
This document will show you how to use the Attorney Search.

Attorney Search

This search option can be used to search for a single case or the entire case load of a particular
attorney.

*This option would be particularly helpful when a change of an attorney occurs in a BCSE or
prosecuting attorney’s office and their case load needs to reflect the new attorney of record.

Searching For A Case

The number of cases returned will depend on your search criteria, the more information you enter about
a case the better the search result will be. If you are searching for an entire caseload of a particular
attorney enter only their first and last name or their attorney bar ID number.
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Search Options

Search Type- defaults to Name; to search by attorney number choose the “attorney number” option.
When name is selected you will have options to enter the attorney first Name and/or attorney Last
Name.

Search By Attorney Type And Number

Change the Search Type to Attorney Number in order to search by Attorney Type and Attorney Bar ID
Number.

Other Search Options

Court- Select Circuit, Magistrate, or Family Court.
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County- The system will default to your local county; if needed change to the desired county or clear
the field by clicking the “X” to the right of the county field.

Case type- Select the Case Type.

Year- Select the year in which the case was initially filed in circuit or family court.

Case Number- Type in the Case number digits; for example: if the case number is CC-26-2017-C-7
enter in the number seven (7) when prompted for the case number, all other case information was
entered in the search fields above.

Created Date From- The ability to search a date range is available; you can select the “created date
from” on the calendar. You can also select the “Today” button to fill in the current day’s date, or clear to
remove the date.

Created Date To- Select a “created date to” from the calendar. You can also select the “Today” button
to fill in the current date or clear to remove the date.

Once you have entered the Search Options, click the Search button to view your results. To remove
search criteria click the Clear button to remove previously entered data in Search Options.
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Search Results

You will see your search results on the right side of the screen. Here you can click the View options to
be taken directly into the case. The results display the County, Case Number, Style, Created Date,
Status, and Judge assigned to the case. The exclamation points shown below are indicative of
Confidential – High security level case.

Sort Cases

You can sort categories by clicking and dragging them to show varied views. In the screenshot below
the status tab is being moved to the right of the Case Number Tab to show status as the first column in
the view.
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Refresh & Export

The number of records returned from your search is displayed under the menu bar.

Export Option

The export option gives you the ability to export your search results to an Excel Sheet, a PDF
document, RTF or CSV file.
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