
This document will show you how to upload and file Correspondence

Correspondence

A letter to the attorney on the case from the Judge’s or Clerk’s office.

Search Options – Fill in the County, Case Type, Year, and Case Number for the appropriate case. All
fields are required. The Case Number, Judge Name, and Style will show up on the right if entered
correctly. Click the Clear button to start over.

Correspondence – Click the Browse button here to find the Correspondence letter itself on your
machine (must be a PDF). Click the Upload button when found. If the preview that will show up on the
right side of the screen looks correct, click the File button to finish.
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