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Arlington County Circuit Court provides secure remote access to non-confidential case files to attorneys 

licensed by the Virginia State Bar. Firms/governmental agencies that want to access to case files 

remotely need to complete the user agreement, the application and pay an annual subscription fee (the 

fee will be waived for governmental agencies) to gain access to the files.  

 

1. Login to TrueFiling 

2. Search for the desired case 

3. Add an attorney from your firm to the case, if one is not already associated 

 

4. Select “Purchase Case List”
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5. Check the Terms and Conditions, then select “Request” 

 

6. At this point the request is being processed by the system 

a. To check the status of the request, look in My Recent Activity or monitor your email for 

updates on the status of the request 

b. The first time a firm or office requests access to the system the request will be manually 

reviewed and processed. It could take up to 1 business day for the review to be 

approved. Once a request has been approved, subsequent requests will be processed 

automatically. This approval process could take up to 2 minutes. 

7. Once the request has been approved, return to the case to see the list of public documents in 

the case. 
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8. Mark the documents that you desire and “Purchase Selected Documents” 

a. Access to regular documents will be included in the subscription fee and will not incur a 

charge; certified copies will incur a fee but not for the pilot period (to enable users to 

test the functionality and provide feedback on the feature). 

 

9. At this point the request is being processed by the system 

a. To check the status of the request look in My Recent Activity or monitor your email for 

updates on the status of the request 

b. If the system finds a case list approval and the document requested is free, the request 

is automatically approved and should occur within 2 minutes. If a case list approval 

cannot be found, the request will be denied and no documents will be returned. 

c. If the user has requested a certified copy of a document, the request will take longer to 

process in order to allow the system to process the payment. The process could take up 

to 30 minutes. 

10. Once the request has been approved and processed (or “Filed” in TrueFiling terminology), the 

user will be able to read, print and save filings. 
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11. The case list is not automatically updated when new documented are filed. The user must 

manually refresh the case list to see and retrieve any new filings. 

 


