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You first need to request an account. Click on the link titled Signup for E-Mail Notifications.
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Return to Main User Window

| Caddo Parish Clerk of Court E-Mail Filing Notifications
e

ﬁ) ) ) s Select this option to signup for E-Mail Notifications when a new
Signup for E-Mail Notification Document for a specific Suit or Case Number is added into
the Caddo Parish OnBase Document Management System.

j o Select this option to add new Suit or Case Numbers or to remove
Manage Your Notifications * existing Suit or Case Numbers that you are currently receiving
Notifications for.

ﬁ ) ~ Select this option to manage your User Account settings such as
Manage Your User Account Settings * your e-mail address or contact information.

¥ Must have = valid Login Account to access these sections
Copyright{C) 2006-2007 DatzBank IMX, LLC
Powered by OnBase Document Managamant System

Dane (3 & Internet * 100% -~ l

Fill out the required information and click the Save Request button.
This will generate an E-Mail to you and to the Caddo Parish Web Administrator with the details of your account.
Once your account information has been verified, your account will be activated. You will receive an E-Mail once this occurs.
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(_ Caddo Parish Clerk of Court E-Mail Notification Signup - Windows Internet Explorer
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Return to Main User Window

To request an account to recetve E-Mail Filing Notifications on new documents added to an existing case, fill out
the information below.

Once your information has been reviewed and activated, vou will receive an e-mail with login instructions.

Name |

Phone |

Company/Organization Name |

E-Mail Address |

Images Account Username

Confirm Account Password

|
Images Account Password |

Save Request

E @' Internet

Once you have your account activated, you may return to the main page and click the Login link to access the login page.
Use your Images Account Username and the password you entered at the Account Registration form.
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Return to Main User Window
OnBase E-Mail Notifications Log In

Enter your Login Username and Password as supplied

by the Caddo Parish Clerk of Court Office.
User Mame:

Password:

IDone L3 & internet H 100%

Once you login, your Account name will displayed next to the Logout link. Click the Manage Your Notifications link to add Case/Suit Numbers.
You can enter either Civil, Criminal or Sheriff Returns Case/Suit Numbers. You can enter multiple values by separating each one with a colon. Click the
Add Numbers button to add it to the list of your Filing Notifications.

Once you add Case Numbers, they will appear in the grid listing. If you have a large number of rows, you can use the Paging Numbers at the top and
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bottom of the grid to page through your list.
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Return to Main User Window
You can enter multiple Case/Suit Numbers by separating them with a colon

Select the Document Type | 1290-Civil Suits v

Case/Suit Number(s) | | [(Add Number(s) |

Cancel

&

[[1Shaw All Rows
To delete a row, select the row and press the Delete key.
Document Types: 1289=Criminal 1280=Cwil 1291 =5Sheriff Returns

| Total Emails Sent | Last E-Mail Sent

) 145436 1250 12/6/2006 10:39:12 PM 0]
145520 1250 12/6/2006 10:35:12 PM 0]
1455621 12580 12/6/2006 10:39:12 PM (0]
245952 1239 12/6/2006 10:39:27 PM 0]
2845952 1289 12/6/2006 10:39:27 PM 1]

1

W | ocalintranet # 100%

If you wish to delete a Filing Notification, click the row you want to delete and press the Delete key on your keyboard.
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Return to Main User Window
You can enter multiple Case/Suit Mumbers by separating them with a colon.

Civil Suit Number(s) | [ Add Number(s) |

Criminal Case Number(s) | | [ Add Number(s) |
Added: 284092 245992 - Not Added:

Cancel

@ [] Showe All Rows

To delete a row, select the row and press the Delete key.
Document Types: 1289=Criminal 1280=Civil

Windows Internet Explorer

\‘.’) ‘fou sure you want to delete the selected Notification row?

E OK H [ Cancel

Casel5uit Number

1454556 1290 12/6/2006 10:39:12 PM 0

| 145520 1290 12/6/2006 10:39:12 PM 0

| 245992 1289 12/6/2006 10:39:27 PM

284552 1289 12/6/2006 10:39:27 PM 0
&

Done ' “ Internet #100% - at

Once the Clerk of Court's office scans a new document with a Case or Suit number that your have signed up to receive a notification on, your will receive
an E-Mail with the document information in it.
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B CPCC :: New Document for Civil Suit Number: [508167] - Message (Plain Text) Mi=](E3]
! Ale Edit View Insert Format Tools  Actions  Help
:Reply | CARepytoAl | ronard | o | A v S X |+ -e -0

E‘R Add Email é’,;. Add Case !

From: " Caddo Parish Clerk of Court [webmaster @caddoclerk. com] Sent: Thu 12/7/2006 5:40 PM
To: yourname @nowhere, com
-

Subject: CPCC :: Mew Document for Civil Suit Number: [508167]

== Caddo Parish Clerk of Court :: New Document E-Mail Notification
Ciwil Suit Number: S508Bi&7

Charge Date: 12/6/2006
Document Type Name: NEW PETITION

A new document for the above Number has been added to the Caddo Parish Clerk of Court's
OnBa=e Document Management System.

¥You are receiving this E-Mail Notification because you signed up for notifications when a
new Document for the above HNumber is scanned into the Caddo Parish Clerk of Court's COnBase
Document Management System.

¥ou can log into the system to view the Document.

Date Generated: 12/07/2006 05:40:18

nttp://www.caddoclerk.com

If you want to change your Password or any Account information, click on the Manage Your User Account Settings link on the Main page.
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(_ User Account Settings - Windows Internet Explorer
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Return to Main User Window
Password:l:l
Mew Password::
Confirm New Password::

| Change Password || Czncel |
D 35
Username ¥1234
E-Mail Address |juh_smith@5marﬂitle_com |
Created 12/4/2006 11:39:51 AM
Real Name |J0hn Smith |
Phone 318-655-1212
Company |Smart Title Company |
’ Save Settings H Cancel ]
IDDne [ & nternet F 100% -
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