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Filing an Application for an Adversarial Preliminary Hearing via the ePortal  

CASE INFORMATION TAB 
• New Case initiation 
• Select Circuit Civil from the Division drop down menu. 
• Select Specialized Other from the Case Type drop down menu. 
• Select Adversarial Prelim Hearing in the Sub Type drop down menu 
• Enter the number of Defendants if applicable 
• Select “Other”   from the Proceeding Type of Case drop down menu. 
• Select yes or no in the Complex Business Court indicator field 
• Select Non-monetary, declaratory or injunctive relief, if appropriate for your filing 
• Enter the Number of Causes of Action 
• Select yes or no in the Class Action field 
• Select yes or no in the Related Cases filed field 
• Enter the known related cases if applicable 
• Select yes or no in the Jury Trial Demanded field 
• The filing fee assessment should show in the amount of $401.00 
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CASE PARTIES 

• Enter Plaintiff Information 
• Enter Plaintiff Address Information 
• Save 
• Add Defendant information: can enter IN RE: of parties name in the OR Organization Field 
• Enter Defendant’s address 
• Save 

DOCUMENTS 
• Application for Ex Parte Probable Cause Order must be uploaded 
• Upload additional documents if necessary 
• Save 
• Next 

SERVICE LIST 
• Select or enter information for party to be serviced 
• Next 

FEES AND PAYMENTS 
• Select payment option 
• Provide payment information if applicable 

REVIEW AND SUBMIT 
• Review all information for errors 
• Select submit 
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After Adversarial Preliminary Hearing (APH) The balance of the forfeiture filing fee, 
$601.00, will be invoiced to the filing party upon receipt of the Complaint and forfeiture bond.  

CASE INFORMATION TAB 
• File Pleading on Existing Case  
• Select Circuit Civil from the Division drop down menu. 
• Enter Year and Sequence # of APH case 
• Circuit Civil (CA) should show in the Court Type field 
• Search for case or enter next 

CURRENT PARTIES TAB 
• Select the filing party form the list of current parties 
• Add party under the New Parties tab if necessary 
• Select next 

DOCUMENTS TAB 
• Select ADD 
• In the search field type “Contraband”  
• Select Contraband Forfeiture Bond “A $1,500.00 forfeiture bond will be assessed” 
• Upload all applicable documents (e.g., Complaint, Notice of Forfeiture, Seizure Warrant, Lis 

Pendes) 
• Select next 
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SERVICE LIST TAB 
• Select or enter information for party to be serviced 
• Next 

FEES AND PAYMENTS 
• Select payment option 
• Provide payment information  
• Select Next 
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