
New Certificate of Service Queue Batch 

The​ New Certificate of Service Queue Batch​ will allow users to create a notice of hearing and/or 

certificate of service for the Judge’s entire calendar in one place and all at one time.  

 

Go to Petition, click on “New Certificate of Service Queue Batch. “ 

 

 

Click on “Create New Batch” 

 

 

 

 

 



You have several options in order to run a queue batch.     You can add several cases by entering their 

case numbers and loading the incidents or by entering the hearing date and Judge.  Enter the search 

criteria and click “Find In Calendar.”  

 

 

The “Queue Batch Scheduled Hearing Events for (Judge) on (Date)” box comes up.  Select the hearing 

that you want to send notice for and/or certificate of service.  You may also check the  “Select All” to 

create a notice of hearing and/or certificate of service for all hearings for this day.  

 

Once you have selected the hearings for which you want to create a notice of hearing and/or 

certificate of service, click “Load Selected Cases.”  

 



The Queue Batch Box appears with the cases that you selected.  Notice the different fields that can be 

edited or modified. 

 

 

  If you don’t want a notice of hearing to generate, un-check the “Generate Notice of Hearing” box.  

 

 

If you want to edit the notice of hearing in order to add the title or add any additional information, 

click on “Edit” under the Notice of Hearing field. 

 

 



Once you click on “Edit,” your notice of hearing will pop up.   You can make the necessary changes to 

your notice of hearing from this field.   Once you have completed the changes on the notice of 

hearing, click “save.”   You will be taken back to the Queue Batch pop up screen.  

  

 

To complete the certificate of service, you will click on “Incomplete”.  

 

This will take you to the Certificate of Service pop up screen.   Fill in the information and click “Save.”  

 



You are now back at the Queue Batch pop up screen.  Notice that the wording has been changed from 

“Incomplete” to “Edit” under the certificate of service field.  

 

Once you have completed the certificate of service, click on “preview.”  **Note: You have to complete 

all of the certificates of service before you can complete the queue batch.  

 

The Queue Batch Preview will pop up. 

 



If you are not ready to mark this batch complete, click on “Close Batch Preview.”   You can come back 

later to finish this queue batch.  

To return to the batch print queue for a particular day, go to “Petition,” then “New Certificate of 

Service Queue Batch.”   If you have a incomplete batch in your queue, they will appear in the list of 

pending batches.  If you are completing a batch queue for someone else, or the one you are looking 

for isn’t showing,  you can click on the search type: “date range,” enter the date you want to 

complete, and the batch queue will pop up in the list.  Click on the batch you wish to complete.  

 

**Note: From this screen you can also delete selected batches.   In order to delete, click on the 
“Delete Batch” check box and then click on the “Delete Selected Batches” button.  
 

 



If you are ready to complete the queue batch, click on “Click here to open Batch No. (#)”  

 

Once you have clicked on the batch number  you wish to complete, the Queue Batch will pop up. 

From this screen you have an option to add a case and/or load incidents to a case if you have 

forgotten a case or need to add a new case.  To do this, click on “Add Case/Load Incidents.” 

 



Once you have clicked on the button,  a “Case Incidents” box pops up.   From this pop up, add the 

case number and click find.   The case and incidents will load.    Click on the incident(s) you wish to add 

and click, “OK.”  

 

 

Click on the “Preview” button. 

 

 

You are now at the Queue Batch Preview pop up screen.  Click on the “Complete” button.  The print 

option screen pops up.  



 

 

Queue Batch Preview Print Screen 

 

In this screen, you have several different options under each case to print documents.    You can click 

on All parties w/certificate of Service, Certificate of Service Only or Individual Party w/o Cert of 

Service.  

Once you click on one of these options, the selection will pop up.  All documents pull up together. 

Once you have printed all the documents you will need.  Close out of these documents and proceed 

to the next case until you have completed all the cases.     Once you have printed all the necessary 

documents, click on the “Close” button. 



 

 

***Note once you click “close,” you will not be able to return to this batch queue through the petition 

walk through.  The documents will be available in the All Documents screen or under Petition 

Documents. 

 


