E-filing Submission – Landlord Complaints

Revised: July 31, 2011
Effective:  August 1, 2011
This section will detail how to submit a Landlord Complaint for efiling.
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Straight Eviction Landlord Filing:

Documents Required for Filing

1. Landlord Complaint

2. Eviction Notice

3. Certificate of Mailing, if applicable

4. Affidavit of Service

a. May be included with the Eviction Notice

b. May be a separate pleading

5. Lease Agreement

Back to Index
Inspect Documents

Verify that the pleading and summons presented passes the normal inspection process for documents being filed.  Please refer to the C7 General Document Inspection procedures for details.  Complete the inspection of all documents prior to proceeding to the next step.  

Complaint for Summary Eviction

1. Review the Complaint form for completeness and accuracy: 

a. Caption should list the Tenant’s Name exactly as listed on the Eviction Notice

b. Address to be evicted should be listed in paragraph 1, exactly matching the notice served. 

c. Must not contain blanks for when the tenancy commenced, rent deposit amounts, security deposit amount or cleaning deposit amounts.  

i. Landlord must include an amount or date or indicator of “not applicable.”

d. If evicting for non payment of rent, must include when rent became delinquent.

i. If evicting for other than non payment of rent, must include reason.

e. Date of service of Eviction Notice.  

i. If posted and mailed, must indicate the latter date.

f. Need to indicate (circle) if Tenant did or did not sign Lease Agreement.

g. Requests the Court to enter an Order for Summary Eviction of the Tenant.

h. Either notarized or contains unsworn statement of the Landlord or their Agent/Attorney.

(Note: Attorneys may submit their complaint in the form of a pleading, but the pleading must contain all of the same components of the Court’s preferred complaint form found on the Self Help Center website.)

Back to Index
Eviction Notice

Please refer to C31.3 Inspection of Eviction Notices for further details on inspecting the Eviction Notice.

Back to Index
Affidavit of Service

Review the Affidavit of Service (may be included on the eviction notice or as a separate document) for:

1. Original signature of server or any other signatures on the form.

a. If the Tenant was personally served 

1. Signature present or 

2. “Tenant Refused to Sign”

b. A Witness signature is also required on the Affidavit of Service, if personally served

2. Server has indicated how the tenant was served

3. Server has indicated when the tenant was served

Back to Index
Certificate of Mailing, if applicable

Review Affidavit of Service to determine if a certificate of mailing is required based on how the eviction notice was served to the tenant. Use the table below to  and who was served the eviction notice and as outlined below:



	How was the Tenant Served
	Who was Served?
	Additional Service Documents / Requirements

	In Person 
	Tenant named on the Notice
	No additional service documents are required.  The tenant should have signed the original notice. Note: If the tenant “refused to sign” the Landlord can indicate so in lieu of the tenant’s signature.

	In Person
	Someone other than the tenant named on the notice
	Must also mail a copy of the notice to the named tenant –by obtaining a Certificate of Mailing from the USPS.

	In Person or by Posting on the Door by the Constable
	Tenant or someone other than the tenant
	No additional service documents are required.

	Posting on Door by Process Server
	The Tenant or someone other than the Tenant named on the notice.
	If the Affidavit of service does NOT indicate the date of mailing a Certificate of Mailing is required.

	Posting on the door by a third party
	
	Must also mail a copy of the notice to the named tenant –by obtaining a Certificate of Mailing from the USPS.


· If the notice had to be mailed, a Certificate of Mailing is required unless the service was completed by a Licensed Process Server. If service was completed by a Licensed Process Server (or Constable), the Affidavit of Service must include in their name, license number, and must indicate when they mailed the copy to the tenant.  A copy of the Certificate of Mailing is acceptable in lieu of noting the date of mailing in the Affidavit of Service.  For all other servers, inspect the Certificate for:



1. Bears the same name and address as the notice. Names may be abbreviated on the Certificate of Mailing (last name only, etc.)

2. Bears a USPS (United States Postal Service) stamp with the date of the mailing or bears a POE (Post office Express) stamp with the date of the mailing.  (Note:  CPU stamps are not the same as USPS and are not acceptable.)  


Back to Index
Ascertain Filing Fees

After pleadings have been inspected, the Clerk should ascertain the filing fees for the documents being submitted.

1. Please refer to the JC Civil Fee Schedule for the current filing fees. The following fees apply as of 7/20/2010:

	Document Type
	Fee

	Landlord Complaint
	$49


Back to Index
Ensure Tenant Answer Period has Expired
Please refer to Chapter 31.1 Calculating Tenant Answer Period procedures to ensure that the Tenant Answer period has expired.  

Back to Index
Inquire if Landlord has Searched for Tenant Answers
The Landlord should search if the Tenant has filed an Answer with the Court prior to proceeding to file for a Landlord Summary Eviction.

· If the Landlord has not searched, refer the Landlord to search the Court’s Public Access site:  https://www.clarkcountycourts.us/Anonymous/default.aspx prior to proceeding to file a Landlord Complaint with the Court. 

· The E-Filing should be submitted on the Tenant Answer case, if found.

Back to Index
Scan Landlord Packet

1. Place the following documents in the following order in the scanner and select #1 on the scanner.

a. Affidavit of Complaint for Summary Eviction (Landlord pleading)

b. Eviction Notice

c. Certificate of Mailing, if applicable

d. Affidavit of Service

i. May be included with the Eviction Notice

ii. May be a separate pleading

e. Lease Agreement

2. The Save As dialogue will appear on screen.  Enter “Complaint” for the File Name and select SAVE.  The item will save in the “My Documents” folder.
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Back to Index
View Scanned Image

View the image scanned from your “My Documents” folder to ensure that the scan is readable prior to proceeding to the next step.  If the scan is not readable, the Clerk will need to rescan the item prior to proceeding to the next step.

Back to Index
Login or Register

1. Select the E-Full icon on the desktop.
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2. The Kiosk site will pull up.  
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a. If the Submitter has already REGISTERED with E-File & Serve, then they should login using their Username and Password
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b. If the Submitter has NOT REGISTERED, then they will need to REGISTER at this time by selecting the REGISTER button.
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i. The Submitter should complete all fields noted below with a [image: image6.png]


 next to it.

A. If an individual is registering, the Individual should re-enter their Name under the Company/Law Firm Name field.
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ii. The Submitter should select the “E-File & Serve / DAP On Demand” option.
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iii. Select REGISTER button to proceed.
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iv. An E-File & Serve Agreement will appear.  The Submitter should select “I Accept”
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v. The Court’s E-filing Rules for DAP access will appear.  The Submitter should select “I Accept”.
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vi. The User will now enter their Credit Card information accordingly and select REGISTER button

A. The Address information should be the billing address associated with the credit card being entered.

(Note:  User may register Visa, MasterCard, Discover, or American Express.)
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vii. A confirmation screen will appear.  The Submitter should confirm information and select the CONFIRM button.

A. If changes need to be made, the Submitter should select the BACK button and make appropriate changes prior to proceeding.
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viii. The Submitter will now setup their Username/Password information and enter an email address for the account.  Select SUBMIT once complete.
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ix. Once the account is setup, the Submitter will see a confirmation page of the information.  The Submitter should select the Username to proceed.
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x. This will bring the Submitter into their E-file account and ready to e-file documents.
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(NOTE:  If the Landlord would like to utilize their Draw Down account to pay for the Filing Fee, the Landlord will need to add their Draw Down account information as a NEW ACCOUNT under the “User Preferences” section prior to e-filing the Landlord Complaint.)
Back to Index
E-File Landlord Complaint 

1. Select Initiate a New Case for Las Vegas Justice Court-Civil Division
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2. A New Case Screen will appear with the Reference ID number
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3. Select “Summary Eviction” as the Case Type
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4. Select “Summary Eviction Tenant Answer” as the Document Code.
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a. The Event Code and Fee Amount will populate
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5. The Submitter should enter the Landlord information as noted on the Affidavit of Complaint (Landlord pleading).

a. If there are multiple Landlord(s) noted on the Complaint, the Submitter should add Another Landlord accordingly.
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6. The Tenant information should be entered as noted on the Eviction Notice.  

a. If there are multiple Tenant(s) noted on the Eviction Notice, the Submitter should add another Tenant accordingly.
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7. The Submitter should select the Browse button next to the Lead Document to select the Landlord Complaint originally scanned.
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a. The Choose File dialogue will appear.  The User should select the “My Documents” folder to look in and select the Complaint.TIF file that was scanned and saved.  Select OPEN to proceed.
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b. The item will be loaded in the Lead Document field.
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8. In the Document Title field, the Submitter should note what is included with this submission.  (NOTE:  This field MUST BE in Proper Case format.)
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[image: image31.png]Document Title :

Complaint, Notice, and Lease Agreement.





9. Enter Submitter’s email address in the Courtesy Copy field:

a. If multiple email addresses need to be listed, they may be separated with a semicolon.
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10. Ensure that the Account selected is the Account the Landlord would like to utilize to pay for the filing fee for this e-filed item (i.e. Draw Down Account or Credit Card)
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11. Select SUBMIT button to submit Landlord Complaint.
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12. The item will appear in the Efiling Queue as Submitted.  This means the documents are being converted to PDF format and being routed to the Court.

a. Once the item shows “P” for Pending status (should change in a matter of seconds), the Court has the filing for review.
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13. The Submitter may note the Efile ID number, for their reference.  The Clerk should provide the Submitter with our contact number and website information (contact information label) to contact the Court’s, especially if no email was provided for a courtesy copy.

a. Select the Details / Service viewer and give the Efile ID noted.
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Back to Index
Advise of Landlord Summary Eviction E-file Process

1. Submitter will receive email confirmation within 48 business hours with a courtesy copy of the e-filed document with a case number.

a. A REJECTION email may be received indicating why the item was rejected.

2. The Landlord should view the case specifics via our Public Access for case status.

a. If the case shows an Order for Summary Eviction is filed, the Order has been forwarded to the Constable.

b. If the case does not show an Order for Summary Eviction is filed, the Complaint has been sent for judicial review.

i. The Landlord should not proceed to the Constable until an Order for Summary Eviction has been filed on the case.

3. The Landlord may call in or check the Court’s website to check on the status of the case.

Back to Index
Landlord Filing on Tenant Answer Case:

Documents Required for Filing

6. Landlord Complaint

7. Eviction Notice

8. Certificate of Mailing, if applicable

9. Affidavit of Service

a. May be included with the Eviction Notice

b. May be a separate pleading

10. Lease Agreement

Back to Index
Inspect Documents

Verify that the pleading and summons presented passes the normal inspection process for documents being filed.  Please refer to the C7 General Document Inspection procedures for details.  Complete the inspection of all documents prior to proceeding to the next step.  

Complaint for Summary Eviction

2. Review the Complaint form for completeness and accuracy: 

a. Caption should list the Tenant’s Name exactly as listed on the Eviction Notice

b. Address to be evicted should be listed in paragraph 1, exactly matching the notice served. 

c. Must not contain blanks for when the tenancy commenced, rent deposit amounts, security deposit amount or cleaning deposit amounts.  

i. Landlord must include an amount or date or indicator of “not applicable.”

d. If evicting for non payment of rent, must include when rent became delinquent.

i. If evicting for other than non payment of rent, must include reason.

e. Date of service of Eviction Notice.  

i. If posted and mailed, must indicate the latter date.

f. Need to indicate (circle) if Tenant did or did not sign Lease Agreement.

g. Requests the Court to enter an Order for Summary Eviction of the Tenant.

h. Either notarized or contains unsworn statement of the Landlord or their Agent/Attorney.

(Note: Attorneys may submit their complaint in the form of a pleading, but the pleading must contain all of the same components of the Court’s preferred complaint form found on the Self Help Center website.)

Back to Index
Eviction Notice

Please refer to C31.3 Inspection of Eviction Notices for further details on inspecting the Eviction Notice.

Back to Index
Affidavit of Service

Review the Affidavit of Service (may be included on the eviction notice or as a separate document) for:

4. Original signature of server or any other signatures on the form.

a. If the Tenant was personally served 

1. Signature present or 

2. “Tenant Refused to Sign”

b. A Witness signature is also required on the Affidavit of Service, if personally served

5. Server has indicated how the tenant was served

6. Server has indicated when the tenant was served

Back to Index
Certificate of Mailing, if applicable

Review Affidavit of Service to determine if a certificate of mailing is required based on how the eviction notice was served to the tenant. Use the table below to  and who was served the eviction notice and as outlined below:



	How was the Tenant Served
	Who was Served?
	Additional Service Documents / Requirements

	In Person 
	Tenant named on the Notice
	No additional service documents are required.  The tenant should have signed the original notice. Note: If the tenant “refused to sign” the Landlord can indicate so in lieu of the tenant’s signature.

	In Person
	Someone other than the tenant named on the notice
	Must also mail a copy of the notice to the named tenant –by obtaining a Certificate of Mailing from the USPS.

	In Person or by Posting on the Door by the Constable
	Tenant or someone other than the tenant
	No additional service documents are required.

	Posting on Door by Process Server
	The Tenant or someone other than the Tenant named on the notice.
	If the Affidavit of service does NOT indicate the date of mailing a Certificate of Mailing is required.

	Posting on the door by a third party
	
	Must also mail a copy of the notice to the named tenant –by obtaining a Certificate of Mailing from the USPS.


· If the notice had to be mailed, a Certificate of Mailing is required unless the service was completed by a Licensed Process Server. If service was completed by a Licensed Process Server (or Constable), the Affidavit of Service must include in their name, license number, and must indicate when they mailed the copy to the tenant.  A copy of the Certificate of Mailing is acceptable in lieu of noting the date of mailing in the Affidavit of Service.  For all other servers, inspect the Certificate for:



3. Bears the same name and address as the notice. Names may be abbreviated on the Certificate of Mailing (last name only, etc.)

4. Bears a USPS (United States Postal Service) stamp with the date of the mailing or bears a POE (Post office Express) stamp with the date of the mailing.  (Note:  CPU stamps are not the same as USPS and are not acceptable.)  


Back to Index
Ascertain Filing Fees

After pleadings have been inspected, the Clerk should ascertain the filing fees for the documents being submitted.

2. Please refer to the JC Civil Fee Schedule for the current filing fees. The following fees apply as of 7/20/2010:

	Document Type
	Fee

	Landlord Complaint
	$49


Back to Index
Ensure Tenant Answer Period has Expired
Please refer to Chapter 31.1 Calculating Tenant Answer Period procedures to ensure that the Tenant Answer period has expired.  

Back to Index
Inquire if Landlord has Searched for Tenant Answers
The Landlord should search if the Tenant has filed an Answer with the Court prior to proceeding to file for a Landlord Summary Eviction.

· If the Landlord has not searched, refer the Landlord to search the Court’s Public Access site:  https://www.clarkcountycourts.us/Anonymous/default.aspx prior to proceeding to file a Landlord Complaint with the Court. 

· The E-Filing should be submitted on the Tenant Answer case, if found.

Back to Index
Scan Landlord Packet

3. Place the following documents in the following order in the scanner and select #1 on the scanner.

a. Affidavit of Complaint for Summary Eviction (Landlord pleading)

b. Eviction Notice

c. Certificate of Mailing, if applicable

d. Affidavit of Service

i. May be included with the Eviction Notice

ii. May be a separate pleading

e. Lease Agreement

4. The Save As dialogue will appear on screen.  Enter “Complaint” for the File Name and select SAVE.  The item will save in the “My Documents” folder.
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Back to Index
View Scanned Image

View the image scanned from your “My Documents” folder to ensure that the scan is readable prior to proceeding to the next step.  If the scan is not readable, the Clerk will need to rescan the item prior to proceeding to the next step.

Back to Index
Login or Register

3. Select the E-Full icon on the desktop.
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4. The Kiosk site will pull up.  
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a. If the Submitter has already REGISTERED with E-File & Serve, then they should login using their Username and Password
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b. If the Submitter has NOT REGISTERED, then they will need to REGISTER at this time by selecting the REGISTER button.
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i. The Submitter should complete all fields noted below with a [image: image43.png]


 next to it.

A. If an individual is registering, the Individual should re-enter their Name under the Company/Law Firm Name field.
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ii. The Submitter should select the “E-File & Serve / DAP On Demand” option.
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iii. Select REGISTER button to proceed.
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iv. An E-File & Serve Agreement will appear.  The Submitter should select “I Accept”
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v. The Court’s E-filing Rules for DAP access will appear.  The Submitter should select “I Accept”.
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vi. The User will now enter their Credit Card information accordingly and select REGISTER button

A. The Address information should be the billing address associated with the credit card being entered.

(Note:  User may register Visa, MasterCard, Discover, or American Express.)
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vii. A confirmation screen will appear.  The Submitter should confirm information and select the CONFIRM button.

A. If changes need to be made, the Submitter should select the BACK button and make appropriate changes prior to proceeding.

[image: image50.png]Confirmation Of Information

Please confirm user and payment information:

User Information

Full Name: test
Company/Law Firm Name: test
Street Address: test
City, State & Zip Code: test, NV 89155
Phone Number: 7025557878

Payment Information

Card Number: =**=_7777
Card Type & Expiration: MasterCard, 03/17

Subscription Information

Subscription Type: Document Access Program (DAP) On Demand

1|





viii. The Submitter will now setup their Username/Password information and enter an email address for the account.  Select SUBMIT once complete.
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ix. Once the account is setup, the Submitter will see a confirmation page of the information.  The Submitter should select the Username to proceed.
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x. This will bring the Submitter into their E-file account and ready to e-file documents.
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(NOTE:  If the Landlord would like to utilize their Draw Down account to pay for the Filing Fee, the Landlord will need to add their Draw Down account information as a NEW ACCOUNT under the “User Preferences” section prior to e-filing the Landlord Complaint.)
Back to Index
E-File Landlord Complaint on Tenant Answer Case

14. Enter the Case Number that the Party is filing on in the Search Cases field; Select E-File Direct and hit SEARCH.
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15. The Case Caption will appear:
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 [image: image56.png]Donna Julia Ornelas, Landlord(s) vs. Shane Ornelas, Tenant(s)




16. Select the Civil Defendant pleading by selecting the Browse button next to the “Lead Document” field; Once the document is selected, it will populate into the field for e-filing:
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17. Select the appropriate code for the pleading being presented.

a. The Event Code and Fee Amount will populate.  If it is the Party’s first moving document, the fees will be assessed at the time of review.
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18. In the Document Title field, the Submitter should note what is included with this submission.  (NOTE:  This field MUST BE in Proper Case format.)
[image: image59.png]Document Title :

[Complaint and Notice.

[E3





[image: image60.png]Document Title :

Complaint, Notice and Certificate of Maiing.

[E3





[image: image61.png]Document Title :

[Complaint, Notice, Certificate of Maiing and Lease
Agreement.

[E3





[image: image62.png]Document Title :

Complaint, Notice, and Lease Agreement.





19. Enter Submitter’s email address in the Courtesy Copy field:

a. If multiple email addresses need to be listed, they may be separated with a semicolon.
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20. Ensure that the Account selected is the Account the Landlord would like to utilize to pay for the filing fee for this e-filed item (i.e. Draw Down Account or Credit Card)
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21. Select SUBMIT button to submit Landlord Complaint.
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22. The item will appear in the Efiling Queue as Submitted.  This means the documents are being converted to PDF format and being routed to the Court.

a. Once the item shows “P” for Pending status (should change in a matter of seconds), the Court has the filing for review.

[image: image66.png]«|Filing filng Case e Reviewer's jDate  Details |
=l code 3 = number Name Filed Service

Status /
‘Action
S T T Buors A




23. The Submitter may note the Efile ID number, for their reference.  The Clerk should provide the Submitter with our contact number and website information (contact information label) to contact the Court’s, especially if no email was provided for a courtesy copy.

a. Select the Details / Service viewer and give the Efile ID noted.
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Back to Index
Advise of Landlord Summary Eviction E-file Process

1. Submitter will receive email confirmation within 48 business hours with a courtesy copy of the e-filed document with a case number.

a. A REJECTION email may be received indicating why the item was rejected.

2. The Landlord should view the case specifics via our Public Access for case status.

a. The Tenant Answer Hearing information will be available on the public access site.

b. Civil Notice to Appear will also be sent to all Parties.

3. The Landlord may call in or check the Court’s website to check on the status of the case.

This concludes the procedures to e-file a Summary Eviction Landlord Complaint.
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