Examples: 1CC161000123, 1RC161000123, 1PC151005678 

3. In the free form text field enter the name of your document (up to 400 characters). 
a. This can be a description of the document if you are not sure what it should be 

named. 
b. Example: This is the paperwork for Judge Smith for my divorce. 

B. Upload the PDF 
1. The Document MUST be in a PDF format and must be 1 0 megabytes or less. Save your 

PDF document on your device such as your computer. 

2. Click on Choose File then locate the PDF on your device. Depending on your web browser 
the button may also display as Browse. 

Attach a PDF Document o file chosen 
(Up to 10 megabytes)• 
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@ How-To Guide 

3. Select the PDF from the pop-up window and click Open. 

Example: t est.sample.pdf 

1' , Thi~ PC i Ocx1.w1"1ie1,u , POF1 p 

"" 
,...,, 

fie rw,w ,~~fJdf • Al fln(") 

c:G2}]) c.-

4. Click on Upload File. 

Attach a PDF Document Choose File No file chosen 
(Upto 10megabytes)" Ev 

5. The PDF will be displayed in the Document field. If this is the wrong PDF, click on the Red 
Minus button and try again . 

Attach a PDF Document 
(Up to 10 megabytes)" TeSt sample pdf 

C. Contact Information 

The court staff may need to contact you with questions about the document you dropped off. 

1. Enter the name, phone number and email address of the person who can answer questions 
about the document. 

Contact lnformador, 

E-lheFntName1nol.s<Nomeallllepenon_,__ 
Enter • phone nwnoer~or.,_. llddlwsWMl'e 0IMt lllil ea, contact ,au. 

l.a>INamo' 
(Upto60du,.-.J -IE•-~oomJ 

■ *Ht■ ----
2. Click Submit. 

Conuict lnformadon 

Enter the First Name and Lasl Name of the person ,ubmitting the document 

Entera phone number and/or email address -e court staffcan conlael you 

Phone Number" 808 1231234 
(Up ro 1sch,,,_,.J (A,ea C.-) {Pirone Num/Jerj 

Fnt N'"'""" Jane 

Last Name" Ooe Email AddressIJ-.Ooa@lr1'cowl mm 
(Up ro 60 cherac:ttrsJ (Exa,ripk name@email corn) 
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@ How-To Guide 

3. Confirmation of the Document Drop-off will be displayed which includes the information you 
provided. 

4. Click the Printable View link to generate a PDF copy of the confirmation . 

l:t\ Court Document Drop-off 
~ .JuotaMyINflOtltMAflOH M.NlfM>6N!NT Svan,, 

~ 
Your oocumeot lln boon MDnllled IO Ille murt _.,.., The Oocument IO tS 2FOOC-20-000007 You-,_,,,..~•• tor luNre use by didClng on Pmlable V,ew 

o.ou-,i 1>:2FOOC-20-000007 
~NMw: Testdoaonenl 

Sullffllsoion 0...1- : ~Y. APRIL 16. 2020 0303112 PM 
c---:JaneDoe 

- (l!Oe) 1231234 --1:-~ClOffl 
_ , Do nol dtdc!he llod<-onyo,,--IO_,.,_,.,._ 

a. You may want to keep this PDF with the drop off details for your use. 

Court Document Drop-Off 

0..-.....1 IO: 2FDOC-20-000007 
Don!-:\.-: T~ documen1 

Sub.....io. 0.1.rn- : THURSDAY. APRIL 16. 202003:03:02 PM 
Cuatact r,,.... , • .,., June Doc 

r-..:t808) t2JI™ 
Email Ad<lrns: Jane .Docfu tcsicm11il.com 

5. Your Document has been dropped off 

6. Click Close to return to the home page where you can drop off another document or Log Out. 

NOTE: Do NOT click the Back button on your browser. 

12:\\SI' Court Document Drop-off 
.Juotcwn' lflll"Oft&,W'lONMA-"IAO&IDIFSYSre.. 

Pnntabk:Yr;w 

Y,u ooanencnn been subrniaed IO rteeou1 ~ The Ooo.meru 10 • 2FOOC-20-400007 You !'NY l1IUin hs adoiCMedgeffle:IC for Mure use 1Jift ddang on Pnnt.abje Vaew 

O- ID: 2fOOC..2G-000007 
~~ fettdoan11!nl 

Suaml•tlon 0..11-o: THURSOAY. N'RIL 18 202003;03 02 PM 
Conllct P...., Haw. Jane 0~ 

- 1808) 1231234 
~.....ii Mdr9u:J.-e~--- (lQffl 

NOii: 0o not didc N 8ack bunon on ~'M!Cbrowlef' IOJI.Onlt nllher'doo.tmenl 
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