
Creating a Case Load Report

To Create A Case Load Report

Go to the Reports tab > Case Management > Case Load.
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Enter The Information Below.

County- Select the County. This will default to your county.

Court- Select either Circuit, Magistrate or Family Court.

Judge-Select the Judge from the drop down menu.

Created Date From- Select a created from date from the calendar. You can also select the Today
button to fill in the current day’s date automatically, or clear to remove the date.

Created Date To- Select a created to date from the calendar. You can also select the Today button to
fill in the current day’s date automatically, or clear to remove the date.

Click Create Report when all information is entered.
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Look On The Right Side Of The Screen.

You can see Case Type, Case Sub-Type, Begin Pending, Filed, Disposed, and End Pending. By
clicking the blue numbers, you will see a list of cases for the respective section; click view to enter the
case.
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To Group By A Specific Column

Drag a column header to the top to group by that column.
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To Create The Report

Click Export at the top of the screen to create the report with your choice of format (PDF, XLS, XLSX,
RTF, and CVS).

Tip: The printing format is best when choosing PDF, Legal Paper size and landscape orientation.

Click Export here to choose between downloading the report, or just to view it.
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Download or View Report.

Click whichever you like.
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