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Forward

Indexing  Information  retrieved from the  application  is  of  data  from the  Wang 
application known as ACTS (Automated Case Tracking System) from 1988 thru 
February 20, 2006.

Warning

Security is based on the user who is logged in and roaming the application.  For 
security purposes, a user should always exit the system if not in use.  

Access is not granted to sealed cases or any other case type that is not public.

Requirements

No installation of any kind is needed with this system.  However, Active Reports 
is used in the application and is configured to use the standard Acrobat Reader. 
The following software is required:

Internet Explorer 6.0 or greater (Not tested with Internet Explorer 7)
Adobe Acrobat Reader 6.0 or greater
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Disclaimer

CLERK, its employees and agents do not expressly or impliedly warrant that the 
information or data accessed through this database is accurate or correct. Data 
is subject to change and/or correction by CLERK at any time. Access to data is 
not  intended to  be  a substitute  for  official  certification  by the  CLERK of  any 
information or records maintained by CLERK. 

CLERK will provide access to an online database system 24 hours a day, 7 days 
a week, except when the system is down due to causes beyond the control of the 
CLERK, including, but not limited to, power failure, acts of God, natural disaster, 
malfunction and/or failure of equipment, program or system. 

USER agrees that CLERK shall not be liable to USER, its agents or clients, or to 
any other person due to unavailability of access. USER hereby relieves, releases 
and holds CLERK, its employees and agents harmless from liability for any and 
all  damages  resulting  from  interrupted  service  or  down  time.  USER  further 
relieves  and  releases  CLERK,  its  employees  and  agents  of  any  liability  for 
damages  resulting  from incorrect  data  or  any  other  misinformation  accessed 
through this database. 

USER acknowledges that the electronic data, any copies thereof and information 
accessed through this database will be obtained for USER'S private use in the 
ordinary course of USER'S business and will not be used for commercial resale. 

USER  shall  not  sell,  mortgage,  encumber,  donate,  give,  assign,  transmit  or 
transfer  the  electronic  data,  copies  or  any  information  obtained  without  the 
express written consent of CLERK. 

USER shall not reproduce, store in a retrieval system or transmit in any form or 
by any means (electronic, mechanical, photocopying, recording or otherwise) any 
information obtained from this database without the express written consent of 
CLERK. 

USER acknowledges that in the event USER breaches any term set forth herein, 
CLERK is entitled to terminate USER's access without notice and to seek any 
lawful remedy including but not limited to injunctive relief restraining USER from 
access or use of information obtained pursuant to this Agreement. In the event 
that legal action is necessary to enforce the terms of this Agreement, USER shall 
be liable for reasonable attorney fees and costs incurred by CLERK. 

USER shall be liable to CLERK for all damages caused by USER, its agents and/
or clients which consist of sabotage or acts which intend to or do cause damage 
or destruction to CLERK's computers, hardware, software or CLERK's records.
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Accessing and Logging On

To access the SUITMAST Web Application,  open Microsoft  Internet Explorer, 
enter the following address, and depress the “Enter” key:

http://suitmast.ebrclerkofcourt.org/ebrsuitmast/login.asp

Another  way  to  access  the  “SUITMAST  Login”  page  is  by  selecting  the 
“SUITMAST” option in the “Hot Links” dropdown list on the East Baton Rouge 
Parish Clerk of Court’s main website at the following address:

http://www.ebrclerkofcourt.org
 
The following screen will appear:

Type the “Login” ID and “Password” supplied by the East Baton Rouge Parish 
Clerk’s office. 

Depress “Login.”
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SUITMAST Main Menu

The “SUITMAST Main Menu” will appear.

To access the query screen, select the “Query SUITMAST” button on the main 
menu.

To access the report inquiry screen, select the “SUITMAST Reports” button on 
the main menu.

To exit the system, select the “Exit SUITMAST” button.

When the “Exit SUITMAST” button is selected, the following message box will 
appear:

Select the “Yes” button to close the web browser.  If you do not want to exit the 
SUITMAST web system, select the “No” button.
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Query SUITMAST

When the “Query SUITMAST” button is selected on the main menu, the following 
screen is displayed:

The user can query by name, case number, or list all cases.  To select the type 
of search, select the appropriate radio button (“Name”, “Case Number” or “All”). 
The appropriate fields will display.

Limit  the  query  to  either  plaintiff(s),  defendant(s)  or  both  by  selecting  the 
appropriate radio button.

Select a “Case Type”.  Multiple selections can be made by clicking on the desired 
case types. 

If any field is omitted, it is assumed the user wants all.

Limit the query to a date range by filling in the boxes labeled “From Date” and 
“To Date”.

After the query screen is completed, select the “Process” button.

Select the “Clear Entries” button to clear the entries on this menu.

Select the “Exit” button to exit to the main menu page.
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Query Results

After selecting the “Process” button, the following screen displays the query 
results.

The Litigant Name, whether Plaintiff or Defendant, Suit Number, Court, Suit Type 
and File Date will display.

To proceed to another page, use the navigation buttons provided at the bottom of 
the page.  Use the slider bar on the right side of the window if the buttons are not 
visible.

Select the “Exit” button to return to the “SUITMAST Query” page.

To obtain general  information about the suit,  click on the Litigant  Name, Suit 
Number, or any item on the line.
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SUITMAST General Data

When  an  entry  is  selected  from  the  Query  Results  screen,  the  following 
information is displayed.

To exit this window, select the “Exit” button.
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SUITMAST Reports

When the  “SUITMAST  Reports”  button  is  selected  on  the  “SUITMAST  Main 
Menu”, the following screen is displayed:

Select the report to be run by choosing the appropriate radio button.  Alphabetic 
reports list all of the litigants alphabetically.  Numeric listings are sorted by case 
number then by litigant (i.e., all of the litigants in the case are grouped together).

If any field is omitted it is assumed that the user wants all.

If the report is based on a person, supply the name of the person in the space 
provided.

To limit the “Date Range” or “Numeric Range”, select the appropriate radio button 
and provide the range.

The court can be limited by selecting the appropriate radio button, or select “All” 
to select all courts.

The user can limit the case types by selecting from the “Case Type” list box. 
Multiple selections can be made.
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To clear the screen, select “Clear Entries”.

Select “Process Report” to generate a report.

Select “Exit” to exit to the Main Menu page. 
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SUITMAST Reports Results

An example of an alphabetic report is displayed below:

SUITMAST Web Application (Rev 4/23/07) – Page 12 of 15



An example of a numeric report is displayed below:
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Report Result Pages

Once the report is generated on the screen, the following options are available:
 

A  copy  of  the  report  can  be  saved  in  Adobe  Acrobat  (pdf)  format  by 
selecting the “Save a Copy” option.  This option also has an icon of a disk.

To print a copy, select the “Print” option that is denoted with an icon of a 
printer.

An email copy of the report can be sent by choosing the “Email” option.  A 
dialog is presented asking whether the user would like a link sent or a 
copy.  The only option that will work is “Send Copy”.

Perform a text search by selecting the “Search” option.  This is also shown 
by the binocular icon.

The page can be moved around by choosing the hand icon, and clicking 
on the report and dragging it as desired.

The report can be zoomed in by using the magnifying glass options, using 
the sizing buttons, or the zoom buttons.  The magnifying glass with a plus 
allows the report to be zoomed in.  The magnifying glass with the minus in 
it allows the report to be zoomed out.  The three sizing buttons allow the 
user to make the image actual size, fit the whole page, or fit width.

The screen can also be zoomed by entering the zoom percentage in the 
space between the minus and plus sign for the zoom.

The other options available allow the report to be rotated.  One of the 
options allows the report to be rotated to the right; the other allows the 
report to be rotated to the left.
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 The bottom report screens have some paging options.

The left facing triangle with the bar allows the user to go to the first page 
of the report.

To go to the previous page, select the left facing triangle.

To advance to the next page, select the right facing triangle.

To go the end of the report, choose the right facing triangle with the bar.

The left facing arrow is used to go to the “Previous View”.  If the last action 
that the user took was to zoom in, then when this option is chosen, the 
screen is zoomed back out.

The right facing arrow is used to go to the “Next View”.  If the “previous 
view” (left arrow) is not chosen at all, this option will not be available.  For 
example if a report is zoomed in then the “Previous View” option is chose, 
the “Next View” option would then be active to zoom back in.

Access  a  specific  page  by  entering  the  number  in  the  “Page  Number 
Space” at the bottom of the page and depressing the enter key.

The last icons allows for how the page will display; single page, two page 
(side by side or on top of each other), or four pages at one time.
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