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INSTRUCTIONS ON HOW TO CREATE AN 

eCertified Copy 

 

1. Browse to the desired image. 

2. Click the red button titled . 

 

 

3. A dialog box will appear.  Enter the requested Number of Copies to Print.  

 

Cost of the order is based upon the total number of pages contained in the electronic file. Copy cost is 

calculated at 0.35 cents per page. Certification cost is calculated at $5.00 per document. 

 

Upon clicking “YES” to continue, the system will automatically deduct the total cost of the order from 

the subscriber’s escrow account.  
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If the certified copy is created within the Clerk of Court’s Office, cost of the order will be calculated at 

0.50 cents per page printed. Certification cost will be calculated at $5.00 per document. 

 

 

4. The computer will automatically open one window with all requested eCerts linked together in a PDF 

format.  EACH certified copy of the document will receive a unique 9 digit eCertID number. 

5. Issue the print command. DO NOT re-enter the number of copies to print in the Windows print 

dialogue box. Multiple page documents will take longer to generate an eCertified copy. DO NOT close or 

exit the Internet Explorer window until the eCertified copy is displayed on the screen.  

6. As illustrated below, the wording East Baton Rouge Parish Clerk of Court and the clerk’s reference 

number (the original and bundle number or a suit number) will print across the top of each printed page 

of the document if the reference number is available.  The page number (n of n) will appear in the upper 

right hand corner of each printed page of the document. 

 

7. If the certified copy was created by a Deputy Clerk of Court’s Office, the bottom of each page will reflect 

the clerk of court seal, a certification stamp, a 9 digit eCertID number, a signature of the deputy clerk 

who created the certified copy and the date and time the certified copy was generated.   

8. If the certified copy was created online, the bottom of each page will reflect the Clerk of Court seal, a 

certification stamp, a 9 digit eCertID number, the printed name of Doug Welborn Clerk of Court, and 

the date and time the certified copy was generated.  
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INSTRUCTIONS ON HOW TO VIEW THE HISTORY OF A PREVIOUSLY CREATED 

eCERTIFIED COPY FROM AN ELECTRONIC PDF 

 

1. Access the Welcome screen: 

 

2. Click on eCertifications and a drop down menu will appear. 

3. Click on Inbox and the following screen will appear: 

 

4. View the history of the eCertified Copies you have created.  Documents history will remain in your inbox 

for a minimum of thirty days.  
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INSTRUCTIONS FOR ONLINE SUBSCRIBERS ON HOW TO VERIFY AN 

eCERTIFIED COPY FROM AN ELECTRONIC PDF 

 

1. Access the Welcome screen: 

 

2. Click on eCertifications and a drop down menu will appear. 

3. Click on eCert Validator and the following screen will appear: 

 

4. Click   . The screen will change slightly adding a place for you to browse to locate your 

eCertified Copy file. This will allow you to upload the electronic file to the Clerk of Court servers. 
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5. Click the   button locate the electronic file on your computer. 

 

6. Click the  button to up load information to the clerk of court servers.  

 

7. If the electronic PDF file is unaltered, the following screen will appear reflecting unique detailed 

document information of the eCertified Copy information that was issued 
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8. If the electronic file does not validate successfully the following screen will appear: 

 

 

The content of a document can also be verified by viewing the original image of the document, which is 

accessible to online subscribers through CourtConnect or INS, or by visiting the Clerk of Court’s Office 

for examination of the physical document. 



EBRP Clerk of Court – 

eCertified Copy 6/14/12  7 

   

INSTRUCTIONS ON HOW TO VERIFY AN eCERTIFIED COPY 

IF THERE IS NOT AN ELECTRONIC PDF FILE AVAILABLE 

 

1. Access the eCert Validator icon    located on the Clerk of Court’s website at 

www.ebrclerkofcourt.org   

Clerk of Court and Court personnel should access the eCert Validator icon located on their desktop. 

2. Click and again the screen will change slightly. As illustrated below, notice the eCertID 

field located in the bottom left corner of the box. 

  

 

3. At  enter the eCertID number. As illustrated below, the eCertID number is 

the 9 digit number located at the bottom of each page under the Certified True and Correct Copy stamp. 

It is not necessary to enter the leading zeros. 

 

 

4. Click  . 
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5. Unique detailed document information of the eCertified Copy requested will display including 

information regarding the time and date the electronic file was created.  

 

6. If the eCertID that was entered doesn’t exist, the following screen will appear: 

 

The content of a document can also be verified by viewing the original image of the document, which is 

accessible to online subscribers through CourtConnect or INS, or by visiting the Clerk of Court’s Office 

for examination of the physical document. 


