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PENDING NOTICES: 
 
This is a process in Quest where you can use the system to mail copies of documents to people 
associated with the case, people assigned to the case and relatives. 
 
When you add a person to a case, either as a person associated or a person assigned you are asked 
to click a Notice button. 
 
 
 
 
 
If you select YES on the send notice button, 
this person is automatically set up to receive 
copies of documents through the PENDING 
NOTICE process. 
 
 
 
 
 
 
 
 
 
 
 
 
When you ADD a document, there is also a Send notice button on the DOCUMENT DETAIL screen. 
 
 
 
 
 
 
 
 
 
 
 
 
This is setting it up so that when you FINISH this document, notice will be sent through the PENDING 
NOTICE process to anyone with a Yes send notice on their ROLE. 
 

http://www.gawquest.com/equest/manual/CASEDET.pdf
http://www.gawquest.com/equest/manual/caseass.pdf
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Document Detail Notices:  

 
 
 
 

 
 
 

 
 

 
 
 
In the notices section, you will see that notice for Kevin Jones is pending.   You can manually add 
other people to receive notice by clicking on the Edit button at the end of the NOTICES line. 
 
 
 
 
 
 
 
 
 
 
 
 
You can see that Kevin Jones is already pending, but if I click on Lisa Marie Jones I can send her a 
copy of the order as well. 
 
Click anyone you wish to receive a copy. 
 

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

 
 
 
 
 
Now both people are pending. 
 
 
 
 
 
 
 
 
 
 

Add 
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Running the Report: 

 
Now that there are notices (copies of documents) out there pending, waiting to be mailed.  You can 
print the copies. 
 
FROM THE MENU: Miscellaneous, Reports, Print Pending Notice 
 
 
 
 
Click on the Report you wish to run, in this case 
Print pending notices. 
 
 
 
 
 

 

Click the SUBMIT button or press ALT+S to run the 
report 

 
 
 
 

Printing the Report: 

 
Reports will come to you through Quest Messages. 
 
 
 
 
 
 
 
 
 
Click on the report link.   This will display the report, you can print the report. 
 
There will be a cover sheet for each person, and a copy of every order that is pending for them.  For 
example, if you have an attorney that had several cases that day, there will be a cover sheet with the 
attorney name and address, then a copy of every order that goes to him/her. 
 
They can be folded and placed in a window envelope. 
 
There are postal services available where you can send this report through a secure site, and they 
will print, fold, stuff, verify there is a valid mailing address, and put postage on the envelope for you at 
a very reasonable fee.  Probably less than having an employee spend their time doing this job. 
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Once notice has been printed, the Notice section of the DOCUMENT DETAIL screen is updated to 
reflect same. 
 

 


