Ministry of the Attorney General

Small Claims Court E-Filing
Service Portal User Guide

Read this guide to learn how to use the E-Filing
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documents online.
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Introduction

If you are suing a person or business for $35,000 or less, you may be eligible to make
your claim online. It's a simple, convenient way to file a claim in Ontario’s Small Claims
Court without ever setting foot in a courthouse.

Quick Tip

Tribunal orders, such as an order of the Landlord and Tenant Board, may be filed online
using the Small Claims Court Submissions Online portal. For more information on this
process, please see the Guide to Procedure in the Small Claims Court — After

Judgment.

Please note, once the defendant files a defence, the plaintiff files any other document
directly with the court office or any other party files any other document, the Small
Claims Court E-Filing Service Portal cannot be used to filed documents. Any additional
documents may instead be filed through the Small Claims Court Submissions Online
portal, by mail or in-person with the court office where the claim was filed.

Please also note that if you have a fee waiver certificate or would like to request a fee
waiver certificate, you can file your Plaintiff's Claim online through the Small Claims
Court Submissions Online portal (not the Small Claims Court E-Filing Service Portal), by
mail or in-person. Learn more about fee waivers here.

How it works — the basics

There are several steps in the small claims process:

1. Filing a claim with the court
2. Serving (notifying) the defendant
3. If the defendant files a defence:
1. Going to a settlement conference and a trial if necessary
4. If the defendant fails to file a defence:
1. Getting a judgment (decision) from the court


https://www.ontario.ca/document/guide-procedures-small-claims-court/after-judgment
https://www.ontario.ca/document/guide-procedures-small-claims-court/after-judgment
https://www.ontario.ca/page/have-your-court-fees-waived

Getting started

Ready to get started? The following steps will guide you through the process.

Step 1: Start a claim

From the File small claims court documents online | ontario.ca page, scroll down and
click on the first “File your documents” button below “Small Claims Court E-Filing
Service portal”.

Small Claims Court E-Filing Service portal

Use the Small Claims Court E-Filing Service portal to:

submit your Plaintiff’s Claim or Affidavit of Service

discontinue your Plaintiff's Claim

change or update your Plaintiff's Claim if you have not served the claim on any of the
defendants

note the person you are suing (defendant) in default if they do not respond to your Plaintiff's
Claim within 20 days of being served

request a default judgment if the defendant has not responded to your Plaintiff's Claim
request an assessment hearing without the defendant

file a notice of motion for an assessment in writing so you do not need to attend court

File your documents

You will be re-directed to the login page.

Step 2: Create a ONe-key ID

You will be prompted to login using your ONe-key ID. If you don’t have a ONe-key ID,
you must create one.

Click on “Sign up now!” and complete all fields.


https://www.ontario.ca/page/file-small-claims-court-documents-online
https://www.appmybizaccount.gov.on.ca/wps85/portal/osb/!ut/p/z1/hZBPb4JAEMU_iweOMANY_vQGVJFWS1OClb2Y1azrNssuASrpty_G9GCj6dxm5vfevAwQ2ABR9CQ47YVWVI59Rbzt2l8Eb3nu2elTMMNokYTlHAMnXbmwho__EDKu8U5FOOrJBVnGRYnLqZ1m2QyzMgyT1-nKDV_sX-CPMn53YhcxzZ2bwNWRagzp3w3pe1CcPSRVHCqmoGBqm0TwDIRLvbv8IVI7N-BAWnZgLWutr3YcH_u-6R4NNHAYBkurnrZCW3tqYEM5M_AgJDO7mkpp7iUVdWdqJYVitwyPuuthc-0DTT0Ps8-H5jR8u5JPJj9hkcyf/dz/d5/L2dBISEvZ0FBIS9nQSEh/

ServiceOntario
You are logged out | {ETE
ServiceOntario > Login

Login

Sign in with your ONe-key ID ONe key 1D:

New to ONe-key? |

A ONe-key account gives you secure access to Ontario

Password:

Govemment programs and services. Leam moee

Don't have a ONe-key 1D? Sign up now! -
Can't accwss your account?

Quick Tip

The ONe-key ID is a unique electronic identification that allows you to communicate
securely with online government services. You will need to login using your ONe-key ID
every time you use the Small Claims Court E-Filing Service Portal.

Need more help? Call ServiceOntario’s customer support line at 1-888-745-8888.

Note: If you are logged in and leave your application inactive for fifteen minutes or
more, you will be locked out of your session and lose any unsaved data. If this happens,
return to File small claims court documents online | ontario.ca and click on the first “File
your documents” button below “Small Claims Court E-Filing Service portal”.

Step 3: Choose a filing method

There are two ways to file your claim:

« Filing Wizard. If this is your first time filing a claim in Small Claims Court, or if
you are not familiar with the small claims court process, then the “Filing Wizard”
is the tool for you. The filing wizard will walk you through the filing process and
will help you to make sure that you submit all the necessary information to the
court.


https://www.ontario.ca/page/file-small-claims-court-documents-online
https://www.appmybizaccount.gov.on.ca/wps85/portal/osb/!ut/p/z1/hZBPb4JAEMU_iweOMANY_vQGVJFWS1OClb2Y1azrNssuASrpty_G9GCj6dxm5vfevAwQ2ABR9CQ47YVWVI59Rbzt2l8Eb3nu2elTMMNokYTlHAMnXbmwho__EDKu8U5FOOrJBVnGRYnLqZ1m2QyzMgyT1-nKDV_sX-CPMn53YhcxzZ2bwNWRagzp3w3pe1CcPSRVHCqmoGBqm0TwDIRLvbv8IVI7N-BAWnZgLWutr3YcH_u-6R4NNHAYBkurnrZCW3tqYEM5M_AgJDO7mkpp7iUVdWdqJYVitwyPuuthc-0DTT0Ps8-H5jR8u5JPJj9hkcyf/dz/d5/L2dBISEvZ0FBIS9nQSEh/
https://www.appmybizaccount.gov.on.ca/wps85/portal/osb/!ut/p/z1/hZBPb4JAEMU_iweOMANY_vQGVJFWS1OClb2Y1azrNssuASrpty_G9GCj6dxm5vfevAwQ2ABR9CQ47YVWVI59Rbzt2l8Eb3nu2elTMMNokYTlHAMnXbmwho__EDKu8U5FOOrJBVnGRYnLqZ1m2QyzMgyT1-nKDV_sX-CPMn53YhcxzZ2bwNWRagzp3w3pe1CcPSRVHCqmoGBqm0TwDIRLvbv8IVI7N-BAWnZgLWutr3YcH_u-6R4NNHAYBkurnrZCW3tqYEM5M_AgJDO7mkpp7iUVdWdqJYVitwyPuuthc-0DTT0Ps8-H5jR8u5JPJj9hkcyf/dz/d5/L2dBISEvZ0FBIS9nQSEh/

e Quick File. If you frequently file claims in Small Claims Court and/or are very
familiar with the small claims court process, then our “Quick File” method is the
way to go. This method is well-suited to legal professionals, process servers and
business people who frequently file claims in court, and have already completed
a Plaintiff’'s Claim form. Skip to “Submitting your claim using Quick File” to
learn more about this process.

Small claims eFiling

You can file a new claim by choosing one of the filing methods below ar continue your existing claims in the "My existing claims™ tab.
Mote: Documents filed with the court are available fo the public unless the court orders otherwise. Tribunal orders, such as an order of the

Landlord and Tenant Board, cannot be filed online. For more information on this process, please see After Judament - Guide to Getfing
Resulis.

Start a new claim My existing claims

There are 2 ways to file court forms for money claims onling:

Use the filing wizard Upload completed forms using the quick file
option
= for firzt-time and inexperienced filers = for legal professicnals and experienced filers
* eazy to follow, step-by-step wizard will guide you through * thoose this option if you have already completed the
the filing process and help you complete and submit the Plaintiffs Claim form and are ready to upload your
required forms online documenis

Submitting your claim using the Filing
Wizard

You will now prepare your claim for submission to the court. The Filing Wizard will walk
you through the filing process and will help you to make sure that you submit all the
necessary information to the court.

You must explain why you are making the claim, how much money you wish to claim,
and provide basic information about yourself and the defendant(s).



Quick Tip

If you save your Plaintiff's Claim as a draft and return to it at a later time, you will need
to upload your attachments again.

Note: As the Small Claims Court E-Filing Service Portal does not store any documents
for future reference or printing, we recommend you Print the review summary page

showing the name/type of any supporting documents provided with your claim for future
reference.

Step 1: Create and submit your Plaintiff’s Claim using
Filing Wizard

To start, read the instructions and click File Plaintiff’s Claim.

ServiceOntario

Youare loggedin | Log out
Account > Small claims eFiling > Small claims eFiiing wizard

Small claims eFiling wizard

Step 2 - Serve defendants Step 3 - Note in default and request judgment

Step 1 - File a Claim
To start the process. you will compieie and fie a Plantif's Claim. Be ready 1o provide the following information in the filing wizard
e Your name
o he name of the person Or busingss you are suing
« the reason you are making the claim (what happened
o the amount you sre claiming ($35 000 maxmum
« the rate of interest on the monay owed 1o you (35% per year maxamum when filing onine) Tip: If you had a contract with the

defendant that included an nterest rate you may put that rate in your claim. If you did not agree 1o an interest rale, you can ask for

the "Courts of Justice Act 131" in your claim &M mor it interest rates and how to inciude them in your ciaim
J L LA X

o Coples of any documants related to your ciaim, e g unpaid invoices

« online fee payment by Visa, Visa Deblt, Mastercard, Debit Mastercard or Interac® Online. Learn more about court fees fee walver
and gayment Fee waiver is not avadable when fing online

Note: Documents filed with the court are avallabie to the pubiic unigss the court orders otherwise



Next, you will need to fill out the following fields in the steps below:

1. Terms and conditions

o Carefully read the terms and conditions listed, and if you agree, check the

boxes then click Next.
2. Select a court

o Select the Small Claims Court location where you wish to file your claim
from the drop-down menu.

o A number of questions will follow to confirm that you have selected the
correct court location. Respond by clicking Yes or No, then click Next.

3. ldentify amount claimed

o Enter the amount of money you are claiming.

o If you had a contract with the defendant that included an interest rate, you
may put that rate in your claim. If you did not agree to an interest rate, you
can ask for the Courts of Justice Act rate.

o The Courts of Justice Act rate is set quarterly by the Ministry of the
Attorney General. View interest rates here. Enter the date from which you
are claiming interest, and then click Next.

Identify amount claimed

ext
Previous N

4. ldentify the type of claim


http://www.attorneygeneral.jus.gov.on.ca/english/courts/interestrates.asp

Identify the type of claim you are making based on the definitions below:

e Liquidated claim:

o where the claim is for a set amount owing under a written contract
or verbal agreement such as an unpaid invoice, bounced cheque
and/or unpaid loan

¢ Non-liquidated claim:

o where the amount in dispute is not definite or exact and will have
to be reviewed by a judge, like damage to property, personal
injury, poor workmanship, and/or termination pay

For more information about claim types, please see the Guide to Procedure in
the Small Claims Court - Making a Claim.

Ste

e

p 4 of 9 - Identify claim type

marked with & e ( * ) are mandatory

Identify claim type
s information is imporiant because if the defendant(s) fail to file a
yjour next step will be online. You would follow different

= =

a set amount owing under a written contract or verbal agreement, such as an unpaid invoce, unpaid remt

bour {/or unpaid lcan (liqusdated claim

an amount that a judge will need to approve, such as damage to property, personal injury, poor workmanship

and’or termmation pay (non kquidated claim
For more information about claim types, please see the Guide to Making a Claim

Next

Previous

5. Provide an email address
o Provide the email address that you wish to use for court transactions (e.g.,
receiving official forms, court receipts, etc.) and click Next.
6. Provide representative and plaintiff information
o The plaintiff is the person making a claim against the defendant. Indicate
whether or not the plaintiff is represented by a third party, such as a
lawyer or paralegal, and then complete the fields to provide information
about the representative (if any) and the plaintiff.
o If there is more than one plaintiff, click Add another plaintiff.


https://www.ontario.ca/document/guide-procedures-small-claims-court/making-claim
https://www.ontario.ca/document/guide-procedures-small-claims-court/making-claim
https://www.ontario.ca/document/guide-procedures-small-claims-court/making-claim

o Once you have provided the required information, click Next.
7. Provide defendant information
o Provide the name, address and contact information for the defendant.
o If there is more than one defendant, click Add another defendant.
o Once you have provided information about all defendants, click Next.

Quick Tip

If the defendant is a business, do you have its correct name?

You must provide the full legal name for any business you are suing. If you are not
certain what the business name is:

e conduct an online search using ServiceOntario’s Online Business Registry
« call the ServiceOntario call centre at 1-800-361-3223, or 416-314-8880 in
Toronto

If the business is not incorporated, you may wish to add the name of the business
owner(s) as a defendant as well.

8. Provide claim details

o In the field provided, explain why you are making the claim. Be sure to
include details about the event(s) that led to the claim and how you arrived
at the specific amount of money you are seeking.

o Upload any supporting documents by clicking Add more files. Supporting
documents are anything which you feel is relevant to your claim, such as
contracts or invoices. Remember to identify and explain your supporting
documents in the Claim Details field. Click Browse to find the document
you wish to upload, and then select that document and click Add.

Note: if you save your Plaintiff's Claim and return to it at a later time, you
will need to upload your attachments again.

o Once you have uploaded all supporting documents, complete the required
payment details and click Review information before submitting.


http://www.ontario.ca/page/business-name-registration

Note: As the Small Claims Court E-Filing Service Portal does not store

any documents submitted with your claim, we recommend you Print the
review summary page showing the name of any supporting documents
provided with your claim for future reference.

Quick Tip

Plaintiff's Claims must be uploaded in PDF format only (6 megabytes (MB) maximum).
Other documents must be saved in JPEG, Word, Excel or PDF format. Each supporting
document must not exceed 10 megabytes (10MB) in size, with total attachments not
exceeding 20 MB in size. File names may only contain letters and numbers and cannot
exceed 30 characters in length including the extension, e.g., “pdf or jpg”.

ServiceOntario
Previous Clear M Save a draft o Help

Supporting document file name (If any) M8
Total size of all attachments (in MB) Add more files
0.00
Payment details

Have any of the plaintiffs filed more than 10 claims at the selected court location during this calendar
year? See the Small Claims Court fee schedule for more information.*

Yes @ No

The court fee Is

$102 00
Authorization and signature - submitted online by:

Last name * First name * Submitted on: (yyyy/mm/dd)
Doe John 2019/03/08

By marking this box, | acknowledge that my name above will be considered a signature

7 or the purposes of this document’s submission 1o the cournt

Review information before submitting

Previous

9. Review, pay and submit your claim

o The next screen will show all of the information you have submitted so far.
Carefully review all information.



o If you wish to change anything, click Update to the right of that
information. Once you have made any changes, click Save and return to
summary.

o If all information is complete and accurate, click Pay and submit.

10. Payment

o To complete the transaction you will be asked to pay using either your
Visa, Mastercard or Interac debit card. Select your method of payment
and click Make Payment.

Payment Method

Please Select

mastercord

DEBIT mastercard, debit

Accepted payment methods include Visa, Visa Debit, Mastercard, Debit
Mastercard and Interac Online.

Note: You will be directed to a secure website for payment processing, which may
take up to a minute. Please do not stop, close or reload your browser until this
process is complete.

Afterwards, you will be redirected back to the Province's website.

o Once you have entered all required payment information, click Pay Now.

11. Submission and payment summary



o When your payment has been processed, your Plaintiff's Claim will be

submitted to the court. A summary of your submission will be displayed,

including the claim number assigned to your case by the court and the

time and date your claim was submitted.
o A payment summary will also be displayed, confirming your payment. Print
a copy for your record. It will also be saved in your ServiceOntario

account.

ServiceOntario

Submission summary

Thank you. Your form has been submitted.

Form name:

Form number:

Claim number:

Date/time:

Submission confirmation:
Submitted to:

More information

7A — Plaintiff's Claim

004-7A-OCC-E
48700-SC19000131620000

February 28, 2019 1:21 PM
43028428

Ontaric Small Claims Court
Telephone: 1-800-980-4962

Email: SmaliClaimsOnline@ontario.ca

Locations: Ontario court locations & contact information

If you have any questions or comments about your case, contact the court location listed on the Plaintiff's Claim.

Every effort s made to ensure that the transaction is successifully completed; however, making sure that the information was
recelved remains the responsibility of the user

Payment summary

Transaction type:
Payment status:
Payment total:

Card type:

Cardholder name:
Payment confirmation:

Purchase

Approved
$102.00 CAD
Interac Online

898379

12. Email notification



o You will receive an email with the court-issued Plaintiff's Claim document,
which can be printed and served on (delivered to) each defendant
together with any documents in support of your claim.

o Remember, if you submit a form after regular business hours, it will be
processed by the court the next business day. If you do not receive it
within three business days, contact the court office for more information.
The email will provide information about next steps, as well as a partially-
completed affidavit of service form.

Quick Tip

You can make online changes (amendments) to your court-issued claim if you have not
already served (delivered) your claim on any of the defendants. If you have already
served your claim on any of the defendants, you must then file your amended claim with
the Small Claims Court listed at the top of your Plaintiff's Claim. See below for more
details about uploading an amended claim.

Step 2: Serve Defendants and submit an Affidavit of
Service using Filing Wizard

Within three business days, you will receive a court-issued Plaintiff's Claim form and a
partially-completed Affidavit of Service form by email.

The Plaintiff's Claim form must be served on (delivered to) each defendant together with
any documents in support of your claim. This will notify each defendant that you are
suing them. Serving documents | Guide to procedures in small claims court | ontario.ca.

Once you have served the defendant(s), you must submit a document to the court in
which you swear (affirm) that you have served the defendant(s). This document is called
an Affidavit of Service. It must be signed in front of a commissioner for taking affidavits
(see Quick Tip below). If you have a hard-copy (non-electronic) Affidavit of Service
commissioned, it must be scanned to create an electronic copy to submit to the court.


https://www.ontario.ca/document/guide-procedures-small-claims-court/serving-documents

File an Affidavit of Service

To file the Affidavit of Service, go to File small claims court documents online |
ontario.ca, click on the first “File your documents” button below “Small Claims Court E-
Filing Service portal” and log in to your ONe-key account.

1. Your ongoing claim should be visible on this page. Click Next steps.

Start a new claim My existing claims

Claim number

28700-SC15000011540000

Court Form Date ¥
201511-16

OSHAW TA - Piaintiff's Claim

1
Status Next steps
Submitted Next staps

If you have landed on your Accounts page, click on “Small claims e-filing” under
enrolled services above your existing claims.

ServiceOntario

Account > Profile 1

Profile 1

You are logged in | Log out

I Note: For your security, you will be automatically logged out of your account after 15 minutes of inactivity

Account

Activities
Profiles

Profile 1
Account settings
Account help

ServiceOntario privacy

Recommended

Add a service

Add a profile

Add a delegate
Redeem delegate PIN

View profile | Edit profile
Profile 1

Enrolled services

Date Service name

03-10-2016 Small claims eFiling —
Activities (View most recent . View all )

Date/time ¥ Activity
03-10-2016/ 11:49 7A - Plaintiff's Claim - 43023217

View activities by month: | Select month v || Select year v || View

Messages ( View most recent | View all )

Date/time ¥ Subject
You have no messages

View messages by month: | Select month v || Select year v || View

Status
Draft (%}

From


https://www.ontario.ca/page/file-small-claims-court-documents-online
https://www.ontario.ca/page/file-small-claims-court-documents-online
https://www.appmybizaccount.gov.on.ca/wps85/portal/osb/!ut/p/z1/hZBPb4JAEMU_iweOMANY_vQGVJFWS1OClb2Y1azrNssuASrpty_G9GCj6dxm5vfevAwQ2ABR9CQ47YVWVI59Rbzt2l8Eb3nu2elTMMNokYTlHAMnXbmwho__EDKu8U5FOOrJBVnGRYnLqZ1m2QyzMgyT1-nKDV_sX-CPMn53YhcxzZ2bwNWRagzp3w3pe1CcPSRVHCqmoGBqm0TwDIRLvbv8IVI7N-BAWnZgLWutr3YcH_u-6R4NNHAYBkurnrZCW3tqYEM5M_AgJDO7mkpp7iUVdWdqJYVitwyPuuthc-0DTT0Ps8-H5jR8u5JPJj9hkcyf/dz/d5/L2dBISEvZ0FBIS9nQSEh/

You should see that Step 2: Serve defendants is highlighted.

Step 1 - File a Claim Step 2 - Serve defendants Step 3 - Note in default and request judgment

Already completed thes step? Scroll down and click the "Next step” buttor

Step 2 - Serve defendants

Y ou must compiete the Affidavit of Service to 1ell the court how and when your Plamntiffs Cla and attachmenis) was delivered to the
defendant Thera are rules about how the Plamtiffs Claim must be served Leam more about serving court documents
An athd nt 1 1) ront of
o asmall clasms court staff member who has been appointed a commissianer for taking affidavits
« alawys! or paralegal icenced by the Law Soclety of Upper Canada
il

Don't have an affidavit?

omplete and print an affidawt to be signad in front of & commissione!
Complete and pnnt an affidavit to sign

Upload and file your signed affidavit of service

{ave you printed and signed your affidavit in front ol a comrmussioner for taking afldavits? Il yes, you are ready 10 upload a scanned copy

Upload and file affidavit

2. If you need to complete an Affidavit of Service form, click Complete and Print
Affidavit to Sign and then follow the steps.

3. If you have already signed your completed Affidavit of Service in front of a
commissioner for taking affidavits and saved a scanned version, click Upload
and File Affidavit.

Quick Tip

An Affidavit of Service can be sworn before:

e Small Claims Court or ServiceOntario counter staff
« alawyer or paralegal licenced by the Law Society of Ontario
e anotary public

Learn more about how to find a notary public or commissioner of oaths for taking
affidavits here.


https://www.ontario.ca/page/find-notary-public-or-commissioner-oaths-taking-affidavits

Keep your receipt! You may be able to claim these costs later.

4. Once you have clicked on Upload and File Affidavit, select the defendant(s)
served by clicking on the box to the left of the defendant’s name.

5. For each defendant you will be required to Upload and file a signed and
commissioned copy of the Affidavit of Service and any supporting materials such
as receipts for registered mail or couriers.

6. Enter the date that service of the claim was effective (see Quick Tip below) and
confirm that the defendant’s contact information is up-to-date by clicking on Yes
or No. Then click Review information before submitting.

7. Carefully review all information and click Submit.

Quick Tip

What is the “effective date of service” for my claim?

The rules of court set out the ways each document can be served and when service is
effective. The defendant has 20 days from the date you served (delivered) the claim to
them (effective date of service) to file a defence and deliver a copy to you. Learn more
in the Guide to Procedure in the Small Claims Court — Serving Documents.

You must allow the defendant 20 days from the effective date of service to deliver a
defence to you and file it with the court.

If no defence is served within 20 days, you may ask the court to make a decision on
your claim without the defendant(s) being there. This is called “default proceedings”.
This includes noting the defendant in default and then either:

o requesting a default judgment (liquidated claims), or
o requesting an assessment of damages (non-liquidated claims).

Learn how to request a default proceeding below.


https://www.ontario.ca/document/guide-procedures-small-claims-court/serving-documents

Step 3: Request default judgment using Filing Wizard
(Liquidated Claims)

If 20 days have passed and you have not received a defence from the defendant, you
may ask the court to grant you a decision on your claim, based only on the evidence
you have presented. This is called a default judgment.

Quick Tip

What if a defence is filed?

If a defendant responds to the claim with a defence, you will receive a notice from the
court advising you of the time, date and location of a mandatory settlement conference,
where you and the defendant (or your representatives) will meet with a judge to discuss
settling the case.

If the defendant admits liability (the defendant agrees that they are legally and
financially responsible for paying your claim), and proposes a payment schedule, no
settlement conference is needed. For more information, see Replying to a claim | Guide

to procedures in small claims court | ontario.ca.

Please note, once the defendant files a defence, the plaintiff files any other document
directly with the court office or any party files any other document, any additional
documents may be filed through the Small Claims Court Submissions Online portal, by
mail or in-person with at the court office where the claim was filed.

To file a default judgment form, follow these steps:

1. Return to File small claims court documents online | ontario.ca, click on the first
“File your documents” button below “Small Claims Court E-Filing Service portal”
and log in to your ONe-key account.

2. Your ongoing claim should be visible on the page called My existing claims.
Click Next Steps.

3. On the next screen, you should see that Step 3: Note in default and request
judgment is highlighted. Read the instructions and tips and then click Request
default judgment to continue.



https://www.ontario.ca/document/guide-procedures-small-claims-court/replying-claim
https://www.ontario.ca/document/guide-procedures-small-claims-court/replying-claim
https://www.ontario.ca/page/file-small-claims-court-documents-online
https://www.appmybizaccount.gov.on.ca/wps85/portal/osb/!ut/p/z1/hZBPb4JAEMU_iweOMANY_vQGVJFWS1OClb2Y1azrNssuASrpty_G9GCj6dxm5vfevAwQ2ABR9CQ47YVWVI59Rbzt2l8Eb3nu2elTMMNokYTlHAMnXbmwho__EDKu8U5FOOrJBVnGRYnLqZ1m2QyzMgyT1-nKDV_sX-CPMn53YhcxzZ2bwNWRagzp3w3pe1CcPSRVHCqmoGBqm0TwDIRLvbv8IVI7N-BAWnZgLWutr3YcH_u-6R4NNHAYBkurnrZCW3tqYEM5M_AgJDO7mkpp7iUVdWdqJYVitwyPuuthc-0DTT0Ps8-H5jR8u5JPJj9hkcyf/dz/d5/L2dBISEvZ0FBIS9nQSEh/

Small claims eFiling wizard

Step 1 - File a Claim Step 2 - Serve defendants Step 3 - Note in defauit and request judgment

Step 3 - Note in default and request judgment

Has the defendant responded with a defence?

and defendant

=]

pay you the full amount owing, you will receive a letier from the

4. Complete the Request for Default Judgment Form by completing the following:
o Determine if an Affidavit for Jurisdiction is required by responding Yes or
No to each of the questions. In many cases it will not be needed.
o If you are required to submit an Affidavit for Jurisdiction (Form 11A),

click No to indicate that you do not have a form ready for upload and click
Next.



Determine if an Affidavit for Jurisdiction is required:

If all the defendants live or carry on business outside of the court's territorial division, and you are requesting

default judgment against a defendant in this case, you will need to file a completed, sworn or affirmed Affidavit
for Jurisdiction (Form 11A).

You have indicated that you have filed the Plaintiff's Claim at the following small claims court:

Selected court:

150 Bond Street East Oshawa ON
L1G 0A2
(905) 743-2800

Is the selected small claims court the closest small claims court to the place where one or
more of the defendants live or carry on business? *
5. Create and print an Affidavit for Jurisdiction:
o To create the Affidavit for Jurisdiction, complete the required fields and
then click Review and Print Affidavit for Jurisdiction.

Yes No

Step 1b - Create

Fields marked with an a

and print Affidavit for Jurisdiction

tensk (') are mandatory

Create and print Affidavit for Jurisdiction

mary nod raguest a defaull jJudgrment without first submattng an Affickavit for Jurisdiction. The Affidavt K
oy s

Junsact must be printod e Jin the presence of a commissionar for lnkng affidavas. Onca this stap

mpleled, you may ratum 1o requast a dofegn Snant

First and st name of the person who served the document  +

e you a plasndiff o plaintidfs represaentative? *

Hlastift Plantdl's represantabve

Pravious - Review and print Afficiavit for Jurisdiction

o To print the Affidavit for Jurisdiction, click Review and print Affidavit for
Jurisdiction.

o Take the Affidavit to a commissioner for taking affidavits, scan the signed
copy and save it on your computer (see Quick Tip below).



Quick Tip

An Affidavit for Jurisdiction can be sworn before:

e Small Claims Court or ServiceOntario counter staff
e alawyer or paralegal licensed by the Law Society of Ontario
e anotary public

Learn more about how to find a notary public or commissioner of oaths for taking
affidavits here.

Keep your receipt! You may be able to claim these costs later.

6. Return to File small claims court documents online | ontario.ca, click on the first
“File your documents” button below “Small Claims Court E-Filing Service portal”
and log in to your ONe-key account. Your ongoing claim should be visible on this
page. Click Next steps.

7. You should see that Step 3: Note defendant in default and request judgment
is highlighted.

8. Click Request default judgment.

9. On the next screen, click Upload file to select the completed, signed form from
your files, and click Next.

Step 1a - Upload Affidavit for Jurisdiction

Upload the completed, sworn or affirmed Affidavit for Jurisdiction (Form 11A)

Note Documents must be submitted in JFEG Word. Excel or PDF formats Each file must not exceed 11
megabytes (MB) In size. Total attachments must not exceed more than 20 MB in size. File name including

Affidavit for Junsdiction » MB
prg— -
olal s12¢ fa achmeants (in MB)
000
N
Previous - ext


https://www.ontario.ca/page/find-notary-public-or-commissioner-oaths-taking-affidavits
https://www.ontario.ca/page/file-small-claims-court-documents-online
https://www.appmybizaccount.gov.on.ca/wps85/portal/osb/!ut/p/z1/hZBPb4JAEMU_iweOMANY_vQGVJFWS1OClb2Y1azrNssuASrpty_G9GCj6dxm5vfevAwQ2ABR9CQ47YVWVI59Rbzt2l8Eb3nu2elTMMNokYTlHAMnXbmwho__EDKu8U5FOOrJBVnGRYnLqZ1m2QyzMgyT1-nKDV_sX-CPMn53YhcxzZ2bwNWRagzp3w3pe1CcPSRVHCqmoGBqm0TwDIRLvbv8IVI7N-BAWnZgLWutr3YcH_u-6R4NNHAYBkurnrZCW3tqYEM5M_AgJDO7mkpp7iUVdWdqJYVitwyPuuthc-0DTT0Ps8-H5jR8u5JPJj9hkcyf/dz/d5/L2dBISEvZ0FBIS9nQSEh/

10.Select all defendant(s) you wish to file the default judgment against by clicking on
the box(es) to the left of the defendant’s name. If all contact information is correct,
click Next.

11.Determine the principal and interest amounts of your claim:

o If you indicated that you want to collect interest on your Plaintiff’'s Claim,
you must enter the contractual rate or the Courts of Justice Act rate.
Respond by clicking Yes or No, and complete the interest rate details.

o Your total amount of prejudgment interest will be calculated for you. Then
click Next.

Step 3 - Determine principal and interest amount claimed

Fields marked wih an asterisk (%) are mandasocy

Calculate the principal and interest amount daimed

Enter the amount of the debt that i <till owed 10 you. This will be the principal amount minus any pyments
recenvasd since your clam was ssued. If you claimed pre-udgment interest, provide rate and date and the system
wil csiculate the amount of mterest damed

Princioa amount oveng (incikuds cents. the madmum amount alowed 5 3500000}

Select prejudgment nterest type: *
(Note: This should be the same amount that you indicated on the Plantfl's Claim )
claimad pre-judgmant imeres at the rate agread 10 by the defendant

* | clamed prequdgment interest 3t the Courts of Justios Act rate
Leam about pre-judgement interest rates and how 10 determine the appropnate rate for your claim
Arnual rate (maomum alovad s 35.00% per year vhen fiing ondne) *
S.00
YWhat is the data of the event that led to this clam? *
(Note: this &5 the dste from which the pre-judgment interest s calouiated. (yyyy'mmidd))

201807108 g

Your totai amount of pre-judgment interest is
$106.60

This is how your pre-judgment interest has been calculated:

Dakt <0l cusina’ 1000 OO a e e ) e Number ofdays smceevent ..o
Debtt stil owing: 100000 X Intarestrate 3.00% / 385days X occurred 1o today s date 129

Prevoss

12.Provide costs:


https://www.attorneygeneral.jus.gov.on.ca/english/courts/interestrates.php

o If there are costs that you would like to add to your claim, click Yes and
enter them now. These costs may include things like fees associated with
filing your claim, e.g., legal counsel, fees charged by the commissioner for
taking affidavits, fees for serving the claim, the fee to file your claim and
default judgment, etc.

Note that the fee to file your default judgment is $89 (or $121 for frequent
claimants who have already filed 10 or more claims at the same Small
Claims Court office this year.)

Upload electronic copies of any receipts provided as evidence of these
costs and click Next. You do not need to upload receipts for court fees.

Provious m Cloar o tely

T TS e T T L R T T L TIRI Ty T7 T T Tt Y

Step 4 - Claim related costs

M) 3sle k (") are mandat
Claim related costs
Xy {ated 10 serving documents See Rule 12 of the Rules of the Small Claims Court for details
st ug ad the receipts | ost Hrowse and select the ments y wantt ) i
e there any 15 hat you want the defendant 10 pay WSon 10 dedt
-
-
) 00
' ! 3 | |
Attach documents
r e ¥ 3
el } ] ]
nt rd ) ) v
3 ract ME
}
) 7TO0 It e be " v e = CXCL $= the it 1k 1 VAL way JCe
he e of your e Please see one of the 1 wWing gusdes 1o dearn how. Adobe help quide o wikihow qQuide

Upload hile

Add more fies

Pravious



13. Postjudgment interest claimed and payment details
o Indicate whether you are claiming postjudgment interest. If Yes, enter the
postjudgment interest rate you are claiming (e.g., under the contract or the
Courts of Justice Act rate).
o Complete the required payment details and click Review information
before submitting to continue.
14.Review, pay and submit your request for default judgment
o The next screen will show all the information you have entered. Carefully
review all information. To change information in any section, click Update
to the right of that information. Once you have made any changes, click
Save and return to summary.
o If all information is complete and accurate, click Pay and submit.

Payment

To complete the transaction you will be asked to pay using either your Visa, Mastercard
or Interac debit card. Once you have selected your method of payment and entered all
required payment information, click Pay Now.

Submission and payment summary

When your payment has been processed, your request for default judgment will be
submitted to the court. A summary of your submission and payment will be displayed.
Print a copy for your record. It will also be saved in your ServiceOntario account.

Email notification

Within five business days, you should receive an email with the court-issued default
judgment.

Remember, if you submit a form after regular business hours, it will be processed by the

court the next business day. If you do not receive it within five business days, contact
the court office for more information.


https://www.attorneygeneral.jus.gov.on.ca/english/courts/interestrates.php
http://www.attorneygeneral.jus.gov.on.ca/english/courts/Court_Addresses/default.asp

What happens next?

If your request for default judgment is granted, the court will send a copy to the
defendant(s). If the defendant does not send you the money you are owed, see the
Small Claims Court guide called Guide to Procedure in the Small Claims Court — After
Judgment for more information on how to enforce a judgment.

Step 4: Request to note in default
(Non-Liquidated)

To file a request to note a defendant in default, follow these steps:

1. Return to File small claims court documents online | ontario.ca, click on the first
“File your documents” button below “Small Claims Court E-Filing Service portal”
and log in to your ONe-key account.

2. Your ongoing claim should be visible on the page called My existing claims.
Click Next steps.

3. On the next screen, you should see that Step 3: Note in default is highlighted.
Read the instructions and tips and then click Note in default to continue.

Small claims eFiling wizard

Step 1 - File a Claim Step 2 - Serve defendants Step 3 - Note in default Step 4 - Request assessment

Step 3 - Note in default

Has the defendant responded with a defence?

Yes, a defence has been delivered to me.

+ |f you have been served the defence and defendant has not agreed to pay you the full amount owing, you will receive a letter from the
court with the date and time of your settlement conference.

No, | have not received a defence.

You may have the defendant, "noted in default" and request judgment. You can only do this if:

* the defendant has not filed a defence with the court and delivered a copy to you

= more than 20 days must have passed since the claim was delivered (served) to the defendant and an affidavit of service has been
filed with the court, see the Guide fo Serving Documents for more information.

Mote in default



https://www.ontario.ca/document/guide-procedures-small-claims-court/after-judgment
https://www.ontario.ca/document/guide-procedures-small-claims-court/after-judgment
https://www.ontario.ca/page/file-small-claims-court-documents-online
https://www.appmybizaccount.gov.on.ca/wps85/portal/osb/!ut/p/z1/hZBPb4JAEMU_iweOMANY_vQGVJFWS1OClb2Y1azrNssuASrpty_G9GCj6dxm5vfevAwQ2ABR9CQ47YVWVI59Rbzt2l8Eb3nu2elTMMNokYTlHAMnXbmwho__EDKu8U5FOOrJBVnGRYnLqZ1m2QyzMgyT1-nKDV_sX-CPMn53YhcxzZ2bwNWRagzp3w3pe1CcPSRVHCqmoGBqm0TwDIRLvbv8IVI7N-BAWnZgLWutr3YcH_u-6R4NNHAYBkurnrZCW3tqYEM5M_AgJDO7mkpp7iUVdWdqJYVitwyPuuthc-0DTT0Ps8-H5jR8u5JPJj9hkcyf/dz/d5/L2dBISEvZ0FBIS9nQSEh/

4. Select the defendants that you wish to have noted in default and complete the
statement.

5. Review and submit your Request to note a defendant in default.

6. When the Request to note in default has been sent to the court, a summary will
appear.

ServiceOntario

Submission summary

Thank you. Your form has been submitted.

Form name: 9B - Request to note in default
Form number: 004-9B-0OCC-E

Claim number: 48700-SC16000037460000
Dateltime: March 4, 2016 11:32 AM
Submission confirmation: 43019469

Submitted to: Ontario Small Claims Court

Telephone: 1-800-950-4962
Email: smallclaimsonlinef@ontario.ca

Locations: Ontario court locations & contact information

More information

If you have any questions or comments about your case, contact the court location listed on the Plaintiffs Claim.

Every effort is made to ensure that the fransaction is successfully completed; however, making sure that the information was
received remains the responsibility of the user.

What happens next?

If all defendants have been noted in default in your case, you can either:

o request an assessment hearing, where attend court and explain to the judge
what you are owed and why, and show the judge your evidence, or

o file a Notice of Motion for an Assessment in Writing, where you explain what
you are owed and why, and upload scanned copies of any supporting evidence.
You do not need to go to court. You will receive the judge’s decision by email.

A judge will determine the amount you are owed. This is explained in more detail
in Step 5.

Quick Tip
What if a defence is filed?

If a defendant responds to the claim with a defence, you will receive a notice advising
you of the time, date and location of a mandatory settlement conference, where you and



the defendant (or your representatives) will meet with a judge to discuss settling the
case.

If the defendant admits liability (the defendant agrees that they are legally and
financially responsible for paying your claim), and proposes a payment schedule, no
settlement conference is needed. For more information, see Getting ready for court |

Guide to procedures in small claims court | ontario.ca.

Please note, once the defendant files a defence, the plaintiff files any other document
directly with the court office or any party files any other document, any additional
documents may be filed through the Small Claims Court Submissions Online portal, by
mail or in-person with the court office where the claim was filed.

Step 5: Request Assessment (non-liquidated claims)

If all defendants have been noted in default and your claim is a non-liquidated claim
(where the amount in dispute is not definite or exact), you can either request an
assessment hearing before a judge or file a notice of motion for an assessment in
writing.


https://www.ontario.ca/document/guide-procedures-small-claims-court/getting-ready-court
https://www.ontario.ca/document/guide-procedures-small-claims-court/getting-ready-court

Small claims eFiling wizard

Step 1 - File a Claim

Step 4 - Request assessment

Step 2 - Serve defendants Step 3 - Note in default Step 4 - Request assessment

If all defendants have been noted in default and your claim is an “"unliguidated” claim {no set amount owing under coniract or agreement),
you can either request an assessment hearing before a judge or file a notice of motion for an assessment in writing.

Option 1 - Request Assessment Hearing

An assessment hearing is sometimes called an undefended
trial. After you file your reguest, the clerk of the court will
email you a Motice of Assessment Hearing that tells the
date, time and location of your hearing. You must go to court
and explain to the judge what you are owed and why. See
the Guide to Getting Ready for Court for more details.

Request Assessment Hearing

Option 2 - File Notice of Motion for an
Assessment in Writing

You can complete and file a notice of motion for an
assessment in writing. Explain in your notice of motion form
what you are owed and why, and upload scanned copies of
any supporting documents. You will not need to go to court
to speak to a judge at this time. The judge’s decision will be
emailed to you.

The documents you file should provide the court with
everything you think will be reguired for a decision to be
made. If the judge thinks the documents you filed are not
sufficient to make a decision, the court may order you to
provide a further affidavit or attend an assessment hearing.
See the Guide to Motions and Orders.

Reguest Assessment in Writing

Option 1 — Request Assessment Hearing

An assessment hearing is sometimes called an undefended trial. After you file your
request, the clerk of the court will email you a Notice of Assessment Hearing that tells
you the date, time and location of your hearing. You must attend court and explain to
the judge what you are owed and why. See Getting ready for court | Guide to
procedures in small claims court | ontario.ca for more details.

To request an Assessment Hearing, follow these steps:

1.

2.

Return to File small claims court documents online | ontario.ca, click on the first

“File your documents” button below “Small Claims Court E-Filing Service portal”

and log in to your ONe-key account.

Click Next steps.

Your ongoing claim should be visible on the page called My existing claims.


https://www.ontario.ca/document/guide-procedures-small-claims-court/getting-ready-court
https://www.ontario.ca/document/guide-procedures-small-claims-court/getting-ready-court
https://www.ontario.ca/page/file-small-claims-court-documents-online
https://www.appmybizaccount.gov.on.ca/wps85/portal/osb/!ut/p/z1/hZBPb4JAEMU_iweOMANY_vQGVJFWS1OClb2Y1azrNssuASrpty_G9GCj6dxm5vfevAwQ2ABR9CQ47YVWVI59Rbzt2l8Eb3nu2elTMMNokYTlHAMnXbmwho__EDKu8U5FOOrJBVnGRYnLqZ1m2QyzMgyT1-nKDV_sX-CPMn53YhcxzZ2bwNWRagzp3w3pe1CcPSRVHCqmoGBqm0TwDIRLvbv8IVI7N-BAWnZgLWutr3YcH_u-6R4NNHAYBkurnrZCW3tqYEM5M_AgJDO7mkpp7iUVdWdqJYVitwyPuuthc-0DTT0Ps8-H5jR8u5JPJj9hkcyf/dz/d5/L2dBISEvZ0FBIS9nQSEh/

3. On the next screen, you should see that Step 4: Request assessment is
highlighted. Read the instructions and tips and then click Request Assessment
Hearing to continue.

4. To complete the Request for Assessment Hearing:

1. Determine if an Affidavit for Jurisdiction is required by responding Yes or
No to each of the questions. In many cases it will not be needed.

2. If you are required to submit an Affidavit for Jurisdiction (Form 11A),
click No to indicate that you do not have a form ready for upload and click
Next.

Determine if an Affidavit for Jurisdiction is required:

If all the defendants live or carry on business outside of the court's territorial division, and you are requesting
default judgment against a defendant in this case, you will need to file a completed, sworn or affirmed Affidavit
for Jurisdiction (Form 11A).

You have indicated that you have filed the Plaintiff's Claim at the following small claims court:

Selected court:

150 Bond Street East Oshawa ON
L1G 0A2
(905) 743-2800

Is the selected small claims court the closest small claims court to the place where one or

more of the defendants live or carry on business? *

e To create the Affidavit for Jurisdiction, complete the required fields and
then click Review and Print Affidavit for Jurisdiction.

Yes O No

5. Create and print an Affidavit for Jurisdiction:



Step 1b - Create and print Affidavit for Jurisdiction

Create and print Affidavit for Jurisdiction

) Wgrrs

Pravious - Review and print Afficiavit for Jurisdiction

e Take the affidavit to a commissioner for taking affidavits (see Quick Tip
below), scan the signed copy and save it on your computer.

e When you return to the ServiceOntario portal you will follow the steps to
upload your completed Affidavit for Jurisdiction.

e If you are required to submit an Affidavit for Jurisdiction (Form 11A),
click Yes to indicate that you have a form ready for upload and click Next.

6. Complete all fields for requesting an assessment hearing and click Review
information before submitting.

Quick Tip
An Affidavit for Jurisdiction can be sworn before:

e Small Claims Court or ServiceOntario counter staff
e alawyer or paralegal licensed by the Law Society of Ontario
e anotary public

Learn more about how to find a notary public or commissioner of oaths for taking
affidavits here.

Keep your receipt! You may be able to claim these costs later.


https://www.ontario.ca/page/find-notary-public-or-commissioner-oaths-taking-affidavits

Payment

e To complete the transaction you will be asked to pay using either your Visa,
Mastercard or Interac debit card. Select your method of payment and click Make
Payment.

« Once you have entered all required payment information, click Pay Now.

Payment Method

Please Select

> visa VISA @b
-

Accepted payment methods include Visa, Visa Debit, Mastercard, Debit
Mastercard and Interac Online.

Note: You will be directed to a secure website for payment processing, which may
take up to a minute. Please do not stop, close or reload your browser until this
process is complete.

Afterwards, you will be redirected back to the Province's website.

Make Payment

Submission and payment summary

When your payment has been processed, your Request for assessment hearing will
be submitted to the court. A summary of your submission will be displayed, including the
claim number and the time and date your request was submitted.

A payment summary will also be displayed, confirming your payment. Print a copy for
your records. It will also be saved in your ServiceOntario account.



Submission summary

Thank you. Your form has been submitted.

Form name: 15A — Reguest assessment hearing
Form number: 004-15AH-OCC-E

Claim number: 43700-SC16000037430000
Dateftime: March 2, 2016 3:25 PM
Submission confirmation: 43019409

Submitted to: Ontario Small Claims Court

Telephone: 1-800-930-4962
Email: smallclaimsonline@ontario.ca
Locations: Ontario court locations & contact information

More information

If you have any questions or comments about your case, contact the court location listed on the Plaintiff's Claim.

Every effort is made to ensure that the transaction is successfully completed; however, making sure that the information was
recelved remains the responsibility of the user.

What happens next?

The clerk of the court will email you a Notice of Assessment Hearing that tells you the
date, time, and location of your hearing. You must attend court and explain to the judge
what you are owed and why.

If you do not receive your Notice of Assessment Hearing within three weeks, you may
wish to contact the Small Claims Court office listed at the top of your Plaintiff's Claim to
ask about its status.

Option 2 — File Notice of Motion for an Assessment in Writing

If all defendants have been noted in default and your claim is a non-liquidated claim,
you can complete and file a notice of motion for an assessment in writing (Form
15A). Explain in your notice of motion form what you are owed and why, and upload
scanned copies of any supporting documents. You will not need to go to court to speak
to a judge at this time. The judge's decision will be emailed to you. The notice of motion
form must be signed in front of a commissioner for taking affidavits.

To File a notice of motion for an assessment in writing, follow these steps:

1. Return to File small claims court documents online | ontario.ca, click on the first
“File your documents” button below “Small Claims Court E-Filing Service portal”
and log in to your ONe-key account.



https://www.ontario.ca/page/file-small-claims-court-documents-online
https://www.appmybizaccount.gov.on.ca/wps85/portal/osb/!ut/p/z1/hZBPb4JAEMU_iweOMANY_vQGVJFWS1OClb2Y1azrNssuASrpty_G9GCj6dxm5vfevAwQ2ABR9CQ47YVWVI59Rbzt2l8Eb3nu2elTMMNokYTlHAMnXbmwho__EDKu8U5FOOrJBVnGRYnLqZ1m2QyzMgyT1-nKDV_sX-CPMn53YhcxzZ2bwNWRagzp3w3pe1CcPSRVHCqmoGBqm0TwDIRLvbv8IVI7N-BAWnZgLWutr3YcH_u-6R4NNHAYBkurnrZCW3tqYEM5M_AgJDO7mkpp7iUVdWdqJYVitwyPuuthc-0DTT0Ps8-H5jR8u5JPJj9hkcyf/dz/d5/L2dBISEvZ0FBIS9nQSEh/

2. Your ongoing claim should be visible on the page called My existing claims.
Click Next Steps.

3. On the next screen, you should see that Step 4: Request assessment is
highlighted. Read the instructions and tips and then click Request Assessment
in Writing to continue.

4. To complete your Request for Assessment in Writing:

o Determine if an Affidavit for Jurisdiction is required by responding Yes or
No to each of the questions. In many cases it will not be needed.

o If you are required to submit an Affidavit for Jurisdiction (Form 11A),
click No to indicate that you do not have a form ready for upload and click
Next.

Determine if an Affidavit for Jurisdiction is required:

If all the defendants live or carry on business outside of the court's territorial division, and you are requesting
default judgment against a defendant in this case, you will need to file a completed, sworn or affirmed Affidavit
for Jurisdiction (Form 11A).

You have indicated that you have filed the Plaintiff's Claim at the following small claims court:

Selected court:

150 Bond Street East Oshawa ON
L1G 0A2
(905) 743-2800

Is the selected small claims court the closest small claims court to the place where one or

more of the defendants live or carry on business? *

5 Create and print an Affidavit for Jurisdiction by completing the required fields
and then click Review and Print Affidavit for Jurisdiction.

Yes O No



Step 1b - Create and print Affidavit for Jurisdiction

Create and print Affidavit for Jurisdiction

) )Jgrrs

Pravious - Review and print Afficiavit for Jurisdiction

e Take the affidavit to a commissioner for taking affidavits (see Quick Tip
below), scan the signed copy and save it on your computer.

e When you return to the ServiceOntario portal you will follow the steps to
upload your completed Affidavit of Jurisdiction.

If you are required to submit an Affidavit for Jurisdiction (Form 11A), click Yes to
indicate that you have a form ready for upload and click Next.

6. Complete all fields for requesting an assessment in writing and upload your
completed and signed Notice of Motion (Form 15A). Make sure the
commissioner’s stamp is visible on the scanned copy of each attachment. Click
Review information before submitting.

Payment

« To complete the transaction you will be asked to pay using either your Visa,
Mastercard or Interac debit card. Select your method of payment and click Make
Payment.

« Once you have entered all required payment information, click Pay Now.

Quick Tip

An Affidavit for Jurisdiction can be sworn before:

« Small Claims Court or ServiceOntario counter staff



e alawyer or paralegal licensed by the Law Society of Ontario
e anotary public

Learn more about how to find a notary public or commissioner of oaths for taking
affidavits here.

Keep your receipt! You may be able to claim these costs later.

Payment Method

Please Select

- visa VISA @D IR

mastercord
.M

DEBIT mastercard, debit
Accepted payment methods include Visa, Visa Debit, Mastercard, Debit
Mastercard and Interac Online.

Note: You will be directed to a secure website for payment processing, which may
take up to a minute. Please do not stop, close or reload your browser until this
process is complete.

Afterwards, you will be redirected back to the Province's website.

Make Payment

Submission and payment summary

When your payment has been processed, your notice of motion for an assessment in
writing will be submitted to the court. A summary of your submission will be displayed,
including the claim number and the time and date your motion was submitted.

A payment summary will also be displayed, confirming your payment. Print a copy for
your records. It will also be saved in your ServiceOntario account.


https://www.ontario.ca/page/find-notary-public-or-commissioner-oaths-taking-affidavits

ServiceOntario

Submission summary

Thank you. Your form has been submitted.

Form name: 15A - Notice of motion for assessment in writing
Form number: 004-15AW-0CC-E

Claim number: 48700-5C16000037460000

Date/time: March 4, 2016 12:12 PM

Submission confirmation: 43019368

Submitted to: Ontano Small Claims Court

Telephone: 1-800-980-4962
Email: smallclaimsonline@ontaric.ca

Locations: Ontario court locations & contact information

More information

If you have any questions or comments about your case, contact the court location listed on the Plaintiff's Claim.

Every effort is made to ensure that the transaction is successfully completed; however, making sure that the information was
received remains the responsibility of the user.

What happens next?

You do not need to go to court at this time. The judge will review your documents and a
decision will be emailed to you. If you have not received a judge's decision (called an
"endorsement record") from the court within four weeks, you may wish to contact the
Small Claims Court office listed at the top of your Plaintiff's Claim to ask about its status.

If the judge does not think the documents you have filed are sufficient to make a
decision, the court may order you to provide a further affidavit or attend an assessment
hearing.



Submitting your claim using Quick File

Quick File allows legal professionals and experienced users of the Small Claims Court
E-Filing Service Portal to quickly and easily upload court documents that they have
already completed offline.

Quick Tip

You may wish to use the Quick File method if you are a legal professional or are
experienced with Small Claims Court procedures. Make sure you have your Plaintiff's
Claim completed and ready to upload.

Step 1: File and submit your Plaintiff’'s Claim using
Quick File

1. Select Quick File.

Start a new claim My existing claims

There are 2 ways to file court forms for meney claims online
Use the filing wizard Upload completed forms using the quick file
option
o for first-tme and inexperienced filers » for legal professionals and expenenced filers

e vt throon
guide you infougn

D you complete and submit the

Filing wizard Quick file «

2. Read the conditions and check the box provided to confirm that you agree.

3. Enter the claim amount (principal), select a court and enter the email address
where you will receive official court documents, then click Next.

4. Fill out all fields under Representative and Plaintiff Information and click Next.



5. Fill out all fields under Defendant Information and click Next.

Quick Tip

If you save your Plaintiff's Claim information and return to it at a later time, you will need
to upload your attachments again.

Note: As the Small Claims Court E-Filing Service Portal does not store any documents
for future reference or printing, we recommend you Print the review summary page
showing the name/type of any supporting documents provided with your claim for future
reference.

6. Upload Plaintiff's Claim and attachments:

o Click Upload file to retrieve the completed Plaintiff's Claim from your files.
This document must be in PDF format.

o If you have additional supporting documents, click Add more files to
upload. Supporting documents can be in any of the following formats:
PDF, Word, Excel or JPEG. Each supporting document must not exceed
10 megabytes (MB) in size, with total attachments not exceeding 20 MB in
size. File names may only contain letters and numbers and cannot exceed
30 characters in length including the extension e.g., “pdf or jpg”.

o Complete all remaining fields and click Review information before
submitting.



ServiceOntario

Previous Clear M Save a draft 0 Help

Supporting documents (If any)

Total size of all attachments (in MB) 000 Add more files

Payment details

Have any of the plaintiffs filed more than 10 claims at the selected court location this calendar year? See the small
claims court fee schedule for more Information

¥ Yes O No

The court fee 1s: $§215.00

Authorization and signature

.f irst name * Date of submission (yyyy/mm/dd)
2019/03/08

Last name *

Doe John

By marking this box, | acknowledge that my name above will be considered
a signature for the purposes of this document’s submussion to the court

Review information before submitting

Previous

7. Review, pay and submit Plaintiff’'s Claim.
o The next screen will show all of the information you have entered.

Carefully review all information.
o To change information in any section, click Update this section.
o If allinformation is complete and accurate, click Pay and submit.

Payment

o To complete the transaction you will be asked to pay using either your Visa,
Mastercard or Interac debit card. Select your method of payment and click Make

Payment.



Payment Method

Please Select

> visa VISA @b By

mastercord

DEBIT mastercard. debit

Accepted payment methods include Visa, Visa Debit, Mastercard, Debit
Mastercard and Interac Online.

Note: You will be directed to a secure website for payment processing, which may
take up to a minute. Please do not stop, close or reload your browser until this
process is complete.

Afterwards, you will be redirected back to the Province's website.

Make Payment

« Once you have entered all required payment information, click Pay Now.

Submission and payment summary

When your payment has been processed, your Plaintiff's Claim will be submitted to the
court. A summary of your submission will be displayed, including the claim number
assigned to your case by the court and the time and date your claim was submitted.

A payment summary will also be displayed, confirming your payment. Print a copy for
your records. It will also be saved in your ServiceOntario account.



ServiceOntario

Submission summary

Thank you. Your form has been submitted

Form name: TA - Plaintiff's Claim

Form number: 004-7TA-OCC-E

Claim number: 30700-SC19000002040000
Date/time: February 28, 2019 1:25 PM
Submission confirmation: 43028429

Submitted to: Ontario Small Claims Court

Telephone: 1.800.980.4962
Email: SmallClaimsOnline@ontario ca
Locations: Ontario court locations & contact information

More Iinformation

If you have any questions or comments about your case, contact the court location listed on the Plaintiff's Claim

Every effort Is made fo ensure that the transaction Is successfully completed; however, making sure that the Information was
recetved remains the responsibility of the user

Payment summary

Transaction type: Purchase
Payment status: Approved
Payment total: $215.00 CAD
Card type: Interac Online
Cardholder name:

Payment confirmation: 808358

Email notification

You will receive an email with the court-issued Plaintiff's Claim document, which can be
printed and served (delivered) on each defendant together with any documents in
support of your claim.

Remember, if you submit a form after regular business hours, it will be processed by the
court the next business day. If you do not receive it within three business days, contact
the court office for more information. The email will provide information about next
steps.



Quick Tip

If you need to make changes (amendments) to your court-issued claim you may do so
online through the Small Claims Court E-Filing Service Portal, if you have not yet served
(delivered) your claim on any of the defendants. If you have already served your claim
on any of the defendants, you may submit your amended claim for filing through the
Small Claims Court Submissions Online portal, by mail or in-person with the court office
where the claim was filed.

Step 2: File an Affidavit of Service using Quick File

Once you have served the defendant(s), return to File small claims court documents

online | ontario.ca, click on the first “File your documents” button below “Small Claims
Court E-Filing Service portal and log in to your ONe-key account.

1. Your ongoing claim should be visible on the page called My existing claims.
Select the case from the list of ongoing claims and then click Next steps.

Start a new claim I:H::E:ﬂ
(a]
Claim number Court Form Date v Status Next steps
3700-SC15000011540000 ISHAW  7A - Piaintiff's Claim 20151116

If you have landed on your Accounts page, click on “Small claims e-filing” under
enrolled services above your existing claims.


https://www.ontario.ca/page/file-small-claims-court-documents-online
https://www.ontario.ca/page/file-small-claims-court-documents-online
https://www.appmybizaccount.gov.on.ca/wps85/portal/osb/!ut/p/z1/hZBPb4JAEMU_iweOMANY_vQGVJFWS1OClb2Y1azrNssuASrpty_G9GCj6dxm5vfevAwQ2ABR9CQ47YVWVI59Rbzt2l8Eb3nu2elTMMNokYTlHAMnXbmwho__EDKu8U5FOOrJBVnGRYnLqZ1m2QyzMgyT1-nKDV_sX-CPMn53YhcxzZ2bwNWRagzp3w3pe1CcPSRVHCqmoGBqm0TwDIRLvbv8IVI7N-BAWnZgLWutr3YcH_u-6R4NNHAYBkurnrZCW3tqYEM5M_AgJDO7mkpp7iUVdWdqJYVitwyPuuthc-0DTT0Ps8-H5jR8u5JPJj9hkcyf/dz/d5/L2dBISEvZ0FBIS9nQSEh/
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Account > Profile 1

Profile 1

You are logged in | Log out

INote: For your security, you will be automatically logged out of your account after 15 minutes of inactivity

Account

Activities
Profiles

Profile 1
Account settings
Account help

ServiceOntario privacy

Recommended

Add a service

Add a profile

Add a delegate
Redeem delegate PIN

View profile | Edit profile
Profile 1

Enrolled services

Date Service name
03-10-2016 Small claims eFiling  grmmm—

Activities (View most recent . View all )

Date/time ¥ Activity Status
03-10-2016/ 11:49 7A - Plainti laim - 7 Draft %]

View activities by month: | Select month v || Select year v || View |

Messages ( View most recent . View ail )

Date/time ¥ Subject From
You have no messages

View messages by month: | Select month v || Select year v || View



ServiceOntario

You are loggedin | Log out

Account

Account

| Note: For your secunty, you will be automatically logged out of your account after 15 minutes of inactivity

Account Activities | Vew mest toceet View 51

Dateltime ¥ Activi Status
Activities d

02:03-2018/ 10:14 7A - Plaintiff's Claim - 43019381 Submitted
Small claims eFiling

02-03-2016/ 10:02 TA - Plaintiff's Claim - 43019380 Submtted
Profile information

oo e 0203-2016/0951  7A-= Plaintiffs Claim - 43019379 Submitied

ArcomtBolings 02:032016/0943  7A~ Plaintffs Claim - 4301378 Submited
Account help 01-03-2018/ 18:08 118 - Default Judgment - 43019377 Submitted
ServiceOntario privacy 01-03-2016/18:08 9B - Request to note in default - 43019361 Submitted

01-03-2016/ 18:04 15A - Notice of mobion for assessment in writing - 43019360 Submitted
Recommended

01-03-2018/ 15:53 9B - Reguest to note in default - 43019359 Submitted
Add a service 01.03-2016/ 15:51 9B - Request to note in default - 43019358 Submitted

Select File Affidavit of Service, and follow these instructions:

Start a new claim m Choose a next step

| | [ Clicking on one of the links below will open a new browser ’
window.
Claim number Status Next steps
48700-SC16000037470000 Amenc 3 Plaintiffs Claim Show all Next steps
43700-SC16000037460000 File an Affidavit of Service Show all Mext steps
43700-5C16000037450000 File 3 request to note defendant(s) in default Show all Mext steps
48700-SC16000037440000 Submitted Next steps
File a reguest for default judgment
43700-SC16000037430000 Show all Next steps
43700-5C16000037420000 File a nofice of discontinued claim Show all Next steps
1

1. File Affidavit of Service
o Select the defendant(s) served by clicking on the box to the left of the
defendant’s name. For each defendant, upload a signed and
commissioned copy of the Affidavit of Service and any supporting
materials.
o Update defendant contact information, if needed.



o Click Review information before submitting.
2. Review and submit Affidavit of Service
o If all information is correct, click Submit.

Submission summary

When the form has been sent to the court, a summary will appear.

ServiceOntario

Submission summary

RAH yOU, Your 100 fas been suboined

Form name:
Form number:
Clanm number:
Dasatime:

Submissson confumsation:
Submitted 1o Ortano Smak Clams Court

Telephone. 1-800-950-4582

More information
¥ you Fave ary questons or comments adout your appicaton, please cl e comact Asied above

Every SO 5 MAds 1 ensers al tha YANsahon & SUCCRsSiul/ ComERRag NOesVer MGng surs at e INKIMAaton &as ISCENSd ISMEns the 1RseonsSilty of the Lew

Step 3: File a request to note defendant in default
using Quick File

If 20 days have passed since the date you served (delivered) the claim on the
defendant and you have not been served with a defence, return to File small claims
court documents online | ontario.ca, click on the first “File your documents” button below
“Small Claims Court E-Filing Service portal” and log in to your ONe-key account.

Quick Tip

What is the “effective date of service” for my claim?

The rules of court set out the ways each document can be served and when service is
effective. The defendant has 20 days from the date you served (delivered) the claim to
them (the effective date of service) to file a defence and deliver a copy to you. Learn
more in the Guide to Procedure in the Small Claims Court — Serving Documents.



https://www.ontario.ca/page/file-small-claims-court-documents-online
https://www.ontario.ca/page/file-small-claims-court-documents-online
https://www.appmybizaccount.gov.on.ca/wps85/portal/osb/!ut/p/z1/hZBPb4JAEMU_iweOMANY_vQGVJFWS1OClb2Y1azrNssuASrpty_G9GCj6dxm5vfevAwQ2ABR9CQ47YVWVI59Rbzt2l8Eb3nu2elTMMNokYTlHAMnXbmwho__EDKu8U5FOOrJBVnGRYnLqZ1m2QyzMgyT1-nKDV_sX-CPMn53YhcxzZ2bwNWRagzp3w3pe1CcPSRVHCqmoGBqm0TwDIRLvbv8IVI7N-BAWnZgLWutr3YcH_u-6R4NNHAYBkurnrZCW3tqYEM5M_AgJDO7mkpp7iUVdWdqJYVitwyPuuthc-0DTT0Ps8-H5jR8u5JPJj9hkcyf/dz/d5/L2dBISEvZ0FBIS9nQSEh/
https://www.ontario.ca/document/guide-procedures-small-claims-court/serving-documents

Your ongoing claim should be visible on this page. Select the claim number and then
click on Next Steps.

Select File request to note defendant in default, click to open and follow these steps:

1. File a request to note a defendant in default
o Select the defendant(s) that you wish to have noted in default and click
Review information before submitting.
2. Review and submit a request to note defendant in default
o Review the list of defendants to be noted in default. If you wish to make
edits, click Update.
o If all information is correct, click Submit.

Submission summary

When the request has been sent to the court, a summary will appear.

Step 4: File a request for default judgment using
Quick File (Liquidated Claim)

If you have filed a liquidated claim, you may file for default judgment at any time after
you have submitted your request to have the defendant(s) noted in default.

From the My existing claims page, select the case from the list of ongoing claims and
then click on Next steps.

Click on File Default Judgment and follow these steps:

1. File a request for default judgment

o Select the defendant(s) by clicking the box to the left of each defendant’s
name.

o Upload a Default Judgment Form (Form 11A) and any receipts for any
costs and disbursements, such as costs for preparing the claim and
money you might have spent effecting service.

o Update defendant contact information, if needed.



o Indicate whether the plaintiff has filed more than ten claims at the selected
court location this calendar year.
o Complete the Authorization and signature and click Review
information before submitting.
2. Review and submit a request for default judgment.
o Carefully review all information. If you wish to make edits, click Update.
o If all information is correct, click Pay and submit.

Payment

To complete the transaction you will be asked to pay using either your Visa, Mastercard
or Interac debit card. Select your method of payment and enter all required payment
information, then click Pay Now.

Submission and payment summary

When your payment has been processed, a submission and payment summary will
appear. Print this screen for your records. It will also be saved in your ServiceOntario
account.

Within five business days, you should receive an email with the court-issued default
judgment. If you do not receive it, contact the court office for more information.

What happens next?

If your request for default judgment is granted, the court will send a copy to the
defendant(s). If the defendant does not send you the money you are owed, see the
Small Claims Court guide called Guide to Procedure in the Small Claims Court — After

Judgment for more information on how to enforce a judgment.

Step 5: Request assessment using Quick File (Non-
liquidated Claim)
If you have filed a non-liquidated claim and all defendants have been noted in default,

you can either request an assessment hearing before a judge or file a notice of motion
for an assessment in writing (Form 15A).


http://www.attorneygeneral.jus.gov.on.ca/english/courts/Court_Addresses/default.asp
https://www.ontario.ca/document/guide-procedures-small-claims-court/after-judgment
https://www.ontario.ca/document/guide-procedures-small-claims-court/after-judgment

Option 1 — Request an assessment hearing

An assessment hearing is sometimes called an undefended trial. After you file your
request for an assessment hearing, the clerk of the court will email you a Notice of
Assessment Hearing that tells you the date, time and location of your hearing. You must
attend court and explain to the judge what you are owed and why. See Getting ready for
court | Guide to procedures in small claims court | ontario.ca for more details.

To request an Assessment Hearing, follow these steps:

1. Return to File small claims court documents online | ontario.ca, click on the first
“File your documents” button below “Small Claims Court E-Filing Service portal”
and log in to your ONe-key account.

2. Your ongoing claim should be visible on the page called My existing claims.
Click Next steps.

3. Select Request an assessment hearing and click to open.

i Choose a next step -

Clicking on one of the links below will open a new browser
window

File an Affidavit of Service

File 3 request io note defendant(s) in defauli

Reguesi an assessment hearing

Filz a nofice of motion for assessment in writing

File a notice of disconiinued claim

4. Complete the following:

o Confirm that the court location is correct.
o Complete the Representative/party name.


https://www.ontario.ca/document/guide-procedures-small-claims-court/getting-ready-court
https://www.ontario.ca/document/guide-procedures-small-claims-court/getting-ready-court
https://www.ontario.ca/page/file-small-claims-court-documents-online
https://www.appmybizaccount.gov.on.ca/wps85/portal/osb/!ut/p/z1/hZBPb4JAEMU_iweOMANY_vQGVJFWS1OClb2Y1azrNssuASrpty_G9GCj6dxm5vfevAwQ2ABR9CQ47YVWVI59Rbzt2l8Eb3nu2elTMMNokYTlHAMnXbmwho__EDKu8U5FOOrJBVnGRYnLqZ1m2QyzMgyT1-nKDV_sX-CPMn53YhcxzZ2bwNWRagzp3w3pe1CcPSRVHCqmoGBqm0TwDIRLvbv8IVI7N-BAWnZgLWutr3YcH_u-6R4NNHAYBkurnrZCW3tqYEM5M_AgJDO7mkpp7iUVdWdqJYVitwyPuuthc-0DTT0Ps8-H5jR8u5JPJj9hkcyf/dz/d5/L2dBISEvZ0FBIS9nQSEh/

o Determine if an Affidavit for Jurisdiction is required by responding Yes or
No to each of the questions. In many cases it will not be needed.

o If you are required to submit an Affidavit for Jurisdiction (Form 11A)
and do not have a complete signed and commissioned Form 11A,
select No.

o Have an Affidavit for Jurisdiction completed, signed and commissioned.

o Return to the ServiceOntario portal and then follow the steps to upload
your completed Affidavit for Jurisdiction

o If you are required to submit an Affidavit for Jurisdiction (Form 11A), click
Yes to indicate that you have a form ready for upload and click Next.

Affidavit for Jurisdiction

If none of the defendants live or cammy on business within the terntonal division of the small claims court you
identified on your Plaintiff's Claim form, upload your completed, swom/affirmed Affidavit for Jurisdiction.

Documents must be submitted in JPEG, Word, Excel or PDF formats. File name including extension must be
in letters or numbers and not exceed 30 characters. Each file must not exceed 10 megabytes (MB) in size.
Total attachments must not exceed 20 MB in size.

If you receive an error message because your file size exceeds the limit, there are various ways to reduce
the size of your file. Please see one of the following guides to leam how: Adobe help guide or wikihow guide.

Affidawit for Jurisdiction (Form 114) ME
0.00 Upload file

5. Complete all fields for requesting an assessment hearing and click Review

information before submitting.
o If all information is correct, click Pay and submit.

Payment

To complete the transaction you will be asked to pay using either your Visa, Mastercard
or Interac debit card. Select your method of payment and enter all required payment
information, then click Pay Now.



Payment Method

Please Select

- visa VISA @

DEBIT mastercard. debit

i

Accepted payment methods include Visa, Visa Debit, Mastercard, Debit
Mastercard and Interac Online.

Note: You will be directed to a secure website for payment processing, which may
take up to a minute. Please do not stop, close or reload your browser until this
process is complete.

Afterwards, you will be redirected back to the Province's website.

Make Payment

Submission and payment summary

When your payment has been processed, your request for assessment hearing will be
submitted to the court. A summary of your submission will be displayed, including the
claim number and the time and date your request was submitted.

A payment summary will also be displayed, confirming your payment. Print a copy for
your records. It will also be saved in your ServiceOntario account.

What happens next?

The clerk of the court will email you a Notice of Assessment Hearing that tells you the
date, time, and location of your hearing. You must attend court and explain to the judge
what you are owed and why.



If you do not receive your Notice of Assessment Hearing within three weeks, you may
wish to contact the small claims court office listed at the top of your Plaintiff's Claim to
ask about its status.

Option 2 — File a notice of motion for an assessment in writing

To file a notice of motion for assessment in writing, follow these steps:

1. Return to File small claims court documents online | ontario.ca, click on the first
“File your documents” button below “Small Claims Court E-Filing Service portal”
and log in to your ONe-key account.

2. Your ongoing claim should be visible on the page called My existing claims.
Select the case from the list of ongoing claims and then click Next steps.

3. Select File a Notice of Motion for Assessment in Writing.

Start a new claim m
Choose a next step u

Claim number ‘ Status Neoxt steps
Lhicking on W O The Hinks Delow will opan a naw Drowsar

W oW WOW all

File an Affdawt of Sarvice

Ellg o roquaest 10 note defendant(s) in dofaull
Roquest an assasament heanng

Filg & notca of mobon 101 ASSassmant in witing

Filg & nota of dscontmued claim

4. Upload your completed, sworn/affirmed Notice of Motion (Form 15A) and any
attachments. Make sure to include that the commissioner’s stamp on the
scanned copy of each attachment is visible.

o Determine if an Affidavit for Jurisdiction is required by responding Yes or
No to each of the questions. In many cases it will not be needed.

o If you are required to submit an Affidavit for Jurisdiction (Form 11A)
and do not have a complete sighed and commissioned Form 11A,
select No.


https://www.ontario.ca/page/file-small-claims-court-documents-online
https://www.appmybizaccount.gov.on.ca/wps85/portal/osb/!ut/p/z1/hZBPb4JAEMU_iweOMANY_vQGVJFWS1OClb2Y1azrNssuASrpty_G9GCj6dxm5vfevAwQ2ABR9CQ47YVWVI59Rbzt2l8Eb3nu2elTMMNokYTlHAMnXbmwho__EDKu8U5FOOrJBVnGRYnLqZ1m2QyzMgyT1-nKDV_sX-CPMn53YhcxzZ2bwNWRagzp3w3pe1CcPSRVHCqmoGBqm0TwDIRLvbv8IVI7N-BAWnZgLWutr3YcH_u-6R4NNHAYBkurnrZCW3tqYEM5M_AgJDO7mkpp7iUVdWdqJYVitwyPuuthc-0DTT0Ps8-H5jR8u5JPJj9hkcyf/dz/d5/L2dBISEvZ0FBIS9nQSEh/

o Have an Affidavit for Jurisdiction completed, signed and commissioned for
uploading in the ServiceOntario portal.

o Return to the ServiceOntario portal you will then follow the steps to upload
your completed Affidavit for Jurisdiction

o If you are required to submit an Affidavit for Jurisdiction (Form 11A), click
Yes to indicate that you have a form ready for upload and click Next.

File notice of motion for an assessment in writing

Fields marked with an astensk (*) are mandatory.

Claim number:
SC16000037450000

Attach documents

To file a notice of motion for an assessment in writing, upload your completed, sworn/affirmed notice of
maoticn (Form 15A) and any attachments. Make sure to include the commissioner's stamp on the scanned
copy of each aitachment.

Documents must be submitted in JPEG, Word, Excel or PDF formats. File name including extension must be
in letters or numbers and not exceed 30 characters. Each file must not exceed 10 megabytes (MB) in size.
Total attachments must not exceed 20 MB in size.

If you receive an error message because your file size exceeds the limit, there are various ways to reduce
the size of your file. Please see one of the following guides to leamn how: Adobe help guide or wikihow guide.

Notice of motion (Form 15A) = MB
0.00 Upload file

Supporting documents

Add more files

5. Click Review information before submitting.
o If all information is correct, click Pay and submit.

Payment

To complete the transaction you will be asked to pay using either your Visa, Mastercard
or Interac debit card. Select your method of payment and enter all required payment
information, then click Pay Now.



Payment Method

Please Select

o visa VISA @b BBy

mastercord

DEBIT mastercard. debit

Accepted payment methods include Visa, Visa Debit, Mastercard, Debit
Mastercard and Interac Online.

Note: You will be directed to a secure website for payment processing, which may
take up to a minute. Please do not stop, close or reload your browser until this
process is complete.

Afterwards, you will be redirected back to the Province's website.

Submission and payment summary

When your payment has been processed, your notice of motion for assessment in
writing will be submitted to the court. A summary of your submission will be displayed,
including the claim number and the time and date your motion was submitted.

A payment summary will also be displayed, confirming your payment. Print a copy for
your records. It will also be saved in your ServiceOntario account.



ServiceOntario

Submission summary

Thank you. Your form has been submitted.

Form name: 15A - Notice of motion for assessment in writing
Form number: 004-15AW-0CC-E

Claim number: 48700-5C16000037460000

Date/time: March 4, 2016 12:12 PM

Submission confirmation: 43019368

Submitted to: Ontano Small Claims Court

Telephone: 1-800-980-4962
Email: smallclaimsonline@ontaric.ca

Locations: Ontario court locations & contact information

More information

If you have any questions or comments about your case, contact the court location listed on the Plaintiff's Claim.

Every effort is made to ensure that the transaction is successfully completed; however, making sure that the information was
received remains the responsibility of the user.

What happens next?

You do not need to go to court at this time. The judge will review your documents and a
decision will be emailed to you. If you have not received a judge's decision (called an
"endorsement record") from the court within four weeks, you may wish to contact the
Small Claims Court office where you filed your Plaintiff's Claim to ask about the status.

If the judge thinks the documents you filed are not sufficient to make a decision, the
court may order you to provide a further affidavit or attend an assessment hearing.



Amending a Plaintiff’s Claim

If you have not yet served (delivered) your claim on any of the defendants, you can file
an amended claim online through the Small Claims Court E-Filing Service Portal. If you
have already served your claim on any of the defendants, you may submit your
amended claim for filing through the Small Claims Court Submissions Online portal, by
mail or in-person with the court office where the claim was filed.

1. Amend a Plaintiff’s Claim using the Filing Wizard

To Amend a Plaintiff’'s Claim using the Filing Wizard follow these steps:

1. Return to File small claims court documents online | ontario.ca, click on the first
“File your documents” button below “Small Claims Court E-Filing Service portal”
and log in to your ONe-key account.

2. Your ongoing claim should be visible on the page called My existing claims.
Click Next steps.

3. On the next screen, you will see that you are on Step 2: Serve defendants.

Small claims eFiling wizard

Stop 1 - Flle a Claim Stop 2 - Sorve defondants Stop 3 - Note In default Stop 4 - Requost assessment

Stop 2 Sorve dalondants

nunt plate the AMdavit of fletvice 1o tell the ourt how and when your Flaimtitts Claim (and attach nin) was deliverad 1o he
[ § 0

Im (a o hime
1 Leam more paboutl serying court documaeants

2 Al Claims courn or SarviceOntano start mamber who Nas Dean appointad & commissionar for taking aMmadavits

4. Scroll to the bottom of the page for instructions on how to Amend a claim. Select
Amend a Claim to continue.



https://www.ontario.ca/page/file-small-claims-court-documents-online
https://www.appmybizaccount.gov.on.ca/wps85/portal/osb/!ut/p/z1/hZBPb4JAEMU_iweOMANY_vQGVJFWS1OClb2Y1azrNssuASrpty_G9GCj6dxm5vfevAwQ2ABR9CQ47YVWVI59Rbzt2l8Eb3nu2elTMMNokYTlHAMnXbmwho__EDKu8U5FOOrJBVnGRYnLqZ1m2QyzMgyT1-nKDV_sX-CPMn53YhcxzZ2bwNWRagzp3w3pe1CcPSRVHCqmoGBqm0TwDIRLvbv8IVI7N-BAWnZgLWutr3YcH_u-6R4NNHAYBkurnrZCW3tqYEM5M_AgJDO7mkpp7iUVdWdqJYVitwyPuuthc-0DTT0Ps8-H5jR8u5JPJj9hkcyf/dz/d5/L2dBISEvZ0FBIS9nQSEh/

Cancel a claim

TO cancel (iscontinue) a claim you have already Med with the courl, you must file a Notico of Discontinued Clamm

Affidavit of Sarvice Discontinue a claim now

Start another ciaim

Do you need 1o start another clasm process? Siart one Now

Amend a cliaim

TOo amend a ¢laim, select "Next steps” corr
available f you have not served the defends

10 the clanm and seloct Amend a Claim. On

Flaintit's Ciatm

Contact us

2 Of send us an amail

5. To prepare your amended Plaintiff's Claim for upload:

(Form 11 3A) and an

no fing of amended claims 4 on

o write "Amended" at the top of the issued Plaintiff's Claim that the court

emailed to you

o underline anything you have added and identify any other changes you

make (you can insert additional pages, if necessary)

o remove a plaintiff and/or defendant by crossing out their names and

addresses

o add another plaintiff and/or defendant by completing and inserting Form

1A Additional Parties

o scan and save your supporting documents. All supporting documents
must be re-sent to the court even if no changes were made to them.

6. Review and submit your amended Plaintiff's Claim and all supporting documents
o Carefully review all information. To make changes, click Update.

o If all information is correct, click Submit.

7. Submission summary

o When the amended Plaintiff's Claim has been sent to the court, a

summary will appear on the screen.

ServiceOntario

Submission summary
Thank you Your form has been submitted

7A < Amanded Plaintiff's Claim
004-7A-OCC-AMEND-E

48700-SC16000037460000

March 3, 2016 10:50 AM

43019422

Ontario Small Claims Court

Telephone: 1-800-980-4962

Email: SmallClaimsQolinefRontano.ca

Locations: Ontario court locations & contact information

Form name:

Form number:

Claim number;

Dateftime:

Submission confirmation:
Submitted to:

More information

If you have any questions or comments about your case, contact the court location listed on the Plaintiffs Claim

Every effort Is made to ensure that the transaction 18 succaessfully completed; howeaver, making sure that the informaton was

recelved remains the responsibility of the user


http://ontariocourtforms.on.ca/en/rules-of-the-small-claims-court-forms/
http://ontariocourtforms.on.ca/en/rules-of-the-small-claims-court-forms/

8. Email notification and next steps

(@]

o

You will receive an email advising that your amended Plaintiff's Claim has
been received by the court

You will not receive a new issued amended Plaintiff's Claim from the court.
Simply photocopy your amended claim and attachments and serve
(deliver) it to each defendant in your case.

Remember, if you submit a form after regular business hours, it will be
processed by the court the next business day. If you do not receive it
within three business days, contact the court office for more information.
The email will provide information about next steps, as well as a partially-
completed Affidavit of Service form

2. Amend a Plaintiff’s Claim using Quick File

To Amend a

Plaintiff’s Claim using Quick File, follow these steps:

1. Return to File small claims court documents online | ontario.ca, click on the first
“File your documents” button below “Small Claims Court E-Filing Service portal”

and log in to your ONe-key account.
2. Your ongoing claim should be visible on the page called My existing claims.
Click Next steps and select Amend a Plaintiff’s Claim.

Start a new claim m Choose a next step

Claim number

DEN 3 NEw DIYWSE!

Clicking on one of the links below will 0p w Drowse
Status Next steps
Amend a Piaintiff's Ciaim Shi & Atk
Flle an Affidavit of Service Show 3 Ne ans
Show & Ne £0<
. <

Filg a request 0 note defendant(s) in default

File a request for default judgment

File 3 nobce of giscontnued ¢lam

3. To prepare your amended Plaintiff's Claim for upload:

o

write "Amended" at the top of the issued Plaintiff's Claim that the court
emailed you

underline anything you have added and identify any other changes you
make (you can insert additional pages, if necessary)


https://www.ontario.ca/page/file-small-claims-court-documents-online
https://www.appmybizaccount.gov.on.ca/wps85/portal/osb/!ut/p/z1/hZBPb4JAEMU_iweOMANY_vQGVJFWS1OClb2Y1azrNssuASrpty_G9GCj6dxm5vfevAwQ2ABR9CQ47YVWVI59Rbzt2l8Eb3nu2elTMMNokYTlHAMnXbmwho__EDKu8U5FOOrJBVnGRYnLqZ1m2QyzMgyT1-nKDV_sX-CPMn53YhcxzZ2bwNWRagzp3w3pe1CcPSRVHCqmoGBqm0TwDIRLvbv8IVI7N-BAWnZgLWutr3YcH_u-6R4NNHAYBkurnrZCW3tqYEM5M_AgJDO7mkpp7iUVdWdqJYVitwyPuuthc-0DTT0Ps8-H5jR8u5JPJj9hkcyf/dz/d5/L2dBISEvZ0FBIS9nQSEh/

o remove a plaintiff and/or defendant by crossing out their names and
addresses

o add another plaintiff and/or defendant by completing and inserting Form
1A Additional Parties

o scan and save your supporting documents. All supporting documents
must be re-sent to the court even if no changes were made to them.

Upload an amended Plaintiffs Claim

Fields marked with an asterisk { * ) are mandatory.

Upload an amended Plaintiif's Claim and all supporting documenis
Claim number: SC16000037460000

If you have not yet served your claim on any of the defendants, Fvou can file an amended claim online. If you have
e your amended claim at the small claims court's

already served your claim on any of the defendants, you must fi
filing office.

To prepare your amended plaintiff's claim for upload:

= write "Amended” at the top of the issued Plaintiff's Claim that the court emailed to you

* underline anything you have added and identify any other changes you make (you can insert additional pages, if
necessary)

= remove a plaintiff and/or defendant by crossing out their names and addresses

= add another plaintiff and/or defendant by completing and inserting Form 1A

= scan and save your supporting documents. All supporting documents must be re-sent to the court even if no
changes were made to them.

Documents must be submitted in JPEG, Word, Excel or PDF formats. File name including extension must not
exceed 30 characters. Each file must not exceed 10 megabytes (MB) in size. Total attachments must not exceed
20 MB in size. Ifr\.]rou recelve an error message because your PDF file size exceeds the limit, there are various
ways to reduce the size of your file. Please see one of the following guides to leam how: Adobe help guide or

wikihow guide.

Amended Plaintiffs Claim * MB
0.00 Upload Tile

Supporting documents (if any)

Total size of all attachments (in MB) ~ ppg #dd more files

Review and submit

4. Review and submit your amended Plaintiff's Claim and all supporting documents
o Carefully review all information. To make changes, click Update.
o If allinformation is correct, click Submit.

5. Submission summary
o When the amended Plaintiff's Claim has been sent to the court, a

summary will appear.


http://www.ontariocourtforms.on.ca/scc
http://www.ontariocourtforms.on.ca/scc

ServiceOntario

Submission summary

Thank you Your form has been submitted

Form name: 7A < Amanded Plaintiff's Claim
Form number 004-7A-OCC-AMEND-E

Claim number; 48700-SC16000037460000
Dateftime: March 3, 2016 10:50 AM
Submission confirmation: 43019422

Submitted to: Ontario Small Claims Court

Telaphone: 1-800-980-4962
Email: SmallClaimsOnline@@ontano.ca

Locations: Ontario court locations & contact information

More information

If you have any questions or comments about your case, contact the court location listed on the Plaintiff's Claim

Every effort 18 made 1o ensure that the transaction 18 succeassfully completed; however, making sure that the informaton was
recaived reamains the responsibility of the usear

6. Email notification and next steps
o You will receive an email advising that your amended Plaintiff’'s Claim has
been received by the court
o You will not receive a new issued amended Plaintiff's Claim from the court.
Simply photocopy your amended claim and attachments and serve
(deliver) it to each defendant in your case.

o Remember, if you submit a form after regular business hours, it will be
processed by the court the next business day. If you do not receive it
within three business days, contact the court office for more information.
The email will provide information about next steps, as well as a partially-
completed Affidavit of Service form

Frequently asked questions

« The defendant filed a defence or | filed a document with the court office
through the Small Claims Court Submissions Online Portal, by mail or in-
person. Can I file any other documents through the Small Claims Court E-
Filing Service Portal?

No. Once the defendant files a defence, you file any other document with the
court office through any method other than the Small Claims Court E-Filing
Service Portal (for example, through the Small Claims Court Submissions Online
portal, in-person or by mail), or any other party files any other document, you can
no longer use the Small Claims Court E-Filing Service Portal to file other
documents. Any additional documents may be submitted to the court for filing



through the Small Claims court Submissions Online portal, by mail or in-person
with the court office where the claim was filed.

| don’t want to sue the defendant anymore. How do | stop or cancel the
claim?

If you have served the Plaintiff's Claim on the defendant and the defendant has
not filed a defence, you can discontinue (cancel) your claim.

Proceed to ServiceOntario.ca and log in to your ONe-key account, then click on
the My existing claims page.

Your ongoing claim should be visible on this page.

If you filed your claim with Filing Wizard, select your case and click Next steps.
Scroll to the bottom of the page for instructions on how to Cancel a claim. Select
Discontinue a claim now and complete the form.

If you filed your claim with Quick File, select your case and click Next Steps.
Select File a Notice of Discontinued Claim from the drop-down menu and
complete the form. You will be required to serve (deliver) a Notice of
Discontinued Claim on the defendant(s) and file with a completed and sworn
Affidavit of Service.

| want to change my claim against the defendant. What do | do?

You can file an updated (amended) claim online if you have not yet delivered
(served) your claim to any of the defendants. If you have already delivered your
claim to one or more of the defendants, you can file an amended claim through
the Small Claims Court Submissions Online portal, by mail or in-person with the
court office where the claim was filed. Please refer to Rule 12 of the Rules of
Small Claims Court for more information. There is no fee to file an amended
claim.

I've already completed a Plaintiff’'s Claim. Can | upload it without using the
Filing Wizard?


http://www.ontario.ca/laws/regulation/980258
http://www.ontario.ca/laws/regulation/980258

If you have already completed your Plaintiff’'s Claim form offline, simply select the
Quick File option to upload it without having to create a new form using the
Filing Wizard.

Please note that if you start a claim using Quick File, you must take all next
steps using this filing method.

I've started my claim using the Filing Wizard, but would like to use the
Quick File method instead. How do | change filing methods?

Once the Plaintiff's Claim is submitted using one filing method, all further steps
must be taken using that method.

I've started my claim using Quick File, but would like to use the Filing
Wizard instead. How do | change filing methods?

Once the Plaintiff's Claim is submitted using one filing method, all further steps
must be taken using that method.

Can | save the information I’ve already entered into a form, so that | can
return to complete it later?

Only the Plaintiff's Claim can be saved as a draft and completed at a later time. If
you leave forms at other stages in the process incomplete, you will have to re-
enter information into those forms again. When you return to your saved
Plaintiff's Claim, you will need to upload your attachments again.

| don’t see the form | just submitted to the court in my list of ongoing
claims. What do | do?

Your account may not be up-to-date due to a technical delay. If you do not see a
confirmation summary that the form was submitted to the court in your list of
ongoing claims, try logging out of your ONe-key account and returning later. You
can also contact ServiceOntario at 1-888-745-8888 for technical assistance.

| haven’t received an email with a copy of my issued Plaintiff’'s Claim. What
should | do?



There may be a technical delay in processing your form.

If the form is a Plaintiff's Claim, you should receive a court-issued version by
email within three days. If your document is a default judgment, you should
receive an email from the court within five business days. You may call the court
office to make sure your form has been received. If you don’t know the court
office phone number, find it here.

What happens after | submit my Plaintiff’'s Claim?

The defendant has 20 days from the date you served (delivered) your claim to
respond. The defendant will file a defence with the Small Claims Court and serve
a copy to you. If the defendant has not filed a defence within 20 days, you must
go online to file your Affidavit of Service, which is a sworn/affirmed document that
tells the court how, when and where you served your claim on the defendant.

How long will it take for my claim to be processed?

Forms filed online after regular business hours will be accepted and dated the
next business day. For example, if you file your form on a Friday after 5:00 p.m.,
you will receive an email from the court with the issued claim on Monday.

Can | collect interest on money owed to me?

Yes. If you had a contract with the defendant that included an interest rate, you'll
put that rate in your claim. If you did not have a contract or didn’t agree to an
interest rate, you can ask for the Courts of Justice Act rate in your claim. Learn
about interest rates and how to include them in your claim.

Do | have to give the defendant’s correct legal name?

Yes, you must give the full legal name for the person or business you’re suing. If
it's a business, and you're unsure of its full legal name, you can:

e conduct an online search using ServiceOntario’s Online Business Reqistry
o call the ServiceOntario call centre at 1-800-361-3223, or 416-314-8880 in
Toronto

If the business is not incorporated, you may add the name of the business
owner(s) as a defendant.


http://www.attorneygeneral.jus.gov.on.ca/english/courts/Court_Addresses/default.asp
http://www.attorneygeneral.jus.gov.on.ca/english/courts/interestrates.asp
http://www.attorneygeneral.jus.gov.on.ca/english/courts/interestrates.asp
http://www.ontario.ca/page/business-name-registration

If | win, am | guaranteed to get my money?

That depends on whether the person or business you're suing is able to pay. The
court may not be able to help you get your money if the defendant:

is unemployed

is bankrupt or has no money of their own

doesn’t own personal property or valuable belongings
has gone out of business

has other debts to pay

But you may be able to get your money in instalments over a set period of time.
Learn how to collect money owed to you using a court order.

| still need help. Who can | talk to?

If you experience technical difficulties with the online system, please call
ServiceOntario at 1-888-745-8888 for assistance.

If you have a court-related or procedural question (for example, what to do when
the clerk cannot sign your Default Judgment or you have not received your
issued claim), contact the court office directly or review the detailed how-to guide
on the Ministry of the Attorney General website.

If you have a question about filing your claim through the ServiceOntario Small
Claims Court E-Filing Service Portal, please contact the Ministry of the Attorney
General, Court Services Division’s Contact Centre for Online Services by
emailing smallclaimsonline@ontario.ca or calling 1-800-980-4962 or 647-438-
0403.



http://www.attorneygeneral.jus.gov.on.ca/english/courts/guides/After_Judgement_Guide_to_Getting_Results_EN.pdf
http://www.attorneygeneral.jus.gov.on.ca/english/courts/Court_Addresses/default.asp
http://www.attorneygeneral.jus.gov.on.ca/english/courts/guides/Guide_to_Getting_Ready_for_Court_EN.pdf
mailto:Smallclaimsonline@ontario.ca
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