
 Do’ s  and  Don’ts  in  Ocourts  
 

Advisable Practices 
 

Log Out: 
 

The best way to sign off without having error messages. 
 

After logging out, if there is a new user that is signing-in, please close the tab and 

use a new tab (or advisable to use the incognito Window feature which is 

available in your browser). Incognito tabs will not save any history. 
 



 

 

There are chances for error that can occur when logging out by  clicking on the 

“X” button below” or  the “”  as shown below. Please click the logout option 

below the page to logout of your account as shown . 
 

 
 
 

 

Back Button: As shown in the above screen shot ,If the user clicks on back button 

several times to logout. This will cause a system error. PLEASE DO NOT DO THIS! 
 

Close tab button: If a user clicks on the close tab button before the logout as 

shown in the above picture, then user does not log out of this website. PLEASE 

USE THE LOGOUT FEATURE ABOVE TO LOG OUT OF YOUR ACCOUNT.



Log in procedures for Ocourts 
 
 
 

 

 Scenario 1: We do not support create a microsoft account from the 

Ocourts website. 
 

Please do not click on the highlighted links below. They are not supported by the 

Ocourts website. 
 

This page is only used for sign in authentication. 
 

Please refer to “Exchange to Live Account” document and follow the steps to 

solve this problem. 
 



 
 
 
 
 

Scenario 2 : Creating an account through alternate sign in.- Please do not use 

 “Create an  Account ” feature . 
 
 

 

 
 
 
 
 

 

Scenario 3 : 
 

User having a live account and already Registered to Ocourts before OAuth 

Authentication feature. 
 

Now if user unable to login after OAuth feature has been implemented, the 

reason is because the User does not have a first name and last name. 
 

Below is procedure that can help verify and update if user first and last name in 

their live account profile.



Please follow the steps below: 
 

First name and last name can be changed at Microsoft .com using this URL 

https://www.microsoft.com/en-us/, 
 

Step 1. Click on sign in and enter username and password 
 

 
 

 
 
 
 
 

Step2 : After sign in click on the below tab shown. 
 

 
 
 

 

Step 3 : Click on View Microsoft Account 

https://www.microsoft.com/en-us/


Step 4 : Click on Edit name  

 

 
 
 
 
 
 

 

Step 5 : Verify and update First name and Last name and click on “Save”. 
 

 
 
 



Step6 : After save, sign out and login to Ocourts.  

 

 
 

 
 
 

OR 
 

Login to your Microsoft outlook mail using this url: https://outlook.live.com/owa/ 

Enter your live account username and password 

You will be directed to the page below: 
 

https://outlook.live.com/owa/


 

Please click on the highlighted link in the upper corner. 
 
 

 

 
 

Please click Edit Profile on the right side of the page 
 
 

 

 
 

Please Click Edit tab located above the profile picture. 
 

 
 

Please enter your First and last name and click “save” 
 

Now go back to Ocourts page and try logging in



 

 

Scenario 5 For OTP users 
 

This registering process is used only for private bars when attorneys visit the court 

once and may not visit again. 
 

The Court admin can create a OTP user by following the path Admin tabUser 

Management OTP Users. 
 
 

 

 
 
 

 

Once the link OTP users is clicked on, you will be navigated to the below page. 
 

 
 
 

The admin must fill the details for the fields shown and must click on “create 

user” button. 
 
 

 

After clicking on the button Create User we will have an Auto Generated 

Password and will be displayed in the highlighted portion as below.



 

 
 
 

 

Using the login Name and Auto Generated Password the user can use Alternate 

sign-in to log into Ocourts 


