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LINKING DOCUMENTS 

Clerks can link documents on a Motion, Affidavit or a Report and 

Recommendation.   

The first step is if a probation officer efiles a Report and Recommendation.  The 

clerk will go to the eFile Queue.  In the eFile Queue you can click on the gavel to 

create a Proposed Order and it will link it to the Report and Recommendation. 

 

 

 

Once you click the gavel, confirm the prompt.   
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Fill out the Document Type, Doc Sub Type, and enter the Document Title.  Click 

the “Save/Cont to Judicial” button. 
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This will take you to the Order Screen. 
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Once the order has been completed, save and then return to your batch detail.  

Click OK. 

 

You will be directed back to the E-File Batch Detail where you will eFile the 

document. 
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When you view My eBatch, your My eFiled, or the Queue you will see that these 

documents have been linked by the grey and black chains.  By clinking on this link 

you will have the option to view the companion document. 
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This screen will appear and if you click the View link you can view the document. 
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Clerks can also link documents that have already been eFiled.  Once a 

Motion, Affidavit or Report & Recommendation and Order have been 

eFiled, and are in the eFile Queue.  You will see a chain link icon that is 

green and black. Clicking on the icon will open a popup window and a list 

of available documents to link.  
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The clerk would click on the box next to the document they want to link to the 

Order, Motion, Affidavit or Report &Recommendation.   If you are not sure which 

document to choose you can view the document by clicking “view”.  If the 

document that needs to be linked is not available to select, the clerk will use the 

“Research Documents on Case(s) Only button. This will display a list of possible 

matches however, the incidents listed on the documents need to correspond 

otherwise the clerk will not be able to link the documents.   
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Once you have selected the document to link, click the “Link Documents” button 

at the bottom of the page 
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Once a document is linked to another document the link icon turns from black and 

green to black and gray. Clerks will have the ability to go back and link documents 

that have been filed within 30 days of the filed date of the order.   

 

 

 

Once a document has been linked to another document, you will see the link icon 

on all of the document screens. Documents will not show as linked until they are 

eFiled. If a document in linked in error, the link can be deleted. The clerk will 

select the gray and black link which will display a screen that has a trash can icon.  
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A warning will appear confirming this is the link you would like to delete. By 

selecting “Ok” the link will be deleted. 

 

 

 


