Creating an Account for Ocourt if you do not have a Microsoft Outlook or other
Microsoft e-mail account

1. Go to https://signup.live.com/

2. Click “Get a new email address” at the bottom of the action box
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B® Microsoft

Create account

Microsoft account opens a world of benefits.

l Create password

. Send me promotional emails from Microsoft

Next

Use a phone number instead

Get a new email address

3. Fill in the name you want for your Ocourt e-mail address in front of the @outlook.com (ex:
lynnwoodwalaw@outlook.com) and a password which requires at least 8 characters and at least
two of the following: uppercase letters, lowercase letters, numbers, and symbols.

4. 1t will forward you to an add details screen where you need to add your first and last name (this
can be your law firm name if you like, ex. Lynnwood for first name and Law for last name) then
enter your country and birthdate (the birthdate does not need to be your actual birthdate).

5. It will then forward you to add security info. Here you will need to enter a valid cell phone
number for a text verification to be sent.


https://signup.live.com/
https://signup.live.com/

6. Once you receive the access code on your phone, enter it under the access code box and press
next.

7. You will be directed to the Microsoft account home page, similar to the one below. On the top
right-hand corner where it has a blue avatar click Sign out.
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= Microsoft Store Products - Support

Account Your info Privacy Security Rewards Payment & billing v Services & subscriptions Devices Family

Earn rewards for what you already do -

Earn points for free rewards when you search and shop with Microsoft now.

Start earning now Learn more

You will receive emails about Microsoft Rewards and other products. Terms | Privacy
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\ /’ Looks like there haven't been any purchases made from your account. Time to go shopping. ©
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He|[o| Add your phone number to your Microsoft account Not interested

K= Lynnwood Law

Edit name By keeping your security settings up to date, you ensure that you never have to

Q worry about access to your favorite Microsoft products and services.
4-
ﬁ lynnwoodwalaw@outlook.com Update my security info
Change password
B3 Add a payment option
Looking for your Microsoft email? Devices Seeall

View inbox
Add a Windows Phone by signing into that phone with
. lynnwoodwalaw@outlook.com. Here's how
Microsoft Rewards
- Find where to buy a device v

8. Next go to https://cloud.ocourts.com and on the top right hand corner click the yellow sign in
button. Use your outlook account you just set up for the e-mail (ex.
Lynnwoodwalaw@outlook.com) then tab down and it will ask you to enter the password you
created for the outlook account then click sign in.

9. It will direct you to a page that asks “Let his app access your info”. Click yes (note, the only
information if can access is information you just entered for your new outlook account-nothing
from your other e-mail accounts as your Ocourt account is only linked to the new e-mail account
you just set up). See below:


https://cloud.ocourts.com/
https://cloud.ocourts.com/
mailto:Lynnwoodwalaw@outlook.com
mailto:Lynnwoodwalaw@outlook.com

‘cauth20_authorize. O & C | B Let this app access your info?

i Consent/L 7 1

75 £]Home © Ocoutt £ allianceone @ Staples

prod.ocourts.com

OCourts Live needs your permission to:

BE signyouin

B oCourts Live will be able to sign you in, and
assign a unigue and anonymous ID to your
account.

W view your email address
OCourts Live will be able to read your
primary email address.

BN view your basic profile
L OCourts Live will be able to see your basic
profile (name, picture, user name).

B Access your info anytime

OCourts Live will be able to see and update
your info, even when you're not using this
app.

Read your profile
OCourts Live will be able to read your profile.

Send mail as you
OCourts Live will be able to send mail as you.

Access OneDrive files

OCourts Live will be able to open and edit
OneDrive files, including files shared with
you.

ﬁ “II

You can change these application permissions at any
time in your account settings.

Terms of Use Privacy & Cooki ian out

| Would you like to store your password for live.com?  Why am I sesing this? Yes Not for this site ‘

10. You will be directed to the Ocourt register page. Enter your Display Name (this is the name that
will appear on your Ocourt account and on documents you sign in Ocourt). For JIS username and
password you can enter abcd for both. Change the City to Lynnwood and click register. See
below:
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Register.

Associate your live account.

Association Form

You've successfully authenticated with live
Please provide the below mentioned information for this site below and click the Confirm bution to finish logging in

Provide the User Name which will be displayed throught out the application
Provide valid JIS User Name and Pswd these should be match with the Working JIS Credentials.

Selact the City you belongs to

Display Name [Lynnwood Law @
JIS Username
JSPassword [sees |
city

s ow o

Would you like to store your password for live.com? am I seeing this? Ves Notfor this site




11. You will be directed to the Welcome to Ocourt page. On the left-hand side click your user name
and then profile. See below:
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c ourts VWelcome to OCourt

—
Proflia

bynnwood — Apout OCourt

QCourt has been created to help courts manage their calendars independently of the JIS environment. However, OCourt keeps all hearings and cases organized within JIS. The 2
environments are kept in-sync

New Users:
1. Getting Started

Start by filling out your profile. You need to do this before your account can be fully activated.

2. And then_.
You will need to be approved by a court administrator and set up your profile before you may begin

Natification

&

Help Topics

= While working on the application, Help Topics are provided for an easy understanding and guidance for the end user to work with the application.
+ Each tab is represented as an individual help topic, which upen clicking will guide the user to work on that tab.
« If the user is stuck in any phase of the application, he/she can refer to the related help topics to work on that phase.

» Help Topics

Would you like to store your password for ocourts.com?  Why am I seeing this? Yes Not for this site

12. You will be directed to the manage account page. Your username and password for JIS should
have transferred both as abcd and the city should still be set to Lynnwood, if it is not, correct it.
You may enter your bar number and save a signature if you would like those attached to your
profile. Click save court data (see below). At this point you need your account activated by
Lynnwood Municipal Court. Please contact either the Operations Supervisor, Lisa Espedal at
lespedal@Ilynnwoodwa.gov or at (425) 670-5108; or the Court Administrator, Paulette Revoir at
prevoir@lynnwoodwa.gov or at (425) 670-5102 to complete the process.
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Courts Manage Account.

Lynnwood

You're logged in as Lynnwood Law.

Please provide your JIS Credentials. We need them to authenticate as you for actions you take via OCourt
{ If your role doesn't have JIS credentials, please enter the Username and Password as abcd }

JIS Username *

abcd
JIS Password * e
city’ Lynnwood [V]
Email lynnwoodwalaw@outlook.com
WSBA Number
(optional):
Default view of O day O work week O week O month O agenda

Calender (optional):

Attach Signature Py
(optional). !

Save Court Data

Would you like to store your password for ocourts.com?  Why am I seeing this? Yes Not for this site

13. Once your account is activated by the court staff your homepage should look similarly to the
one below. You may access your cases either by clicking on the calendar your case is scheduled
to or by entering your case number on the top right-hand corner case number search bar (see
below). If you have any questions or concerns please phone the court at (425) 670-5100
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