
This document will show you how to use the Documents Tab.

Documents Tab

On the documents tab, you have the options to Select documents with particular security levels, print
selected documents, pay printing fee, undelete, and export.
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Mark All Cases

Click Select to have the option to check mark all cases of a particular security level at one time. You can
select Public, Confidential – Low, Confidential – High, and/or Sealed documents. The system populates
the correct security level to the document, you will only need to change the security level if you are
sealing a document by judge order.
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Pay Printing Fee

Select Pay Printing Fee to pay the fee for every page being printed, which is $1 per page.
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Pull Up A Document

Click View to pull up a document. At the top left, click View PDF to open the document in another
window, Email PDF, or Edit.

When e-mailing a PDF, type in the e-mail address you wish to send the document to. You can also
change the subject, and add in a message before sending. Click ok when done.
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Editing A PDF

When editing a PDF, changes you can make include the Security Level, Court, County, Case Type,
Year, Case Number (if that number is not already used), Document Type, Description, Filing Date, and
the Plaintiff v. Defendant text.
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Save A Copy Of The PDF

In the middle of the screen, click the save button (the floppy disc) to save a copy of the PDF to your
computer. Click the print button to print the document. The plus and minus buttons are to zoom in and
zoom out if needed. Click the Adobe Acrobat icon to pull up the Adobe Acrobat Reader DC Toolbar.

Options That Are Available

The toolbar adds options that are available within Adobe Acrobat. This includes zoom percentages, fit
one full page to window, view file in read mode, see the results of your search, and a selection tool for
text and images.
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