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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.

T

efore you start:

\

~

¢ You must be logged in to your portal account.

e You must have your appeal number(s) ready.
e If you are designating exhibits, complete the DESIGNATED EXHIBIT TEMPLATE ~

and save it in a PDF format.

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

‘ (4] King County Superior Court Clerk's Office (STG D10)

Welcorne to the Records Access Portal
R —

Home Records Request Sealed Case Access = Case Search  Certfied Copy Verification E-Filing £-Senvice Submit Civil Protection Order MyMessages My Account =

Logout  Terms & Conditions

* Manage and register for E-Service Contact Us:
* View, request, and purchase King County Superior Court records

search and Download
KC Script Portal

The KC Script Portal gives you access to King County Superior Court records and
filing services. Use the Portal to:

* E-File new case and documents
* Submit E-Working Copy and Ex Parte via the Clerk

Email: eservices@kingcounty.gov
General Clerk Office Questions:
206-296-9300

Livechat

9:00 am te 4:30 pm Monday through Friday

= Pay court fines on criminal cases

* Verify certified document copies

Top tasks:
Step-by-step portal instructions:
E-File Pay Court Fines e

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

Home Records Request Sealed Case Access = Case Search _ Certified Copy Verificatio

Pay Court Fines  Affidavit search and Download

Home / E-Filing
E-Filing

IMPORTANT: Read Filing Requirements before you proceed

File a New Case File Documents to Existing Case
g &

Submission to the Court

Ex Parte via the Clerk Orders for Review

E-Working Copy E-Working Copy Dependency
J N

Propased Order (Family Law/Truaney)

E-Service

Register for E-Serviee Manage E-Service
g L
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https://cdn.kingcounty.gov/-/media/king-county/depts/dja/forms/exhibit-template.docx

3. Enter the Superior
Court Case Number and
select Search.

Home / Clerk's Papers

Clerk's Papers

Search Appellate Court Case
Case 21-2-16227-1
Number

Instructions: You may use the Self-Service Clerl’s Paper if your case meets the followin
* Case Type: 2-Civil; 3-Domestic; 4-Probate/Guardianship
* Appeal on the Case

An appeal number is required to proceed with your Designation of Clerk’s Papers. Plea:
assistance.

* Visit our FAQ website.

* Email: dja.clerkspapers@kingcounty.gov

* Phone: 206-477-6760

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

Heme  Clerks Papers

Clerk's Papers

Search Appeliate Court Case

Case
Nmber

242162271

(oo ] o]

Records PerPage 20~ Change the number of resuls per page
Jomtmter omiee e (S fcin

PR Dok Vs DOE o0zt Appeal
Resuls 1-16f1

Instructions: You may use the Self-Service Clerks Paper if your case meets the following requirements:
+ Case Type: 2-Civi 3-Domestic: 4-Probate/Guardianship
+ Appeal on the Case

P BacktoTop T

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.

Results 1- 2 of 2 -

Click the O below and select the sppesl for your raquested CNgs Papers.
1f you filed 2 Notice af Appeal and see no result visit Cleri's PapMgfor the Purpose of Appeals to leam more.

Appeal® | B a

Appelate Number
Appelate Court Type:

Summary & Invoice.

=z
g
2
£
3
+

Hame / Sell-Senice Cirks Papess

Self-Service Clerk's Papers

Busid Clrk's Papers for Filing

Hext Step
Steps G
B Appeal Information Clck e @ bk th appslforyour el Popers.
a . vl e P o the oo
At Hatcs o Appesl= TV - Tort Mok ehice- 1093024 @ | @

rre— Beras
AppstanCoutType  Court of paess - Obtdon |

By

[

i

‘Summary & Inveice

Hext Stzp =
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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.

Home | Self-Service Clerks Papers

Self-Service Clerk's Papers

Build Cler's Papers for Filing

4 Previous Step  Next Step %
Steps

' Appeal Information

© Desgnate Dacuments

@ Desigrate Documents

Search:

Desigrate Exhibits
111-46227- DOE VS DOE
Sub DateFlled 8 Name
1 RA0ROY  Complantfor Tort - Motor Vehicle

10RO Tenaz62

121012021 Case Information Cover Sheet
OVM2022  Notice of Address Change

042070 Affdavitf Declavation f Cestiicate Of Service - Served
Confinmationof foinder

0520207 Affidavit/ Declaration / Cerificate of eSenvice
05272022 Notice of Appearance

05272012 Dermnd for fury - 1 Berscn

Answer and Affinmative Defense

Disdlosure of Wimesses

17 08BR6R0Z  Motion

11 0BA6EO0TT  Declaation

14 0B6/2002  Notceuf Hearing

15 OB6ROI2  Affidavitf Declaration / Certficate of eSenice

16 0910272022 Response

7 09027022 Afdavit f Declasation f Certficate of eSerice.

18 09/082022  Grderof intervention

Notice of Hearing

Mation te Compel

g
=
3
H

=3
sg
gt
EE

B
28
-
58
28

7 0967027 Athdait f Declaration f Cortifcate of eSerice.
N 090N Response
B 0927012 Moten o Compel

0| 24 09272022 Affidavit s Declaration f Certficate of eSenice
25 0992077 Order Compelig Discovery.

2
K]
3
g

Notice of Hearing

) Motion 1 Change Tial Date
L 2 S S S S A P A AP AP | # v WS s

£
&

reder Setting Case Schedule - Civlfl - 7MY~ Tort Motor Vehicte

JOINT
IIII’I))IJIIIIII/I'I'JIII

Additional nfo Poges

FIRM NAMF CHANGE

OF JOINDER OF PARTIES CLAIMS AND DEFENSES

TO INTERVENE ALLSTATE INSURANCE
SARAH TUTHILL-KVETON

TO MOTION TO INTERVENE

JALLSTATE INSURANCE COMPANY

bW e N W R TN W e

ToMOTION

e

o7 vmaons oot Dumiss NOTO ENFORCE SETTLEMENTAGEEERT 3

OB O10%2024  Notice of Appeal to Court Of Appeals 7

09 OUOAEO2 M Decarion Cerfat f eSenice 1

M 02082024  Affidavit / Declaration / Certificate of eService: 1

W3 Q2707014 Akt oclaaon Criicateof e h

fie  10/032014  Mandae B62642-| | AFFIRMED 13

4= Previous Step | Mext Step =
: N
Self-Service Clerk's Papers
Build Clerk's Papers for Filing
4= Previous Step | Mext Step =
Steps ~ Designate Documents
your Clerk's Papers Set. If ly. go to next step.
@ Designate Documents Search:
21-2-16227-1: DOE VS DOE
Sub DateFiled @ Mame Additional Info. Pages
1 1210/2021  Complaint for Tort - Mator Vehicle 7
‘Order Setting Case Schedule - Civil full - TMV - Tort Moter Vehicle

O 1 12non021 120202 6
3 1210201 ‘Case Information Cover Sheet 1
O 4 owvwon Notice of Address Change FIRM NAME CHANGE 2
() 5 OW4/022  Affidavic/ Declaraton Certificate OF Service - Served 1
[ 6 05202022 Confimation of joinder (OF JOINDER OF PARTIES CLAIMS AND DEFENSES 1
[0 7 052072022  Affidavit/ Declaration / Certificate of eService 1
O & 05272022 Notice of Appearance 3
[ 9 0572011 Demand for jury - 12 Person 2
[] 10 0630/2022 Answerand Affirmative Defense 7
[ 1 08232022 Disclosure of Witnesses 7
12 08/2672022  Motion TO INTERVENE ALLSTATE INSURANCE 4
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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.

Home / Self-Service Clerk's Papers
Self-Service Clerk's Papers

Build Clerk's Papers for Filing
4= Previous Step

Next Step =

Steps ~ Designate Exhibits

v Appeal Information

exhibit(s) you are requesting.

¥ Designate Documents

Choose File | ExhibitsDesignationpdf
X
B Designate Exhibits "
100%
Designated By
& Accepted file type is PDF. Total size of uploaded documents cannot exceed SO MB.

You may designate Exhibits by filling out the Designate Exhibits Form and uploading the document below sa the clerk may locate the

8. Select the Designated
By button.

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

Home / Self-Service Clerk's Papers

Self-Service Clerk's Papers

Build Clerk's Papers for Filing

4= Previous Step Next Step =

Steps v Designated By

¥ Appeal Information A GARCIA, JASON [PLAIN]

[CJHANSON, STANLEY Il [DEF]
SANCHEZ, MAYRA [PLAIN]

v Designate Documents

v Designate Exhibits

@ Designated By

Contact Information

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.

Home / Self-Service Clerk's Papers

Self-Service Clerk's Papers

Build Clerk's Papers for Filing

4= Previous Step | Next Step =

Steps v Contact Information

v Appeal Information

First Namy Yo
9 ErtmEmErrrs Last Name Nam
Email* yourname@email.com

v Designate Exhibits Telephone* 555-555-1234

v Designated By

@ Contact Infermation

Sumrnary & Invoice

4= Previous Step | Next Step =
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10. Select the Summary
& Invoice button.

Review the document
information and cost of
your filing.

Self-Service Clerk's Papers

Build Clerk's Papers for Filing

feer your dessgnated items and cest. Seleet ‘Procesd 1o make payment
Case Number: 2216227
Appellate Number,  B6264-2

Extitits

#Documents:
# Pages: 66
Cost: $33.00

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 ~

Home / Self-Service Clerk's Papers

Self-Service Clerk's Papers
Build Clerk's Papers for Filing

4= Previous Step
Steps ~ Summary & Invoice

Please review your designated items and cost. Select ‘Proceed’ to make payment.

Case Number: 1-2-16227-1
Appellate Number:  86264-2

Exhibits: Yes

# Documents: &

# Pages: 66
Cost: $33.00

4= Previous Step

| Proceed I Save for Later Back

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.

Home Records Request  Sealed Case Access = Case Search  Centified Copy Verification  E-Filing  E-Service = Submit Civil Protection Order MyMessages My Account -

Logout  Terms & Conditions

My Recent Messages

22- Online Clerk's Papers  05/26/2026 Dt

162271 Request Received Case Number: 21-2-16227-1
Cast 3
Su

Thank yau for your Clerks Papers designation and payment. Your the Clerk for filng ‘ourt of Appeals - Division |
per RAP 9.706] terk to th i th

details of your Clerks Papers Designation and Indesx by viewing your

Have further questions related to your request?

Visit our FAG website
Emai: o clerkspapersgkingeounty gov
Phone: 206-477-6760
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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

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.

|« "- %

s Office (STGD10)

Portal

S ATzl S

= Submit Civil Protection Order

My Messages

o |

My Account ™

LL-CUSINC My account
My Cart
My Payments
My LFO Payments

My PPS
Submissions

My Record

Reguests
E-Filing
Submissions

E-Working Copies

E-Working Copy
Dependency

Ex Parte via the
Clerk

Family Law/Truancy
Proposed Orders

Orders for Review

me / E-Filing Submissions

E-Filing Submissions

20 05267026

n 0516/20% Sealed Clerks Papers Index

2 05n6n0% Restricted Access Clerk's Papers Index

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.

25-4-
00784-4

Clerk's Paper is 05/2212026

completed

Date: 05/22/2026

Case Number; 25-4-00784-4

Case Title: IN RE EDVINS HERBERTS KIPERTS
Submission Number: 1884858

Appellate Number: 2345-1

DJA Tester5
Your Clerk's Papers have been trans:

The Clerk has sent the indices to all parties per RAP 9.7a).

Have further questions related to your request?
Visit our FAQ website

Email: dja.clerkspapers@kingcounty.gov

Phone: 206-477-6760

mitted to the Supreme Court. If exhibits have been designated, they have been trans

mitted to the appellate cou
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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 ~

Filing Subm

E Flllng Subm|55|ons

N e L —

20 057267202

1 052602026 ‘Sealed Clerk's Papers Index 1 Paid

0572612026 Restricted Access Clerk's Papers Index 1 Pad

My Messages

Home Records Request Sealed Case Access ~ Case Search  Certified Copy Verification E-Filing

My Account ™ Logout
E-Service ¥  Submit Civil Protection Order Pay Court Fines  Affidavit search and Dewnload
Terms & Conditions

Home / E-Filing

E-Filing Subm|55|on Summary
Submitted Date/Time: 05/26/2026 11:23:25 AM

Case Information

Case Number Case bame Causeof Action Fled e
24-3-01106-8 KNT ZHARA W CREDO NI AND HILARIO S CREDO R DIN- Dissolution no Children 031042024 Appesl
Documents
I e N ==
9 05267026 Designation of Clerks Papers 3 Pad
05/2672026 Clerks Papers Index
n 0s26R026 Sealed Clerk's Papers Index 1 Pad
057262026 Restricted Access Clerks Papers Index
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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

