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To search using Advanced Filtering Options:

1. Inthe Smart Search option, enter the
Name or Case Number.

2. Click Advanced Filtering Options.

3. Scroll down to locate the type of search
criteria you would like to enter or select an
option from the list in the upper right to
go directly to the search option.

4. Select the search criteria (e.g. Party
Search Criteria, Date of Birth).

When entering the date of birth for
the party, be sure to enter the exact
date of birth in both fields.

5. Click Submit at the top or bottom of the

screen.

6. From the Search Results, select the arrow
next to a party name to expand the party
details.

7. Click on Cases to view the list of cases.

8. Click on the Case number to view the case
details.

9. Once inside the details page you may:
a. Click Print to print the details.

b. Click Search Results to return to the list
of results.

c. Click Smart Search to begin a new
search.

The criteria from the previous search will be
ﬁ retained. Clear each field that should be not be

included in the new search criteria to obtain
accurate search results.
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