
This document will show you how to manage the email function of the Clerks Desktop

Queue of all documents requiring service to be completed by
the Clerk

Search Options – Filter Emails by Date Range and Status (Outstanding or Completed)

Sort – Click on a Heading to sort emails by Subject, Case Number, Filer, or Date
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Possible E-mail Items

If a filer selects any of the Circuit Clerk, Sheriff, or Secretary of State options as a Service Type when
initiating a case, it will show up in My Clerk > E-Mails.
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These Service Types

can also be selected when Filing a Notice of Contempt, a Petition for Modification, or a Petition for
Expedited Modification, as seen here.

These and other e-mails that can show up in this list include the
following:

• Notice of Judge Reassignment
• Notice of Correspondence Filing
• Notice of Motion Filing
• Notice of Order - Motion Filing
• Notice of Motion Hearing
• Notice of Order - Case Filing
• Notice of Suggestee Execution Filing
• Notice of Subpoena Filing
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• Notice of Complaint Filing
• Notice of Boundover Filing
• Notices of Accepted Contempt Hearing Filing
• Notice of Reissue/Additional Summons Filing
• Notice of Reissue of Subpoena
• Notice of Reissue of Suggestion of Personal Property
• Notice of Reissue of Suggestee Execution
• Notice of Juvenile Delinquency Filing
• Notice of Writ of Execution Filing
• Notice of Petition for Divorce/Annulment/Separation Filing
• Notice of Third Party Complaint Filing
• Notice of Petition Filing
• Notice of Criminal – Indictment Filing
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