
Purging Final Worksheet 
 
 ____________________________________________________________ 
 
In recent weeks, we have received several inquiries of what to do when the court is 
attempting to search via a county only for a Worksheet submitted on the judges’ flow.  
Instead you received an error message that “your search result exceeds the 100 record 
limits.  Please enter additional search criteria to limit the number of matching results 
found.”    
 
In most instances, this is the result of too many submitted Worksheets still residing in 
the judges’ flow.  Every Worksheet submitted before and after January 1, 2007, may still 
be residing there.  There is a simple fix to prevent this from happening. 
 
In training, you have been instructed not to go past the “Review” page until you take the 
case to the final order.  However, when a bit of time has passed, let’s say thirty days, the 
Order has been signed and the hard copy is in the case file, at that point, we ask that you 
bring up that case and “Submit” the Worksheet. 
 
There will be those cases that the court believes are still active, such as a temporary 
order of child support, and the court may want to retrieve or gain access to that 
particular Worksheet.  In that case, the court does not need to purge the Worksheet and 
it can remain in the active list. 
 
Once the order is final, you must proceed beyond the “Review” page in order to remove 
completed Worksheets from the county search list.  Taking this step removes the 
Worksheet off the active list, which means that it can no longer be retrieved. 
 
Note: Do not take this step if you intend to “Release” the Worksheet back to 
the parties. 
 
Follow these steps: 
 

1. Open the Worksheet and from the left menu bar select “Review”.  The 
“Review” page will display.  You will see the “Submit” button at the bottom of 
the Review page. 

 
See illustration of Review Page— 
 



 
 

 2. Click the “Submit” button and the “Complete” page will display. 
 Warning:  Do not take this step if you will need to refer to this 
Worksheet again. 
 

 3. Display of the “Complete” page confirms that the Worksheet has been  
  removed from the active list and literally purged.  This action clears the  
  space for newer submitted Worksheets.  If you do not take this action, the  
  end result is that submitted Worksheets will remain in the judges’ flow. 

 
See illustration of “Complete Page”— 
 

 
 



Following the above instructions will clear space for more Worksheets to be submitted 
and for the court to obtain easy access to them. 
 
If you have any further questions, please do not hesitate to contact me at 404-463-1849 
or radwinj@gaaoc.us. 
 
Created by: Jill Radwin, Staff Attorney, Child Support Commission, and Elaine 
Johnson, Policy Specialist, Office of Child Support Services 
 


