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Citation by Publication Instructions 

 
1. Citation by Publication / Notices Information Website Access 

1.1 https://www.txcourts.gov/oca/ 

1.2 Select the Judicial Data drop down and choose Citation by Publication - See the red arrow below – 

Figure 1 

Figure 1 

 

1.3 Select Clerk Information & Instructions – See the red arrow – Figure 2 

Figure 2 

 

https://www.txcourts.gov/oca/
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1.4 Select Citation by Publication / Notices button to be redirected to the Citation by Publication | Public 

Information System  

Figure 3 

 
 

 

Citation by Publication/Notices Website 

 

Step 1: Enter your court user email address to sign in. You will receive an email at your court user address.  

Note: Initial sign in has been designated with prepopulated emails for the District and County Clerks. After 

initial sign in, clerks can add additional users 
 

 
 
Step 2: Click Sign In. 

Note: Once the sign in link has been sent to your email and you use the link or it expires you must enter your email (see 

step 1) and receive a new link to sign in to the system again. 
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Step 3: User will be directed to the OCA Court Tools homepage. 
 

 
 
 

Instruction to add a user: 

 

Step 1: Click on the person icon with a plus sign in the top right corner.  
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Step 2: Click on the add user button. 

 
 
 
NOTE: This is the sceen/step to search for a current court user. If the user is not in the system you may add – click on the 

Add User button (above) to add a court user and follow step 3.  

 

 
 

Step 3: Complete all fields. Once completed, select save.  

Note: Under User Court(s) you may select all courts or specific courts for the user.  
 

 
  
 

Note: To provide a user with access to citations, check the Manage Citations by Publications box (see below). If 

the Manage User Rights is checked this will allow the user to be able to add other users. 
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Note: To edit a user’s information, search the user’s name and then select edit on the righthand side.  
 
 

 
 

 

 

Adding a Citation by Publication/Notice 
 

Step 1: Click on the Citation by Publication link, located next to the Home link. 
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Step 2: Click on the Add Citation button. 

 
 

 

Note:  

• When adding a new citation, the date will automatically set to the current day and calculate the amount of days.  

Depending on the type of citation/notice being submitted (see below) you can extend the date if there is a need to 

publish beyond the automated calculated amount of days – however, you may not submit a date less than the 

automated calculated days. 

 

• Citation/notice wording that is required to be published should be copied & pasted into the Citation/Notice Text 

field.  This will usually be the information that will also be, or previously would have been, published in the 

newspaper. 

 

 

Step 3: Complete all text fields. Enter or cut and paste the citation information to be posted and click save.  
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Example of Citation/Notice Text to enter: 

• Note: Signature/seal/delivery text do not need to be copied and pasted.  This field is for the text that needs to 
be published to meet Citation/Notice requirements. This text is the information that will also be or, prior to the 

enactment of SB 891, would have been, published in the newspaper. 

.  
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Searching for an existing Citation by Publication / Notice 
 

Step 1: Select Citation by Publication 

 
 

 

 

Step 2: Enter one of search criteria (you can choose to enter any of the search criteria – name was chosen in the 

example below) 

 
Step 3: See your results 

Note: Citation/notices are listed by the last updated time stamp (most recently added/updated) 

 

Step 4: By selecting View you can review the entered citation or notice information 

Note: There will be a different status for each entry: 

• Active status means the citation/notice posting has been submitted and is still within the publication dates 

• Completed status means the posting has been published for the duration of the expected time 

• Removed status notes postings that the court user has removed and will not be available on the public site 
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• Return Pending means the posting was published for the selected amount of time and OCA is in the process 

of providing the Return of Service 

  

 

 

 

 

 

 

 

Return of Service Notifications: 

Once a citation/notice has posted for the selected amount of time, i.e. "Return Pending" status, the last user 

to update the citation/notification will receive an email with the Return Service Notification.  The Return of 

Service Notification can also be accessed by clicking on the View button and downloading the notice; this is 

available once it is in "Completed" status. 
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For all relatable questions, please send to OCA-Legal@txcourts.gov 

mailto:OCA-Legal@txcourts.gov

