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Additional Correspondence Address 

COURT / DEPARTMENT / DIVISION 

District Courts, Magistrate Courts, Metro Court, Supreme Court 

USER 

Clerks, Court Staff 

PURPOSE 

The ability to send notices to a single party at multiple correspondence addresses.  

NAVIGATION 

Case/Parties tab/Modify Party Details/Modify Party 

STEPS 

1. On a case go to the Parties Tab 

a. Left click on the party’s name that is requiring an additional correspondence address 

b. The Modify Case Party Details screen will open 

c. Left click on the party name  

 
2. Left click on the party name again from the Modify Case Party Details screen, which takes 

user to the Modify Party screen, or Global Party Record 

 
a. Modify Party screen, or Global Party Record 

Left-click 
party name 

Left-click 
party name 
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3. In Modify Party Details window, left-click on the + sign next to ‘Current Known Addresses’ 

a. Add the Additional Correspondence Address to the Add Address window and 
uncheck the Current Known Address and Correspondence Address boxes as they 
default 

b. Then the Additional Correspondence Address will be available for it to be check 
marked 

c. Select Continue 
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d. On the Modify Party screen, a new icon of an envelope will be displayed next to the 
address indicating an additional correspondence address 

 
 

To Print Notices:  
1. Go to the Case Hearings Tab 
2. Select the row containing the hearing for which you want to print notices 

a.  Use the right click mouse function and select Print / Send Notice 
3. Select one of the notices of hearing (by clicking on one of the selections in the box) 

a. The form will merge and the notice will be able to be edited and printed  
4. Check the Print Preview option at the top of this Notice Setup Box 
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5. Preview notice and print 

 
 

To View Notices:  
1. Go to Hearings tab, click on a Hearing 
2. Click on Notice History 
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a. The Show Notice History window will be displayed; the Additional Correspondence 
Address History is listed 

 


