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Documents needing file stamp, approval, or 
notice 

 

Menu | Miscellaneous | Local | Local Options | Custom Queries Menu 
 

Report Description: 
 

This query will display all documents waiting to be file stamped, pending approval, or pending notices.  This is a 
very helpful tool to ensure all documents are being processed timely.   
 
 

Running the Report: 
 

Choose the “information to show,” then click the Submit button to see the results. 
 

Documents needing file stamp: 
 

This lists all those document that need to be file stamped.  Remember that as long as a document is “assigned” 
to someone, it will not go on the list of documents to be file stamped.  If there are old documents they may 
need to be “unassigned” so they can move through the process. 
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Documents pending approval: 
 
This lists all documents that are pending approval.  If you have old documents you will need to investigate why 
they are not approved.  Maybe they are assigned to a non-judicial person?  Maybe it is waiting to be file 
stamped? 
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Document pending notices: 
 

This is a list of all documents that are waiting to send notice.  Notice will not be sent until the document is file 
stamped, if necessary; approved, if necessary; or if the document is assigned to someone.  A document being 
assigned to someone means it is waiting for further action. 
 
 

 
 


