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KC SCRIPT PORTAL QUICK START GUIDE: 
DOCUMENTS WITHOUT PAGE COUNTS 

 
Some older documents do not yet exist digitally. Because the KC Script Portal does not 
have page counts for these documents, Clerk’s Office staff must create digital versions 
of them before copies can be purchased. This quick start guide will show you how to 
request a copy of this kind of document. 
 
Note: To do this, you must be logged in to your Portal account. 
 

1. Click the Request/View 
Court Records button on the 
home page. 

 

 
 

2. Name your request in the 
Submission Title box. 

 

 
 

 
3. Enter the Case Number, 
including the dashes. Click 
Search. 
 

 

4. Click the check box next 
to each document you’re 
requesting. 
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5. Click the Add Selected 
Documents to Order button. 
 

 

 
6. You may now choose to 
expedite this case. 
 

 

 
 

 
7. If you’d like to request 
documents from multiple 
cases, click the Add Another 
Case button and repeat steps 
3-6.  
 
You’ll see additional cases 
added to your order as new 
tabs. 
  

 

 
 

 
 

 
8. Review your request. Click 
the Submit Order button.  
 

 

 
 

9. Click the Submit button on 
the pop-up window.  

 

 
 

 
10. Once Clerk’s Office Staff 
have digitized the document(s) 
you requested, you will receive 
a notification. Click My 
Messages to view it. 
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11. In the message, click the 
blue HERE hyperlink.  

 

 
 

12. On the Order Summary 
page, in the Order Summary 
Information pane, click the 
blue HERE hyperlink. 
 
You will be taken to the 
Records Request page and the 
document(s) for which you 
requested a page count will be 
pre-populated. 
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13. Click the check box next 
to each document you’re 
requesting. 

 

 
 

 
14. Click the Add Selected 
Documents to Order button. 
 

 

 
15. You may again choose to 
expedite this case, but 
electronically delivered 
documents will be 
immediately available and 
cannot be expedited. 
 

 

 
 

 
16. Enter the number of 
Copies, Delivery Method, 
and Copy Type for all 
documents or for each 
document. 
 

 

 
17. Review your request. Click 
the Submit Order button to 
add it to your cart where you 
can complete your payment 
process.  
 

 

 
 

 

https://cdn.kingcounty.gov/~/media/king-county/depts/dja/portal-QSGs/making-a-purchase/QSG-MakingAPurchase_english
https://kingcounty.gov/%7E/media/courts/Clerk/docs/Portal/QSGEnglish/QSG-MakingAPurchase_English.ashx?la=en

