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1. Getting Started

Start by going to www.clerkepass.com/

= QOnthe lower lefi-hand cornet O
click on the arrow.

x  After selecting the stat

e, choose the relevant county

and click on the arrow.

f the picture select the state the county is in and then

™
Request Documsant CerifyTView Document
To request for cettified document, please To cerify { view cerified document, please
click below hutton. click below bution.
—

» Youwilseea
Document bution for now.

screen that has two different o

ptions. Click on the Request
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2. Logging In

To request a document, enter your uscrname and password and click Legin.

4 isername [demoussr ' 4
{:rassword, S R

‘New !Us’a_:.'z__? n '.'Forgut‘?P;a 5:5.!.1.'0':'51:1?

= If you do not have a nsername and password, follow the New User link to

register.

» Ifyou do bave a username and password but forgot your password, follow the

Forget Password link to refrieve your password.




3. Regquesting Documents

Once you have logged in, you will be able to request documents by completing the following

form.

EBlenme ohick ere to gearch the case

Heguest Doz

et Form

12345 — 1H

Case #;
! V‘Euh # Cif kn‘nwnr}: i
N e L
DUCUI’I’]BI‘I;“[._'.)ESC: ‘Sémp‘le-------..ﬂ e ——— - i *

Documenk:

Oerint/nisplay [ certified

Number Of Copies:

* B festerish ledicate Reguirsd Flelds

¥

» If you do not know the Case # and Case Title, click on the link on top of the
request form and you will be able to search the case from Washington Court

website.

»  You MUST fill in the following fields: Case #, Case Title, Document Description

and Document service type.

»  When you are done, click on the Submit button to continue to the next step.




4. Ordering Documents

(4 ' Once you have completed the Request Document Form, you will be able to place your order
or request another document.

{1} Records Found. Page 1 of 1 Gato Page: i

b mseTitle  TuseDesofvtion

l Sample 1 Sample

*  If you would like to remove the reques, simply check the remove box to remove
the item from your cart.

= To place another request, click on the Continue Shopping button which will take
you to another Request Document Form. '

x Ifyou are finished, click the Check Out button to pay.

Credit Card Information
* An Asterisk indicates required information
credit Card Type j--Choose:
' Credit Card Number [ 170
Cj Expiration Date munth-- LN

First Name [© 3

Last Name [

Billing -Address [::

(As it appears on your credif card statement] e 1 B

State [Alaska— - .. 4
E-Mail [ios i :

Day Time Phoned |
. Please enter the 3- or 4-digit code that appears on the front or

back of your credit card.
He

{Optima Card halders wiil see these digits sbove the sard number fo the iefl.)

x The final step is to pay for your order. Simply fill in ALL fields with the appropriate
information and click Continue to finish the ordering process.

O




5. Viewing your Certified Document

N

&_ 1. Once you have completed your request, the county clerk will upload the document
onto a secured network.

When your document is ready, you will receive an email with information with how
to access the document.

2

3. Go back to www.clerkepass.com . Select the relevant state and county to retum to this
option seen below.

T A
Request Document Certifyl/iew Document
To reguest for certified document, please To ceify / view centified document, please
click below bution, click balow hutton.
[ RetuestDocument | [ Cerity/¥iew Documsnt |
J

o -
)
6. Click on the Certify/View Document to Jog in to Clerk ePass. Once you log in you will
have two options:

"~ ViewOenifiedDocument.

[ Chengerassword: ]

7. Click on View Certified Document and you will be talcen to see a page like below.

View Cerified Documernt

Dpcument Serialll: f

8. To view your certified document you must enter in your unique ID that was supplied to you
in the email. Once you have entered your ID, click Search to view your certified document.




