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File an Earnings Garnishment Notice on an Existing Case 
 
1. Select File another document from the My cases page. 

 

 

 

2. Select Upload documents and upload both the Earnings Garnishment Notice (CV-421) and 

the Earnings Garnishment (CV-422) documents.  

3. Select an appropriate Document type from the drop down menu. 

 The Document types available for the Earnings Garnishment Notice are: 

o Earnings Garnishment Notice – Large Claims 

o Earnings Garnishment Notice – Small Claims  

 The Document type for the Earnings Garnishment is Earnings Garnishment 

4. Enter a descriptive Document Title for each document. 

 

 
 
Note: A prompt will appear reminding the eFiler that it is the filer’s responsibility to service 

the debtor and the garnishee.  
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5. Select Continue. 
 Earnings Garnishments require the eFiler to upload the CV-421(Earnings 

Garnishment Notice) and the CV-422 (Earnings Garnishment) as part of the filing. A 

red error message will display if a CV-422 is not included. 

 

 
 

6. Select the checkbox next to the documents and select File and Pay. 
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Note: If paying with credit/debit card or eCheck using US Bank, the filer is also charged a 

transaction fee. 

Note: If paying with a Court Debit Account, it is the eFiler’s responsibility to ensure proper 
funds are available in that account at the time of filing. 
  

7. After the documents have been electronically submitted, they are transmitted to the Clerk of 
Court’s office.  When full payment also reaches the Clerk’s office, staff will process the 
documents.   

 

 

8. When the documents have been processed, only the eFiler receives an email notification 

and is the only party who is able to access the CV-422 (Earnings Garnishment) on the My 

cases page of the eFiling website. The eFiler will need to serve these documents on the 

debtor. 

 

 
 
Note: The CV-422 (Earnings Garnishment) will have the Clerk of Court’s seal applied, will 

NOT be filed stamped, and is not saved to the case.   

 

Note: ONLY the eFiler has access to this document via an email and the eFiling website. 

This document is not visible on courthouse public access. 
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File a Non-Earnings Garnishment Notice on an Existing Case 
 
1. Select File another document from the My cases page.  

 

 
 
2. Select Upload documents and upload the Non-Earnings Garnishment Notice.  

3. Select an appropriate Document type from the drop down menu. 

 Document types available for the Non-Earnings Garnishment Notice are: 

o Garnishment Summons and Complaint for Non-Earnings 

o Small Claims Non-Earnings Garnishment Summons and Complaint 

 

 
 
Note: A prompt will appear reminding the eFiler that it is the filer’s responsibility to service the 

debtor and the garnishee. 
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3. Enter a descriptive Document Title. 
 

 
 
5. Select Continue. 

 

6. Select the checkbox next to the document and select File and Pay. 

 

 
 

Note: If paying with credit/debit card or eCheck using US Bank, the filer is also charged a 

transaction fee. 

Note: If paying with a Court Debit Account, it is the eFiler’s responsibility to ensure proper 
funds are available in that account at the time of filing. 
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7. After the document has been electronically submitted, it is transmitted to the Clerk of Court’s 
office.  When full payment also reaches the Clerk’s office, staff will process the document.   

 

 
 
8. When the document has been processed, only the eFiler receives an email notification and 

is the only party who is able to access the CV-301 or SC-301 (Non-Earnings Garnishment) 

on the My cases page of the eFiling website. The eFiler will need to serve this document on 

the debtor. 

 

 
Note: The CV-301 or SC-301 (Non-Earnings Garnishment) will have the date and 

signature of the Clerk of Court, and it will be filed stamped and saved to the case.   

 
Note: ONLY the eFiler has access to this document via an email and the eFiling website. 

However, this document is visible on courthouse public access.  
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File an Earnings Garnishment Notice as a New Case 
 

1. Select File a new case. 
 

 
 
2. Select the County and Class Code. The class code can be either 30302 (Civil – Large 

Claims Garnishment) or 31005 (Small Claims – Garnishment).  
 

 
 
3. Add the Party information. When finished, select Continue. 
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4. Select Upload documents and upload both the Earnings Garnishment Notice (CV-421) and 

the Earnings Garnishment (CV-422) documents.  

5. Select an appropriate Document type from the drop down menu. 

 The Document types available for the Earnings Garnishment Notice are: 

o Earnings Garnishment Notice – Large Claims 

o Earnings Garnishment Notice – Small Claims  

 The Document type for the Earnings Garnishment is Earnings Garnishment 

6. Enter a descriptive Document Title for each document. 

 

 
Note: A prompt will appear reminding the eFiler that it is the filer’s responsibility to service the 

debtor and the garnishee.  

 

5. Select Continue. 
 Earnings Garnishments require the eFiler to upload the CV-421(Earnings 

Garnishment Notice) or the Earnings Garnishment Notice for Small Claims and 

the CV-422 (Earnings Garnishment) as part of the filing. A red error message will 

display if a CV-422 is not included. 

 

 
 

8. Verify that all the new case filing information is correct on the Review page. Select 

Continue. 
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9. Select the checkbox next to the documents and select File and Pay. 

 

 
 

Note: If paying with credit/debit card or eCheck using US Bank, the filer is charged a transaction 

fee. 

Note: If paying with a Court Debit Account, it is the eFiler’s responsibility to ensure proper funds 
are available in that account at the time of filing.  

 
7. After the document has been electronically submitted, it is transmitted to the Clerk of Court’s 

office.  When full payment also reaches the Clerk’s office, staff will process the documents.   
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8. When the documents have been processed, only the eFiler receives an email notification 

and is the only party who is able to access the CV-422 (Earnings Garnishment) on the My 

cases page on the eFiling website. The eFiler will need to serve these documents on the 

debtor. 

 

 
 

Note: The CV-422 (Earnings Garnishment) will have the Clerk’s seal applied, but it will not be 

filed stamped or saved to the case.   

 
Note: ONLY the eFiler has access to this document via an email and the eFiling website. This 

document is not visible on courthouse public access. 

 
Note: The eFiling system generates an Electronic Filing Notice that must be printed and 
served by traditional means with the case initiating documents. 
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File a Non-Earnings Garnishment Notice on a new Case 
 
1. Select File a new case. 
 

 
 
2. Select the County and Class Code. The class code can be either 30302 (Civil – Large 

Claims Garnishment) or 31005 (Small Claims – Garnishment).  
 

 
 
3. Add the Party information. When finished, select Continue. 
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4. Select Upload documents and select the Non-Earnings Garnishment Notice document.  

5. Select the Small Claims Non-Earnings Garnishment Summons and Complaint from the 

Document type drop down menu. 

 

 
Note: A prompt will appear reminding the eFiler that it is the filer’s responsibility to service 

the debtor and the garnishee.  

 
6. Enter a descriptive Document Title. 
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7. Select Continue. 
 

8. Verify that all the new case filing information is correct on the Review page. Select 

Continue. 

 

 

10. Select the checkbox next to the filing and select File, then select File and Pay. 

 

 
 

Note: If paying with credit/debit card or eCheck using US Bank, the filer is also charged a 

transaction fee. 

Note: If paying with a Court Debit Account, it is the eFiler’s responsibility to ensure proper 
funds are available in that account at the time of filing.  
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9. After the document has been electronically submitted, it is transmitted to the Clerk of Court’s 
office.  When full payment also reaches the Clerk’s office, staff will process the document.   

 

 
 

14. When the document has been processed, only the eFiler receives an email notification and 

is the only party who is able to access the CV-301 or SC-301 (Non-Earnings Garnishment) 

on the My cases page on the eFiling website. The eFiler will need to serve this document on 

the debtor. 
 

 
 
Note: The CV-301 or SC-301 (Non-Earnings Garnishment) will have the date and 

signature of the Clerk of Court, and it will be filed stamped and saved to the case.   

 
Note: ONLY the eFiler has access to this document via an email and the eFiling website. 

However, this document is visible on courthouse public access.  
 


