
Closing a case in LegalServer. 

While in the defendants file, click on the actions button, then 
the assign/close/refer option, and then close case final
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o Appeal Denied
o Appeal Granted
o Bench Trial - Guilty
o Bench Trial - Not Guilty
o Deceased
o FTA - Bench Warrant
o Jury Verdict - Guilty
o Jury Verdict - Not Guilty
o Parole/Probation - Reinstatement
o Parole/Probation - Revocation

o Ptation

o Closed

o Pending

o Ready to Close

o Transfer Request

o Working

Close reasons: 

o Plead Guilty/no contest
o Retained Private Counsel
o Other
o Dismissed
o Pardon's Board Denied Relief
o Pardon's Board Granted Relief
o Specialty Court Discharged
o Specialty Court Granted

• Notes – Closing notes if needed.
• Communication

• You may send this note as an email
• Enter recipients email addresses, separated by commas.

• Caseworker who closed case
• Name of caseworker who closed case. Can change to

another caseworker if needed.



• Survey Provided to Client *
• No Survey provided to Client
• Handed Client Paper Survey
• Mailed Client Paper Survey (USPS)
• Emailed Client Survey with link.
• Texted (SMS) Survey link to Client

Be sure to select Continue in order to process closing the case. 
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