
In	the	dark	grey	area	labeled	“Case	Action”	a	case	number	can	be	entered	and	various	actions	can	be	
taken.		The	“Courts”	and	“County”	fields	will	stay	populated	with	the	last	data	used,	even	after	the	
portal	has	been	closed.		Enter	the	“Case	Type”,	‘Case	Year”,		“Case	Number”,	then	click	the	“I	want	to…”	
pulldown	menu.	Select	“Lookup	Case	Info”.	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



The	case	Lookup	screen	opens.		The	blue	lettered	items	can	be	clicked	on	to	see	more	case	information,	
documents,	and	more	in	the	future.	When	the	case	number	is	clicked	the	information	similar	to	
CGLANCE	opens	in	a	new	window	(see	image	below	Docket	Entries).

	

	

	



	

	

	

	

	

	

	

	

	



If	“File	An	Order”	is	selected	from	the	“I	Want	To…”	menu	an	order	can	be	selected	that	had	previously	
been	saved	to	the	computer.		A	Docket	Entry	can	also	be	made	at	the	same	time.	When	the	“File	Order”	
button	is	clicked	the	order	is	sent	to	the	Clerks	Review.		Once	accepted	the	order	will	show	on	the	ROA	
(register	of	actions)	and	the	Docket	Entry	will	then	be	add	to	the	JUSTICE	Judges	Notes.	

	


