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 KC SCRIPT PORTAL QUICK START GUIDE: 
DESIGNATION OF CLERK’S PAPERS 

 
This quick start guide will show you how to file a Designation of Clerk’s Papers in the 
KC Script Portal. 
 
 
 
 
 
 
 
 
 
 

1. Select E-Filing in the 
top menu bar.  

 

2. Select the Self-Service 
Clerk’s Papers button at 
the bottom of the page.  

 

Before you start:  

• You must be logged in to your portal account.  
• You must have your appeal number(s) ready.  
• If you are designating exhibits, complete the DESIGNATED EXHIBIT TEMPLATE↗ 

and save it in a PDF format. 

https://cdn.kingcounty.gov/-/media/king-county/depts/dja/forms/exhibit-template.docx
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3. Enter the Superior 
Court Case Number and 
select Search. 

 

4. Select the Submit 
Clerk’s Papers link on the 
right-hand side of the 
screen.  

 

5. Select the magnifying 
glass icon to find appeal 
records, then select the 
correct Appeal Number 
from the list. 
 
 

 

Your appeal information 
will show on the screen. 
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6.Select the Designate 
Documents button.  
 
Select the checkbox next 
to each document that 
you want to  
designate as part of your 
Clerk’s Papers set. 

 

You can enter the 
document name or 
document type in the 
Search box at the top of 
the list to narrow down 
the results.  
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7. Select the Designate 
Exhibits button.  
 
Select Choose File to 
upload your completed 
Designate Exhibits Form.  
 
If you are not designating 
exhibits, move on to the 
next step. 

 

 
8. Select the Designated 
By button.  
 
Select the checkbox next 
to the name(s) of the 
party designating the 
Clerk’s Papers.  
 

 
9. Select the Contact 
Information button.   
 
These fields will 
automatically populate 
with your First and Last 
Name, Email, and 
Telephone number on 
file.  
 
Update the information in 
each field, if necessary.   
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10. Select the Summary 
& Invoice button.   
 
Review the document 
information and cost of 
your filing.   

 

 
11. Select the blue 
Proceed button at the 
bottom of the screen to 
add the filing to your cart 
for payment.  
 
Complete your payment.  
 
MAKING A PURCHASE 
QUICK START GUIDE ↗  
 

 
12. Once you have 
completed your payment, 
you will receive an email 
confirming that your 
Clerk’s Papers filing has 
been received.   
 
You can also view this 
message by selecting My 
Messages in the top 
menu bar.  
 
 

 

https://cdn.kingcounty.gov/-/media/king-county/depts/dja/portal-qsgs/making-a-purchase/qsg-makingapurchase_english.pdf?rev=c4f172b73a6c4f68a286b02023a27d57&hash=BDE0B40AD93D578A497A1F1D33EC29ED
https://cdn.kingcounty.gov/-/media/king-county/depts/dja/portal-qsgs/making-a-purchase/qsg-makingapurchase_english.pdf?rev=c4f172b73a6c4f68a286b02023a27d57&hash=BDE0B40AD93D578A497A1F1D33EC29ED
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13. You can view a record 
of your submission by 
selecting My Account 
from the top menu bar, 
then selecting E-Filing 
Submissions.  
 
 

 
Depending on the 
document sealing levels, 
you may see between 1-3 
index documents listed 
(regular, sealed, and/or 
restricted) as part of your 
filing.    
 

 

14. After the Clerk has 
reviewed and processed 
your filing, you will receive 
a second email 
confirmation when your 
Clerk’s Papers have been 
transmitted to the 
Appellate Court.  
 
You can also view this 
message by selecting My 
Messages in the top 
menu bar. 
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15. To view an available 
copy of the Designation of 
Clerk’s Papers, click on the 
case number hyperlink 
on your E-Filing 
Submissions page.  

 

 
Select the View 
Document icon to view 
the designation or index 
page.  
 
If you would like to order 
a copy of your Clerk’s 
Papers set, you will need 
to make a Records 
Request through the 
portal, by mail, or visit the 
Clerk’s Office in-person.  
 
RECORDS REQUEST 
QUICK START GUIDE ↗  

 

 

 

https://cdn.kingcounty.gov/-/media/king-county/depts/dja/portal-qsgs/document-request/qsg-documentrequest_english.pdf?rev=b78b0bfb758d47b791544af32c837f35&hash=AC77EB0807873228E84B47ACAF92B842
https://cdn.kingcounty.gov/-/media/king-county/depts/dja/portal-qsgs/document-request/qsg-documentrequest_english.pdf?rev=b78b0bfb758d47b791544af32c837f35&hash=AC77EB0807873228E84B47ACAF92B842

