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Website Registration and Login

The Court Service website can be found at www.courtsni.gov.uk 
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Quick Links -  Welcome to the Court Service Website | LatestInformation.

‘The following links are provided to
allow quick access to popular pages
on ourwehsite.

25th Anniversary Year

/UUIZSTH
year
~
This year, 2004, s the 25ih Anniversary Year ofthe Norihern leland Court Senice. To mark
this aceasion we have developed this seciian fr vistors wha wauld like fo know mre about
us.

Child Abguction

Court Fee Code List (2004
Court Lists

Court Locations

Custormer Complaints
Education

EJO Case Tracking Service
Fixed Penallies

e Charter Mark Success

JobVacancies

ey e e proud o annouince that ofourcourhouses have recertly achieved Chartr Hark
Ty aceredtation. These are the frstcourt affces o achieve acerecitaton in Norhern eland
s Piease oicchere o earm more aboutour Charter Mk success.

Office of Social Security
Commissioners

Outreach

Press Releases

Trial Status Report{ Guidance Notes
Usefl Leaflets

© Bobly (@
= onlineNI

The following links to other relevant
websites open in a new window.

Ifyouwish 1o contact the Northern Ireland Caurt Service then please click here for a list
of Telephone and Faxnurbers and Email addresses

We welcome feedhack on any comrments or suggestions about our new website or email our
Website Manaer

Subscription

Services

To lear mare about our free
subscription senvices then please
click here.

Consultation Exercises

Toview past consultation
exercises, forwhich the consultation
period is now closed, then please
click onthe below link:

Consultation Exercises.

News
Consultation - Remunerating

Defence Solicitors in Crown Court
Cases

Crime Awareness Day at Craigavon
Courthouse

Judicial Appointments Policies and
Procedures

Mortgages: Artions For Possession
Commissioner for Judicial
‘Appoiniments publishes second





To use our online services you need to login to the website using your existing website account. If you do not have an existing account, you will need to register to create one. 

Click on the Login/Register link on the top right of the page.
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If you have an existing account, enter your username and password in the appropriate fields and click on the Login button. When you have logged in, you will be returned to the Court Service website homepage. From here, access the Services menu and then click on the Public Searching link.

If you do not have an existing account you will need to click on the Create a new account link.
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Password *
Re-enter Passward *

Email Address *

Title *
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Choose your password question *
What is your birth date? <

Enter answer

* denotes a mandatory field
I™ Accept Terms and Conditions

Create | Reset -
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On this screen you need to enter the following minimum details:

logon name

this is your website logon name

password
this needs to be at least 7 characters long with at least one uppercase letter, at least one lower case letter and at least one number, for example, Pa55w0rd

email address



title


the title by which you wish to be know, e.g. Mr, Mrs, Miss, Dr, etc

first name

your first name

surname

your surname

It is recommended that you also include your address details as these details will then automatically be entered as the payer details when you buy a search voucher online.

When you have entered the above details, check that you have selected the Accept Terms and Conditions check-box and click on the Create button.

When you have created your account, you will be returned to the Court Service website homepage. From here, access the Services menu and then click on the Public Searching link.

Public Searching - Main Menu
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Use existing voucher – use this option if you already have a search voucher which was purchased over the counter and which you now want to use with your online account.

Purchase a voucher using your credit/debit card – if you want to buy a search online using your credit or debit card, select this option.

Show search history – here you can view details of the searches previously performed.

Use Existing Voucher Screen (First Use)
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When you first access this screen it will look like this. As you have not purchased any vouchers yet, there will be no vouchers listed or searches available.

If you have purchased a search voucher over the counter and you want to make it available for use online, click on the Add button.

If you want to buy a new search voucher online using your credit or debit card, click on the Buy button.

Click on the Back button to return to the Main Menu.

Add a Voucher
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The receipt provided to you when you purchased a search at the court office counter will have a search voucher number printed on it.

Enter the voucher number into the field provided and click on the Go button.

The voucher number entered will be validated and the searches relating to the voucher will be added to the Existing Voucher Screen.

Click on the Back button to return to the Main Menu.

Use Existing Voucher Screen (Voucher Added)
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If a voucher has been added (using the Add button) or bought online (using the Buy button), it will be displayed here. You will see:

· what types of searches you bought in the voucher;

· how many of each type of search you originally bought;

· how many searches of each type you still have left unused.

To use a search, click on the search type link, for example, Bankruptcy and Company.

Bankruptcy Search – Step 1 – Search Criteria
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On this screen you need to enter the surname or the company name of the party you are searching for.

You can narrow the search by entering their forename and/or address postcode. If you don't know the address postcode, click on the Find Address button.

The Back button will return to the Use Voucher Screen.

When you have entered the search criteria, click on the Confirm button.

[image: image9.jpg][Microsoft Internet Explorer

? your search crieri, account or your search
voucher wil be debied. Do you wih to continue?

e





A message will appear asking you to confirm that you are content to proceed with the search. If you click the Ok button, the search will be deducted from your voucher. If you are not sure, click on the Cancel button.

Bankruptcy Search – Step 2 – Search Results
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'ADRIAN WHITE Clarlton House, 28 Fountain Street, Belfast, BT1 5ED
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I™ Detals  DONNA WHITE 186 Antrim Road, Belfast, Bt15 23]
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This screen displays the search results relevant to the search criteria previously entered. The results are shown with the most relevant results at the top of the list.

The screen is split into 2 sections: the search results and the record details of the highlighted record shown in bold (in the above example, Adrian White). If you want to view the record details for a different record, click on the Details button to the left of the Name you are interested in. To view more details for a particular record, you can click on the Participant and Court Results buttons.

If there are more than 10 search results, a Next button will be shown. This will allow you to see the next 10 records meeting your search criteria.

This screen allows you to select the relevant records for inclusion in the search report. You do this by ticking the appropriate record as shown above. When you have done this, press the Confirm button.

Bankruptcy Search – Step 3 – Search Selection Confirmation
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This screen confirms the records selected for inclusion in your search report.

If you are happy with the records selected, click on the Produce Report button.

If you need to amend the records selected, click on the Back button.

The Remove All button removes all of the selected records.

Bankruptcy Search – Step 4 – Search Report
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This screen confirms that the search report has been created for the selected records.

You can view the report now by clicking on the Show Report button. The report can also be viewed for up to 30 days on your Search History screen. Please note that in order to view the search report, Adobe Acrobat reader needs to be installed on your PC. This free program can be downloaded from www.adobe.com/products/acrobat/readstep2.html

The Back button will return you to the Use Voucher screen which will allow you to do more searches.

Search History 
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This screen shows details of the searches you have previously performed and allows you to print or reprint searches which were done within the previous 30 days.

The Details link shows the search criteria which you entered for the highlighted search.

The Results link shows the records which were selected for inclusion in the report.

The Reprint link allows you to view the actual report produced if the search was done within the previous 30 days.

If a search report was not generated, a Re-Search link will be made available which will allow you to re-run the search, using the original criteria, for up to 7 days after the search was originally run.

Public Searching User Guide for Voucher Holders
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