
To Create Pending Subpoena’s: 
 
 

 
 
In the Event Detail Screen: 
Appearances, click Edit.  This will bring up the Edit Appearance Requests screen: 
 

 
 
In the Subpoena/Notice column, click everyone you wish to receive a subpoena. 
 

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

 
 
The Appearances section will now 
show (Service by US Mail – 
Pending) 
 
 

Edit 



To print pending subpoenas: 
 
FROM THE MENU: Miscellaneous, Reports 
 
Select the Print Pending Subpoenas report. 
 
 
 
 

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

 
 
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. 
 
 
 
 

  



Meanwhile, the Appearances section has been 
updated to show (Service by US Mail – Printed). 
 
Under Documents you see the actual summons. 
 
 
 
 

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

 
 
 

 
 
  



This service section also appears on the Court Docket. 
 

 
 
The Court can clearly see there is no service on Mother. 
 
 
 
 
 
 


