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To Create Batch Subpoenas 
 
 
Click the Edit link on the Appearances section in the Event Detail screen. 
 

 
 
 
This will bring up the Edit Appearance Requests screen: 
  



3/22/2022 CreateBatchSubpoena Page | 2 

Select everyone who should receive a subpoena. 
 
 

 
 
 
 
Click the Update button to save your work 
 
 
 
The Appearances section on that Event Detail screen now shows that there are pending 
subpoenas. 
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To print pending subpoenas: 
 
Menu | Miscellaneous | Reporting | Reports 
 
Select the Print Pending Subpoenas report. 
 
 
Click the Submit button to submit the report. 

 
 
 
You will receive the report in your Quest Messages. 
 
 

 
 
Click on the bold Batch Subpoenas Part 1, and it will bring up a .pdf document.  This 
document will contain all subpoena’s that were pending.  You can print the document. 
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The Appearances section has been updated to show they were printed, and the actual 
Subpoena document appears on the Event Detail screen. 
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Service Disposition: 
 
 
Once the Summons is returned by the Sherriff, either served or not, In the Appearances 
section, click on the person you wish to update the service status. 
 
 
 
 
 
 
 
 

 
 
 
 

• Service type:  Select the appropriate type of service. 

• Service disposition:  Select the appropriate choice.  Served, not served, etc. 

• Date:  Enter the date of the service disposition. 

• Notes:  If you wish to make notes about the service disposition. 

 

Click the Update button to save your work. 
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This service section also appears on the Court Docket. 
The Court can clearly see that Caroline was served and Charles was not. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This Print Pending Subpoenas report can be set up as a schedule job, which means it can run 
every day at a specific time and send the report to whoever you want to receive it. 
 
The Report can be configured so certain courts go to certain people. 
 
Quest can be configured so you can specify the number of days prior to a scheduled event that 
the requested subpoenas should print.  For example, 30 days.  Every day the report will print 
the subpoenas for events out 30 days. 
 
 
You also can manually print subpoenas without going through this batch process if you need to 
print one quickly.  On the Event Detail screen, you can add a document called Subpoena and 
just produce one document. 


