
Creating A Certificate of Service through the Petition 

Walk-Thru Process 

 

Select Petition, Petition Walk-thru Process 

 

Select which incidents you are creating the Certificate of Service for. Select OK 

 

 
 



Select which processes and documents you would like to create.  Select “continue”. 

 
 

You can title your certificate of service as to what document you are mailing out.  It is 

the highlighted area above. 

 

Check all parties you are mailing the document to, how service is taking place and the 

date they are being mailed.  Select complete. 

 

 

Select OK.  Continue on with your Notice of Hearing. 

 



In the “All Documents” screen you can see that your Certificate of Service is associated 

with incident #23 and the title is now Notice of Hearing.  Also your Notice of Hearing 

document was created at the same time.    

 

 
 

You can also attach additional documents to your Certificate of Service.  Say you are 

sending out the Summons and Petition.  Your would start with your walk-thru process 

and create your Summons and Certificate of Service.  At the bottom of the Certificate of 

Service you will see the box  Add Document.  Select Add Document 

 

 
 



Here you will select which document type you want to add with your Summons.    Select 

which documents you want to view and then select Search.  In this case all Petitions will 

appear in the  Document Type box on the left side of the screen. Then Select  Add 

Document Associations.  All petitions you have selected will now appear on the top right 

hand box as  Pending Associated Document.  At this point you can continue to add as 

many documents as you need.  Once you have added all documents.  Select the Save 

Associations on the bottom right of your screen.  Now all the documents you have 

selected will appear in the Currently Associated Documents box.  Select Cancel at the 

top left of your screen. This will save all documents to the Certificate of Service.  

 

 
 

 

 

 

 

 



Here you can see that your documents have now been associated with your certificate 

of service.  Your Summons will show automatically at the end of your walk thru process.  

Select who needs service of the documents and select Complete.   

 

 
 

 

 

 

 

 

 

 

 

 

Here you can view/print your Mailer and Certificate of Service.  Select Close.  

 



 
 

 

 

 

Creating Certificate of Service-  
 

To create just the Certificate of Service without the walk-thru process follow the same 

steps and attach the documents you would like to associate with the Certificate of 

Service.  At this time you cannot associate uploaded documents.   

 

 

 

 


