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How do I Open the Attaché Application in a web browser? 

Open a web browser, type the Attaché link provided for you and press “Enter.”  

 

 

 

How do I Register in Attaché? 

1. Open Attaché in a web browser. 
 

2. Click on “Register as a new user”
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3. Fill out the registration form and select Register. 

 

 

 

4. Select the checkbox “I Agree with the agreement conditions,” then click 
“Submit.”  
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5. On submission of the registration form, the system will display a confirmation 

message and email a “Verification” link to the email address entered on the 
registration form. The user needs to complete the email verification to complete 
the Registration Process.  

 

 

 

a. Click on “verify” to complete the email address verification. 
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6. After the email address is verified, the registration form will be reviewed by the 

Registry personnel and upon approval, the user will gain access. Before the 
email address is verified, the user is only able to log in to the system; not use it. 
The system will display the below message until access has been approved.   
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How do I Register as an Entity? 

1. Open Attaché in a web browser 
 

2. Click on “Setup Entity” 
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3. Select the “Entity Type” and fill out the entity details. Click “Next” when 
completed. 
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4. Add user details and click next. 

 
 

5. Select Subscription.  
- Enter the No. of Users 
- Select the + symbol to expand the options and select the features required for your 
entity 
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6. Select the subscription type (Standard, Professional or Premium) and click “Next.” 
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7. Proceed to Make Payment. Enter payment details and select Setup Entity. 
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How do I Login to Attaché? 
 

1. Open Attaché Application in a web browser. 
 

2. Enter “Email address” and “Password” for the Attaché Application. 
 

3. Click on “Log In” button. 
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User will be directed to Dashboard Screen similar to the one shown below: 

 
 
 

How do I Change the Court Jurisdiction? 
 

Click on the dropdown list of Courts on the top, right side of the screen and select the 
desired court 

 
 
Note: 
User will only be able to view the court(s) for which he/she has been granted access. 
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How do I View my Cases? 
 
View Case Information 

1. Go to My Cases.  
 

2. Click View Cases. 
 

3. Browse or Search for the required case. 
 

4. Click on the case # of the desired case.  

 
 

 

 

 

View Case Summary 

5. Click on Title of desired Case  
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How do I Edit a Case?  
 

a. Go to Case Information. 
 

b. Click on the “Edit Case” button. 
 

 

 

 

 

 
c. Edit Case Information fields as required and click the “Submit” button.  
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How do I View Case Documents?  
 

a. Go to Case Information. 
  

b. Click on the “Documents” tab. 
 

 
 
 

How do I Search for a Document?  
 

a. Go to the Case Documents. 
 

b. To browse documents, select a Document Folder to view documents within the 
folder. 
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c. To search a document, type a key word in the search box and click the “Search” 

button. 

 
 

How do I Download a Document?  
 

a. Go to the Case Documents.  
 

b. Browse/Search the desired case document. 
 

c.   Click the download icon to download a copy of the document: 
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How do I Edit a Document type?  
 

a. Go to the Case Documents. 
 

b. Browse/Search the desired case document. 

 
c. Click on the icon, next to the document type to open the “Document 

Type” list. 
 

d. Select the required document from the dropdown list, then click the “Save” 
button. 

 
 

 
Notes: 

• The case file types should only be available in their respective courts.  
 

• When the Case File Type is changed, the document will move to the appropriate 
folder set for that Case File Type. 
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How do I File Documents?  
 

a. Go to the Case Documents. 
 

b. Browse/Search the desired Case Document. 
 

c. Click on the filing icon to File a Case Document. 

 

d. Attaché will display a window to set the acceptance parameters. Once the 
options are selected, the user must submit the information for the 
document to be filed.  
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e. A confirmation message is displayed in the “Documents” window. The filed 
date will show under the “Filed” column; the status will read “Filed” and 
the Pages column will show the number of pages.  

 

 

Note:  

When a document is Accepted & Certified, it is converted into a PDF file and a 
watermark is placed on the document as shown in the image below. 
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How do I Reject a Document?  
 

a. Go to the Case Documents. 
 

b. Browse/Search the desired Case Document. 
 

c. Click the icon to reject a Document. 
 

d. Select the reason for rejecting the document. 
 

e. Click “Submit.” 
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How do I Add a document to a Case?  
 

a. Go to the Case Documents. 
 

b. Click the “Upload New Document” button.  
 

 
c. In the Upload document window, select the “Add Files” button. 

 
d. When the pop-up window comes up, select the Document Type from the drop- 

down menu.  
 

e. Click the “Choose File” button and select the file by browsing to the location 
where the file is saved. Select the file then add same by clicking the “Add” button.  
 

f. Click on the “Add” button. 
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g. Click the “Upload” button. 
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How do I Add a party to my Case? 
 

a. Go to My Cases. 
 

b. Browse/Search for the required case. 
 

c. Select the case by clicking on the case number. 
 

d. Click on the “Parties” tab. 
 

e. Click on the “Add Existing Party” button. 

 

f. Browse for the Party or type the party name in the search box and click the 
“Submit” button. 
 

g. Click the “Add” button next to the Party to be added to the Case. 
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How do I Import Actions from an Action template to a Case?  
 

a. Go to My Cases. 
 

b. Select the case by clicking on the Case Number. 
 

c. Select the “Actions” tab. 
 

d. Click the “Import Actions” button. 
 

e. Select the Template and click “Submit.” 
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How do I View Case Actions?  
 

a. Go to My Cases. 
 

b. Select a case.  
 

c. Click on the “Actions” tab. 
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How do I Add actions to a Case?  
 

a. Go to Actions. 
 

b. Click on the “Add Action” button. 
 

 

 
c. Complete the required information in the Action details section. 

 
d. Click on the “Save” button. 

 

 



 

 

 Page 28 
Private and Confidential www.apexjustice.org 

 
 
 

 
 
 
Notes: 

i. The “Parent Action” field can be used to create a parent-child relationship between 
the Actions by selecting a Parent Action. The dropdown options will show the 
Actions already added to the Case. The “Parent Action” field is accessed by clicking 
on the “+ Show More” button.  
 

ii. “Judge Group” field refers to a Judge Panel and can be used in scenarios where 
there is a Panel of Judges involved in a case. In scenarios where a single judge is 
handling the case, the “Judge” field should be used. 

  

c 

d 
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How do I Add Sub-Actions to an Action?  
 

a. Add Parent Action to a Case. 
 

b. Add another Action which will act as a sub-action and select “Parent Action” from 
the dropdown list on the Action Details page, while creating the sub-action. 
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How do I View/ Edit Action details?  
 

a. Go to the Case Actions. 
  

b. Click on Action Name or “Edit” button to view Action Details. 

 

c. Edit the Action Details as required. 
 

d. Click the “Save” button.  
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How do I View Sub-Actions for an Action?  
 

a. Go to the Action Name. 
 

b. Click on the “Sub-Actions” tab. 
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  How do I Upload documents for an Action?  

 
a. Go to the Action Name.  

 
b. Click on the “Documents” tab. 

 
c. Click on the “Upload New Document” button. 

 

 

 

 

 

 



 

 

 Page 34 
Private and Confidential www.apexjustice.org 

 
 
 

 
d. After selecting the New Document Type, upload documents by browsing to the 

location where the files are saved, select the file then add same by clicking the 
“Add” button.  

 

  

 
e. Click “Upload” button  

 

 

 

d
 

e
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How do I view Fees associated with a Case?  
 

a. Go to the Case Details. 
 

b. Click on the “Financials” tab. 

 

 

 

Note: There are Fees linked with the Actions. In such cases, when an Action is added to 
a case, all linked Fees are also added to the case automatically and can be found at the 
list of fees under the Fee tab. 
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How do I Add/Edit Case Fees?  
 

a. Go to the “Financials” tab in the case details.  
 

b. Click the “Add Fee” button or Click on the “Edit” button for a Fee that needs to be 
edited. 
 

 

c. Fill out the Fee details and click the “Submit” button.  
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How do I View Payments?  
 

a. Go to the Case Details by clicking on the case number. 
 

b. Click the “Financials” tab. 
 

c. Click the “Payment” tab. 

 
 
Note: The “Payment” tab under Financials will list all the Payments related to Case Fees, 
including Payments for Fees linked to Case Actions. In addition, Payments for the Fees 
linked with an Action can be also viewed in the “Payment” tab under the Action details.  
 

  

c
 

b
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How do I Add Payments?  
 

a. Go to the “Payment” tab under “Financials.” 
 

b. Click the “Add Payment” button. 

 

 

 

 

 

 

 

 
c. Fill out the Payment details and click the “Submit” button. 
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How do I Edit Payments?  
 

a. Go to the “Payment” tab under Financials. 
  

b. Click the “Edit” button for the Payment that needs to be edited. 
 

c. A new window will appear with a form. 
 

d. Change the Payment information in the form as required. 
 

e. Click the “Submit” button. 
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How do I Delete Payments?  
 

a. Go to the “Payments” tab under Financials. 
 

b. Select the Payment to be deleted. 
 

c. Click the “Delete” button for the payment to be deleted. 

 
 

d. A pop-up message will appear to ensure you want to delete.  Click the “Yes” 
button. 
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How do I Schedule a Hearing?  
 

a. Go to the “Hearings” tab. 
 
b. Click the “Add Hearing” button. 

 
 
c. Fill out the Hearing Details page with all required information and click “Save.” 

 
 

 



 

 

 Page 42 
Private and Confidential www.apexjustice.org 

 
 
 

 

How do I Add a Judgment date?  
 

a. Go to the “Judgments” tab. 
 
b. Select the “Add Judgment” button. 

 

 

c. Enter all the required information in the Judgment Details page and click the “Save” 
button. 
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How do I Add an Order to a Case?  
a. Go to the “Orders” tab. 

 
b. Click on the “Add Order” button. 

 

 
c. Enter all the necessary information in the Order details window and click “Save” to 
create your Order.  
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How do I View Case notes?  
 

a. Go to the Case Details. 
 

b. Click on the “Notes” tab. 
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How do I Add Case notes?  
 

a. Go to the “Notes” tab. 
  

b. Click the “Add Notes” button. 
 

 

 

c. Fill in the details in the “Add Notes” form and click the “Save” button. 
 

 

ç 
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How do I Edit Case notes?  
 

a. Go to the Case Notes.  
 

b. Click the “Edit” button for the Note to be edited.  

 

c. Edit the Case Note details and click “Save.” 
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How do I Delete Case notes?  
 

a. Go to the Case Notes. 
  

b. Click the “Delete” button to delete the relevant note. 
 

 

c. A pop-up window appears to confirm deletion of the note. Click the “Yes” button to 
delete.  
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How do I Add a Warrant to a Case?  
 

a. Go to the Warrants tab. 
 

b. Click on the “Add Warrant” button. 

 

c. Enter all the necessary information on the “Add Warrant” page and click the 
“Save” button.  
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How do I search my Calendar?  
 

a. In the sidebar, select Calendar.  

  

b. Filter your search based on  

I. Action Type; 
II. Action Assigned To; 
III. Assigned Judge; 
IV. Assigned Judge Group; 
V. Attorney; 
VI. Location; and 
VII. Room. 

 
d. Click on the Search button. 

 
e. Adjust calendar view by selecting Day, Week, Month or List. 

 

 

 

 

 

a
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c

 

d
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How do I add an Action for one of my Cases to my Calendar?  
 
a. In the sidebar, select Calendar. 

 

 
b. Select “Add.” 
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c. Select the Case for which the Action is to be added, by clicking the drop-
down menu and searching for it.  

 

 

 

d. Click “Submit.” 

  
 
e. Fill in the Action Details and click “Save.” 
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How do I Generate Case Titles?  
 

a. Click on the Case number from the “My Cases” page. 
 

b. Go to the Case Information tab. 
 

c. Click “Generate Case Titles.” 
 

 

In order to Generate the Case Titles, the Primary Applicant and Primary Respondent 
parties must first be put in, otherwise, the following message will appear: 
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