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You can file most types of civil, housing and family cases electronically (on-line). 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 case on-line if you are not paying the entry fee because the court
granted your application for a fee waiver.

@ 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 information in this manual is general. You should use the information as a
guide only; if you think you need more help with your case, 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:

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

2. Prepare the summons and complaint that you will have served on the

defendant

Personally go to the clerkos office to ha

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 Civil/Family/Housing Menu

. Choose E-file a New Case

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

11.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 6s 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
Clerkods Of fice. The Cler k wildl sign the summons, an
You then give the original summons and complaint 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


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

