File a New Housing Case Electronically

You can now file housing cases electronically (on-line) in the Judicial Districts of Ansonia/Milford, Danbury,
Litchfield, Meriden, Middlesex, New London, Norwich, Tolland and Windham, and in the Housing Sessions in
Bridgeport, Hartford, New Britain, New Haven, Norwalk and Waterbury. You can find a list of the types of
cases that you can and cannot file on-line in the revised Procedures and Technical Standards for E-
Services. You cannot file any type of housing case on-line if you are not paying the entry fee because the
court granted your application for a fee waiver. You can also file most family cases and most civil cases
electronically (on-line).

@ If you have not enrolled in E-Services yet, stop here. Before you can file a new case on-line, you
must fill out and submit the enroliment application to set up your User ID and password, and make
your account active. Then you can log in to E-Services.

Every case is different and the manual provides general information only. Use the information as a guide only;
if you think you need more help, you may want to get an attorney. You can also go to a Court Service Center
or contact the Connecticut Network for Legal Aid®¥®or find additional information at the Law Libraries.

To file a new case on-line, you must:

Enroll in E-Services to set up a User ID and password

Prepare the summons and complaint that you will have served on the defendant

Personally go to the clerk’s office to have the summons signed by the clerk

Give the paperwork to a state marshal to have it served

Scan the original papers that have been served and returned to you by the state

marshal into three separate PDF documents

Save the PDF documents on your computer

Log in to E-Services with your User ID and password

Choose Superior Court E-Filing Menu

Choose E-file a New Case

0. Enter the information on the case type into the system

1. Enter the information from your summons about the case, the court, and the parties

in the case into the system

12. Browse and attach the PDF documents of the summons, the complaint and the
marshal’s return of service

13. Review the information that you have entered and the documents that you have
attached

14. Enter your User ID to certify that the documents that you have attached are true
copies of what the marshal served on the defendant

15. Pay the entry fee using a Discover, Visa, MasterCard or American Express
credit card

16. Print the confirmation page that gives you the information on what you filed with the

court
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Instructions and pictures to tell you how to file a new case on-line

You must fill out your summons and complaint and any other documents that you will have the marshal serve
on the defendants. Once you have filled out this paperwork, you must personally take it to the Superior Court
Clerk’s Office. The Clerk will sign the summons, and return the signed original summons and complaint to you.
You then give the original summons and complaint and any other documents to a state marshal, who serves
the papers and gives the original documents back to you along with a return of service. When the marshal
returns the documents to you, you can scan them to convert the summons, the complaint and the marshal’s


http://www.jud.ct.gov/external/super/E-Services/e-standards.pdf
http://www.jud.ct.gov/external/super/E-Services/e-standards.pdf
http://www.jud.ct.gov/csc/loc.htm
http://www.ctnla.org/
http://www.jud.ct.gov/lawlib/index.html

File a New Housing Case Electronically (continued)

return into three separate PDF documents. If you are suing more than four defendants, you will also have an
“Additional Parties Page” to file. You must scan and convert the “additional parties page” as a separate PDF
document. You can electronically file PDF documents only. You may also have a notice to quit, which can be
filed as a separate PDF document.

Note: Some case types may require you to include other types of documents such as an application or an
order for hearing and notice, or you may need to file documents before they are served on the defendant. This
manual does not talk about how to file these case types.

1. In the address bar, type http://www.jud.ct.gov. The Judicial Branch supports three browsers — Microsoft
Internet Explorer® version 11 or higher, Chrome 50.0 or higher, or Firefox 45 or higher. The address bar
for those browsers is shown below:

Microsoft Internet Explorer®:

fj Judicial Branch Intranet - Windows Internet Explorer _|a |5|

£ v, jud.ct.gov] x| |=>|| X Bing R
—

e

| Fie Edt o ko . fud.ct. gov Ener

Firefox:

W jud ct. gov 2 um * Google

2. Choose E-Services from the menu on the left side of the Judicial Branch home page to go to the E-
Services Welcome Page

State of Connecticut

udicial Branch

Home Attorney

ntact E-Services

How Do I?

Getting Started

Attorneys . Py .
P Welcome to Connecticut Judicial Branch E-Services
Courts

The Judicial Branch offers various electronic senvices, including electronic filing in civil and
Educational small claims matters, electronic short calendar markings entry and history. and online attorney
Resources registration, to further its mission to serve the interests of justice and the public by resoling

matters brought before it in a fair, timely, efficient and open manner.

News and Announcements ™ Self-Represented Parties

and Attorneys
Online Media 08/08/14 CIE7H — Effective September 1, 2014, attorneys must electronically submit ENROLL

(RESEETED EETE briefs and/or appendices in appeals to the Supreme Court and the Appellate Court.

Directories

E-Services
Espafiol

FAQ's

Juror Information

oo
LTHITE) THE ELECTRONIC SUBMISSION OF A BRIEF AND/OR APPENDIX DOES NGT

Opportunities CONSTITUTE A FILING. The original brief and dix with the requisit A A

SB"—HE“] - e onginal paper oriet and appendix wi e requisite copies and Attorneys

Home must be filed with the court after the electronic submission. Selfrepresented parties are LOG-IN

not required to submit briefs and/or appendices electronically.

3. Click LOG-IN
4. The Login page will appear.


http://www.jud.ct.gov/

File a New Housing Case Electronically (continued)

5. Enter your User ID and your password

S ate of Connecticut Judicial Branch

-Services

E-Services Login udicial Branch E-Services - (Electronic Services)

Emm s e E-Services allows attorneys and self-represented pariies to do business with the Judicial Branch
_ electronically. For more information on what you can do electronically through E-Services, click here.
FAQs on e-filing

You should review the Procedures and Technical Standards for E-Services & which apply to all Judicial
Branch electronic services. The Procedures and Technical Standards have rules that apply to E-Services,
filing by fax (facsimile), e-filing and short calendar markings. For appellate matters, please review the
Procedures and Technical Procedures and Technical Standards for Appellate E-Filing £7.

Standards

User Guides

eCitations Procedures and New to E-Services? or Log in:

Technical Standards Juris Number (attorney/firm|

In order to log in, or Self-Rep. User ID:

Law Enforcement Agency you'll need to Enroll.

Application To Participate in
eCitations

|annakarenina | Frgot User ID? Odlglcert

Secure g Trusted

Enroliment is free. Password:

DigiCert.com
Designated Filer Login |.... il .| | Folgot Password?
- . - Login | qu———
Designated Filer Overview

6. Click Login to go to the E-Services home page.

State of Connecticut Judicial Branch

=Services

E-Services Home

| Logged-In User: Anna Karenina (annakarenina) E-Mail: alice. @jud.ct.gov

E-Services Inbox

Welcome to E-Services. The links on the left side of this page show the electronic services available to self- parties. For more on what you can do
electronically through E-Services, click here.

Appellate E-File

You should review the Procedures and Technical Standards for E-Services & which apply to all Judicial Branch electronic services. The Procedures and Technical Standards
have rules that apply to E-Services, filing by fax (facsimile), e-filing and short calendar markings.

Superior Court E-Filing
Civil/Family Specific procedures that apply to Appellate E-Filing are contained in the Appellate Procedures and Technical Standards. .
Housing
Small Claims

For questions, or lions CONTACT US .

Centralized Small Claims

ciB

Copyright ® 2017, State of Connecticut Judicial Branch

Change Account Information

7. Choose Superior Court E-Filing from the options on the E-Services home page
8. You will see the menu displayed
9. Choose E-file a New Case

E-Services Home Logged-In User: Anna Karenina (annakarenina) E-Mail: alice.maslmny@iud.ctgov

3 You can ask for electronic access fo your e-filable civilihousing and family case so you can fle documents, look at documents filed in your
E-Services Inbox y L . ;
case, and mark your short calendar matters electronically. Almost all civil, housing and family case types are e-flable.
Superior Court E-Filing
CiviliFamily

Housing You can find out more about the links on the left side of the page by clicking here.
Small Claims

You can see alist of cases you have requested electronic access fo and cases you have been given electronic access to on this page.

Log out of E-Services when you have finished what you are doing to profect your privacy. If you don't use the mouse or the keyboard for 30
E-File a New Case minutes, the system will show a message asking you if you want to log off or stay logged in. If you don't pick either choice, the system logs
you out after 60 seconds. Ifyou are in the middle of fiing sometning and the system logs you out, you will lose any information you have
entered, and you will have to start your filing from the beginning

E-File onan
Existing Case
By Docket Number
By Party Name
List My Cases

Disclaimer

CURTES A renina (annakarenina) currently does not have electronic access to any cases.



File a New Housing Case Electronically (continued)

Enter Case Type Information

1. You will see the following screen. Choose Civil/Housing/Small Claims to indicate that you are filing a
housing case, and Continue.

of Connecticut Judicial Branch

iperior. Court E-Filing
Logged-In User: Anna Karenina (annakarenina) E-Mail: alice.mastrony@jud.ct.gov m,

Show Instructions E-File a New Case

* Select Case Category: O Famllyinll / Housing / Small Claims

[Coninee |

Return to Suerior Court E-Filina Menu

2. Click the down arrow to show the list and click on the correct case type

Show Instructions E-File a New Case

*|s this & Family or Civil case? CFamily ® Civil

Case Type Information

“Summary Process
- Housing - Return of Security Deposil
- Housing - Rent and/or Damages

- Housing - Housing Code Enforceme
- Housing - Entry and Detainer

- Housing - Audita Querela / Injunctior
- Housing - Administrative Appeal

- Housing - Municipality Enforcement

*What is the case type for this case?

OYes OMo
“(If the prejudgment remedy is based
on a commercial waiver, select "No”)

* Does this case include Prejudgment Remedy documents?

* Has the Summons been signed by a Clerk or Commissioner of the Superior Court? OYes ONo
* Is there a court order waiving the entry fee for the case you are filing? OYes ONo
* I3 there more than one plaintiff on the case? OYes ONo

Note: The case type should be on your summons. The summons for this example is shown below:

SUMMONS STATE OF CONNECTICUT

NOTICE TO OCCUPANT(S) NOT
NAMED ON THE SUMMONS

SUMMARY PROCESS (Eviction)

SUPERIOR COURT

JDHM32 Rev. 10-15 www.jud.ct.gov

C.G.S.§51-348;
P.A 15-858§7& 14, P.B.§8-1

The Judicial Branch of the State of Connecticut complies with the

Americans with Disabilities Act (ADA?1 If you need a reasonable

N accommodation in accordance with the ADA, cantact a court clerk

Instructions or an ADA contact person listed at www jud ct. gov/ADA/.

1. Type or print legibly; sign the

2 Ifthere is more than one defendant, make an exact copy of the
must show who signed the oniginal summons and when it was signed.

3. Attach the original summons to the original complaint, and atfach a copy of the summons to each copy of the complaint. Also, if
there are more than 2 plaintiffs or 4 defendants fill out form JD-CV-2 and attach it to the original and all copies of the complaint.

4. After service has been made by a proper officer, file the original papers and the officer's return with the clerk of court.

dditional

for each . Each copy of the summons

If you claim to have a right to continue
to occupy the premises you should
complete and file with the Clerk's
Office a Claim of Exemption, form JD-
HM-3 as soon as possible. You can
get the Claim of Exemption from the
Clerk at the address listed below or
on-line at www.jud.ct.gov.

TO: Any proper officer; By Authority of the State of Connecticut, you are hereby commanded

Return Date (Month, day, year) (Any day but Sundays

to make due and legal service of this Summons and attached Complaint. and legal holidays)

D Judicial District Geographical At (Town in which writ is refurnable) (C.G.S. 51-346, 51-349) Case Type (From Judicial Branch code list)

[X] Hausing Session ﬁ.z?nabe[ Bridgeport Major H Minor 00
Address of Court Clerk Where Writ and Other Papers Shall Be Filed (Number, street, town and zip code) (C.G.S. 51-346, 51-350) T d
1061 Main Street, Bridgeport, CT 06694 (203)57946936

Number of Plaintiffs: 1 ‘NumberofDefendams: 1

‘ [] Form JD-CV-2 attached for additional parties

Parties Name (Last, First, Middle Initial) and Address of Each party (Number; Street; P.O. Box; Town; State; Zip; Country, if not USA)
First Name: Simpson, Homer P-01
Plaintiff Address: 15 Marge Way, Trumbull, CT
Additional Name: P-02
Plaintiff Address:
First Name:  Flintstone, Fre_d D-01
Defendant Address: 22 Bedrock Drive, Monroe, CT
Additional Name: D-02
Defendant | Address:




File a New Housing Case Electronically (continued)

3. Click next to No if your case does not include prejudgment remedy documents, such as an application for
prejudgment remedy or an order for hearing and notice. Click next to Yes if your case does include
prejudgment remedy documents and

You must file the case on paper with the clerk of the court at the appropriate location if your case
includes prejudgment remedy documents.

4. Click next to Yes to confirm that the summons was signed by a Clerk or a Commissioner of the Superior
Court

SRSttt 2'f'Connectio:ut]udicial Branch
gSupecrior Court E-Filing

E-Services Home Logged-In User: Anna Karenina (annakarenina) E-Mail: alice.mastrony@jud.ct.gov

Show Instructions E-File a New Case

* |5 this a Family or Civil case? O Family ® Civil

Case Type Information

*What is the case type for this case? \HDD - Summary Process V\

No
“(Ifthe prejudgment remedy is based
on a commercial waiver, select"No”)

* Does this case include Prejudgment Remedy documents?

*Has the Summens been signed by a Clerk or Commissioner of the Superior Court? ®es ONo
* Is there a court order waiving the entry fee for the case you are filing? OYes ®No
* |5 there more than one plaintiff on the case? OYes ®No

Note: If your summons was not signed by a Clerk or Commissioner of the Superior Court, your paperwork
may not have been served properly, and you may not be able to obtain a judgment.

5. Click No if you do not have a court order waiving the entry fee for this case. If you have an order waiving
the entry fee for this case, click Yes and

You must file the case on paper with the clerk of the court at the appropriate location if you have an order
waiving the entry fee.

6. Click next to No if there is only one plaintiff in the case you are filing. If there is more than one plaintiff,
click next to Yes, and

You must file the case on paper with the clerk of the court at the appropriate location if there is more than
one plaintiff.

7. Click Continue to go to the next page to enter Basic Summons Information



File a New Housing Case Electronically (continued)

Enter Basic Summons Information

8. You must use the information on the summons for the case you are filing to answer the questions on this
page. You can see the information in the summons in the case that is being filed on the next page. The
information you need to file your case on-line is numbered on this summons. The numbers on this
summons match the numbers next to the questions on the page in e-filing

SUMMO STATE OF CONNECTICUT NOTICE TO OCCUPANT(S) NOT
SUMMARY PROCESS (Eviction) SUPERIOR COURT NAMED ON THE SUMMONS
www jud.ct.gov If you claim to have a right to continue
g:DGHSM 3%1 gi; 1015 to occupy the premises you should
§ The Judicial Branch of the State of Connecticut complies with the complete and file with the Clerk's
PA 1585857 & 14; PB.§ 8-1 Americans with Disabilities Act (ADA). If you need a reasonable Office a Claim of Exemption, form JD-
. accommedation in accordance with the ADA, contact a court clerk HM-3 as soon as possible. You can
Instructions or an ADA contact person listed at www.jud.ct.gow/ADA/. . P L
get the Claim of Exemption from the

1. Type or print legibly; sign the summons.

Clerk at the address listed below or

2. If there is more than one defendant, make an exact copy of the summons for each additional defendant. Each copy of the summons
must show who signed the original stmmons and when it was signed.

3. Attach the original summons to the original complaint, and attach a copy of the summons to each copy of the complaint. Also, if
there are more than 2 plaintiffs or 4 defendants fill out form JD-CV-2 and attach it to the original and all copies of the complaint.

4. After setvice has been made by a proper officer, file the original papers and the officer's return with the clerk of court.

on-line at www.jud.ct.gov.

TO: Any proper officer; By Authority of the State of Connecticut, you are hereby commanded
to make due and legal service of this Summons and attached Complaint.

Return Date (Month, day, year) (Any day but Sundays
and legal holidays) 4/6/2016

-

D Judicial District Geographu:al At (Town in which writ fs returnable) (C.G.S. 51-346, 51-349) Case Type (From Judicial Branch code list)

- E Housing Session I:l number Bridgeport Major ﬁ Minor 00
Address of Court Clerk Where Writ and Other Papers Shall Be Filed (Number, street, fown and zip code) (C.G.S. 51-346, 51-350) Telephone Number of Clerk
1061 Main Street, Bridgeport, CT 06694 2035796936

Number of Plaintiffs: 1 ‘ Number of Defendants: 1 ‘ D Form JD-CV-2 attached for additional parties

Parties Name (Last, First, Middle Initial) and Address of Each party (Number; Street; P.O. Box; Town; State; Zip; Country, if not USA)
First Name:  Simpson, Homer P-01
Plaintiff Address: 15 Marge Way, Trumbull, CT
Additional Name: P-02
Plaintiff Address:
First Name:  Flintstone, Fred D-01
Defendant Address: 22 Bedrock Drive, Monroe, CT
Additional Name: D-02
Defendant Address:
Additional Name: D-03
Defendant Address:
Additional Name: D-04

9. Click the down arrow next to the Judicial District field to show a list of the Judicial Districts

Basic Summons Information

Case Type: V01 - Motor Vehicles - Driver and/or Passenger{s) vs. Driver(s)

iOTn which Judicial District and town is this case returnable?
. What is the Return Date for this case?

" (MM/DDAYYYY)

What is the monetary demand for this case?

Avre you claiming other relief in addition to or in lieu of money or damages?

How many plaintiffs in this case?

How many defendants in this case?

How many garnishees in this case?

10. Click on the location that you have on your summons. In this example, the location is Bridgeport

Basic Summons Information

Case Type: HO0 - Summary Process

DBD - Danbury at Danbury ble for electronic filing of housing matters. Cases for other locations must be filed on i

KNQ - New London at Norwich
IMMX - Middlesex at Middletown
INNI - New Haven at Meriden
TTD - Tolland at Rockville

* Towhich Court location is this case retumable?

—

. What is the Return Date for this case?
(MMIDDIYYYY)

* What is the monetary demand for this case?
BPH - Housing Session at Bridgeport
HFH - Housing Session at Hartford
INBH - Housing Sessicn at New Britain
INHH - Housing Session at New Haven
INWH - Housing Session at Norwalk
WTH - Housing Session at Waterbury

v

« Are you claiming other relief in addition to or in lieu of meney or damages?

* How many plaintiffs in this case?

* How many defendants in this case?

How many garnishees in this case?



File a New Housing Case Electronically in the Superior Court (continued)

11. Click on the calendar next to the Return Date field to see a calendar and click on the correct date. You can
move the calendar to the next month or the month before by clicking on the name of the month in the blue
bar. In this example, the return date is April 6, 2016.

Note: The return date for most civil actions must be a Tuesday. That is why the Tuesdays appear blue on
the calendar. You must enter the date that you have on your summons.

te of Connecticut

Logged-in User: ‘Alice Mastrony (al  Cace Retrn Date E-Mail: alice.mastrony @jud.ct.gov [ PR]

Show Instructions Mar April 2016 E-File a New Case
Sun Mon Tue Wed Thu i a ~
Basic Summons Information l [
Case Type: HOO - Summary Process

* To which Court location is this case retund)|

IS
o
™~

[ ]

Only the locations listed are currently available for electronic filing of housing matters. Cases for other locations must be filed on
paper with the appropriate Clerks Office

. What is the Return Date for this case?

(MM/DDIYYYY)
* What is the monetary demand for this cas
* Are you claiming other relief in addition to or in lieu of money or damages? ®No OYes

* How many plaintiffs in this case?

1
* How many defendants in this case? [
0

How manv gamishees in this case?

12. Click the down arrow next to the monetary demand field

13. Click on the correct amount in demand. For a summary process case, you must choose no monetary
demand because what you are asking for is the eviction, nhot an amount of monay.

Basic Summons Information

Case Type: V01 - Motor Vehicles - Driver and/or Passenger(s) vs. Driver(s)

= To which Judicial District and town is this case retumnable? |FBT— Fairfield at Bridgeport

. What is the Return Date for this case? -
(MM/DD/YYYY) 09/30/2014 [

= What is the monetary demand for this case?

Mo Monetary Demand
= Are you claiming other relief in addition to or in lieu of money or damages? Less than $2,500

$2,500 or more

* How many plaintiffs in this case?

= How many defendants in this case? 1
How many gamishees in this case? 0

14. Enter the number of plaintiffs, the number of defendants and the number of garnishees (if your case has
any garnishees) in each field. In this example, there is one plaintiff and one defendant.

Case Type: HOO - Summary Process

* Towhich Court location is this case returnable? BPH - Housing Session at Bridgeport |4

(Only the locations listed are currently available for electronic filing of housing matters. Cases for other locations must be filed on
paper with the appropriate Clerks Office

. What is the Return Date for this case?

(MMIDDIYYYY) 04/06/2016 [
* What is the monetary demand for this case? -

* Are you claiming other refief in addition to or in lieu of money or damages? ®No O Yes i

* How many plaintiffs in this case?

i * How many defendants in this case?

How many gamishees in this case?

CI[F




File a New Housing Case Electronically in the Superior Court (continued)

Enter First Plaintiff and First Defendant Information

You must now enter the information about the first plaintiff and the first defendant in your case. Choose the
type of party for the plaintiff and the defendant. Party type choices for a plaintiff are person, person PPA, or
executor or administrator. For a defendant, party type choices are person, firm or corporation, government
entity or executor or administrator.

15. Click the down arrow to choose the party type for the First Plaintiff:

First Plaintiff
+Choose Party Type: |-Select One-

First Defendant

+Choose Party Type: Executor/Administrator

16. Choose Person from the list of options.

First Plaintiff

<Choose Party Type: |Person .
First Plaintiff's Name as indi d on the § or other d

Prefix:

* Last Name: |S|mpson

First Name: |Humer

Middle Name:

Suffix: .

Name Info Cominued:l

Examples: DBA, AKA, FKA, Executor/Administrator or other info as appears on the Summons
Inmate Mumber: l—
Business/Care Offinstitution: |
* Street Address: |1[]0 Marge Way Post Office Box:
Suite/Apt/Unit/Flaor. | |
* City/Town: [Anytown
* State or State Equivalent: |CT - CONNECTICUT [CForeign/US Military/US Territory
" Zipr [osoo0 | [INo Zip Code Available
ZpPusa:[ |
Full Name of Country (if not US}:l
Email Address: |
* Phone Mumber: W
Y
Fax Mumber: li

Note: The e-filing system will automatically enter the information that you gave in your enrollment application,
including your name, address, e-mail address and telephone number. You can make any changes to the
information that is shown here if you need to. You should also update your E-Services account with changes.

17. Review your information and make any changes you need to make.
18. Click the down arrow to choose the party type for the First Defendant:

First Defendant

*Choose Party Type: [ElEEade) 0
Person
Firm/Corporation
Government Entity
Executor/Administrator

Supporting Documents

19. Choose whether the first defendant is a Person, Firm/Corporation, Government Entity or
Executor/Administrator. In this example, the defendant is a Person.



File a New Housing Case Electronically in the Superior Court (continued)

20. Enter the name of the defendant as it is shown on the summons

First Defendant
*Choose Party Type: |Person .

First Defendant’s Name as indi d on the § or other d

Prefix:

“Last Name: |Flintsmne
First Name: |Fred
Middle Name: |

Suffix: .

Mame Info Continued: I

Examples: DBA, AKA, FKA, Executor/Administrator or other info as appears on the Summons

Inmate Number:

Attach your Documents

You must attach the documents for the case that you are filing. You will usually have two documents; one is
the summons, and the other is the complaint. You must be sure that each document is in PDF format. For
information on PDF creation, click here. You can also attach the return of service from the marshal.

21. Check the box to indicate that the documents that you are filing do not contain personal identifying
information

Supporting Documents

| have reviewed the document(s) | am filing with the court to make sure that they do not contain personal identifying information as defined in section 4-7 of the Connecticut Practice Book
unless otherwise required by law or ordered by the court.

22. Click Browse next to the SUMMONS PDF field to find your document on your computer

. | have reviewed the document(s) | am filing with the court to make sure that they do not contain personal identifying information as defined in section 4-7 of the Connecticut Practice Book
unless otherwise required by law or ordered by the court.

“Please attach the SUMMONS PDF

Browse...

23. Click the down arrow to find your document in the files on your computer

Choose File to Upload ﬂﬂ j 41| K I Eing ,
Look in: I@ POF Daocumnents 0 Q ? ()

@GenericPDFDocument Jdoc
@GenericPDFDocument pdf
@mu\tlpage_test_dncument.de

Desin A

My Documents or other doc

File name: I j Open I @
Files of type: IA\I Files [ %) j Cancel ,
A

DTOwSE ]

24. Click once to select the PDF document and click Open; the information about the document will appear in
the area under Summons for this case (shown below)

*Please attach the SUMMONS PDF
The file has been uploaded:

é Summons_pdf Delete


http://www.jud.ct.gov/external/super/e-services/efile/efileHowToPDF.htm

File a New Housing Case Electronically (continued)

25. Click Browse next to the Complaint field and select the file and click Open; the information about the
document will appear.

26. Click Browse next to the Return of Service field and select the file and click Open; the information about
the document will appear.

Note: If you have an “additional parties page,” or other documents, you would browse and attach those
documents in the same way that you have browsed and attached the other documents.

27. Click Continue at the bottom of the page

28. If you were suing more than one defendant, you would see a screen that asks you to fill in information
about the other defendant or other defendants.

Logged-In User: Alice Mastrony (alicemastrony) E-Mal: alice.mastrony@jud.ct.gov

Show Instructions Additional Parties

Case Type: HOO - Summary Process

Additional Defendants
Pam #
D02 |:choose Party Type \rSeIectOner v‘ I ‘

‘ Continue H Change Case Type H Change Information H Cancel ‘

Note: If you are suing more than one defendant and the system does not take you to this page, click Change
Information at the bottom of the page to go back and make sure that you entered the correct number of
parties on the page before this one. You can change the number of defendants and come right back to this

page.

29. Choose the Party Type and enter the name:

Additional Defendants

Party #

B2 onoose FanyTypel Person .
Prefix:

“Last Name: IFhmsiune
First Name: IWiIma
Middle Name:

Suffix: .

MName Info Continued:

Examples: DBA, AKA, FKA, Executor/Administrator or other info as
appears on the Summans

Inmate Number:

Commuel Change Case Type | Change Information | Cance\l

30. Click Continue to go to the page where you can look at the information you have given and the documents
that you have attached



File a New Housing Case Electronically (continued)

Review Information (Data) and Documents

31. You must check the summary of the information that you entered in the system to be sure you entered the
information from your summons about the court, the parties, the case type, the amount you are asking for

and the return date correctly.

‘ Logged-In User: .ﬁce Mastrony (alicemastrony)

E-Mail: alice.mastrony@jud.ctgov

Show Instructions

Review Data and Documents

Summary Data

Case Caption:

Judicial District:

Return Date:

Case Type:

Case contains PJR Documents:
Monetary Demand:

Claiming Other Relief:

# of Plaintiffs:

#of Defendants:

#of Gamishees:

SIMPSON, HOMER v. FLINTSTONE, FRED
BPH - Housing Session at Brdgeport
APR-DE-2016

HOO - Summary Process

No

No Monetary Demand

Yes

1

1

0

Warning: Your document may not appear in the window below right away. It can take several seconds.

You should wait untl you can se your document before going ahead with this fiing.

32. You must also look at each of the documents that you attached to make sure that it is the right document.
The first page appears in the window. Click View All Pages as PDF to see all the pages in a separate

window.

Note: The system takes several seconds to show the document so wait to see the whole document before
you try to continue with the filing.

HOUSING SUMMARY PROCESS SUMMONS (JD-HM-32)

Zoom In Zoom Out

View All Paces as PDF

SUMMONS Sgﬁsgélgogg%cl}%ﬁ NOTICE T0 OCCUPANT(S) NOT
NAMED ON THE SUMMONS

SUMMARY PROCESS (Eviction) oondicy i i Gt e
D32 Re. 1015 1o occpy the premses you shaud
i et The dudcialBranch of he Stk of Comectost compiesi he | |compete ad fle i the Cls

i i Ameans ih Dsabites Ac ADR) I ou éedareesoatle | | i o O of Ecenption, b -
Istrucsons I3 &8 5000 as possible. You can
s i e or & ADA contact person ksted at wwwjud eLgov/ADA. (s e Gain of Exenpion fom e
2 thar & mere‘han ana cfendant make an exact copy of e summens o each ol cefencnt Ench capy ofhe summons | Clerk at e address hsted below of

must show wha signad tha avigina summons and when i was signad aine at wwwjudotgor.
1 oo argnd altch h copy of e complant. Ao,
" 00V 2andalach o
4 Ay s has p s ol el i b ok
T0: Any proper officer, By Authorty of the State of Conneclicut, you are heraby commanded [ Retum Date Mank day,yead (Any day bt Sunciys
o make due and legal service of this Summons and attached Complain, and g haldays|
[ vdcalDiet
e

U}

1061 Main Street, Bridgeport, CT 06604

bt | [Nawecldsosrs 1| ] om0 2atchd bt
[ Parties T Name (Last, First Middle i) and Adcues o Esch pary (Number, Street P.0. Box; Town; Stte; Zp; County, fnotUSH) |
| Fist [N Simpson, Homer |

Note: Only the first page of your document i showing in the window. Choose "View Al Pages as PDF" to see all the pages of the document.

33. You can use the bar on the side of the window to move through all pages of the document



File a New Housing Case Electronically (continued)

34. If you need to change the document that you attached, click Change Information to go to the page where
you can browse and attach a different document.

Continue I Change Case Type | Change Infarmation | Cancel |

Note: DO NOT click the Back button on your browser to return to the previous page. Clicking that browser
button clears the information that you have entered. Use ONLY the gray buttons provided at the bottom of
each screen to move back and forth in e-filing. Change Case Type will return you to the first page in case
initiation; Change Information will return you to the page where you entered the information from the
summons and attached the documents. If you need to change the information that you entered about
additional defendants, you must click the Change Information button and then click the Continue button on
the bottom of that page to return to the Additional Parties page.

Edt  Vew Favorkes Tooks Help
o e e

- .:ft)-rCnnnccricu( Judicial Branch
| yerior Court E-Filing

E-Services Home Loggedin User: Anna Karenina (annakarenina) EVai aknmwwy@nd.ctoov

35. Click in the box to certify that the documents that you are attaching are true copies of the signed
documents that were served under the Connecticut General Statutes.

36. Enter your User ID, which is your signature

37. You can enter a shopping cart note that will appear in the shopping cart with your case. The note is only
for you. It is not part of what you are filing with the Court.

Plaintiff Party #
HOMER SIMPSON P41
Defendants Party #
FRED FLINTSTONE ]
Certfication
'EID | herehy certfy that the atiached documents are true copies of the signed documents that were served in accordance with the Connecticut General Statutes.
* My Signature (Enter User ID): |ahcemastmny X‘
ShoppingCarlNote[Opliona\i:‘ ‘ G

lConﬁnue ChangeCaseTer Chanﬂelnlormat\onl Cancel

38. Click Continue to go to the Shopping Cart and pay the entry fee for this case



File a New Housing Case Electronically (continued)

Make a Payment from the Shopping Cart

Before paying for items, you can check your documents by clicking on the links.

If you see that you have

attached a document that is not correct, you must delete the item and start again. Click the link to Remove
Item from Shopping Cart to the right of the case name and case type to delete it. This link is outlined in red
in the picture below. You will be asked to confirm that you want to delete the item and cancel the transaction.

39. To continue the payment process, choose the item you want to pay for by checking the box to the left of the

case name in the Shopping Cart

E-Services Home

|Lugued-lr| User:

‘Alice Mastrony (alicemastrony) E-Mail alice mastrony@jud.ctgov R

Civil | Family Menu
Show Instructions

My Shopping Cart

E-File a New Case

E-File on an Select Will Remain in Shopping Cart

Eg;'[])';ﬂ fatsli N Item Documents Summary Until Payment Amount

cket Number
By Pany nae SIMPSON, HOMER v. FUNTSTPNE, FRED 512412016 Filing Fee
List My Cases BPH-CV16-Case # Not Yet Assigned Case Type: HO0 §175.00
Electronic Documents:

Court Events See HOUSING SUMMARY PROCESS SUMMONS (JD-HM-32) Remove tem

By Date See COMPLAINT from Shapping

By Docket Number Shopping Cart Notes: [none] Gl

Total Amount: $175.00

Short Calendars

o or CourtE-Fi

Warkings History Pay by Credit Card Return to Superior Court E-Filing Menu

My Short Calendars

By Court Location .

Calendar Notices ¢ Refund Poiiy @

Note: If you want to process payment on several items in a single payment, you can check the box next to
more than one item. The example shows only one item in the shopping cart. If you want to file additional
items, click on Return to Superior Court E-Filing Menu. If you do not pay for an item, it remains in the

shopping cart for 56 days. An item is not filed until you pay the fee.

40. Click Pay by Credit Card — Discover, Visa, MasterCard or American Express are accepted.

E-Services Home Logged-In User: Alice Mastrony (alicemastrony)

Civil  Family Menu
E-File a New Case

E-File on an
Existing Case
By Docket Number
By Party Name
List My Cases

Court Events
By Date
By Docket Number

Short Calendars
Markings Entry
Markings History
My Short Calendars
By Court Location &
Calendar Notices

E-Mail: alice.mastrony@ijud.ct.gov

Show Instructions

My Shopping Cart

Will Remain in Shopping Cart
Until
5412016

Documents Summary Payment Amount

SIMPSON, HOMER v. FLINTSTONE, FRED
BPH-CV16-Case # Not Yet Assigned
Electronic Documents:
See HOUSING SUMMARY PROCESS SUMMONS (JD-HM-32)
See COMPLAINT
Shopping Cart Notes: [none]

Filing Fee
Case Type: HOO0

$175.00

Remove ltem

from Shopping
Cart

Total Amount: $175.00

I Pay by Credit Card I‘ Return to Superior Court E-Filing Menu

Refund Policy &




File a New Housing Case Electronically (continued)

41. Enter your payment information in the required fields, and check the box authorizing payment. Then click
Pay Now to pay the entry fee and file your new case.

E-Services Home [Cogged-in User: ‘Rlice Mastrony (alicemastrony) EMa: alice. mastrony@jud ct.gov
Civil | Family Menu Show Instructions Payment by Credit Card
E-File a New Case Payment Summary Information
. Shopping Cart Total: $175.00
Existing Case LexisNexis Service Fee: $3.85

By Docket Number Total Due (USD): $178.85

By Party Name "

Lii( Mr;yc o Enter Your Payment Information
Court Events

By Date ' N

S r— Agency Amount $175.00
Short Calendars LexisNexis Service Fee $3.85

Markings Entry

Markings History Total Payment Amount $178.85

My Short Calendars

gy Court L“Ef{m" £ First Name* Last Name*

alendar Notices &
[Homer | [simpson |

My Shopping Cart (1)
My E-Filed ltems
My Access Requests

Email Address*
[nomer simpson@gmail.com |

Phone Number
[203-855-6555 |

Pending
Foreclosure Sales &

Search
By Property Address &

Credit Card Number®
[1245124512451245 |

visn B 2

Card Expiration*

-January  v[2016 V|

v VVV‘l’

@ By checking the box, you are authorizing the
payment of the agency amount pius the
LexisNexis service fee

’ Pay Now ‘

secure payments by (@) LexisNexis*

Privacy Terms Contact Us

v

Note: The Judicial Branch does not keep your credit card information so you must enter the credit card
number and the expiration date for the card every time you are paying a fee.

42. You will see the confirmation page, which includes the docket number for your new case.
43. Print this page by clicking Print This Page

Confirmation of E-filed Transaction (print this page for your records)

For questions regarding this payment: Contact Us &

Payment Information

Confirmation Number: 50020238
Total Court Fees: $350.00
LexisNexis Senice Fee: $7.70
Total Transaction Amount: $357.70
Payment Method: Credit Card
Payment Date: 09/09/2014 11:24AM

Confirmation Mumber- 50020238
Docket Number: FBT-CV-14.6040517 S
To receive an email when there is activity on this case. click here. &
Case Name: SIMPSON, HOMER v. FLINTSTONE, FRED ET AL
Type of Transaction: EFile New Case

Court Fee: *777 77

Date Filed: SEP-9-2014

Filed By: CHERYL HALFORD (JeanValJean)

Document Filed: SUMMONS
COMPLAINT
RETURN OF SERVICE

Date and Time of Transaction: Tuesday, September 09, 2014 11:24:59 AWM

Return to Superior Court E-Filina Menu Return to Shopping Cart File Additional Documents On This Case




File a New Housing Case Electronically (continued)

44. Keep a copy of the confirmation page for your records.

45, Click Return to Superior Court E-Filing Menu and you can see the case you just filed in your list of cases
on the Superior Court E-filing menu page.

You can ask for electronic access to your files so you can file documents, look at documents filed in your case, and mark your civil short calendar matters on-line in almost all civil

E-File on an cases. You cannotfile or look at documents or mark short calendar matters on-line in divorce, child support and child custody cases yet

Existing Case

By Docket Humber
By Party Name
List My Cases You can find out more about the links on the left side of the page by clicking here.

You can look at a list on this page of (1) cases you have requested electronic access to and (2) cases you have been given electronic access to.

Court Events Log out of E-Senvices when you have finished what you are doing to protect your privacy. If you don't use the mouse or the keyboard for 20 minutes, the system will show a
ot 3
By Date

message asking you if you want to log off or stay logged in. If you don't pick either choice, the system logs you out after 60 seconds. If you are in the middle of filing something and

the system logs you out, you will lose any information you have entered, and you will have to start your filing from the beginning.

By Docket Number Disclaimer

Short Calendars
Markings Entry
Markings History

Cases with pending electronic access requests or approval for electronic access
My Short Calendars

for 1 {JeanValJean) Total: 5
By Court Location - . -
Calendar Hotices & Category LEEIELD Case Name Location Activity

Civil & FBT-CV-14-6040516-5 SIMPSON, HOMER v. FLINTSTOME, FRED Bridgeport Triew

46. Click the docket number to go to the case detail page for your new case. You have electronic access to
your case as soon as you file it electronically. You do not need to request electronic access to your case.

47. If you have finished e-filing, remember to log out by clicking the Logout button at the top right of the page:

&t '\"fConnecticut Judicial Branch
gSuperior Court E-Filing

E-Services Home Logged-in User: Anna Karenina (annakarenina)

E-Mail: alice.mastrony@jud.ct.goy (Rt

Need help? If you have any questions about filing your new case on-line, call the E-Services Support Line at
(866) 765-4452 or e-mail EServices@jud.ct.gov. If you have questions about your court file, please call the
clerk of the court where your case is located. You can find the telephone number for the court at the following
link: http://www.jud.ct.gov/directory/directory/location/Default.htm.



mailto:EServices@jud.ct.gov
http://www.jud.ct.gov/directory/directory/location/Default.htm

