[l KC SCRIPT PORTAL QUICK START GUIDE:
i ISSUANCE REQUEST

This quick start guide will show you how to request documents issued by the clerk,
such as writs, subpoenas, and citations.

Note: To do this, you must be logged in to your Portal account.

A\ Do not add other items to your order with your issuance request. Any other items
in your order will be removed.

1. Click the Request/View

Court Records button on

the home page. Request/View Court Records
(Documents and Audio Hearings)

Records Request

¥ Information

» If you know your case number, use the case search to add documents and recordings to your order.

2 . CI ic k th e Issua n ce of « If you don't know your case number, you can add a research request to your order and we'll find the records for you.

PLEASE NOTE: Some documents may be immediately available after purchase. Other records such as recordings,

S u b poena Writ or archive documents, subpoenas, writs, research requests, and others might take up to 5 business days to be
1 ’

completed. You will be notified via email and through your account once your request is processed. Once submitted,

. . your order status will be available through My Orders.
Citation button.

ISSUANCE OF SUBPOENA, WRIT, OR CANT FIND WHAT YOU'RE LOOKING

DOCUMENTS AND HEARINGS CITATION FOR?

3. Click the Continue to
Service button.

Items in this section must be submitted separately from all other orders.

Use this service to request the issuance of documents from the Clerk. Some of the documents issued by the Clerk are writs of
gamishment, writs of restitution and subpoenas. Once your submission is completed, you'll be notified by the Clerk and the
documents will be available based on the delivery method selected.

The request form will open Continue to Senice
In a new browser tab.
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Submission Title*

4. Name your request in

eRequest_45

t h S S u b mission TI tl e b OX. You may leave the default name or rename your request for future reference (such as "Mom and Dad's Probate”).

v Request Clerk to Issue Subpoena, Writ, or Citation

. Delivery Method* '
5. Select your Delivery 4
Method. Case Number®
Electronic
Form™ . -
Mail
Onsite Pickup

~ Request Clerk to Issue Subpoena, Writ, or Citation

6. Enter the Case Number. DXy MR .

Case Number*

Form* '

~ Reguest Clerk to Issue Subpoena, Writ, or Citation

Delivery Method* *

Case Number*

Form* bt

7. Select the Form you e

Wwa nt ISSUGd. Subpoena
Yo ur Cost Wit of Habeas Corpus

Wit of Garnishment
Wit of Mandamus
Wit of Prohibition
Wit of Restitution
Wit of Replevin

Wit of Review
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8. If you chose Mail or
Pickup for your Delivery

Method, enter the number

of Copies you want and
your mailing address or
pickup location.

~ Request Clerk to Issue Subpoena, Writ, or Citation

Delivery Method* Mail

Case Number*

Delivery Method*

Case Number*
Form* Subpoena - r

Form*
Copies 1 X

Copies

~ Request Clerk to Issue Subpoena, Writ, or Citation

Onsite Pickup

Subpoena

~ Address - Required for Mail Delivery

Address
Apt/Suite/Other
City

State

Zip

Pickup Location

~ Location - Required for Onsite Pickup Delivery

CFIC
Kent

Seattle

9. Click Choose File and
upload the required
documents.

~ Document Upload

Subpoena * Choose File | No file chosen
Praecipe Choose File | No file chosen

Accepted file types are PDF, and TIFF. Max File Size is 10MB

10. Click the Proceed

button to add it to your cart

where you can complete
your payment process.

¥ Proceed

Last Updated 11/7/2022

m King County

Superior Court Clerk’s Office



https://cdn.kingcounty.gov/~/media/king-county/depts/dja/portal-QSGs/making-a-purchase/QSG-MakingAPurchase_english
https://cdn.kingcounty.gov/~/media/king-county/depts/dja/portal-QSGs/making-a-purchase/QSG-MakingAPurchase_english

