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Note: When Judge approves or 
rejects the order, the email with 
is sent to parties with an 
attachment of the order.
Note: A user can still download 
the approved order by clicking 
on the “Approved” option of the 
Workbench. If the orders was 
approved 1 month ago or 
earlier, don’t forget to change 
the date or use the search by 
case query to find the 
Approved/Rejected order.

Note: the completed queue 
displays the confirmation id 
from the e-portal to confirm 
that the order was e-filed and e-
serviced.
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Note: When the agreed order is first uploaded it 
goes to Judge’s pending queue.
If user like to view the Pending order, just search 
the order by case number.
If not found in the Pending Queue, please check 
the “Approved” or “Rejected” queue.
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How to check Orders in Pending/Approved/Rejected/Completed Queues

Note: When the agreed order is first 
uploaded it goes to Judge’s pending 
queue.
When Judge approves the agreed 
order, it moves from pending to 
Approved queue.
When a user selects “Approved Tasks” 
the “From and To” date is defaulted to 
“Todays Date”.
So in order to see the list of all 
approved orders, please change the 
From date to the beginning of the 
year or the desired previous date.
User can also search for a particular 
case by entering the case number in 
the search bar.



How to check Orders in Pending/Approved/Rejected/Completed Queues

Note: When the agreed order is first 
uploaded it goes to Judge’s pending 
queue.
When Judge rejects the agreed order, 
it stays in the Rejected queue.
When a user selects “Rejected Tasks” 
the “From and To” date is defaulted to 
“Todays Date”.
So in order to see the list of all 
rejected orders, please change the 
From date to the beginning of the 
year or the desired previous date.
User can also search for a particular 
case by entering the case number in 
the search bar.



How to check Orders in Pending/Approved/Rejected/Completed Queues

Note: When the agreed order is first uploaded it 
goes to Judge’s pending queue.
Please change the “From” date to the beginning  
of the year or the desired previous date.
When Judge approves the agreed order it 
moves from pending to Approved queue. Then 
after it is e-serviced and e-filed to the parties. 
then it also moves to the Completed queue.
Completed queue shows the e-portal 
confirmation id.


