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JACKSON COUNTY CIRCUI'T CLERKOS OFFI
IONAL PAMPHLET ON MANAGING EMAIL NOTIFICATIONS

Cl

The
handing out paper copies

C | féce kad lregu@emailing Notices of Court Dates to the parties engaged in cases rather than

in the courtroom and through the postal service. Wpotetitealbenefits of this

switching to electronic noticesenumerousit alsoposes certain concerns that come with the nature of email.

So in an att
the tools ab n edidmosato

empt t o head oidsted thisnferma&ional pasnphéfer utiliziing e C

best take advantage of the chantgsksorCountyis undergoing.

ISSUE 1: E-Mails are easer to overlook than a physical letter.

An Inbox with heavy traffic can quickly push a Court Notice @iuthe visibility of thefront page Also, email

from automatedourcesan

quickly get flagged as spamthg service provider if it thinkshe messages are

being ignoredFurthermorepne cannot have thaiatain the courtcomputer systersetto automaticallysend

notices tovhoever normally intercepts h e

documents an

o rhdil. iTheserticescount as official servicef court

d addresses in the CoHhilndgahdJudicie c or

t he

SubscriptionsThus theaccurate andirect email address of tlagtorneyis a requirementiowever, a litigant

cancreate an idedaituation

ERIE
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[ b. Office Messages

4[] 2. External Correspondence
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3 b. eFile Training

[l 3. Special Saved Messages

(7 Drafts [1]

L=} Sent Items

(5) Deleted Items

[ Conversation History
(g Junk E-Mail

L3} Outbox

LE) RSS Feeds

[0 Search Folders

—] Mail
9 Catendar
8= contacts

/] Tasks
Wl @[ -

Items: 23 |

Search Inbox

Arrange By: Date

byproperly setting upheiremail preferences. Outloatll be discussed first

Inbox - aab@jacksonco.net - Microsoft Outlook o s ] X
Folder View Adobe PDF > @
\ 3 . [ Meeting [23 b. Office Messa... () To Manager 53 = @] Yv Find a Contact ~ |
" e S - 43 Team E-mail « Done ] : i) (63 Address Book
Reply Reply Forward = Move Rules | Unread/ Categorize Follow
¥ B, More ~ % Reply & Delete  Create New p ikt g b 7 Filter E-mail =
Respond Quick Steps Tags Find

Ctri=E)

|| Notice of Appearance for Hearing on Case No. 2012-TR-000001

Court Notice
© Extra line breaks in this message were removed.
4 Today
Wed 4/12/2017 1:23 PM
4 Court Noti...
Notice of ... = 3 =
Which Court this
Yesterday State of Illinois I notice is from =
In the Circuit Court of Judicial Circuit #1 Jackson County <@
b Monday

2012-TR <= Case #

PEOPLE
VS.

The above-entitled case is set for:

Plea on Thursday, April 32, 2017 at 3:00 A.M. c Next Court Date & Time
in the

Circuit Court, Courthouse

1001 Walnut Street PO BOX 730

Murphysboro, IL 62966-0000

¢ Case Name

NO PHONES. RIPPED/TORN CLOTHES.TANKS/HALTERS . HATS.SHORTS

<2

This notice sent or delivered to: Who recieved service
of notice

Jackson County Circuit Clerk

*¥k Please do NOT reply to this e-mail--replies to this address will not be processed.***

Court Notice

All folders are up to date. Connected to Microsoft Exchange | [0 EJ 100% (=}
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As visible above Outlook has been openeathda Notification ofthenextHearingDateon a case has been
received The salient data points within this email ar@icated by red text and arrows. Now, thighisfirst
emailed notice from the Jackson County Circuit Cterthis email address and the objective of this
demonstration is to avoid all of the potential future trouble enumerated. aibeevérst thing © dowill be to
create a unique folder specifically for Court Notifications.

[ b. Office M
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L{ﬂ Qumox & Properties...
LE)) RSS Feeds .
[ Lp Search Folders @ Convert “Inbox” to Adobe PDF
&

Append “Inbox” to Adobe PDE

Enter a name for
our new Folder
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[ b. eFile Training

Create New Folder

Name:
4. Court date Notices

Folder contains:
[Mail and Post Items -
Select where to place the folder:
4 |4 aab@jacksonco.net 4] 4
» L Inbox Make sure to
LZ| Drafts [1]

Select Inbox,

[ Sent Items j
then hit OK
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éﬁ Journal

I3 honl E_Mil

Send / Receive
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The next step is teet the rules fowhat to dowith Court Noticee ma i | s o n c e .Ndiegthathe e
actions taken itheoffice may differ from those in the demonstratamtordingo the needs dheattorneys

4 Favorites <
Search Inbox (Ctrl=E) R - 3 TR.
[ Inbox _ . Notice of Appearance for Hearing on Case No. 2012-TR-00000
L= Sent Items Arenge By Date E Court Notice
6 @ Deleted Items © Extra line breaks in this message were removed,
I Tod
g - - e Wed 4/12/2017 1:23 PM
4 Jnght Click the EMail I :
o= 4 Yesterday
4| | Inbox >
4] 1, Internal Correspo = ;‘;:i?eNon"' State of Illinois
Lol 3, Chaty & Mol evh 12 Copy rcuit Court of Judicial Circuit #1 Jackson County
[ b. Office Messages b Tuesda @ Quick Print
4| ) 2. External Correspondence .
3 a. Tech Support e & Reply 00000
3 b. eFile Training 3 £ Reply Al
| 3. Special Saved Messages u» Forward '
[ 4. Court date Notices
.-E“ (% Markas Unread
7| Drafts [1] p
L=} Sent Items mm Categorize ' 8
»\a] Deleted It Follow Uj > | 5 N
EREEE ¥ ? re-entitled case is set for: .
[ Conversation History Dy Find Related * :a on Thursday, April 13, 2017 at 8:00 IThen we'll select
| - - 1
LQ Junk E-Mail Z | Ouick steps : Create Rule
L@ IHOVEI" over "Rules" I . [ Rules i Always Move Messages From: Court Notice
L@ Search Folders 25 Move " |® createrule..
7 "% Ignore Bl Manage Rules & Alerts..,
& Junk » Create Rule
INES.RIPPED/TORN
)( Delete | Create a rule based on the sender
:‘,S,TANKS/HALTERS,HATS or recipients of this message to
@g Conyert to Adobe PDF always move mail to a specified
> folder,
&y Append to Adobe PDF  [pe gent or delivered to:
(3 4. Court date Notices VS.
(7| Drafts [1] - T Ee
Create Rule

=] Sent Items
(&) Deleted Items

When I get e-mail with all of the selected conditions

9 Select the conditions [¥]From Court Notice :00

hat trigger the Rule [ subject contains | Notice of Appearance for Hearing on Case No. 2012-TR-001
[TIsentto |meonly B
Do the following

["| pisplay in the New Item Alert window

10 And what you want [T]Play a selected sound: Windows Noﬁfy.way_ E] [E]

he rule to do when

[V Move the item to folder: | 4. Court date Notices | Select Folder... ] IRT

oK ] [ Cancel ] [Advanced Oph'ons...]

Now, AOKO can be hiif what is on this window is all that is desired to oc¢tmwever in this exampl@jong
with sortingfuture court notices into theew Folder,forwardng a copy of thee emai to the officeParalegais

7 X

a priority. So insteadselect he A Adv anc éuktonOpti onséo
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The rule from the prior page is already establisheA f t e r

a

4. Court Da¢ Notice§ o | dHere made conditions on when to trigger the Rule can be added

4 aab@jacksonco.net

4 | Inbox
4| J 1. Internal Correspondence

3 a. Cindy & Melissa messaq

[l b. Office Messages
4| 7 2, BExternal Correspondence
[ 4 a Tech Support
4 b. eFile Training
[ 3. Special 5aved Messages
[ 4. Court date Motices
7| Drafts [1]
=] Sent Items
> (3] Deleted Items

[ Conversation History
i@ Junk E-Mail
= Outbox
L) RSS Feeds
> LG Search Folders

Once the

condi ti

4[] 1.Internal Correspondence

[ a. Cindy & Melissa messa(

[ b. Office Messages
4| _J 2. External Correspondence
™3 a.Tech Support

1 1 1 b. eFile Training

Select the check boxes
that correspond with
desired result.

| Conversation History
[[g@ Junk E-Mail
(3 Outbox
LE) RSS Feeds
» L@ Search Folders

£

ons
where one decides what Outlook will do with theadlimoncet h e

Rules Wizard

-~

pg

Which condition(s) do you want to check?
Step 1: Select condition(s)

from Court MNotice

[] with Motice of Appearance for Hearing on Case Mg, 2012-... in the subject
[] with Motice of Appearance for Hearing on Case M... in the subject or body
[] through the spedfied account

[] sent only to me

[] where my name is in the To box

[] marked as importance

] marked as sensitivity

[] flagaed for action

[] where my name is in the Cc box

[] where my name is in the To or Cc box

["] where my name is not in the To box

[] sent to pecple or public group

[] with specific words in the body

[] with specific words in the message header

[] with specific words in the recipient's address

[] with specific words in the sender's address

[] assigned to cateqory category -

| »

m

Step 2: Edit the rule description (dick an underlined value)
Apply this rule after the message arrives
from Court Motice
move it to the 4. Court date Notices folder
and stop processing more rules

Cancel

< Back

J

[ nexts Fiish |

[ move a copy to the specified folder
* forward it to people or public aroup

he
ons

correspond to t
condi ti

What do you want to do with the message?
Step 1: Select action(s)

stop processing more rules

>

move it to the specified folder -

[7] assign it to the cateqory category
[7] delete it
[7] permanently delete it

m

[7] forward it to people or public aroup as an attachment
[] redirect it to people or public group

[7] have server reply using a specific message

[] reply using a specific template 1 2
[T] flag message for follow up at this time

[ dear the Message Flag IS me of the options need to
[7] dear message's categori &
] markitasimportance e clicked on, once added. In
L] print it his case, to select exactly
ets forwarded the email. v
—

[] play a sound
an underlined value)

[] start application

Step 2: Edit the rule description|
Apply this rule after the me
from Court Notice

forward it to people or public aroup
and move it to thei

and stop processing more rules

rrives

[ cancel | [ <Back |[ mext> | [ Finish

desi

ar

e

red
me t
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That,dlsi ¢k AFi ni s ho if;arexception to the duleeeds to BeNestablistidebr example, if
onewanted to apply the rule, IF mail fromfiCourt Notic& THEN sort here and forwatd this person
EXCEPT I F sent dur i ngi tt hioregardattdutingthePam g@¢é egaThat awaw
example

In any case, this solves all of the concerns with Issue 1 as stated at the beginning of this section. It keeps Co
Notices from being flagged as spam, sets them all aside for viewing later in a clearly labeled and easy to find
place, and makes sure that all relevant parties wit@firm receive the notices dheir cases. Extrapolate on
these basic tricks to create@mplex and customized system of emails to save time and effort, espe@aly if
filesinto multiple counties, worlots of different cases and hdifferent subordinates working on specific cases
or tasks.

This also works with most web based ensénts To achievehis effect inGmailis evensimpler(although
allowing slightly less customization) as will be illustrated nbag on to Gmail and follow the directions.

Google El =08
Gmail ~ v C More ~ CIICk here ‘ Ov

Display density: -
&2 Primary 24 Social Comfortable (on larger displays)

I Inbox Cozy (on larger displays)

Starred v/ Compact

Ig;z(:r;;; Configure inbox

Drafts Your Promotions tab is empty Settings .Ithen herq

v Circles
Friends Deals, offers and other marketing emails will be shown here
Family Send feedback
g To add or remove tabs click inbox settings Help
Acquaintances
Fallnwinn
That will openthe General Settings pageo establish a conditional rule, oneeds tselectthe link fori Fi | t e

and Bl ocked Addresses. o

Google Bl =09

Your filter has been deleted.

Gmail ~ Settings Q-
m General Labels Inbox Accountsand Imporf IFiIters and Blocked Addressesl
Forwarding and POP/IMAP Chat Labs Offlifre——mmrermes
Inbox -
Starred Language: Gmail display language: English (US) v
ImportanF Change language settings for other Google products
Sent Mail Show all language options
Drafts
¥ Circles Phone numbers: Default country code: United States v
Friends
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Next,cl i ck on the ACreate a new fil

Google

tero text t o

Gmail ~ Settings Q-
General Labels Inbox Accountsand Import Filters and Blocked Addresses
Forwarding and POP/IMAP Chat Labs Offline Themes
Inbox =
Starred The following filters are applied to all incoming mail: 7
Impor’(anAt Select: All, None
Sent Mail
Drafts Export Delete
v Circles Import filters
Friends
Family The following email addresses are blocked. Messages from these addresses will appear in Spam:

o

This will openthe Filter popup window. Inthis examplethe only condition will be theourt emailaddress

where the incomingmessage is being sent from

Google

Filter
Gmail ~ From

yourcourtnotice@jacksonco.nef|

COMPOSE To

Inbox

Subject
Starred
Important
Sent Mail Has the words
Drafts
v Circles Doesn't have
Friends
Famﬂy_ [F] Has attachment
SIuAanCes [@ Don't include chats
Following ~
Size greaterthan
Personal

Travel

MB &

Create filter with this search »

El =09

4 [FTin this field

25ses

(or more)

will appear in Spam:

Click here
when done
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The next screen asks whatstlouldhappen once the conditions (receive an email from the court) are met.
These can be whatevierdesiredbuthere it will beset to forward tahe officeparalegal, labelda s 7/ Wo r k ,
and categorizba s an fAUpdate. O

Go g|e from:(yourcourtnotices@jacksonco.net) “ = O '@|
« back to search options 2 o
Gmail ~ When a message arrives that matches this search: Ia nd these 0 %

[”] Skip the Inbox (Archive it)

[7] Star it
Inbox :
Starred [7] Apply the label: Choose label... &

Important

add forwarding address

[C] Forward it to:  aab@jacksonco.net =

[T] Delete it
[T] Never send it to Spam

[C] Always mark it as important = 1
Famiy ] Never mark it as important if you haven't already
Acquaintances 1 : ! e e .
Following ¥ Cotegorize oo: | huoss estegory: o setup a forwarding
'I}?rzrvseclma‘ DAlsoapplyﬁltertoomatchingconversations address’ you'" need
i e to click here.
Once all that i s dothestgskiscomptetdgaiin @ mesthdstesslthatonesshoald a n d

read through all of the options available in the conditions and outcomes to these rulesi@mdze them to
the need®sf theoffice, not just copy what was done in this demonstration. There is a lot of convenience and
automation possible with these tools that could alleviate the valuable tintersp®aging email.
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ISSUE 2: Email addresses chage much more frequently and easily than postal addresses

Luckily, the process of changirmgn €digteslemail address ithe Courtsystem (thevork required of the
l'itigant, anyway) is even easier than changing t
https://www.circuitclerk.co.jackson.ilL.us/contac¥ or j ust google AJackson Cou
result in this destination

JACKSON COUNTY CIRCUIT CLERK

Cindy R. Svanda | (618) 687-7300

nmn

e
HOME CASE INFORMATION COURT FEES COURT RULES EMPLOYEE RESOURCES ABOUT
HOME CIiCk Here Search this website ml
Welcome to the Jackson County (IL) Circuit
Clerk’s Official Website. Currently the Jackson
., . o e s HOURS & CONTACT

County Circuit Clerk position 1s held by Mrs.
Cindy Svanda who has served Jackson County MON, WED-FRI | 8:00AM-4:00PM
for more than 20 years! Thank you for taking TUES | 8:00AM-5:30PM
the time to visit our county online. 1001 Walnnt Streat

After clickingt he A Cont act dpsnanelw pageSaroli Jown past we | COffiea irKodngation
and noes on Passport applicationdfited the section for sendinph e C1l e r &ndessage.f f i c e
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https://www.circuitclerk.co.jackson.il.us/contact-us/

Your Name (required)

Your Email (required)

Subject

‘ Your Message

Send

j

To send us a message you can use the forms below:

Fill these fields out as
requested.

»

PiLUVIUCID L.

Additionally, information regarding
online training can be found here:
http://efile 1llinoiscourts.gov

Then write a message here letting

us know you would like to change
‘ the email address on record from

your old address to your new one.

1

That dés itThai €Ci s e willupda@beeantadd isformation in the official court record once

the request is processed.
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