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Assumption: The end user is operating a computer capable of accessing the internet. Broadband 
internet access and Internet Explorer® or Netscape Navigator®. is preferred. AOL® or Firefox® is not 
preferred.   
 
1. Go to http://www.co.portage.oh.us/pa/pa.htm.  
    You can also go to http://www.co.portage.oh.us/clerkofcourts.htm.   
 
2. Click on the link “Attorney Web Index” on the right side. A new window will appear.  
 

 
 
3. Click on the link “Attorney Inquiry.”  The window shown below will appear.  
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4. Enter the attorney’s last name in the last name field.  
 
5. Enter the attorney’s first name in the first name field. 
 
6. Enter the attorney’s Ohio Bar Association number in the password field. Hint: Do not use leading 
zero’s, e.g., enter “1234” not “001234.”  
 
7. Click Log In. The screen shown below will appear. Hint: The attorney’s name and Ohio Bar number 
must be typed exactly as it is stored in the Clerk’s case management system. If you are having 

trouble, see the contact information 
below for help.  
 
8. Click the Search button. The system 
will display all attorney codes matching 
your search criteria.  
 
Hint: Why are the same attorneys listed 
more than once? Throughout the life of 
the automated case management 
system, some attorneys’ names were 
entered more than once. The Clerk 
deactivates redundant codes, so only 
the active attorney codes will show 
current information.  
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9. Click on the attorney’s name on the left side of the screen.  
 

  
 
 
10. The window shown below will appear.  
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11. To view a list of the attorney’s cases, click on the cases button at the top. To view the attorney’s 
list of events, click on the events tab at the top.  

 
 
12. Case Search. Use this search to generate an attorney-specific list of cases.  
 a. Click on the “Cases” button shown above.  

 
b. Enter your search criteria, e.g., a case number, or a case type & filed date range. The case 
status allows you to limit your search to open cases.  

  
 c. An example of this search is shown below.  
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13. Event Search. Use this search to generate a attorney- specific list of hearings by Judge.  
 a. Click the “Events” button.  
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 b. Enter your search criteria, e.g., case number, Judge, date range. 
 c. Hit Search. An example of this search is shown below.  
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14. You can print these lists if you have a printer installed on your computer.  
 
Email Robyn Godfrey @ rgodfrey@portageco.com  for troubleshooting or assistance. Portage 
County will not troubleshoot the attorney’s local area network, internet access, or browser settings.  
 

Thank you to Attorney David Sed for allowing us to use his caseload as an example! 


