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ORDER TYPE
When selecting New Order, the user 
will be prompted to select the service 
that is being requested.

The options include:
- Authorization

- Prepare & Serve Subpoena Duces Tecum – Civil

- Prepare & Serve Subpoena Duces Tecum – Federal

- Prepare & Serve Subpoena Duces Tecum – Worker’s Comp

- Prepare & Serve Subpoena Duces Tecum – 
Uninsured/Underinsured Motorist

- Prepare & Serve Subpoena Duces Tecum – Mutual Deposition

- Prepare & Serve Subpoena Duces Tecum – In Arbitration

- Serve Only

- Copy Only
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ORDER TYPE
Prepare & Serve Subpoena Duces Tecum Order Types:

- Prepare & Serve Subpoena Duces Tecum – Civil – Draft, issue and legally deliver formal court documents that commands a person, 
facility, or organization to produce specific documents or records for a civil matter.

- Prepare & Serve Subpoena Duces Tecum – Federal – Draft, issue and legally deliver formal court documents that commands a person, 
facility, or organization to produce specific documents or records for a federal matter.

- Prepare & Serve Subpoena Duces Tecum – Worker’s Comp – Draft, issue and legally deliver formal court documents that commands a 
person, facility, or organization to produce specific documents or records for a worker's comp matter.
- Prepare & Serve Subpoena Duces Tecum – Uninsured/Underinsured Motorist – Draft, issue, and legally deliver formal court 
documents that commands a person, facility, or organization to produce specific documents or records for an uninsured/underinsured motorist 
(UIM/UM cases) matter. Additional information can be found on the next page.

- Prepare & Serve Subpoena Duces Tecum – Mutual Deposition – Draft, issue and deliver formal court documents that commands a 
person, facility, or organization to produce specific documents in which both parties agree to exchange testimony and evidence.

- Prepare & Serve Subpoena Duces Tecum – In Arbitration – Draft, issue and properly deliver a legal document that requires a person, 
facility, or organization to produce specific documents for use in an arbitration proceeding.
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ORDER TYPE
Uninsured/Underinsured Motorist (UM/UIM):

We use UM/UIM when:
1. The case involves a car accident- but the at-fault driver had no insurance or insufficient coverage. 
Example: Your client’s insured driver was hit by someone who was uninsured or underinsured. 
2. The insured (your client’s policyholder) is making a claim under their own insurance policy for UM 
or UIM coverage. This means it’s not a civil lawsuit between two parties, but rather a contact claim 
between the insured and their insurance company. 
3. The attorney requesting records represents the insured against their own carrier ( for example 
|Smith Vs State Farm rather than Smith Vs Jones. ) 
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ORDER TYPE
When requesting Prepare & Serve 
Subpoena Duces Tecum (Civil, 
Federal, Worker’s Comp, or 
Mutual Deposition), a Court 
selection is required.

For all other services, select Next to 
go to the order form.
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COURT SELECTION
Search and select a court to 
proceed.
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CIVIL COURT
Selecting a Civil court will 
give the user the below 
options:

Include Records (Default)

Appearance (Deposition or Trial)

Select Next to proceed to 
the order form.
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FEDERAL COURT
Selecting a Federal court will 
allow the user to select Next 
to proceed to the order form.
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WORKERS COMP 
COURT

Selecting a Worker’s Comp 
court will give the user the 
below options:

Include Records (Default)

Appearance at Deposition

Trial

Select Next to proceed to 
the order form.
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TEXAS COURTS
When selecting a Texas Civil or 
Federal court, the order is defaulted 
to Admissible.
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NEW ORDER CHANGES
For Prepare & Serve Subpoena 
Duces Tecum (Civil, Federal, 
Worker’s Comp, or Mutual 
Deposition) services, the order form 
will contain a Case Information and 
Opposing Counsel section.

All other service types will not contain 
these sections.
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OPPOSING COUNSEL
For Prepare & Serve Subpoena 
Duces Tecum (Civil, Federal, 
Worker’s Comp, or Mutual 
Deposition) services, an Opposing 
Counsel selection is required.

Select Firm Search to start. 

Search using the Firm Name and/or 
Address.
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OPPOSING COUNSEL
Once you’ve located a firm, select the 
Name.

If you do not see the firm, select  
+Add Firm. Fill out the required 
fields. Select Add.
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OPPOSING COUNSEL
Once a firm is selected, an Attorney, 
Representing, and Name of 
Represented is required.

Continue these steps for any 
additional counsels.
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ATTORNEY

Attorney must be selected via the Attorney 
drop-down menu. If the name is not listed, 
select “Attorney Not Listed” and type in the 
name in the required Attorney field.

If it is in the list, make the selection and the 
name will pre-populate in the Attorney field. 
The Attorney Email will also pre-populate if it’s 
in the database.
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CONTACT

Contact name must be selected via the Contact 
drop-down menu. If the name is not listed, select 
“Contact Not Listed” and type in the name in the 
required Contact field.

If it is in the list, make the selection and the name 
will pre-populate in the Contact field. The Attorney 
Email will also pre-populate if it’s in the database.
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ADDRESS 
VERIFICATION

Address verification has been added to the 
following areas on the order form:

- Location Address

- Bill To Address

- Deliver Additional Set of Records To

When starting to type an address, a verified 
address will start populating allowing for a 
selection to be made and the full address will pre-
populate.
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Powerful 
Solutions, 
Effective 
Results
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