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The Search feature is a handy tool that allows you to search for a filing event
without having to review all of the filing events in each filing category. If
you use the Search feature to locate a filing event, you will also be able to
start filing your document from the Search Results Screen without having to
click on Civil or Criminal on the main blue menu bar.

Take the following steps to use the Search feature:

Step Action
1 Click the word Search on the main blue menu bar.
criminal = Query Reports = Utilitles = Search Lagout
2 Type in part of the filing event for which you are searching and
then click the Search button.
Search Menus and Events
|
Example: If filing a Position on Sentencing, type the word
Position in the white box which will start a search for all filing
events that contain the word position in both the civil and criminal
categories.
Search Menus and Events
m
3 Select your filing event by clicking the correct search result which

starts the filing process. There is no need to go the category to
select the filing event as you are able to begin the filing process
from this screen. If your search yields no results and you are
unsure what filing event to use to file your document, please
contact your local Clerk’s Office for assistance.

Note: See screen shot of search results.
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