CHECKING RETURN OF CHECKING SERVICE

1. Direct your browser to the Clerk of Courts web site: http://www.butlercountyclerk.org/
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http://www.butlercountyclerk.org/

2. Click on the “Court Records Search” Button to proceed to the General Index Search Criteria
Screen.
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3. Atthe General Index Search Criteria Screen, you must fill out the last and first name fields,
company field, or case number field. You do not have to fill out all of them. The other fields
can help narrow your search. Case numbers should be entered according to the following
format: CV 2004 01 0001 or CR 2004 01 0001. You will need to enter spaces and lead zeros.
This search is not case sensitive.
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4. After entering the company name, individual name, or case number, scroll down and click the
“search” key at the bottom of the page to proceed to the Search Results page.



5. The search results screen will display cases that best match your search. In this example,
the search will return cases associated with the company name “A Best.” The underlined,
blue case numbers link to each case.
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6. After clicking the case link, you are taken to the Case Summary Screen. At the top of the
screen there are several tabbed folders, such as parties, events, and dockets, that link to
different types of general case information. The docket is the daily filings of the case that are
entered by the Clerk’s office. To access this information, click the docket tab. After clicking
the docket tab, you will be directed to the docket search screen.
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7. There are many ways to search for a docket. An individual searching for a particular entry
could scan the entire docket screen by moving the scroll bar on the right side of the screen.
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You can narrow your docket sgarch by using the Docket Description Field. The default setting of
the Docket Description Field is|“all,” which lists all the docket codes that have been entered on
the case. To search for a spegific type of docket, select the appropriate docket description. For
example, if you select “return cheipt for certified mail,” the search will only return dockets that

have been designated as “return receipt for certified mail.”

You can also search for a docket according to the date it was filed. You can enter a specific
date range or browse through a list of all the docket entries in either ascending or descending
order. Descending order, the default setting, displays the most recently filed dockets first, while
ascending order displays the oldest dockets first.



