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DOCUMENT OPTIONS: 
 
This area allows you work with documents including assigning them to other Quest users, approving 
orders, file stamping documents, and storing them in an order book. 
 

Documents Assigned: 

 
You can assign documents to Quest users.  Document can be assigned to supervisors for approval, 
assigned to someone who needs to sign the document, or just for someone to review the document. 
 
FROM THE MENU: Miscellaneous, Document Options, Documents Assigned 
 
 

 
 

 User ID: Type in the Quest User ID of the person you wish to view.  This will default to you, but 
you can change it to view anyone’s list you wish. 

 Ascending date:  The list defaults to newest on top.  If you wish to view the oldest documents on 
top, click this option. 

 Include summary:  If checked, each document will display the information that will be displayed 
in the Chronological Case Summary.   

 Reassign documents to:  If you wish to reassign a specific document to another quest user 
when you are finished, type that person’s Quest User ID here. 

 Sign selected documents:  If you wish to put your signature on a specific document, check this 
option.  You can only sign completed documents. 

 Show completed documents only:  If checked, the results will only display those documents 
with a status of complete.  If unchecked it will display both complete and incomplete documents. 

 

Click the SUBMIT button or press ALT+S to display the results of your selections. 

http://www.gawquest.com/equest/manual/ccs.pdf
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To sign a document:  

 
 
 
 
 
 
 
 
 
 
 
 

Click to select the Sign selected documents box, if you want to reassign it to someone after you 

sign the document, type in the user ID of the person you want to reassign it to in the Reassign 
documents to box.  Remember, you can’t sign an incomplete document.  Users may assign an 
incomplete document to a person so that person can review the document and make any changes 
before they FINISH the document. 
 
In the Sign/Reassign column, click the document you wish to sign and/or reassign.   
 

Click on the UPDATE button or press ALT+U to save your changes. 

 
This will put your signature in the NEXT signature spot along with the date 
you signed the document. 
 
If you click more than one document on the Multi view column, then click the multi view button at the 
bottom of the page, you will be able to see all documents selected on one screen, so you don’t have 
to go in to each document separately to view. 
 
The Date column is displaying the date the document was finished if the status is complete, or the 
date the document was created if the status is incomplete. 
 
In the Document column, if you click the (view) you can view that document.  If you click the name 
of the document it will take you to the DOCUMENT DETAIL screen.  From there you can use the links 
to get to different screens for that person/case. 
 
The Status column shows if the document is complete or incomplete. 
 
The Approval column shows if a document is pending approval by the Judge. 
 
The Stamped column will show the date of the file stamp or if the document is pending file stamping.  
If this column is blank, the document doesn’t need file stamped. 
 
Sealed & Notice columns simply show if this is a sealed document and if this document gets notice 
sent. 
 
The Event column shows the event this document is attached to, if applicable. 
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To reassign a document: 

 
 
 
 
 
 
 
 
 
 
 
 
 

 Reassign documents to:  Type in the Quest User ID of the person you wish to reassign the 
document to. 

 Sign/Reassign column:  Click the document or documents you wish to reassign to that User ID. 

 

Click on the UPDATE button or press ALT+U to save your changes. 

 
 
 

To end a document assignment: 

 
If you don’t want to reassign the documents, but you don’t need them on your list any longer, you can 
just click the sign/reassign column, selecting those documents you want removed, then click the 
UPDATE button, and the document assignment will be ended and the documents will be removed 
from your list. 
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Documents/Docket Entries: 

 
This will show a list of all the documents and docket entries made for a person/case.  
 
FROM THE MENU: Miscellaneous, Document Options, Documents/Docket Entries 
 
This will take you to the List Documents/Docket Entries screen, which was explained in the CASE 
section of this manual.  More about List Documents/Docket Entries. 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.gawquest.com/equest/manual/documents.pdf
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Documents to Approve: 

 
This screen is used by judges to electronically approve orders.  Orders really should be assigned to 
the judge, so the only person who can view this list is that judge.  This is particularly important if you 
have more than one judge approving orders.  By assigning, each judge would only see orders they 
normally would approve. 
 
FROM THE MENU: Miscellaneous, Document Options, Documents to Approve 
 

 
 
 
The approve column:  The word Approve at the top of the column is a toggle button, a judge can 
click this toggle button to select or unselect the approve checkbox for all documents.  Documents can 
also be selected by clicking on the approve checkbox one at a time.  Click the UPDATE button to 
approve all selected documents.  This will put the judge’s signature and the date of the signature on 
the appropriate signature line in the document.  It will also change the document detail status to 
APPROVED. 
 
The reject column:  The word Reject is a toggle button to select or unselect the reject checkbox for 
all documents.  Documents can also be selected by clicking on the reject checkbox one at a time.  
Click the UPDATE button to reject all selected documents.  If a document is rejected, it will put the 
words NOT APPROVED on the judge’s signature line in the document.  It will also change the 
DOCUMENT DETAIL approval status to NOT APPROVED. 
 
The Under Advise column:  Under Advise is also a toggle button.  Select those documents you wish 
to place under advisement.  Click UPDATE to save your changes.  The document that is under 
advisement will still remain on this list, but will now be an orange color.  It will also change the 
DOCUMENT DETAIL approval status to UNDER ADVISEMENT. 

 
 
 
 
 

 
The documents list clearly shows the approval status. 
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Documents to File Stamp: 

 
You can file stamp a document from the DOCUMENT DETAIL screen, or  you can file stamp 
documents as a group through this screen.  This is a list of documents that have been defined as 
documents that need to be file stamped.  These documents are complete. 
 
FROM THE MENU: Miscellaneous, Document Options, Documents to File Stamp 
 
 
 
 
 
 
 
 
 
 
 

 Case type:  You can narrow the list to a specific case type, or leave empty to view all case 
types. 

 Group by case:  Selected it will group cases together if there is more than one document in 
that case to be file stamped.  Unselected it will sort in date sequence. 

 

Click the SUBMIT button or press ALT+S to display the results of your selections. 

 
 
The File Column:  The word File is a toggle button to select or unselect the file checkbox for all 
documents.  Documents can also be selected by clicking on the file checkbox one at a time.  Any 
documents selected will be file stamped. 
 

Click on the UPDATE button or press ALT+U to file stamp the selected documents. 

 
Once a document has been file stamped, it is removed from this list.  The DOCUMENT DETAIL 
screen will display the file stamp date. 
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Order Book: 

 
The electronic order book or Record of Judgements and Orders (RJO) as known in some counties, is 
a copy of every order entered separated by court by date.  Each court has an order book (13C01 for 
court C01) and each day has an order book number (309 for 11/5/13).  Each order has a page 
number. 
 
FROM THE MENU: Miscellaneous, Document Options, Order book 
 

 
 
 

 Court:  Select the Court you wish to view. 

 Order book:  Select the date you wish to view. 

 Include summary:  If selected, under each order will be the docket entry that was made for that 
document. 

 Include full text:  If selected, under each order will be the entire order for you to read.  You can 
also click on the (View) in front of the document name to view only that particular order.  If it 
doesn’t have a view, it is a docket entry rather than a document.  You can click on the document 
name to view any scanned document attached to the docket entry. 

 

Click the SUBMIT button or press ALT+S to display the results of your selections. 

 

 

 

 

 

 

 

 

The DOCUMENT DETAIL screen of each document will display the order book number and the page 
number for this specific document. 
 


