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KC SCRIPT PORTAL QUICK START GUIDE: 
DOCUMENT REQUEST 

 
This quick start guide will show you how to request a copy of a court document. 
 
Note: To do this, you must be logged in to your Portal account. 
 

1. Click the Request/View 
Court Records button on the 
home page. 

 

 
 

2. Name your request in the 
Submission Title box. 

 

 
 

 
3. Enter the Case Number, 
including the dashes. Click 
Search. 
 

 

4. Click the check box next 
to each document you’re 
requesting. 

 

 
 

 
5. Click the Add Selected 
Documents to Order button. 
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6. You may choose to 
expedite this case, but 
electronically delivered 
documents will be 
immediately available and 
cannot be expedited. 
 

 

7. Enter the number of 
Copies, Delivery Method, 
and Copy Type for all 
documents or for each 
document. 

 

 
 

8. If you’d like to request 
documents from multiple 
cases, click the Add Another 
Case button and repeat steps 
3-7.  
 
You’ll see additional cases 
added to your order as new 
tabs.  

 

 
 

 
 

 
9. Review your request. Click 
the Submit Order button to 
add it to your cart where you 
can complete your payment 
process.  
 

 

 
 

 

https://kingcounty.gov/%7E/media/courts/Clerk/docs/Portal/QSGEnglish/QSG-MakingAPurchase_English.ashx?la=en
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