
Creating an Authorization for Transcripts (AUTH 24) 
 

 
 
 

 
 
The Authorization opens to the Basic Info page. 
 

 
 

  

From the Appointment page, click Create next to AUTH-24.  Step 
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    Click Save. 
 
 
 
 
 
 
A confirmation page will appear.  
 
 
 
 
 
 
 
 
  

 
A confirmation screen will appear indicating the previous action was successful and the 
Authorization Request has been submitted. 
  
 
 
 
 
 
 
The AUTH-24 will now appear in the My Submitted Documents section on the Attorney home 
page. 
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Step 
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Click Home Page to return to the 
home page. Click Appointment Page if 
you wish to create an additional 
document for this appointment. 
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Click Save. 
 

Select the affirmation check box. 
 

Click Submit. 
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Step 
2 

Enter the details for the transcript required on the Basic Info screen. 
Note:  Date/Type of hearing and name of Court Reporter must be listed.  If 
hearing was recorded, please indicate that as well. 
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