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How to File a New Civil Case (Attorneys) 
 

Process/Steps to eFile a New Case:  

1. Preparing the Documents to File 

2. Using the Application (AZTurboCourt) 

a. Entering the Attorney(s), Plaintiff(s), and Defendant(s) Information 

b. Entering the Case Information 

c. Attaching the Documents to be Filed 

d. Making Payment 

3. Understanding the Notification Emails sent from AZTurboCourt 

 

1. Preparing Documents to File 

a. Before logging in and beginning the submission process, the documents to be filed with the court 
should be fully prepared and ready for submission 

i. Any scanning of paper documents should be completed 

ii. Documents should be saved as an acceptable file format of: .PDF, .DOCX, or .ODT 

A. Exception: Proposed documents MUST be saved with a file format of .DOCX or .ODT                      
(e.g., Proposed Judgment, Proposed Notice of Hearing, Proposed Order, etc.) 

iii. Each document must NOT be larger than 9.5 MB 

2. Log in to AZTurboCourt > Locate the Superior Court menu > Select General Civil 

  

https://turbocourt.com/go.jsp?act=actShowStateGlobal&tmstp=1636153004536&id=11542622


111621_V1.0 

Page 2 of 17 

a. Select the appropriate county from the drop-down menu for the Jurisdiction field > Location field 
will automatically be populated as Superior Court > Select Next 

 

b. Select the option I want to start a new case in this court > Select Next 

 

c. Review the information and links provided on the welcome screen > Select Next  
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d. Select the Number of Attorneys (10 maximum) representing the Plaintiff(s) from the drop-down 
menu > Select Next 

 

i. Confirm/Update the information > Indicate whether the Attorney’s mailing address is correct 

 

A. If Yes is selected > Select Next  

B. If No is selected, indicate whether the Attorney’s address is in/outside of USA > Select Next 

 

1. Provide law firm name and current mailing address > Select Next 

ii. If there is more than one attorney, the filing attorney is also prompted to:  

A. Indicate whether the filing attorney is the primary attorney for the case and 

B. Provide the Name, Bar Number/State, Telephone Number and Law Firm/Address for each 
additional attorney 
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iii. If the filing attorney’s address or other information was incorrect/updated, to update the filing 
attorney’s address/information for all future filings, select My Profile from the User Menu on the 
Home Screen or the Profile button in the upper right corner of the webpage 

e. Select the number of plaintiff(s) (50 maximum) from the drop-down menu > Select Next 

 

i. Select the type of plaintiff (Business or Individual) 

 

A. If Business is selected > Select Next 

B. If Individual is selected > Select the type of individual > Select Next 

ii. Enter the plaintiff’s Name > It is optional to enter the email address and telephone number > 
Select an option regarding the plaintiff’s address > Select Next 
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A. If the plaintiff is an individual, separate name fields will appear for first/middle/last/suffix 

1. If the plaintiff a minor, additional fields appear to enter the Date of Birth and 
Parent/Guardian’s information 

2. If the plaintiff is incompetent, additional fields appear to enter the Guardian’s 
information 

iii. Enter the plaintiff/parent/guardian’s address (by selecting an address from the drop-down menu 
or by entering the details in the address fields) > Select Next 
Note: This step is skipped when “skip entry of plaintiff’s address” was selected on prior screen 

 

iv. If there is more than one plaintiff, repeat this process for each plaintiff 

f. Select the number of defendant(s) (50 maximum) from the drop-down menu > Select Next 

 

i. Select the type of defendant (Business or Individual) 
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A. If Business is selected > Select Next 

B. If Individual is selected > Select the type of individual > Select Next 

ii. Enter the defendant’s Name > It is optional to enter the email address and telephone number > 
Select an option regarding the defendant’s address > Select Next 

 

A. If the defendant is an individual, separate name fields will appear for first/middle/last/suffix 

1. If the defendant is a minor, additional fields appear to enter the Date of Birth and 
Parent/Guardian’s information 

2. If the defendant is incompetent, additional fields appear to enter the Guardian’s 
information 

iii. Enter the defendant/parent/guardian’s address > Select Next 
Note: This step is skipped when “Unknown” was selected on prior screen 

 

iv. If there is more than one defendant, repeat this process for each defendant 
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g. Select all applicable boxes if requesting any emergency order(s) or leave blank > Select Next 

 

i. If Provisional Remedy is selected, select an option (With Notice or Without Notice) >Select Next 
Note: based on the response, the system will (later) auto-generate the appropriate notice 

 

h. Select the Discovery Tier Level that applies to the case > it is optional to enter a number in the field 
for Monetary relief requested > Select Next 
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i. Select one case category > Select Next 

 

i. Select one case subcategory > Select Next 
Note: Not all case categories require the selection of a subcategory 

j. Select whether the case is subject to compulsory arbitration > Select Next 

 

i. Select the box to sign/certify the selection > Select Next 
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k. Select the type of case initiating document (main document) being filed > Select Next 

 

l. Select the box if an interpreter is needed for court proceedings or leave blank > Select Next 

 

i. If an interpreter is needed, also select a language 
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m. Page redirects to the File Electronically screen 

 

i. [County] Filing Fees 
A. Amount Owed for Filing Fee and Provider (Application) Fee  

Note: does NOT include the 3% payment processing fee, which is added at time of payment 

ii. Form Set Information 

A. View the Form Set # and Selected Jurisdiction 

iii. Edit/Review the Input/Saved Information 

A. Select the Review/Edit Your Answers button 

1. Select the links across the top of the screen and/or on the left side of the screen to 
quickly navigate to a particular step 
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iv. System-Generated Documents (Your Completed Forms) 

A. To view the system-generated documents, select the View link/icon 

v. Attach Documents to be Filed (Attach Your Documents) 

A. All documents MUST be associated to the single case being initiated 

B. Proposed documents MUST be uploaded separately from the main document, as a 
supporting document for a main document 

C. To add a main document, select the Attach link/icon associated with the document type 
(e.g., Application, Complaint, Petition, etc.); Note: the terminology for the document type 
will reflect the type of main document (and emergency order) that was previously selected 

 

1. A pop-up window appears > Enter the Title/Description of the document > Select 
Choose File > a file explorer pop-up window appears > Select a File (.PDF, .DOCX, or 
.ODT) > Select Open > the file explorer pop-up window closes, and the selected file name 
appears next to the choose file button > Select Save 

 

D. To add a supporting document for the main document, select the Attach link/icon 
associated with the Attach Supporting Documents row related to the main document 
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1. A pop-up window appears > Select the Document Type from the drop-down menu > 
Enter a Description of the document > Select Choose File > a file explorer pop-up 
window appears > Select a File (.PDF, .DOCX, or .ODT; however, Proposed documents 
must be formatted as .DOCX or .ODT) > Select Open > the file explorer pop-up window 
closes, and the selected file name appears next to the choose file button > Select Save 

 

E. To add additional main documents, select the Attach link/icon associated with Attach 
Additional Documents 

 

1. A pop-up window appears > Select the Document Type from the drop-down menu > 
Enter the Title/Description of the document > Select Choose File > a file explorer pop-up 
window appears > Select a File (.PDF, .DOCX, or .ODT) > Select Open > the file explorer 
pop-up window closes, and the selected file name appears next to the choose file button 
> Select Save > The option to attach supporting documents will become available 
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vi. To file the completed form set, select Submit 

 

n. Page redirects to the nCourt payment page > The Payment section (top of page) displays the total 
amount due, which includes the case initiation filing fee, the efiling application fee, and the nCourt 
3% online service fee 

 

i. The Payment Information section (left side of page) defaults to the Credit Card tab > There are 
three possible methods for remitting payment: Credit Card (or Debit Card), Checking/Savings 
Account, or Saved Payment > Select the tab for the desired method of payment 

A. If paying by Credit/Debit Card, select the card type from the drop-down menu and enter the 
card information 
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B. If paying with an Account/Routing Number, enter the account information and select the 
account type from the drop-down menu 

 

C. If paying with Saved Payment Information, select the saved card/account from the drop-
down menu 
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ii. The payor’s Billing Information (right side of page) may be manually entered or auto-populated 
by selecting Same As Filer’s Information 
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iii. To process the payment and transmit the submission to the court, select Submit Payment 
(bottom right corner of page) 

 

o. Page redirects to AZTurboCourt > To view the filing details, select View Form Set 

 

i. When filer paid with a new/unsaved payment method, the filer is presented with two options (1) 
Save and View Form Set and (2) Don’t Save, View Form Set 
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p. When the submission has been successfully transmitted to the court, the Status will update to 
Delivered 

 

A. If the status remains as Filing Pending, contact AOC Support for assistance: 602-452-3519 
or pasupport@courts.az.gov 

B. When the submission is accepted, the status will update to eFiled, the Case Number field 
will be populated, the Filing Date & Time field will be populated, and a file stamped 
conformed copy (Court Copy) is available for each document  

C. When the submission is rejected, the status will update to Deficient  

3. Email Notifications 

a. nCourt Payment Receipt from customerservice@ncourt.com with subject of AZ e-Filing Receipt for 
Formset ID [form set #] 

b. TurboCourt Delivery Notifications from tcuatsupport@turbocourt.com with subject of: 

i.  E-Filing Status: Form Set # [form set #] Delivered 

ii. E-Filing Status: Form Set # [form set #] Filed 

iii. E-Filing Status: Form Set # [form set #] Rejected/Deficient 

iv. AZTurboCourt E-Filing Courtesy Notification 

A. Filing was rejected/deficient, or 

B. Email address identified within organization’s contact information (User Menu > My 
Organization > Courtesy Notifications section appears at bottom of page) 

c. To view the notifications within AZTurboCourt, select Messages from the User Menu 

mailto:pasupport@courts.az.gov
mailto:customerservice@ncourt.com
mailto:tcuatsupport@turbocourt.com

