
This document will show you how to use the Docket Entries Tab.

Docket Entries Tab

On the Docket Entries tab, you can view each event, Created Date, Reference Code, Description, and
who it was Done By. Click the drop down arrow next to each entry to view more information. Click the
View link to show documents. Though many docket entries are added automatically by the system, you
can Add, Edit, Delete, Undelete, and Scan on the top of the screen. You can also Export all of the
dockets to a PDF, XLS, XLSX, RTF, or CSV.
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Adding Or Editing A Docket Entry

When adding or editing a docket entry, you can change the created date, security level, event,
reference code, and a description.
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Deleting A Docket Entry

To delete a docket entry, highlight the docket and click Delete. This will not delete the Event itself. For
example; if a docket line for a party added is deleted, the party itself will still need to be deleted from
within the Parties tab.

Reason For The Deletion

Enter a reason for the deletion, and hit OK.
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Reason For Deletion As The Description

The docket line will then show up with an X on the left hand side, the event missing, and the Reason for
Deletion as the Description.
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