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Log into the Portal 
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HOW TO: SUBMIT DOCUMENTS  

 
 

 Click the Document Submittal link on the left 
side of the screen 

 Enter a case number 
 Click Search 

 
 
 
 
 
 
 
 

 The defendant’s name, DOB, Attorney, and 
Case Type display to verify the correct 
defendant 

 Click Browse to find a document to upload 
 SMC accepts case documents in PDF format 

only 
 The screen also displays the document 

submission history for the user logged on. 
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HOW TO: SUBMIT DOCUMENTS  

 
 

 When the document is selected, the following 
fields display: 

o Document Name (required): click drop 
down list of the documents you can 
upload  

o Document description: free text field to 
further describe the document  

o Upload button:  once you have 
selected the document and document 
name, click the Upload button 

 
 
 
 
 
 
Steps after the document is submitted 
 

 When the document is submitted, the 
document goes into a pending status   

 The Document Submission History (at the 
bottom of the screen) is updated with the 
submission information.  The submitter can 
check this information by logging into the Portal 
and clicking the Document Submittal link 

 The document will be reviewed by SMC and 
either Accepted or Rejected.   

 When the document is Accepted or Rejected, 
the submitter gets an email. 

 If the document is rejected, the reason for the 
rejection will be in the email.   
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View the Court Calendar 
 
The Courtroom Calendar link (left side of screen) 
provides access to the Calendars for today and in 
the future. 

 Today: click the drop down calendar to 
select a different date to view a calendar 

 Courtroom: click the dropdown to select a 
courtroom e.g. 902 

 Documents: click the document icon 
to view the list of case documents 

 Case Number: click the case number to 
view case details 

 

 
 

 
 
View Documents for a Case 
 

 The document list displays  
o View: click the document icon to 

View document content 
o Document Name e.g. Brief 
o Description: describes the 

document e.g. Defense Brief 
o File Date 

 Click on the document icon to view the 
document content 
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View Document Content 
 

 Click the document icon on the document 
list screen. 

 The Document content displays   

 

 
 

 
View Case Information 
 

 Click the case number on the Calendar 
screen and Case Information displays.  
Click on the following tabs for additional 
case details: 

 Charges (default view) 

 Citations 

 Hearings 

 Events 

 Obligations 
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View Citations 
 

 Click on the Citations tab  

 

 
 

 
 

 
View Case Hearings 
 

 Click the Hearings tab  
 A summary of hearings for this case 

displays. 
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View Case Events for a Case 
 

 Click the Events tab 
 A summary of case events for this case 

displays. 

 

 

 
 
View Case Obligations 
 

 Click the Obligations tab  
 The list includes both pre and post 

adjudication obligations 

 

 
 

 


