
Step 1: Click the blue box 

on KDLA request page 

that says “CLICK HERE TO 

ORDER RECORDS” 



Step 2: Choose type of record 

you want to request, then 

click NEXT 

**If requesting a record not 

on this list, select Civil Case 

Record, then click NEXT** 



Step 3: Read pricing 

and delivery policy, 

then click NEXT 



Step 4: Check box to 

Accept Terms, then 

click NEXT 



Step 5 (for records we have a form for): 

Fill out personal information and record 

information, then click NEXT 

Please note: Electronic scans cannot be 

certified 

**If requesting a record we don’t 

have a form for, skip this step and 

proceed to step 5A** 



Step 5A (for records we don’t have a form 

for): Make sure you have selected “Civil 

Case Record” from step 2. Fill out personal 

information. Then, for case information, 

make sure to include the name of the  

person, the approximate year, the county*, 

and the type of record. You may use any of 

the unused text boxes to indicate the type 

of record (please note there is a character 

limit for the boxes). Then click NEXT 

*For Court of Appeals/

Supreme Court cases, please 

select the originating county. 

For all other records, choose 

the most likely county for the 

record.  



Step 6: Confirm record request, 

then click NEXT 



Step 7: Confirm shipping 

information, then click PAY 

**If unable to proceed, be 

sure that you have confirmed 

the email address**  



Step 8: Fill out card details, 

confirm cardholder details, 

then click NEXT 

Step 9 (on next page): Confirm 

card and cardholder details, then 

click PAY NOW 


