
User’s Manual for Civil  

Small Claim~Dispossessory 

Creating a New User Account: 

1.  Click Request Account  

 

2. Accept the term of the user agreement 

3. Click Submit 

 

4. Choose your Role 

a. Agent as ProSe 

b. Attorney 

c. Pro Se 

 

 

5.  Click Next 

6. Complete the information with an *  



 

 

7. Click Submit  

 

 

8.  Click OK  

 

After creating a user name and password you will be allowed to login the system. 

Filing a New Case 

 

 

 

 



 

1. Fill in your User Name and Password 

 

2. Click Log In 

3. Click New Case 

 

4. Click Civil 

 

5. Click Case Type 

 

6. Click on the type of Action you are filing.   

a. Suit on Note 

b. Suit on Account 

c. Suit other 

 

7. Reference ID/Number is used for your information only- you may leave this blank 

8. State Claim and Claim Amount  fill in the total amount due and reason for the debt 

9. Click Add Other Parties  to add Defendant~Defendants  

 



To add the Defendant, Party Type will be Defendant1, Defendant2, and so on. 

Complete the required information 

Click Next 

 

 

 

 

Review your filing information and make any changes that need to be made.  

Add special filing instructions for the clerk if you need to. 

Click Submit the Filing  

 

Click OK to make payment 

 

Complete the information required  

Click Continue  



 

Click the box By checking this box, you are authorizing the payment of the bill amount plus the LexisNexis Service Fee. 

Click Complete Payment 

 

A Receipt will appear on your screen  

To print click Click here for a printer friendly receipt 

Return to E-Flex 

 



 

 

Once you have submitted the case.  The clerks will review and process the case.   

You will also receive emails about your filing with the email address provided.  


