
TEXAS COURT CLERKS 
RECORD SUBMISSION PORTAL (RSP) USER GUIDE 

 
 

LOGIN TO OCA COURT TOOLS (COURTAL) 

• Contact your Lead Clerk if you need access set up  
• https://courtal.txcourts.gov  

SIGN IN WITH EMAIL 

• Add your work email and click Submit  

                              

• Go to your email and copy the code   

                                                 

• Paste the code in the field and click Submit 

                                           

https://courtal.txcourts.gov/


 

HOME PAGE 

• If you do not see a Menu tab next to “Home” for “Record Submission” follow the 
steps below; however, if you already have the tab, you may skip to page 4 

• To add the RSP tab, go the Manage User icon which is accessed by clicking on the 

“Add Person”   icon in the top right corner of the page 

               

 

 

MANAGE USER 

• From this page you can locate your profile and edit 

                

 

 

 

 

 



EDIT COURT USER 

• Scroll to the bottom of the page and click on “Manage Record Submissions” 
• If you are new to Courtal, you will not see the check boxes until you answer the 

question of, “Is the user being added a Magistrate?”.  Once you answer this 
question, the applicable option(s) will appear 

• Make sure to click “Save” when you are done  

                        

 

 

 

 

 

 

 

 

 



HOME PAGE 

• To begin reviewing or adding record submissions, click on “Record 
Submissions” in the Menu section at the top of the page 

           
        

 

MANAGE RECORDS INDEX PAGE 

• Submit Files 
• Search for a Record Submission 
• View a Record Submission 

            

 

 

 

 

 

 



 

SUBMIT FILES 

1.  USER INFORMTION 

• Your name and email will automatically populate  
• Provide your phone number and extension (if no extension, leave blank) 

 Phone and extension will auto populate after initial entry; you have the 
ability to change the number/extension as needed 

                      
 

2.  APPELLATE COURT INFORMATION 

• Select the applicable Appellate Court you are submitting to – Court dropdown 
will provide all the COA’s, CCA, and Supreme Court options 

• If you know the Case Number and Case Style leave the checkbox unchecked 
and complete, other wise check the box and it will disable the Case Number and 
Case Style 

                        
 



                  

3. TRIAL COURT INFORMATION       

• Your County will be defaulted  
• Your Court will also be defaulted if you work for one specific court; if you work 

for multiple courts, those will appear in the dropdown for you to make your 
selection 

• Complete the Case Number and Case Style 

               
           

    

4. FILE INFORMATION 

• Select your document type from the dropdown list – if you do not see your 
document type, select “Other” 

• Complete the remaining sections if you have these details; however, they are 
not required 

              
 

 



 

5. DOCUMENT(S) 

• Once you click on the “Add Document” button, it will open a section for a 
description and uploading (see below) 

                     
 

6. DOCUMENT FILE DESCRIPTION   

• The file description field must be completed before attempting to upload a 
document 

• Once you have entered a description, select Upload 

                  

 

 

 

 

 

 

 



 

7. UPLOAD DOCUMENT 

• Click “Choose File” and add the file you wish to submit 
• Note that only one file can be loaded at a time; the max file size allowed is 10GB 
• Currently, the only file types allowed are 

(.asf, .avi, .m4v, .mid, .mov, .mp1, .mp2, .mp3, .mp4, .mpeg, .mpg, .oga, .ogg, .o
gv, .pdf, .ts, .wav, .webm, .wma, .wmv, .vob  

                   

 

8. FILE CONFIRMATION; UPLOAD 

• Once you have selected your file, you will see the file name and then click 
“Upload”        

                
 



 

9. SAVE SUBMISSION 

• Your uploaded file(s) will show on the bottom of the submission page   
• Unless your document(s) needs to be sealed, you can leave the notification 

button as is, which is defaulted to not sealed 
• If you added a document by mistake you can immediately delete it 
• Review your submission page to ensure you added all your details and click the 

Save button at the bottom of the page 

              
 
 

      

SEARCH AND VIEW YOUR SUBMISSION 

• Search for your submission using the available search fields 
• Click “View” to the right side of your submission to view the details 

             
  



 

 

 

DETAILS PAGE 

• View the submitted details 
• Access the Submission Confirmation at the bottom of the page (note that 

submissions will only be available for 60 days on this site) 

               

 

 

 

 

 

 

 



 

 

 

RECORD SUBMISSION CONFIRMATION 

• The record submission confirmation opens on a separate tab for you to view 

                      


