
INSTRUCTIONS ON HOW TO CHANGE TITLES OF ORDERS GENERATED IN CARE

Click on the MINUTES tab.



Click on VIEW ORDERS.



Type the case number into the CASE NUMBER box and click FIND.  If you know the date of the hearing also type that in

to narrow your search.



Hover over the title of the Court Order you want to change a box will pop up saying,  “Click to change title and seal

status”.



Once you click on the title, the CHANGE DOCUMENT TITLE box will pop up.



Change the document title and click CHANGE.  Note: you can mark the document sealed in this box (do not seal a
document without a court order).  You have successfully changed the title to your document. You can click on the Court
Order ID number to open the order.  In All Documents the title can now bee seen.


