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E-Services Inbox  

The following types of notices on civil, family and housing cases, 

and on small claims matters initiated or transferred to the small 

claims session of the Superior Court on and after October 16, 2017, 

that formerly were mailed on paper by the court are now provided 

electronically in the E-Services Inbox  to attorneys and law firms 

without an exclusion from electronic services requirements: 
 

 Judicial Notices (may be referred to as JDNOs), 

 Court order notices (may be referred to as SCRAM notices), 

 Docket number assignment notices, 

 Transfer notices, and 

 Docket number change notices. 
 

**Effective June 1, 2018, a paper copy of a Memorandum of Decision, Arbitrator’s  

Decision and Fact Finder’s Finding of Facts in civil cases will not be mailed to 

attorneys and law firms. A judicial notice will notify all counsel and appearing 

parties that such documents are available online.** 



E-Services Inbox  

 

The court will continue to mail paper notices to self-

represented parties and to excluded attorneys and law 

firms.   

 

Self-represented parties with an appearance and 

electronic access to their case, and excluded attorneys 

and law firms have access to notices in the E-Services 

Inbox. 

 



E-Services Inbox  

• Notices issued prior to the implementation of the Inbox 

(2/28/17) will not be in the Inbox but may be available 

from the case detail page on the website (civil and 

housing cases) or through E-Services.   

• Notices delivered through the Inbox are also available 

from the case detail page on the website (civil, housing 

and small claims cases) or through E-Services. 

 

The E-Services Inbox does not eliminate the 

requirement in P.B. Section 10-12 et seq. for 

certification of service. 



Accessing the Inbox 



E-Services Menu 

The link to the E-Services Inbox will be 

on the E-Services Menu.  Notices are 

delivered to the Inbox of an appearing 

juris number or appearing User ID 

approved for electronic access.  If you 

log in with the firm juris number, you 

will see notices for any cases in which 

the firm juris number appears.  If an 

attorney in the firm appears in a case 

under an individual juris number, the 

attorney would need to log in with the 

individual juris number to view notices 

for that case. 

 

Note:  The number in parentheses tells 

you the number of unread notices in 

the Inbox.   



Civil/Family/Housing Menu 

The link is also accessible from 

the Civil/Family/Housing Menu.  



Navigating the Inbox 



E-Services Inbox 

On the menu, you can see the 

options you have in the Inbox:  Quick 

Filter Options (to change the default 

display), Manage Tags (to add, edit 

or delete tags) and General Settings 

(to set the number of results 

displayed per page and to set the 

default display to Preview).   



E-Services Inbox 

The default display of notices is All 

Read/Unread notices in chronological 

order by date issued with the newest 

appearing on top. Unread notices are 

bolded and highlighted in yellow.  The 

total number of items and the page 

number will appear above the list of 

notices.  

 

To print or tag multiple notices at the 

same time, choose the Multi-

Selection checkbox. 



Print or Tag Multiple Notices 

Once you select Multi Selection, a 

checkbox will appear next to each 

notice.  A checkbox will also appear to 

the left of Issued. 

   

To select all notices, choose the box 

next to Issued. Select individual 

notices by choosing the box next to 

each one.  You can then select either 

Print Selected Items or Add Tag to 

Selected Items. 



Filter by Status 

Change the view of notices in 

the Inbox by using the Filter 

Criteria or the Sort Order 

options.    

 

Filter notices by status, either 

by using the Status 

dropdown or by using the 

Quick Filter Options on the 

menu. 

Change the view of notices in 

the Inbox by using the Filter 

Criteria or the Sort Order 

options.    

 

Filter notices by status, either 

by using the Status 

dropdown or by using the 

Quick Filter Options on the 

menu. 

Change the view of notices in 

the Inbox by using the Filter 

Criteria or the Sort Order 

options.    

 

Filter notices by status, either 

by using the Status 

dropdown or by using the 

Quick Filter Options on the 

menu. 



Filter by Search Text  

Filter notices by entering a 

search term in the Search Text 

field, such as, “mediation” or a 

docket number, and then 

choosing Search to view only 

notices that contain that term. 



Filter by Sent By 

Filter notices by sender:  

All, Civil/Family (case-

specific notices), or 

Judicial Branch (general 

notices), or 

Supreme/Appellate by 

choosing an option from 

Sent By. 



Filter by My Tags 

Filter notices by 

choosing a tag from 

the My Tags 

dropdown or clicking 

on a tag applied to a 

notice to view only 

notices with that tag. 



Filter by Docket Number 

Filter notices by docket 

number by clicking on the 

magnifying glass next to 

a docket number to view 

all notices for that case. 



Sort Notices 

You can sort notices chronologically 

by Date Issued, alphabetically and 

numerically by Docket Number, 

alphabetically by Sent By, or 

alphabetically by Subject by 

selecting an option from Sort 

Order or by using the headers at 

the top of each column. 

 



Preview 

Preview your notices to 

view the case caption by 

clicking Yes. 



Set Preview as Default  

You may also choose to Show 

Preview by Default by selecting 

General Settings from the 

menu on the left. 



Set Preview as Default  

Select Show Preview by 

Default by choosing Yes and 

then choosing Update.  The 

more detailed preview will 

display in your Inbox each time 

you open it. 



Hide Filter/Sort Options 

Filter notices by docket 

number by clicking on the 

magnifying glass next to 

a docket number to view 

all notices for that case. 

Hide the Filter, Sort and 

Preview options 

displayed at the top of the 

page by selecting the Up 

Arrow. 



Working with Notices 



Select a Notice  

Choose the subject 

line or the dark blue 

paper icon to open 

and view a notice. 



Options within a Notice 

When you are viewing a 

notice, use the tabs 

displayed across the top of 

the notice to  mark it 

unread, delete it, send it 

to another juris number, 

move to the previous or 

next notice, or return to the 

page you were on when 

you chose the notice to 

view. (Search Results).    



Send to Another Juris Number  

Use the Send To tab on the Notice page 

to send a Civil/Family Notice to another 

enrolled juris number.  Enter the juris 

number and choose Verify.  Then choose 

Send.   

 

Note:  The date of a notice you send to 

another enrolled juris number’s Inbox will 

be the date the notice was originally 

issued.  Also, a tag that you have added 

to a notice in your Inbox does not appear 

in the recipient’s Inbox. 



Add a Tag in the Reading View 

• Add an existing tag to a 

notice (My Tags), create 

and add a New Tag to a 

notice, or edit or delete a 

tag that is on the notice by 

choosing the ink blot icon or 

the trash bin icon. 

 

• Go to the Print View of the 

notice by choosing the light 

blue printer icon. 

 



Print or Save a Notice 

Print the notice by choosing 

the File tab in the browser 

and then Print or right-click 

on the notice and choose 

Print.   

 

Note:  To save the notice, 

you will need the ability to 

print to Adobe® PDF or 

another PDF creator.   



Print Notice or Save to PDF 



Move through Print View of Notices 

• By choosing Previous or 

Next from the top of the 

page, you can move from 

the print view of one notice 

to the next without 

returning to the Inbox. 

 

• To return to the notice, 

choose Return to Item 

Details.   



Send Notice by E-Mail 

You can email the Print 

View page by choosing 

the File tab in your 

browser, then Send and 

Page by e-mail. 



Send Notice by E-Mail 



Delete a Notice 

Choose Delete to send a notice to 

the Trash Bin. 

 

Note:  A deleted notice remains in 

the Trash Bin for 30 days.  During 

the 30 days, you can view the 

notice, see how much longer it will 

remain in the bin, or restore it to the 

Inbox  



Restore a Deleted Notice 

Choose Restore from the 

tabs to return a notice to 

the Inbox. 



Tags 



Overview of Tags 

• Individual users can create tags to use in sorting, filtering 

or identifying notices.  These tags function as  “folders” 

in the E-Services Inbox. 

• When you are viewing a notice, you can add new tags, 

apply an existing tag to a notice, change the color of a 

tag or delete the tag from the notice.  If you change the 

color of an existing tag, you change it only for the notice 

you are viewing.     

• When you are creating tags, editing tags or deleting tags 

for all notices in the Inbox, choose Manage Tags from 

the Inbox menu.  

 



Overview of Tags 

• A tag is made up of both text and color. 

• Multiple tags can be assigned to the same notice. 

• A tag can be re-used on multiple different notices. 

• You cannot delete a tag that is being used on a notice.  

• A tag can be viewed only by the logged-in user.   

• If a notice is sent (forwarded) to another juris number, 

the tag is not displayed in the recipient’s Inbox.   

• If a notice is deleted, the tag is removed from the 

notice, and it will not appear in the trash bin.   

 



Add, Edit or Delete a 

Tag on a Notice 



Create a New Tag on a Notice  

You can create a new tag when 

you are in a notice by choosing 

New Tag and then entering the 

text and choosing the color for 

the tag. When you save it, the 

new tag is applied to the notice. 

a 



Add an Existing Tag to a Notice 

• You can also add a tag to 

the notice from the list of 

tags that you have 

already created for the 

Inbox.   

• Click the dropdown for 

Select Tag to Add to 

view the list of My Tags.  

Choose the tag you want 

to add to the notice.   



Edit the Tag Color on a Notice 

You can edit the color of a tag 

on a specific notice by 

choosing the ink  blot icon 

and then a new color.  You 

are changing the color of the 

tag only for this notice, not for 

other notices. 

You can have more than 

one tag on a notice. 



Delete a Tag from a Notice 

Choose the Trash Bin icon to 

delete a tag from a notice.  The 

tag will still be available in My 

Tags.   



Manage Tags 



Manage Tags Home 

Choose the Manage Tags link from 

the menu to create, edit, and delete 

tags for the Inbox. Tags are created 

by the E-Services Inbox user. 

Anyone who logs in with the firm juris 

number and password can add new 

tags, apply tags to a notice, edit tags 

and delete tags.   



Add a New Tag to the Inbox 

• Enter the text for the tag 

• Choose the color from the 

dropdown. 

• Choose Add.  



Existing Tag 

The tag you added is now 

available as an existing tag 

that you can add to a notice 

when you are viewing it. 



Existing Tags 

• Existing tags are all the tags you have 

created, either in Manage Tags or in a 

notice when you added a new tag. 

• The number in parentheses after the 

name of the tag tells you the number 

of notices in the Inbox with that tag. 

• Choose the magnifying glass to view 

all notices in the Inbox with that tag. 

• Choose the pen to edit the color and or 

text of an existing tag. 



Edit an Existing Tag 

Choosing the pen icon allows you 

to enter new text and/or select a 

different color for a tag for the 

Inbox.  Make the changes you 

want to make, and then choose 

Save.  

  

Note:  When you edit a tag in 

Manage Tags, you are changing 

the tag for all notices, not just for a 

single notice. 



Delete an Existing Tag 

Choose the Trash Bin icon to 

remove an existing tag from the 

Inbox. A message will appear at 

the top of the page telling you that 

the particular tag has been 

removed.  

 

Note:  You cannot delete (remove) 

a tag that is in use on a notice.  A 

message will display to explain 

why the tag cannot be deleted. 



General Settings 



General Settings 

Choose General Settings from the E-

Services Inbox Menu to: 
 

• Set the number of results that you 

want displayed on a page.  (50-200) 

The page number is displayed on 

the top right side of each page.  

  

• Set the default display to Preview  

 

Note:  There is no limit to the number 

of notices that you can have in your 

Inbox.   



 

 

 

For more information: 

 
E-Services Support  

(866) 765-4452 

eservices@jud.ct.gov 

 

mailto:eservices@jud.ct.gov

