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iSubpoena Version 6.1 Update 
 
 

_______________________________________________________ 
 
 

 
On May 1, 2023, the iSubpoena Mobile Subpoena Service will be updated with new updates, 
enhancements, and modifications. Customers that have subscribed to the annual License, update and 
maintenance plan will automatically have access to these new features and enhancements. 
 
Item #1 in new features “New Cooperative Civilian Witness add on feature” will be an 
additionally priced add on feature for District Attorney Offices. This feature requires 
additional platform configurations and controls to function with iSubpoena.  
 
Users of the iSubpoena system suggested some of these updates, enhancements, and modifications. 
We look forward to your suggestions and comments to make this service a tool that will benefit and 
streamline your criminal subpoena process. Please comment or contact us here  
 
The updates, enhancements and modifications outlined below have been applied to the iSubpoena 
Professional System.  Although we have thoroughly tested all new features before implementation to 
production, unforeseen issues may arise. If you experience any issues, please contact us 
immediately. 
 
 
 
 
 
 
 



 

iSubpoena Version 6.1 Update               © Legal Notification Services, Inc. Page	2 
 

New Feature Updates Internal 

1 New Cooperative Civilian Witness add on feature. Cooperative civilian witnesses can now be served 
and managed through iSubpoena. 

650 
651 

  Enhanced Graphic or Display Updates Internal 

2 Updated Logo, login page, menu links, username display, menu order and added new 
Subpoena alerts 

N/A 

3 Add number of displayed subpoenas per page option 660 

4 Updated mobile apps with new logo and accept all feature from Web app. N/A 

General Updates Internal 

5 Updated Terms of Service page 657 

6 Update MD Availability Calendar to Allow specific Thursdays for court in Annapolis 659 

General Bug Fixes Internal 

B1 Fixed - Removed state drop down from Forgot password page. 656 

B2 Fixed – adding conflict to subpoena error when conflict already on calendar 666 

Administrative Internal 
 None  

 
 
 
 
The following are detailed instructions for some of the new features listed above. Please refer to the 
item numbers associated with the detailed instructions. 
 
 
#1 – New Cooperative Civilian Witness add on feature. Cooperative civilian witnesses can now be served and 
managed through iSubpoena. 
 

1. Contact Civilian Witness by Phone.  
a. Confirm they will be cooperative and will accept subpoenas and subpoena updates through email and 

text. 
i. If not cooperative, will need Personal Service. (Nothing further required) 

ii. If cooperative move on to (2) 
2. Register Witness 

a. Option 1 (Login to iSubpoena) 
i. Inform Witness by phone, they will need to navigate to the following website to complete the 

registration process. (We want to make sure the witness understands and can navigate to the 
correct webpage. They will be redirected automatically to the appropriate webpage to complete 
their registration process.) 

1. http://courtwitness.org 
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ii. Navigating to one of the websites above will automatically redirect the witness to the 
registration page. 

 

 

 

 

 

 

iii. Select the generate Pin number button on the “Civilian Witnesses” page. Inform the witness 
that this unique pin number is needed to complete the registration process. The pin number 
does expire, immediate registration is recommended. (The pin number is required to make sure 
only the witness can complete the form.) 

 

 

 

 

iv. Witness will see following registration page. Witness will also need to agree to the terms of 
service and consent to receive texts. 
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b. Option 2 
 

i. Select the “Create Civilian Witness” button on the “Civilian Witnesses” page and complete the 
form with the information obtained from the witness on the phone. (Complete all questions and 
check boxes.) 
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ii. After submitting the form, the witness should receive a text to accept the Terms of Service. 
Request to stay on the phone to confirm they can receive the text. You can also wait to confirm 
they can receive the email. 

iii. Prior to the witness accepting the “Terms of Service” through their text notification, you will see 
the “Awaiting TOS” button next to their name in the “Civilian Witness” page. 

 

 

iv. After the witness accepts the terms of service, a pending button will appear. (A browser refresh 
may be required to see the update.) 

 

 

3. Verify and approve Witness foundational court information. 
 

a. Login to iSubpoena and navigate to “Civilian Witnesses” page. 
 

 

 

 

 

 

 

 

 

 

 

 

 

b. Click on pending witness you are going to verify. 
i. Confirm witness information through verified state and federal databases and internal secured 

information based on your departments verification protocols using the supplied Driver’s 
License. address, Date of Birth, and name. 

c. If witness data is confirmed and verified, select the green verify button. 
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d. If witness data is not confirmed and verified. Nothing further is required and the witness will need to be 
re-contacted to discuss discrepancies. 

e. Only confirmed and verified witnesses will be selectable in isubpoena for court subpoena services. 
 

4. Edit witness information. 
 

a. Login to iSubpoena and navigate to “Civilian Witnesses” page. 
b. Click on witness you are going to edit. 
c. Select the “Edit Civilian” button. 

 

 

 

 

 

 

 

 

 

d. The witness information form will display. Edit the information as needed and select the “Update 
Civilian” button. 

e. You can also delete a civilian witness here as well. 
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5. Serve witness for court subpoenas. 
 

a. Navigate to Menu link “Subpoena” > “Add criminal Subpoena.” 
b. In the “Assigned Civilian Witness” field start typing in the witness’s name. If the civilian witness is 

verified and confirmed, their name will appear. You can add multiple civilian witnesses as with officers. 
 

 

 

 

 

c. Civilian witness on the isubpoena active subpoena pages will be displayed with a (civ) after their name. 
 
 
 
 
 
 
 
 

d. If you have an interface with your CMS to iSubpoena. 
i. Prior to any CMS interface update 

1. Select the Criminal subpoena to which you want to add the Civilian Witness or 
Witnesses 

2. After subpoena displays, select the “Re-issue” button. 
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3. On the re-issue subpoena screen, confirm all the information is correct and select the 
Civilian Witness or Witnesses you wish to serve in the assigned Civilian Witness field 
drop down. Do not select the officers as they have already been served through the 
CMS interface. Leave the Assigned Officer field blank. You can start typing the witness’s 
name or scroll through the drop-down list. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Confirm the receiving court and select the same attorney as the original attorney on the 
subpoena to the officer that you are re-issuing. 

 
5. Add any notes to the civilian if needed. Notes to the civilian will not appear to Officers. 

 

6. When all information is confirmed and verified select the submit button. 
  

e. After interface is updated, civilian witness’s will be added automatically through the interface. 
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6. Sending notes to civilians. 
a. Select the subpoena with the civilian witness. 

 

 

 

b. Select the “Edit Note” button to start the process. 
c. Note that civilian notes are separate from sending officer notes for security and integrity issues. 

 

 

 

 

 

 

 
 
 
 
#2 – Updated Logo, login page, menu links, username display, menu order and added new Subpoena 
alerts. Reduced font size for better subpoena informational display. 
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• Better layout with reduced font and easier to read. 
• Enhanced Menu links 
• New unread Subpoena alert. 

o Click on blue alert bell to display unread court subpoenas. 
o Click on unread subpoena from the list to go  

directly to unread subpoena. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
#3 - Add number of displayed subpoenas per page option 
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#4 - Updated mobile apps with new logo and “Accept All” feature from Web app. 
 

• New logo 
• Accept all feature as on the web application. 
• Branding pages updates 

o Current Subpoena page (Watermark)  
o Past subpoena page (Watermark) 
o Conflicts page (Watermark) 
o Settings page 

• Add “Feedback” menu to redirect to our survey page. 
 

 

 

 

 

 

 

 

 

 

 

 
Legal Notification Services, Inc. 

P.O. Box 3996 
Bluffton, SC  29910 

(530) 736-4850 


