Subpoenas & Summons on
existing petitions

With instructions on how-to add party to a petition through eFile so a
subpoena can be issued even if they are not already a party on the
petition.



This how to will cover 2 functions in eflex.

* 15t will be adding a party/organization to an existing petition through
eFlex. This will allow subpoenas to be issued to that person through
the court.

« 2nd will be filing an Instructions for Service to have a subpoena issued
on an existing petition.



Adding a
person/organization
to an existing

petition in eflex.

Select ‘Existing
Petition’” from the
eFiling home page.
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Enter your petition

If you only have one petition enter the number
and select eFile.

See Figure 1

number.

If you have multiple petitions that you need to
file the same document to, please enter the first
petition and select ‘Add this petition to your list’
and enter the subsequent petitions and repeat
process until you have all petitions you would
like to file that document to. When finished
adding petitions, select ‘File on these petitions’
at the top of the page.

See Figure 2 /




FIGURE 1

One Petition
to file
against
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Davidson County Juvenile Court

Lonnell Matthews, Clerk
Petitions

Home 2» Search Petitions

Search Petitions

Petitions that will be filed on
Petition Number Petition Title Primary Petition

Court: DAVIDSON COUNTY JUVENILE COURT

Petition Number

[PT0000230394 | erie ] agd this pettion toyour st ] ristory ] servce ust J

Ex: PT0000012345

There are no cases on record for you.
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FIGURE 2

Multiple

petitions to
file against.

€3 eflex X +

< C @ courtreview.juvenile jis.org/efile/notify

Davidson County Juvenile Court

Lonnell Matthews, Clerk
Petitions
Home 2» Search Petitions

Search Petitions

Petitions that will be filed on

Petition Number Petition Title Primary Petition
3w PT0O000230390 Child Support Services of Tennessee (O]
e PTO000009281 CONVERTED FROM JTRS - Document not in JIMs ()

Court: DAVIDSON COUNTY JUVENILE COURT

Petition Number

| e Y s peton o your 1 Y ity ] e s |

Ex: PT0O000012345

There are no cases on record for you.
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Davidson County Juvenile Court

Lonnell Matthews, Clerk
user: Benny Rigby

Home 2» Search Petitions 2» Add a Document

PT0000230390  Petition Title : Child Support Services of Tennessee

Ad d i n g p a rty Petition Sub-Type : CSS Parentage .

Document Category | Petition

Document Type *  [Efiling - Add Party to Petition v]

to petition oo

[J Associate to Previous Filing
Acceptable File Format Type(s) (*.pdf)
Document Location No file chosen

Add to Submission [l

Document Name View Document On Behalf of Edit Data Size Remove

Document Cat: Petition E-Filing Manual E-Filing Rules Payment Policy Support
. .. (©2001-2023 Tybera Development Group, Inc. All rights reserved.
Document type: eFiling — Add Party to petition.

Then select ‘Add’.



€I eFlex X -+

<« C' @ courtreview.juvenile jis.org/efile/updocs

Once you have Selected Davidson Countyjuvenile Court
‘Add’, you will see this
screen. If there is no

‘Claim Amount’ or ‘Jury

Lonnell Matthews, Clerk

user: Benny Rigby
Home =» Search Petitions =» Add a Document 2» Amended Complaint

Demand’ then these Amended Complaint: CSS Parentage
don’t need to be Case Number : PT0000230390 Petition Title : Child Support Services of Tennessee
C h ec ke d O N th iS screen Please add the new parties from your Amended Complaint or click Next if there are no new parties to add.
you will need to select Claim Amount | |

‘Add Other Parties’. Jury Demand  (J
Add Case Participants (Any party to be served must be added as a distinct party.)
Remove Participant Name Type Attorney/Agent for Party
(ooc
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Since you are doing this to
issue a subpoena, you
would select “‘Witness’
under ‘Party Type’.

* Select if you are issued to an
organization or a person.

* Enter all the information that you have
for the Organization or Person.

* Once allis entered, select ‘Next’.

* If you have more parties to add,
please repeat process until all parties are
added.

* Once everyone is added select, ‘Next’.

€ eflex X +

&= C' @& courtreview.juvenile jis.org/efile/worklist

Add a Party: CSS Parentage

Defendant

Organization ©  Person @

Party Type: \ Respondent v |

First Name: * ‘

Middle Name:

Last Name: *

SSN:

DOB: mm/dd/yyyy

|
|
Juvenile ID: ‘
|
|
|

Place of Birth:

Gender: Male ©  Female ©  Unknown O

Marital Status: \ V|

Race: \ v

Ethnicity:

Interpreter needed: O Yes ® No

Eye Color

Hair Color: \ v|
Height: E ft E in
Weight: D Ib

In School: Yes O No©  Unknown O

EMail: \

Add an Attorney for this Party

Last Name Middle Name First Name Bar # Type

Add Addresses

Type Address

Add

Add Phones

Type Phone

Add Relationships

Type With

Employer: |
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Time for the Instructions for Service. Then
select ‘Add’.

€3 eFlex % +

< C @& courtreview. juvenile jis.org/efile/worklist

Davidson County Juvenile Court

Lonnell Matthews, Clerk

user: Benny Rigby

Home = Search Petitions =» Add a Document

PT0000230390  Petition Title : Child Support Services of Tennessee

Petition Sub-Type : CSS Parentage

Document Category | Petition V|

Document Type * | Instructions for Service - Subpoena (Existing Petition) V|

Additional Text |

[J Associate to Previous Filing
Acceptable File Format Type(s) (*.pdf)

Document Location No file chosen

Add to Submission m

Document Name View Document On Behalf of Edit Data Size Remove

Efiling - Add Party to Petition ~v| Ev oowme B
Total Size: 0.0 MB
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O LT e [ W Ty By RS W LW DR ey T LW R iy W e T LA TR S T T TR AW L WUR DT I R By R T S DS

CSS Parentage
Petition Number : PT0000230390 Petition Title : Child Support Services of Tennessee

O nce d d d h dS b een TCSES No. | | * Required for Child Support Petitions
SEleCted th IS Screen WI | | Service Method |Da\.fid50n Country Sheriﬁv|
Name And Address of Requesting Party's Attorney OR Pro Se
appear. . |
Address Line 1 | |
Address Line 2 | |
e Select ‘Service Method’ o | '
. . . State | v
this will add any service 1o Postal Code | |
fees. Telephone | |

( ) . Select the Requesting Party (By) and the Party to be Served (For)
* Se,l eCt . By . fo r Wh | Ch pa rty [J By et al (Check this if there is more than one By Party for this summons)
is it being issued on behalf

By For Participant Name Address Current Role Attorney(s) for Party
Of. @ (O LaPorsha Michelle 929 Blank St Petitioner
Sellers Apt-A
.. Nashville, TN 37208
e Select for this is the O @ Benny Rigby 312 RANDY RD Respondent
. . MADISON, TN 37115
pe rso N O I O rga ni Zat I O N O O Richard D Buchanan 1323 12th Ave N Respondent
. Nashville, TN 37208
t h at t h e S u b poe n a IS fo r' () (O J'Zari Nicole Sellers 929 Blank St Juvenile
Apt-A
( ’ Nashville, TN 37208
* Then select ‘Next’. ashile,

Other Address m

For Name Address Delete



Adding a copy of your subpoena you want
issued.

€3 eFlex X +

& C & courtreview juvenile jis.org/efile/worklist DOCU me nt Cat: Petitio n
Davidson County Juvenile Court

Lonnell Matthews, Clerk

user: By Rigy Document Type: Miscellaneous

Home =» Search Petitions =» Add a Document

PT0000230390  Petition Title : Child Support Services of Tennessee o . .
Petition Sub-Type : CSS Parentage Add |t|0na I Text: (please I nd |Cate) ICO py Of Su bpoena

Document Category | Petition V| I WO u Id I i ke iSS u ed’

Document Type * | Miscellaneous v

Additional Text |

| hasociteto reiasFilng Choose File (select the subpoena file you

Acceptable File Format Type(s) (*.pdf)

Document Location FCRB Step 1.pdf wou Id I i ke iSS u ed )

Add to Submission m

Document Name View Document On Behalf of Edit Data Size Remove

Eling - A ar o Petin | v B oow B Select ‘Add’ this will attach your file to the filing.

Instructions for Service - Subpoena (Existing Petition) View Generated Document | v| B oome Bx
Total Size: 0.0 MB

On the on Behalf of (drop down) please select the
) ) | Party these are being issued on behalf of. Then
E-Filing Manual E-Filing Rules Payment Policy Support
(©2001-2023 Tybera Development Group, Inc. All rights reserved. Se Ie Ct ‘ N ext ’_



Last screen for
payment of

fees

You are now on the payment screen please
select your wallet item that you will be
paying with and who you are making that
payment on behalf of. Once the payment
information has been entered, please select
‘Submit the Filing” and it will send your
filing to the clerk for approval.






	Subpoenas & Summons on existing petitions
	This how to will cover 2 functions in eflex.
	Adding a person/organization to an existing petition in eflex.�Select ‘Existing Petition’ from the eFiling home page.
	Enter your petition number.
	One Petition to file against
	Multiple petitions to file against.
	Adding party to petition
	Once you have selected ‘Add’, you will see this screen. If there is no ‘Claim Amount’ or ‘Jury Demand’ then these don’t need to be checked. On this screen you will need to select ‘Add Other Parties’.
	Since you are doing this to issue a subpoena, you would select ‘Witness’ under ‘Party Type’.
	Time for the Instructions for Service. Then select ‘Add’.
	Once add has been selected this screen will appear.
	Adding a copy of your subpoena you want issued.
	Last screen for payment of fees	
	Slide Number 14

