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1 Smart Search

The Smart Search feature is a built in feature available for all users of Navigator Portal. This feature allows
users to search for court records.

Note: The results displayed for a search may be restricted from appearing in the search results for a
given user by party connection key, case type, and case security group.

Motifications
Mo nobfications et
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Search Hearings

Saarch for oot

Smart Search
Search for court records

Smart Search

The Smart Search page provides a user several options by which to search for a case or other
record. The Smart Search feature is accessed from the Portal home page.



Smart Search *Required

Search Criteria ?

* Enter a Record Number or Name in Last, First Middle Suffix Format

I'm not a robot
reCAPTCHA

Advanced Filtering Options

Figure 1.1 — Smart Search Page

Smart Search Criteria

Use the Search Criteria field to search for a case by case number, warrant number, or a party
name.

Civil Cases

If searching for a civil case that was opened before October 4, 2024, please use the following
format for searching by case number:

G-4801-Cl-0202301234-000: The Cl may be replaced with TF for Tax Foreclosure of CL for Court of
Appeals. The filing year should always be preceded and followed by a (0) and the dashes must be
present in the indicated places. In only rare cases will the extension -000 contain other digits.

If searching for a civil that was opened on or after October 4, 2024, please use the following format
for searching by case number:

Cl12024-00001: The Cl may be replaced with TF for Tax Foreclosure of CL for Court of Appeals. The
“2024” will represent the year the case was opened.

Criminal Cases

If searching for a criminal case that was opened before October 4, 2024, please use the following
format for searching by case number:

G-4801-CR-0202301234-000-D1: The filing year should always be preceded and followed by a (0) and
the dashes must be present in the indicated places. As part of the conversion to the new system,
defendants were separated to individual cases and will appear as -D1, D2, D3, etc at the end of original



case number.

If searching for a criminal case that was opened on or after October 4, 2024, please use the
following format for searching by case number:

CR2024-00001: The “2024” will represent the year the case was opened. Cases will be created in the
new system as one defendant per case.

Performing a Smart Search
Use one of many search options to find a record in the database.
To perform a Smart Search:

1. From the Portal home page, click Smart Search.
2. Take one of the following actions:

* Inthe Search Criteria field, type a case number or name in last, first format.

— The wild card for searching is the “*”. Please note that you cannot use the wild card search
in combination with the Advanced Search options. Only one or the other is allowed.

— If you the wild card search the following rules apply:

Smart Search *Required

One or more fields was completed incorrectly:

To perform a wildcard search, type a minimum of three characters followed by an asterisk for
the last name, a minimum of one character followed by an asterisk for the first name, and a
minimum of four characters followed by an asterisk for the business name or nickname.

* Click Advanced Filtering Options. Then, in the General Options section, select one of the
following targeted searches from the Filter by Search Type field: (Please note that the
wild card search cannot be used in combination with the advanced search.

— Attorney Bar Number

— Attorney Name

— Business Name

— Case Cross-Reference Number

— Case Number

— Judicial Officer
— Nickname

— Party Name

— Warrant Number

3. Click Submit to perform a search
The results are displayed in order of case number or party name.



Search Results

After a search is executed, the search results are displayed in a new page. The search results page
displays any items that match the search criteria entered.

Note: On a case in Navigator, the party can be marked as restricted, which prevents the party
from displaying online.

Cases

19-1CR-0077
19-)CR-0078
19-JCR-0079
19-CR-0080
13-JCR-0067-001
19-1CR-0063
19-]CR-0057
19-1CR-0056
19-)CR-0054

19-)CR-0055

Figure 1.2 — Smart Search Results (Cases)

Search Results List

(1]

Smart Search

Dale, Jasper
Patrick, Cleo
Welte, Frances
Welte, Frances
Rregression, IT
Jackson, Will
Thomas, Barb
Beth, Mary
Jackson, Will

Jackson, Will

Filed

Filed

Filed

Filed

Filed

Filed

Filed

Filed

Filed

Filed

Search Resulls

Paso Robles - Traffic

Paso Robles - Traffic

Paso Robles - Traffic

Paso Robles - Traffic

Paso Robles - Criminal

San Luis Obispo -

San Luis Obispo -

San Luls Obispo -

San Luis Obispo

Criminal

Criminal

Criminal

Criminal

Criminal

Dale, Jasper

Patrick, Cleo

Welte, Frances

Welte, Frances

Regression, T

Jackson, Will

Thomas, Barb

Beth, Mary

Jackson, Will

Jackson, Will

Print

Depending on the configuration for your location and the search type, the following information may be

displayed for each case, party, or other record:

Click the header column to sort the columns by the selected element.

Data Description

Case Number

Click this link to open the case summary view.

Style / Defendant

This field indicates the defendant name or case style for

the case.
File Date This field indicates the date the case was filed.
Status This field indicates the case status.
Party Name This field indicates the name of the party on the case.

Party Type

This field indicates the type of party on the case.




Note: Refer to the “Party Search Results” section for information on the Party Search Results view.

Search Results Options
One or more of the following options may be available to assist in reviewing the list of search results.

Option Description

Print Click this button to print the list of records displayed in the
results.
v Click this icon next to your column header to :

» Sortyour results is ascending or descending order
« Add or remove the columns displayed on the page
» Filter the results displayed by specific values

N Click this option to expand the section.

This field indicates the number of cases displayed on the
current view of the card.

Use the paging options to navigate between multiple pages
of results for the specific party.

n-n of n items

Note: When a party is associated with more than 10 cases, paging options are available for the party
card to allow you to navigate multiple pages of results.

Party Search Results

The Party Search Results page lists the individual party cards for each party that matched the search
criteria. Each party card contains case information, where the case number is a link that opens the case

summary.
Print
Party Search Results
Mame " Date of Birth =
Smith, C A

Current Address
109 Oak Forest DR
Dripping Sprgs TX, 78620

Warrants (0)

Cases (1)
Judgments (0)
Protection Orders (0)

Case NMumber ¥ File Date " Type Status Party Type
02-0514 04/09/2002 Tax Cases - Districts Disposed Defendant
10 items per page 1-1 of 1 items
Smith, C B

Current Address: Warrants (0)
Hc04, Box 43A Cases (1)
Or Evans Smith Accounting Se Judgments (0)
Dripping Springs, Tx Protection Orders (0)
Case Number “ File Date - Type ' Status Party Type -
5606 09/25/1996 Suits On Debt Disposed Defendant

[T 10

items per page

1-1 of 1 items



Figure 1.3 — Party Search Results View

Party Search Results Options

Option Description

Print Click this button to print the list of parties.

Name Click | 'to sort the list of results in alphabetical order.

Then, click * for ascending or descending order.

Date of Birth Click ' ™ Ito sort the list of results in chronological order by

date of birth. Then, click * for ascending or descending
order.

Party Search Results
The following information is displayed for each party that matches the search:

¢ Name
¢ Date of Birth

On a case in Navigator, a party can be marked as restricted, which prevents the party from being displayed
when accessing the case online.

Click - next to the party name to expand the details for the selected party.

The following additional information is available in expanded view.

Data Description

Name Click this link to open the party card to view personal
information, physical descriptors, and any related cases,
warrants, judgments, or protection orders.

Current Address This information is the currently know address for the party.

Warrants Click this link to open a list of warrants.
The number in parenthesis indicates the number of
warrants for the party.

Cases Click this link to open a list of cases.
The number in parenthesis indicates the number of cases
for the party.

Judgments Click this link to open a list of judgments.
The number in parenthesis indicates the number of
judgments for the party.

Party Cases List

When viewing the party in expanded view, each case that the party is associated with is displayed in the
Cases list section. The following information is available for each case listed.



Note: Click |~ next to each column label to sort the list on the selected criteria. Then, click *| for ascending
or descending order.

Data Description

Case Number Click this link to open the case summary view.

Style / Defendant This field indicates the defendant name or case style for
the case.

Status This field indicates the case status.

Location This field indicates the location of the case.

Data Description

Party Name This field indicates the name of the party on the case.

n-n of n items This field indicates the number of cases displayed on the
current view of the card.

Use the paging options to navigate between multiple pages
of results for the specific party.

When a party is associated with more than 10 cases, paging options are available for the party card to
allow you to navigate multiple pages of results.



2 Search Hearings

Topics covered in this chapter

¢ Search Hearings
¢ Searching for a Hearing

The Search Hearings feature is used to search for court hearings for a specified date range.

Search Hearings
The Search Hearings page provides a user several options by which to search for a hearing. The Hearing
Search feature is accessed from the Portal home page.

Search Hearings * Required

Basic Search Options
* Select Location

All Locations

* Select Hearing Types
All Hearings

* Select Search Types

* Search by Date From * Search by Date To

™

reCAPTCHA

Frivacy - Temns

I'm not a robot

Figure 2.1 — Hearing Search

Search Hearing Fields

Field Name Field Description

Select Location Select a location.
Select Hearing From the drop-down list, select the hearing type to search.
Types
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Field Name Field Description

Select Search Types | From the drop-down list, select the criteria to search on:

« Case Number

* Party Name

* Business Name

* Attorney Name

* Attorney Bar Number
« Judicial Officer

* Magistrate

« Courtroom

The additional fields displayed depend on your search type
selection made here.

Date Range Enter a date range to search.

Search Hearings Page Options
The following options are available on the Smart Search page.

Option Description

Clear Click this button to clear any search criteria entered.
Submit Click this button to perform a search using the search
criteria entered.

Searching for a Hearing

The Search Hearings app is used to search for court hearings for a specific date range.
To search for a hearing:
1. Onthe Portal home page, click Search Hearings .

2. Complete the fields.

Note: The fields that are displayed depend on the type of search that you select.
3. Ifrequired, enter the Captcha code.
4. Click Submit.
The search results returned are listed in numerical order by case number.



Search Results

Search Results

After a search is executed, the search results appear in order of case number by default. Each hearing
appears as a row showing a snapshot of the hearing’s information. One or more sortable columns may
display based on site configuration.

Note: On a case in Navigator, the party can be marked as restricted, which prevents the party
from displaying online.

Search Hearings Search Results

Hearing Search Results

Hearings for Party Name Will jackson between 4/1/2017 and 4/15/2019

=
Case Number Style / Defendant v Case Type + Date / Time v Hearing Type + Judge ~ Courtroom ~ Case Category v
19-SICR-0015 Jackson, Will SJ Citation - Portal 3/27/2019 8:00 AM Traffic Trial Worth, Patricia G Criminal
19-SICR-0016 Jackson, Will S Citation - Portal 3/27/2019 8:00 AM Traffic Trial Worth, Patricia G Criminal
19-SICR-0017 Jackson, Will ] Citation - Portal 3/27/2019 8:00 AM Traffic Trial Worth, Patricia G Criminal
19-SICR-0019 Jackson, Will ] Citation - Portal 3/27/2019 8:00 AM Traffic Trial Worth, Patricia G Criminal
19-SICR-0020 Jackson, Will S Citation - Portal 3/27/2019 8:00 AM Traffic Trial Worth, Patricia G Criminal
18-SICR-0002 Jackson, Will ] Citation - Portal 3/29/2019 10:00 AM Traffic Trial Ops, Courtroom Criminal
021920191 Jackson, Will S Citation - Portal 3/29/2019 10:00 AM Traffic Trial Ops, Courtroom Criminal
19-SICR-0020 Jackson, Will S Citation - Portal 3/29/2019 10:00 AM Traffic Trial Ops, Courtroom Criminal
19-SICR-0021 Jackson, Will ] Citation - Portal 4/10/2019 9:00 AM Traffic Trial Criminal
10 items per page 1-90f9 items

Figure 2.2 — Hearing Search Results Page

Hearing Search Results Listing
The following is a list of columns that may be displayed in the search results.

* Case Number

« Style (if civil) / Defendant (if criminal)
* Case Type

« Date/Time (of hearing)

* Hearing Type

* Judge (or Magistrate)

» Courtroom

» Case Category

You can click the case number to view the case summary

Hearing Search Results Options

You can sort or filter any column by clicking the column header. Depending on the configuration, you may
also be able to select additional columns to view if they are not already displayed. The following options
may be available on this page.
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Option Description

. Click this icon next to your column header to :

» Sortyour results is ascending or descending order
« Add or remove the columns displayed on the page
* Filter the results displayed by specific values

Click this icon to display a calendar view of the hearings

]

Click this icon to print the display.

=

nitems per page From the drop-down list, select eh number of results to
display in the list.




3 Document Access

Topics covered in this chapter

¢ Opening a Document from the Register of Actions
¢ Downloading the Full Document
¢ Opening the File

Document Access is made available on the Public Portal for all entries for which a document has
been related.

Opening a Document from the Register of Actions
B o

If an image is available you will see one of the following icons:
Single left-click on the icon and the document will open in a new tab of your browser.

The document may only present the first 2 pages when a document is more than 2 pages.
In this event, the document can be downloaded to be viewed in full.

Scroll down to the bottom of the page and you will see a Download Document button.

Download Document

Downloading the Full Document

Single left-click on the Download Document button.

Note: Most browsers default to saving Downloaded files to the Downloads folder on
your C: Drive on the computer but also have a history of downloaded files available
within the browser window.

Document images converted from the Legacy system will be saved as a .TIF file while document
images saved into the new case management system since 10/4/2024 will be saved as a .pdf
file.

See figure 3.1
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v [ SearchResults “. Register of Actions - CR2024-0. X  +

c 25 portal-ohlucas.tylertech.cloud/a isterQ

w Bookmarks [ Work Bookmarks [ Sarash [ Scheol Home

Recent download history

CASE SUMMARY Criminal Court: CR2024-02465 (5] CR2024-02465 - Criminal Hearing - =
Retained ~ Notice.pdf -
CASE INFORMATION 63.1 KB » Done

ASSIGNMENT INFORMATION

T . (] C12024-04020 - Summons Other
154 KB » 2 minutes ago
EVENTS AND ORDERS OF THE COURT 10/08/2024 pul
Open - Indictment Filed E G-4801-CI-0202401122-000 - NOTICE

Party' Plaintff Stat OF PARTIAL DISMISSA.TIF
’ 54.9 KB » 3 minutes ago
10/09/2024 Open - Toledo Transcrip

C12024-04020 - Complaint Also
Party: Defendantt A

Upload Case Designation Form (1).pdf
415 KB = 4 minutes ago

[

10/09/2024 Transcript Bond

S0R . G-4801-CI-0202401122-000 - ORDER
FILE JOURN EFF613.TIF
23.8 KB + 5 minutes ago

10/09/2024 Criminal Complete Recc
Party: Defendantt

(&) €12024-04020 - Complaint Also
10/09/2024 B ~ Upload Case Designation Form.pdf
Criminal Summons/Indi 418 KB » 7 minutes ago
Party: Defendantt TR v
10/23/2024 f Full download history A
Arraignment (130 PMJ UL LT . ST, LT J.

Figure 3.1 — Browser Access to Download History

Opening the Downloaded File

Most computers will open a PDF document B with Adobe Reader.

Many computers will open a .TIF file with a photo viewer, in which case you may only see
the first page of the document. These files are best opened with Adobe Reader to access the
full document. You can direct the file to open with Adobe Reader by finding the file on your
computer and single right-click to choose “Open with...”.

Alternatively, you can direct your computer to open all future tif files with Adobe Reader.
Instructions for this can be found at the following links:

Change default apps in Windows
Change default apps in MacOS


https://support.microsoft.com/en-us/windows/change-default-apps-in-windows-e5d82cad-17d1-c53b-3505-f10a32e1894d
https://support.apple.com/en-in/guide/mac-help/mh35597/mac



