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ATTORNEY ACCESS FEATURES 

 

How do I become a new user of your web site? 
To begin using our web site as a new user, first navigate to http://www.hcdistrictclerk.com, click 

on the 'New User' button  near the login box  then simply follow the online 
instructions.   
 
Be sure to enter your bar number to take advantage 
of features only available to licensed Texas attorneys.  
You will receive an email containing your login 
information including your password for accessing 
the site within moments. 
 

How do I recover my password? 
To recover your password, simply navigate to our website at http://www.hcdistrictclerk.com, then 

click on the ‘Forgot Password’ button (from the Login area)  to request your password. 
You will then be able to login with the password you receive via email. 
 

What is available when I log in? 
Our website has a wealth of new features for all of our users, however below is a list of bonus 
features that are available only if you are logged in as an Attorney. 
 
Search Dockets by Bar Number 
Once logged in a search feature will appear on the Dockets tab under Search Our Records and 
Documents allowing you to enter in a bar number to search docket settings. 
 
Fine Tune Background Checks Searches 
When running a background check search if multiple records are returned as an attorney you can 
enter a social security number or driver’s license number to narrow your search. 
 
View Civil, Criminal, and Family Court Public Documents 
From Search Our Records and Documents enter a search and click on the style of a case.  From 
the Documents tab click on any of the available documents to view. 
 
Print/Download Free Uncertified Copies 
From Search Our Records and Documents enter a search and click on the style of a case.  From 
the Documents tab click on any of the available documents to view.  Then click the icon to save or 
print the document from the preview window. 
 
Authorized Agent Access 
Authorized agents will be granted the right to update vacation and address information.  They will 
also be able to print uncertified copies of certain civil and criminal court documents from our 
website at no charge.  Family court documents will not be made available to this account. 
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How do I add an Authorized Agent? 
To add an Associate to your account, Login to our website and go to the Update Information page 
from the Online Services menu.  Add the Associate’s 
account email address to the Authorized Agent E-
mail box and save (the associate must already have 
registered for an account on our site).  In addition to 
giving the associate access to all of the same 
information as the attorney (with the exception of 
family documents), an attorney can also add the email 
addresses for their associates to their alerts from our 
web site.  From the Search Our Records and 
Documents page, click the Notifications tab and then 
the Manage Email Addresses button.  Multiple email 
addresses can be added there as another recipient of 
notifications. 
 
Update Official Address Information Online 
The Update Information page will allow you to change your address information which will 
automatically update your official address in our case management system.  The page can be access 
from the Quick Links section or from Online Services. Authorized agents can also update address 
information when logged into the site for their attorney. 
 
Update Official Vacation Information Online 
The Attorney Vacation page will allow you to update your official vacation which will 
automatically update your official address in our case management system.  The page can be access 
from the Quick Links section or from Online Services.  Authorized agents can also update vacation 
information when logged into the site for their attorney. 
 
Sign up for Notifications 
Receive daily and weekly updates for important information regarding your cases.  Also track 
information on cases you are not associated to or new filings for certain parties.  You can set up 
multiple email addresses including your associate to receive these updates. 
 
Docket Updates 

 Notification of changes made to dockets sent daily at 9:00 p.m. 
 Weekly notices of docket settings sent at 3:00 p.m. on Friday for the upcoming week 
 Changed docket emails notify of any updates to dockets 

 
Case Notifications 

 Email sent daily at 11 a.m., 4p.m. and 8 p.m. 
 Notifications of changes made to filings or orders/judgments occurring on public civil and 

family cases 
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Case Subscriptions 

 Email sent daily at 11 a.m., 4p.m. and 8 p.m. 
 Notifications on civil cases to receive updates whenever changes to dockets, filings or 

judgments/orders occur 
 Sign up for a maximum of 25 subscriptions 

 
Party/Client Notifications 

 Email sent daily at 11 a.m., 4p.m. and 8 p.m. 
 Client Notification service enables attorneys to sign-up and receive emails for civil cases 

when a case is filed containing a party matching a person or company name they provide 
 Sign up for a maximum of 50 people/companies 
 Limit each subscription to a specific Case Type or list of Case Types, or search all 

 
How do I sign up for notifications? 
To sign up for Notifications, login to our web site at http://www.hcdistrictclerk.com with your 
user name and password, then navigate to the Search Our Records page listed in the Online 
Services drop menu and in Quick Links.  
 
On the Search Our Records page, you will only see 
several tabs listed. Click on the Notifications tab. 
Note: You will only see a Notifications tab if you are 
logged in. Click on the Notifications tab and on the 
Notifications screen you will see a box labeled 
Manage Email Addresses.  Click on the Manage 
Email Addresses button and you will be directed to 
the Email Notification Registration page.   

 
There you can enter and submit the email address you 
would like to register. You can also return to the Email 
Notification Registration page to activate or 
deactivate email addresses by simply clicking on the 
checkmark icon in the Status box. Be sure to the check 
the boxes for the types of automated notifications you 
want to receive on cases for which you are listed as the 
attorney of record. 
 

If you are not the attorney of record, you can still subscribe to case information and for alerts on 
clients or parties. Simply navigate to Notifications tab, following the instructions above. From the 
Notifications page follow use the online wizard to guide you through a step-by-step process. 
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What will the notification emails look like? 
 
Docket Notification Weekly Settings 

 
Docket Notification Daily Update 

 
 
Case Notification 

 
Case Subscription 

 
Party/Client Notification 

 


