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HOW TO ACCESS YOUR CASES - Online
Portal

Online Portal - Instructions on how to access your cases in your "My Cases" tab and
how to submit proposed orders.

1 Login to your Online Portal Account and click on your profile name

https://lakecountyil.sharepoint.com/teams/cc/ekb/SitePages/eCourt-Knowledge-Base.aspx
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2 Click "My Cases"

3 Cases associated with your account show here - then click "View Case"
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4 Click the "Documents Filed" tab

5 Click "View" to view and then download the documents
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6 HOW TO ADD A PROPOSED ORDER - Click "Add Proposed Order"

7 Select the type of order in the drop down
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8 Select the "Filed By" in the drop down

9 Upload your file



6

10 Click "Proceed"

11 If you are uploading additional orders on the SAME CASE - Click "Start Another
Submission"


