Introduction

WebSurrogate
Help Guide

WebSurrogate is a web-based file search and document retrieval solution that provides
information on estate proceedings and other filings within New York State Surrogate's Courts.

It is a free service that allows users to search estate files, retrieve associated documents, and
view historical estate records that are considered public information.

This Help Guide was developed to provide online assistance with WebSurrogate search
functions and features.

Content includes information and instructions, as follows:

WebSurrogate — Getting Started
Name Search

File Search

Old Index Search

Index Book Pages

Will Search

WebSurrogate FAQ

For best performance, please use WebSurrogate from a single browser window.

Use of multiple windows may skew results.
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Introduction

IMPORTANT NOTES

ABOUT WEBSURROGATE

“NOT PUBLIC” Records

Guardianship proceedings and files marked confidential by the Surrogate’s Courts are not
available for public view within WebSurrogate. When a public search returns a guardianship
proceeding or a confidential file record, WebSurrogate will list the file record with basic file
information and a label indicating “NOT PUBLIC”. File details, party information, and
documents will not be displayed for “NOT PUBLIC” files. Please contact the Surrogate’s
Court if more information is needed on a record that is “NOT PUBLIC".

Special Characters

WebSurrogate does not allow the use of the following special characters in text search

fields:

~ Tilda #  Pound/Number Sign *  Asterisk

+  Plus Sign =  Equal Sign {} Brackets

\ Back Slash “ Double Quotation Marks <> Less/Greater Than

If these special characters are entered into a search text field, the system will display a
message indicating use of these special characters is not allowed.

Names with Apostrophes, Hyphens, and/or Spaces

When search for names with apostrophes, hyphens, and/or spaces, the results list will only
include names that match what was entered in the search field(s).

¢ If aname is entered WITH an apostrophe, hyphen and/or a space
o ONLY matching names WITH an apostrophe, hyphen, and/or a space will be
listed in the results.
o Examples - O’Brien, Boscov’s, Ha Ryu, Ann-Marie, Van Buren, etc.

e If aname is entered WITHOUT an apostrophe, hyphen and/or a space
o ONLY matching names WITHOUT an apostrophe, hyphen, and/or space will
be listed in the results.
o Examples - OBrien, Boscovs, HaRyu, AnnMarie, VanBuren, etc.

PLEASE DO NOT USE MULTIPLE WINDOWS

For best performance, please use WebSurrogate from a single browser window.

Use of multiple windows may skew results
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Overview

I WebSurrogate Overview

WebSurrogate is a web-based application for public users to:

e Search Surrogate’s Court filings and records

e View search results

e View File History, including file details and a list of associated documents
¢ View available document and record (index) content

Surrogate’s Public Search functions include:

o Name Search - search files by Party Name with the option to narrow search by date
of death. View file history and associated documents.

e File Search - search files by file number. View file history and associated documents.

e Old Index Search — search historical records (Old Indexes) by file number or file name.
View images of available file records.

¢ Index Book Pages - browse and view available images of pages from Surrogate's
Court index books.

e Will Search —search Wills For Safekeeping by Testator name to view a list of matching
Will records. Wills For Safe Keeping are not available for public view.

1. Terms of Use

WebSurrogate Terms of Use includes the following:

1. This system and all data are the property of the New York State Unified Court System
(UCS).

2. Data may not be mined or sold, or used in any pay-for-use application.

3. This site may not be accessed by any automated program ("bot") for the purpose of

extracting data for any use.

This site may not be directly linked to by any website

Unauthorized use or attempted unauthorized use of this system may subject you to

appropriate disciplinary action and criminal or civil penalties.

6. Because transcription or other errors may arise when compiling the information
provided on this website, users should verify the accuracy of information by consulting
original court records or sources. The Unified Court System is not responsible for
consequential use of website errors.

ok~

WebSurrogate provides links to its Terms of Use on all pages.

2. Public Access to Documents

Public Access is restricted to certain documents (and filings) within WebSurrogate per Section
207.64 of the Uniform Rules for the Surrogate’s Court. This order seeks to protect confidential
personal information by restricting access to certain file records and documents.
WebSurrogate includes links to Section 207.64 content from the Welcome and Home pages.

WebSurrogate restricts access to Guardianship proceedings and filings that are marked
Confidential by the courts. Basic file information is listed for restricted or Not Public records,
but associated file details and document lists may not be viewed.

WebSurrogate allows view of file details all other records. File Details include a document
listing but does not provide links for all document images. No links are provided for documents
that have been restricted by the courts and/or documents that may contain confidential
personal information.
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Public access to documents is further restricted when searching Surrogate’s court records

over the Internet.

When accessed over the Internet, WebSurrogate ONLY provides links to document images

that were filed on or after 02/19/2014.

Unrestricted documents filed prior to 02/19/2014 may be viewed using the public access

computers at court locations.

Information about restricting view of older documents, with a link to Section 207.64 content is

included on the Welcome and Home pages when WebSurrogate is accessed over the
Internet.

Name Search

File Search

Oid Index Search
Index Book Pages
Wil Search

Terms of Use

WebSurrogate HELP

NebSurrogate

that allow

oceedings and other filings witl
uments, an historica

Surrogate is a free
mation.

Available Search Options

Name Search Find Surrogate’s Court files by Party Name, narrow you

oy

File Search Find Surrogate's Court files by file number. View file history and associated documents.

Old Index Search*

urt records (Old Indexe!

) by file number or file name. View images of available file

Index Book Pages™

Will Search* Find records for V

records held at a

afekeeping wit
sgate’s Court. Wills Filed For Saf

Sur e's Courts have these records av

IMPORTANT NOTE

On February 19, 2014, the Uniform Rules for Surrogate’s Courts were amended to include Section 207.64 to protect CPI
and restrict access to certain file records and documents.

does not redact documents. As of

A reference to this policy is displayed on applicable screens:

Home

File Search

Old Index Search
Index Book Pages
Will Search

Terms of Use

c g Pan— vieie
Search Surrogate’s Court Filings HELP
For best performance, please use WebSurrogate from a single browser window. Use of multiple sessions may skew

results.

Links are provided to view unrestricted documents after 02/19/2014 ONLY. Go to Home page for more information. -

Name Search File Search Old Index Search Index Book Pages Will Search

Court *
[Please Select a Court v | (*Required)

Name Search
Use Name Search to search for parties on Surrogate Proceedings. Entry of 2 characters minimum is required for Last Name OR
Organization to search. Four (4) or more characters are required for initial character (fuzzy) search.

Last Name First Name (Optional) Exact Match: [

If 2 or 3 characters are entered, Last Name must be an exact match for results.

Date of Death (Optional - Use to narrow your search.)
Enter From Date and To Date for a range. Enter From

nly for a specific date.

From Date (mm/dd/yyyy) To Date (mm/dd/yyyy)

WebSurrogate
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3. Navigation

WebSurrogate search functions may be accessed from any page using the Navigation Menu

on the left-hand side of the screen and/or the Condensed Menu at the bottom of the screen.

Name Search:
Fille Sezrcn

Ol nges Searcs
o B0k PEges
Wil Searcn

Terms of Use

WebSurrogate HEER
W r filings within New York State Surrogate's Courts
Navigation Menu e documents. and view historical records thatare
A
Mame Search mogate’s Court files Dy Party Mame. narmow your search by cate of death. View file history ano

ents.

wrrogate’s Court fles by file number. \Vizw file history and szzodiated documents

d Ingex Search® rogate’s Court records (O Indexes) by file number or file name Vi

Ingey Book Pages*  Brows

Wil Search®

Condensed Menu

WebSurrogate Navigation

WebSurrogate search screens and results pages include a Tabbed Search Menu that allows
easy, inline navigation between search functions.

WebSurrogate

Hi - ore Hi
e Search Surrogate's Court Filings HELP
For best performance, please use WebSurrogate from a single browser window. Use of multiple sessions may skew
File Search results.
Old Index Search Links are provided to view unrestricted documents after 02/19/2014 ONLY. Go to Home page for more information.
Index Book Pages
Name Search
Will Search
T ‘ Court *
Jerms of Use | Please Select a Court
Name Search
Use Name Search to sea acters minimum is required for Last Name OR
Organization to search. Ta b be d Se arc h cter (fuzzy) search.
Last Name Me nu Exact Match: |
If 2 or 3 characters are entered, Last Name must be an exact match for resuits.
WebSurrogate Tabbed Search Menu
WebSurrogate Help Guide



WebSurrogate results pages list 20 records per page. If results exceed 20 items, a results
count is displayed with pagination control below the results list. The pagination control is
used to navigate through the results set by selecting specific page numbers, clicking on the
forward or back arrows, and/or selecting the First or Last page.

Image 1965-266 ANNA E CLARK WILL Details
Image 1982-2472 AMNMNA ECLARK WILL Letails
Image 1961-1797 ANNA ELIZABETH CLARK WILL Dietails
Image 1933-1794 ANMNA B CLARK WILL Details

B |

e 1940-2228 v REK WILL Details
P*‘“““"“”ﬁ Results Count I I Pagination Control : Fist < 13 45 > Last
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II. Authentication

WebSurrogate uses CAPTCHA to authenticate public users. CAPTCHA is a type of challenge—
response test used in computing to determine whether the user is human. It is used to ensure
only human users can pass through in order to prevent data mining by computers (bots).

WebSurrogate requires that users complete a CAPTCHA, as follows:

¢ Initial Access — A user starts new WebSurrogate session

o Multiple Searches — A user executes 10 searches in a WebSurrogate session

o Time Out — A WebSurrogate session remains open for one hour (60 minutes) with no
activity

A. WebSurrogate Welcome Page
The WebSurrogate Welcome Page is displayed at the start of a new WebSurrogate session.

o Initial Access - displayed any time a user launches WebSurrogate from a
shortcut/link that open a browser session or navigates to WebSurrogate for the first
time in an open browser.

o Time Out — displayed any time a user clicks a menu option, link, or function button on
a WebSurrogate page within an open session that has remained idle, with no
interaction, for 60+ minutes

The WebSurrogate Welcome Page describes the available search options with a function
button to Start Search.

1. Auser clicks START SEARCH to open the Authentication Page.

WebSurrogate

HELP

v vork State Surrcgate's Courts. WebSurrogate is 3 free service
considered to be public information.

estate proce
you ta search files, retrieve document:

Available Search Options

Name Search Find Surrogate’s Court files by Party Name, narrow your search by date of death. View file history and associated documents.

File Search Find Surrogate’s Court files by file number. View fil and associated documents,
Old Index Search * Find historical Surrogate's Court records (Old Indexes) by file number or file name. View images of available file records.

om Surrogate’s Court index books.

Index Book Pages* nd view available images

will Search * Find rec for Filed For safeke ith a Surrogate's Court by ator name. View a list of matching Will records
held at a Surrogate's Court. Wills Filed For Safekeeping are not available for public view

*Not all Surrogate’s Courts have these records available online.

1. Click START SEARCH to
- go to Authentication Page.

WebSurrogate Welcome Page
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B. WebSurrogate Authentication Page
The WebSurrogate Authentication is displayed whenever a user is required to complete
CAPTCHA based on user interaction, as follows:

o Initial Access — a user clicks START SEARCH from the Welcome Page
o May occur after Time Out to start a new session
e Multiple Searches — a user clicks SEARCH from any search page after executing 10
searches from one or more search pages in a single WebSurrogate session
o Page displays the eleventh (11") time the user clicks on SEARCH

The Authentication Page requires that a user confirms that he/she is not a robot prior to
clicking on one of the available search options.

2. A user checks the “I'm not a robot” check box.
a. System may require completion of image recognition test first.

3. A user clicks one of the following search options:
a. NAME SEARCH
b. FILE SEARCH
c. OLD INDEX SEARCH
d. INDEX BOOK PAGES
e

WILL SEARCH

WebSurrogate

3. Click search option.

= 2. Check “I'm not a robot”.
I'm not a robot & (Image recognition test
Pt may be required.)
of the fo required to select)

Old Index Search
Index Book Pages

WebSurrogate Authentication Page
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WebSurrogate Home Page _

lll. WebSurrogate Home Page

The WebSurrogate Home Page provides descriptions and links for all available public
search functions and can be accessed at any time by selecting “Home” from the Navigation
Menu or the Condensed Menu.

s

Web® te
[oe | yepsumogate e
Name Seanch
= 3nd other filings within New Yotk State Sumogate s Courts

Flke Searcn WebSurrogate provides information on estate procesd
. \WebSurrogate is 3 free senvice that afows you 1o sean
rsidersd to be public information.

ez, retrieve docurments. and view historical records thatare

W= Book Pages
3 Available Search Options
Wil Seron
= Find Su s Court files Dy Pariy Name. n ur search by date ath. View file history =
E ot Mame Search ind Swrrogate’s Court files by Party Name. narow your search by date of death View file history and

asspciated documents.
File Sesrch Find Surrogate’s Court files by file number. View fie history and sssociated documents.

Ol Inde Search®  Find historical Swurogate’s Court records (Oid indeves) by file rumber or file name Visw images of
avaiabie fle records.

Ingdey Book Pages®  Browse and view avaizbie images of pages from Sumogate’s Court index books.

Wil Search® Find records for Wilis Flad For Safekeaping with 3 Surrogate’s Court by Testator name. View 3 fist of
miatching Wil reconds heeld 3t 3 Summogate’s Cowrt. Wills Filed For Safekeeping are rot availabis for
pusbic view:

*Not all Surrogate’s Courts have these records available online

WebSurrogate Home Page
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IV. Name Search

The WebSurrogate Name Search screen allows users to search for estate proceedings by
entering a party’s last name or organization name. Name Search can be accessed at any time
by selecting “Name Search” from the Navigation Menu or the Condensed Menu, and from the
Tabbed Search Menu from any search or results page.

WebSurrogate

Home g = —age H
Search Surrogate’s Court Filings HEER
For best performance, please use WebSurrogate from a single browser window. Use of multiple sessions may skew results.
File Search
Oid Index Search Name Search QOld Index Search Index Book Pages Will Search
1. Select Court iP!ease Select a Court VI(‘Required)
(REQUIRED)
MName Search
Use Name Search ta search for parties on Surrogate Praceedings. Entry of 2 characters minimum is required for Last Name OR
Organization to search. Four (4) or more characters are required for initial character (fuzzy) search.
2. Enter Last Name Last Name First Name (Optional) 3. If Last Name entered:
OR Organization ) | ) « Enter First Name
If 2 or 3 characters are entered, Last Name must be an exact match for results,
(REQUIRED) and/or
Date of Death (Optional - Use to narrow your search.)
Enter From Date and To Date for a range. Enter From Date only for a specific date. ¢ Enter Date of Death
From Date (mm/dd/yyyy) To Date (mmy/dd/yvyy) . Sele(:t Exact MatCh
( ) ) (OPTIONAL)

Date of Death range must be within one calendar year.

4. Click associated
SEARCH button.
(REQUIRED)

Oﬁanization

if 2 or 3 characters are entereq, Organization must be an exact match for results.

WebSurrogate Name Search Screen

To complete a Name Search:

1. Select Court.
2. Enter Party’s name in Last Name OR Organization Name field:

o Entry of two (2) characters is required to perform search

o If 2-3 characters are entered, results will include exact matches ONLY

o Entry of at least four (4) characters to perform an initial character (fuzzy) search
3. Enter Optional Information associated with Last Name entry, as applicable:

e First Name — no minimum characters

e Exact Match — check this box to limit results to parties that match Last/First Name
value(s) exactly as entered

o Date of Death
o Enter From Date for a specific Date of Death
o Enter From Date and To Date for Date of Death range.
4. Click associated SEARCH button.

WebSurrogate Help Guide



5. The system will display Name Search Results Page with a listing of matching party
names with associated file record information.

NOTE: The system will stay on the Name Search page and display a message if an
issue is encountered with the search or the results set:

e Submitted search does not meet requirements

e Search returns no results or finds too many matches (Results > 1000)

A. Name Search Results
The WebSurrogate Name Search Results page lists all party names that match the
parameters entered on the Name Search page. The search results page includes:

o Name Search parameters with values for current search, as applicable:
o Court Name
o Party Name (characters entered)
= Last Name, First Name for person
= Organization Name for organization
o Date of Death — single (FROM) date or date range, if entered
o Functions to MODIFY SEARCH or start NEW SEARCH

o Results List containing party records with name values that match current Name
Search parameters. Information listed for matching party name records, as available:

o Basic Party information

=  Full Name - Last Name, Suffix, First Name, Middle Name OR
Organization name

» AKA -Y indicates name is an alias; N indicates primary name for Party
= Role - role indicated for the party record associated with file
= Date of Death (DoD) — Death Date for Party listed.
o Basic file Information associated with party record
= File # - File number assigned by Surrogate’s Court
¢ Includes link to open File History (See File History below)
» File Date — date proceeding was filed with Surrogate’s Court
» File Name — name of record assigned to proceeding
* Proceeding — name of the type of proceeding

o The Results List is sorted alphabetically by Full Name (Last Name then First Name)
and then by File Number (numeric)

o Click on the column heading to sort the results list by:
»  File#

= File Name

WebSurrogate Help Guide



Name Search

=  Full Name
=  Date of Death

WebSurrogate

Public Access is not permitted for one or more files returned with your search.

Homa —
» Please see court staff if mare information is needed on a file marked NOT PUBLIC.

File Szarcn

i Ingex: Search HELP
Imoe Book Pages Far best performance, ple rrogate from a single browser wi

Will Saaren

Tetms of Lse TN S e

Search Results
Couwrt: Albany County Surrogate's Court

Click Modify Search or
New Search to return to

Party Mame: perkins

Mooy Search | New Search
Click heading to Name Search page
sort by:

File# File Name

OTOSZNE  AfcaC laskss ENTOF Perkng Aa M N TRUSTES
DOD Full Name
Q00T ASeeClackan DAL SETTLEMENT OF MM, Purking Alica M N BENERCIARY
” WECOUNT
2006-68 UTNZIE06 Margarat 5 Pariing PROBATE & PRELIVIENARY Pariing Margarat H N DECEDENT 04/15/2008
Click File# link to TR
2008-524 08/23/2008  Mary GRariing ADMENISTRATION PETITION Parking Anthoay N DIETRIBUTEE

view File History

ADMAESTRATION PETITION N DESTREUTEE
2008-534 D5/23/2008°  Mary G Pardking ADNABRHSTRATION PETITION Parkinz Mary & M DECEDTNT 0313/2002
2D0B-E34/4 08312017 Mary GParking LISATTED ADMINISTRATION Barians Ir, Thastar N DISTRIBUTEE
2D0E-5247A 0a2NT  Mary GParking LIRTED ADWINETRATION Poronz Mary G N DECEDINT 2332002
09/20/2008°  Digrrin ] Walingham Guardianship MNCT PUBLIC

WebSurrogate Name Search Results Screen

e If a Name Search returns one or more proceedings that are confidential, only basic file
information will be listed for that item.
o The system will display a message
o No link to File History (details) will be provided
o No Party information will be provided
o “NOT PUBLIC” will be listed for Full Name value

Public Access is not permitted for one or more files returned with your search.
Please see court staff if more information is needed on a file marked NOT PUBLIC.
Flie Seznc
i index Search Searc HELP
e Bonk Pages For best performance, plegse use WebSurrogate from a single browser window. U'se of muitiple sessions may skew resulrs
WIN Saarc
et s Mame Search e Search Gid Index Search Index Book Pages

Search Results
Court Monroe County Surrogate’s Court

Party Name: pierce. s Diate of Destle

Modify Search | New Search

0571211984 | Eddia W

1584602463 03/1271984  Chfron Willems Suardianship HNOTBUBLIC

WebSurrogate Name Search Results
Confidential File (NOT PUBLIC)
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V. File Search

WebSurrogate File Search screen allows users to search for an estate proceeding by entering

a file number. File Search can be accessed at any time by selecting “File Search” from the
Navigation Menu or the Condensed Menu, and from the Tabbed Search Menu from any
search or results page.

WebSurrogate

Home = = e HELP
Search Surrogate's Court Filings S
Name Search For best performance, please use WebSurrogate from a single browser window. Use of multiple sessions may skew results.
el Izl I File Search Index Book Pages Will Search
2. Select Court ‘cp"i“"“s e v Ry
2ase Selact a Coul equir
(REQUIRED) 9
File Number Search
I Must be an exact match to return a result
- jle #
1. Enter File # flli )
(REQUIRED) 3. Click the
SEARCH button. [ o |
(REQUIRED)

WebSurrogate File Search

To complete a File Search:
1. Select Court.
2. Enter file number for proceeding in File# field.
3. Click the SEARCH button.

o File # entry must exactly match a File Number on record for the Surrogate’s Court
in order to return a result.

4. The system will display a File History page for the file record that matches the File#
entered.

NOTE: The system will stay on the File Search page and display a message if an issue is
encountered with the search or the results set:

e Submitted search does not meet requirements

e Search returns no results
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o If a File Search returns a proceeding that is NOT PUBLIC:
o File History will not be displayed
o The system will display a message
o File Search Page will update with basic file information for matching file record
» File will be labeled as “NOT PUBLIC”

E 'f“ Public Access to the record with this File # is not permitted.
iName I 2/ Please see court staff if additional infarmation is required,
Flie Seann

Ol inciex Search Se

I Bk Pages

Wil Saarch
Terms of Use

el A
| Monree County Sumogate's Court ~ | (*Required)

File Number Search
Must be aneact match 1o retumn o resuls

File #

File # File Date File Name Proceeding
2 08 Caithn Elizabeth Hickey Guardiznship NOT PUBLIC

WebSurrogate File Search
Confidential File (NOT PUBLIC)
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A. File History

The WebSurrogate File History page lists all available public information that has been
entered for a selected file record. The File History page is displayed after clicking on a File #
link from the Name Search Results page or after execution of a successful File # search.

File History includes the following information, as available:
o File Details
o Surrogate’s Court Name
o File # - file number assigned by court
o File Name — name designated for file
o Estate Closed — indicates whether Estate is open (N) or closed (Y)
o File Date — date proceeding filed
o Proceeding - proceeding description
o Disposed - disposed date
o Letters — type of letters issued
o Letters Issued — date letters issued
o Estate Attorney — attorney name
o Estate Attorney Firm — attorney firm
o Judge — Judge Name
o Related Files — List of associated subfiles, if available, with link to file history
e Party List — information for each party associated with file:
o Party (Name)
= Last Name, First Name
» Organization Name
o Role - role of party listed
o Date of Death (DOD) — if available/applicable
o Appointed — date party was appointed to role
o Documents Listing — information for each public document associated with file
o Document - document name
= Includes link to view document when scanned image is available.
o Comments — comments entered by court
o Quantity — number of documents included in scanned file
o Doc Filed (Filed Date) — date document filed
o Signed Date — date document signed

e CLOSE Function to close File History and return to previous page
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File History

WebSurrogate

Home

g === Click CLOSE to return to
Mame Search e HIStory m previous Page HELD

Menree County Surrogate's Court
2019-954 - Carolyn F Qualich File Date: 04/26/2019

Old Index Search

Froceeding: PROBATE PETITION Disposed: 05/07/2019
Index Book Pages Letters; LETTERS TESTAMENTARY Letters (ssued: 05/07/2019
\Will Search Estate Attorney: Ralph J Code Il Judge: JOHN M OWENS

Estate Attorney Firm: Boylan Code LLP

CIlck Flle# ||nk to : : Related Files (Link provided to view file. if content is available for Public View.)

- . . 2018-954/A 2019-954/8 2019-954/C
view File History
Party Role DOD Appointed Active
Qualich, Amedea EXECUTOR 03/07/2012 Y
Qualich, Carolyn F DECEDENT 01/21/2019

Documents (Link provided to view document, ij

ntent is available for Public View.)

Click on D view content. Cli heading to sort by Document name or Doc Filed date,
Click Document Document Comments QTY DocFiled A Signed Date
link to view AFFIDAVIT REGARDING SOLE DISTRIBUTEE 1 04/25/2019
contents DEATH CERTIFICATE 1 04/26/2019
NOTICE OF PROBATE WITH AFFIDAVITS OF SERVICE 1 04/26/2019
PROBATE PETITION 1 04/26/2019
REQUEST FOR SURROGATE COURT ACTION 1 04/26/2019
WILL OF TESTATOR CRIGINAL W/ AFFIDAVIT OF ATTESTING 1 04/26/2019 06/20/2018
No Iink means ;V'IIEF:SGE;Q‘JTV\ PROBATE COURT EFILED-2019-05-07 1 05/07/2019 05/07/2019
ECRE| ANTING F A R & -05-07 /O7/2018 /07/201
.document. content INVENTORY 1 0171472020
is not avallable for REQUEST FOR SURROGATE COURT ACTION 1 01/14/2020

public view

WebSurrogate File History

NOTE: When accessed over the Internet, WebSurrogate ONLY provides links to
document images that were filed on or after 02/19/2014. Links to view images of
documents records filed prior to 02/19/2014 are not provided within WebSurrogate over
the Internet.

Images of documents filed prior to 02/19/2014 may be viewed using the public
access computers at court locations.
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VI. Old Index Search

The WebSurrogate Old Index Search screen allows users to search stored images of historical
Surrogate’s Court records by file (decedent) name or file number. Old Index Search can be
accessed at any time by selecting “Old Index Search” from the Navigation Menu or the
Condensed Menu, and from the Tabbed Search Menu from any search or results page.

NOTE: In order to have searchable Old Index records, Surrogate’s Courts need to scan
the Old Index paper files to create images, upload the image files, and/or manually enter
Old Index information into the case management system.

Not all Surrogate’s Courts have scanned/entered Old Index Records.

WebSurrogate will display a message if Old Image records are not available online
for public view at a court.

NOTE: When accessed over the Internet, WebSurrogate ONLY provides links to
document images that were filed on or after 02/19/2014. Links to view images of Old Index
records are not provided within WebSurrogate over the Internet.

Images of Old Index records may be viewed using the public access computers at
court locations.

WebSurrogate

Home

Search Surrogate's Court Filing HELP

1te’s (

i lings
Name Search For best performance, please use WebSurrogate from a single browser window. Use of multiple sessions may skew results.

File Search

Old Index Search Index Book Pages Will Search

Index Book Pages An Old Index Search is used to search stored images of historical Surrogate’s Court Records,

NOTE: Not all Surrogate’s Courts have Old Indexes available online for public view.
1. Select Court I_r\ Court~
(REQUIRED) r_‘)P\Ease Select a Court Vl'REquired)

File Name Search

File Name Search requires entry of a Last Name (2 charact:
re entered, Lost Name must be an exact maich

ers are requized for initial chargoter (fiza segreh I£2

3. If Last Name entered:

FNWE ) . b « Enter First Name (Optional)
2. Enter Last Name 4. Click associated m
OR File Number or|{ SEARCH button.
(REQUIRED) (REQUIRED)
File Number Search

Entry must be an exact match to return a resulf,

= ] [

WebSurrogate Old Index Search Screen
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Old Index Search

To complete an Old Index Search:
1. Select Court.

e |If the selected court does not have Old Index records available online for public
view, WebSurrogate will display a message in place of search fields and buttons.

Search Surroaate's Court Filinas HELP

For best performance, please use WebSurrogate from a single browser window. Use of multiple sessions may skew results,

Old Index Search Index Book Pages Will Search

An Old Index Search is used to search stored images of historical Surrogate’s Court Records,
NOTE: Not all Surrogate’s Courts have Old Indexes available online for public view.

Court =

Orleans County Surrogate's Court ~ ] (*Required)

This court does not have Old Indexes available online.

WebSurrogate No Old Index Records

e Search fields and buttons will remain on the screen to complete an Old Index
Search if the selected Surrogate’s Court has Old Index records available online.

2. Enter File Name OR File Number.
o Last Name required for File Name Search
o Entry of two (2) characters is required to perform search
o If 2-3 characters are entered, results will include exact matches ONLY

o Entry of at least four (4) characters are required to perform an initial
character (fuzzy) search

o File# required for File Number Search

o File # entry must exactly match a File Number on record for the Surrogate’s
Court in order to return a result

3. Enter Optional First Name information associated with Last Name entry:
e First Name — no minimum characters
4. Click associated SEARCH button.

o The system will display Old Index Search Results Page with a listing of matching
Old Index records that match:

o Name entry
o File Number entry.

NOTE: The system will stay on the Old Index Search page and display a message if an
issue is encountered with the search or the results set:

o Submitted search does not meet requirements

e Search returns no results or finds too many matches (Results > 1000)
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A. Old Index Search Results
The WebSurrogate Old Index Search Results page lists all Old Image records that match the
parameters entered on the Old Index Search page. The search results page includes:

¢ Old Index Search parameters with values for current search:
o Court name
o Name or File Number information
= Last Name, First Name, OR
» File#
o Functions to MODIFY SEARCH or start NEW SEARCH

o The Results List containing Old Index records that match current Old Index Search
parameters:

o Information included in results list for each matching Old Index record, as
available:

*» Image - link to image, if available
= File # - File number assigned by Surrogate’s Court

= File Name — name of record assigned to proceeding (decedent for
estates)

= Proceeding — name of the type of proceeding
= Date of Death (DoD) — Death Date on record for proceeding
=  Will Date — Will Date on record for proceeding

= Details — link to open a Details page which displays if additional
information is available

o The Results List is sorted alphabetically by File Name (Last Name then First
Name) and then by File Number (numeric)

= Click on the column heading to sort the results list by:
o File#

e File Name
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WebSurrogate
Home
Name Search
File Search

Oid Index Search

Index Baok Pages

Will Search

Click heading
to sort by:
File#
File Name

Click IMAGE
link to open
image with

Search Results

Old Index Search

Index Book

Court: Monroe County Surrogate's Court

First Name:

ks provid

e
e

FEEE]
‘\mﬁ%%

i

i

B
i i

=R

i

gits and/er Image, if available.

_mm—

Last Name: Clark

i name to sort Oid Index records

ify: Search | New Search

Dem |ls

Click DETAILS link
to view additional
information on
Details page

194 AFIDDIS CLARK WILL
1945-290 ADA [AKA) ADA PCTTER CLARK ADM
1960-1529 ADA W CLARK WiLL
1844-213 ADELE HATHAWAY CLARK WiLL
1966-1872 AGNES H CLARK. WILL
1979-1-EE ALAN P CLARK SsD
1979-2198 ALAN P CLARK ADM
1966-677 ALBERT E CLARK Wi
1977-100 ALDEN | CLARK il
1927-1553 ALDEN IRVING CLARK Goy
1919-183 ALFRED G CLARK AL
1864-282 ALFRED M CLARK GDT‘

ALFREDA T CLARK il
1910-138 ALICE CLARK AD#
1956-5434 ALICECLARK T
1960-1-F ALICECLARK &
196 14 ALICE D CLARK WILL
1968-2708 ALICE M CLARK: WILL
1 109 ALONZO ‘WARD CLARK WiLL
1875-45 ALPHENS S CLARK

Results 1 - 20 of 958

Hzsz455 0

WebSurrogate Old Index Search Results Screen
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B. Old Index Details
The WebSurrogate Old Index Details page lists all available information that has been entered
for a selected Old Image file. The Old Index Details page is accessed from the Old Index
Search results listing. Old Index Details includes the following information, if available:

o File # - File number assigned by Surrogate’s Court

o Proceeding — name of the type of proceeding

o Last Name — last name of primary party assigned as file name (decedent, if estate)
o First Name - first name of primary party assigned as file name (decedent, if estate)
o Date of Death (DoD) — Death Date on record for proceeding

e Will Date — Will Date on record for proceeding

o Residence — decedent’s place of residence

e Liberbook — Liber number of book where Old Index is recorded

e Liberpage — page number in Liber book where Old Index is recorded

¢ Image Year — the year the Old Index was recorded

¢ Comments — comments entered by Surrogate’s Court about record

e CLOSE Function to close Old Index Details and return to results page

\WebSurrogate Click CLOSE to return
Old Index Detgils =3 to previous page
1

hame Searcn

Pl Searcn File #1971-6534

O incie Search | eroceeding vt
e Bock Pages
Wil Saaren

First Name: AGNES G

Terms of Uze Will Date:

LiberPage 426

WebSurrogate Old Index Details Screen
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VIil. Index Book Pages

WebSurrogate Index Book Pages feature allows the public to browse stored images of
(Decedent) Index Book Pages that have been scanned and uploaded for public view. Index
Book Pages can be accessed at any time by selecting “Index Book Pages” from the Navigation
Menu or the Condensed Menu, and from the Tabbed Search Menu from any search or results

page.

NOTE: In order to browse Index Book Pages, Surrogate’s Courts need to scan the Index
Books to create image files, upload the image files, and/or manually enter Index Book
Page image information into the case management system.

Not all Surrogate’s Courts have scanned Index Book Pages.

WebSurrogate will display a message if Index Book Pages are not available online

for public view.

WebSurrogate

Home
Name Search
Flie Search
O T Sasrch Index Book Pages
Al Searen sbde onfine for public view.
1. Select Court .
2. Click the
(REQUIRED) SEARCH button.
| (REQUIRED)

WebSurrogate Index Book Pages
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To view Index Book Pages:

1. Select Court.
2. Click the SEARCH button.

o If the selected court does not have Index Book Page images available for public
view, WebSurrogate will display a message indicating that Index Book Pages are
not available online for public view.

WebSurrogate

The Index Book Pages search option & us stored images of pages from Sumogate’s Court index Books.
bt MOTE: Not afl cowrts have index Book images avafiable onfine for pubic view.
Terms of Use Court*

| Chavtzvqus Coenty Strrogate's Court v | (*Required)

This cowrt does not have Index Books available online.

WebSurrogate No Index Book Page Images

If the selected court has Index Book Page images available for public view, The WebSurrogate
Index Book Pages screen will display a listing (Results List) with all Index Book Page images
for that Surrogate’s Court.

After a successful search, the Index Book Pages screen will include:
e Court Selection
e Search Button
e Results List containing all Index Book Page images for the Surrogate’s Court.
o Information included in results list for each image, if available:
» Starting Year — the year the Index Book starts
¢ Includes link to open image, if available
» Ending Year — the year the Index Book ends

* Index Book Type — used to identify book type if the Surrogate’s Court
keeps different Index Books for distinct purposes

= Starting Letter — the starting letter(s) of the initial name entry on the
Index Book Page contained in the image
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o The Results List is sorted by Starting Year (chronological) and then by
Ending Year (chronological)

» |ndex Books with the same Starting Year and Ending Year are sorted
alphabetically by Index Book Type and then by Starting Letter.

= Click on the column heading to sort the results list by:

e Starting Year

e Search Surroga ings @ HELP
Name Seanch
For best performance, please use WebSurrogare from o singie browser window. Use of multple sessions may skew resulfs.
Index Bock Pages
R The Index Book Pages s=atch option iz u=ed to browse stored images of pages from Surmogate's Court index Books.
Toprroatthe MNOTE: Not 3fl cowrts hiave index Book images svaiable onfine for pubSc view.
Caurt®
| Atbany County Sumogate's Court | {"Required)
Search
click heading to Click finks 10 view seanned Index Book Pages. Click o column name 1o sort Index Book Pages by Starting fegr
sort by:
Starting Year i e
!7&0 1895 Wik B
1780 1835 Wil C
1780 1885 Wik O
1780 18895 Wil E
1780 1885 Wik F
1780 18895 Wil G
178D 1895 Wiz H
1780 1835 Wills
Click Starting Year 1780 1895 was J
link to view image e s bt %
1780 1895 Wi L
1780 1835 Wills M
1780 1895 Wil N
1780 1835 Wills (o]
1780 1895 Wi B
1780 1805 Wis Q
1780 1895 Wil i
1780 1835 Wills s
1780 1895 Wi T
Results 1-200f 375 I2 34°5 5 Last

WebSurrogate Index Book Pages Results
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VIIl. Will Search

The WebSurrogate Will Search screen allows users to search Wills Filed For Safekeeping at
a Surrogate’s Court by Testator name. Will Search can be accessed at any time by selecting
“Will Search” from the Navigation Menu or the Condensed Menu, and from the Tabbed Search
Menu from any search or results page.

NOTE: Wills held in Safekeeping are filed with a Surrogate's court prior to probate. They
are not part of the public record and are not available for public view. Only Will record
information will be displayed.

Not all Surrogate’s Courts have Will records available for public search.

WebSurrogate will display a message if Will records are not available online.

Inox; ok Pages

‘Wil Search Vifilis hefd in Safekiseping are filed with 2 Sumogate's court prior to probate. They are not part of the pubBc recond and are not

avaiable for pubSc view.

Will Search is used to determine if a Surrogate’s Court has a Will Filed For Safekeeping.

Terms of Use
AW zearch wil retum 2 st of Witls filed for Safekeeping with matching name information. address (f avaiable] 2nd W0
Number.
Ifa Date of Death (DOD) value is listed below, please use o Nome Search or File Search to find the file record (proceeding)
with Will document.

NOTE Notall Surrogate’s Courts have Wl Reconds svaiizble onding for pubdc view.

1. S?:EEI?J?;ED) >‘Dfease Select 3 Court ~JrRequired 3. If Last Name entered:

Will Name Search o Enter First Name (Optional)
|| Il N Sesrch requires sntry of 2k

harooter

_—
Must be on exocr match 1o ISt .'.v record in the resulfts st
2. Enter Last Name First Name {Optional)
(REQUIRED) ]

4. Click SEARCH button.
(REQUIRED)

WebSurrogate Will Search Screen
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To complete a Will Search:
1. Select Court.

o |f the selected court does not have Will records available online for public search,
WebSurrogate will display a message in place of search fields and buttons.

WebSurrogate

‘Will Search is used to determine if a Surrogate’s Court has a Will Filed For Safekeeping.
Wiz held in Safeksd g e filed with = Surrogate’s court pror 1o probate: They are not part of the pubSc recond 3nd are not

and 3'Wi

If o Date of Death (:0D) value is listed below. please use o Name Search or File Search to find the file record fproceeding)
with Wil document.

NOTE: Mot 23 Surrogate’s Courts have Wil Records awaiiable onfine for pubfc view.
Court*

Ainany County S_-;no-;ma_s_cbn'n | "Required)

This court does ot have Will Records available online

WebSurrogate No Will Records

e |If the selected court has Will Records available, the search fields and button will
remain on the screen to continue the Will Search.

2. Enter Testator Last Name (Required for Will Search).
o Entry of two (2) characters is required to perform search
e |f 2-3 characters are entered, results will include exact matches ONLY

o Entry of at least four (4) characters are required to perform an initial character
(fuzzy) search

3. Enter Optional First Name information associated with Last Name entry.
e First Name — no minimum characters
4. Click associated SEARCH button.

o Ifthe selected court has Will records available for public search, the WebSurrogate
Will Search screen will update to include a listing (Results List) with all matching
Will records for that Surrogate’s Court.

NOTE: The system will display a message if an issue is encountered with the
search or the results set:

o Submitted search does not meet requirements

o Search returns no results or finds too many matches (Results > 1000)
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After a successful search, the Will Search screen will include:
e Court Selection
o Last Name and First Name fields, with entry
e Search Button
¢ Results List containing all matching Will records for the Surrogate’s Court.
o Information included in results list for each Will Record, if available:
* Full Name — Testator name for Will record

= AKA - Y indicates name is an alias; N indicates primary name for
Testator

= Address - street, city, state and zip code

= Will# — Will Number assigned by the court that is used to locate the
Will record.

= DOD - Date of Death is included if the person has died and is
associated with a proceeding.

e Please use Name Search and File Search to search for file
records.

o The Results List is sorted alphabetically by Full Name

e Click on the column heading to sort the results list by Full
Name.

Wil Searen

Termsof Use.

will retumn 3 Estof Wills filed for Safekeeping with matching name information {if avadiabie), and a V
If a Date of Death (DOD) value is listed below, please use a Name Search or File Searchto

L Vil Nasmier.
file record (proceeding) with Will document.

ord

Last Name First Name (Optional}

Click heading to T T s | e |

sort by: Full Name &, e e
N 240 Windzor R Rochester NY SE4T
N NY 5643
N Ezst Rochester NY 10838
N NY 5644
N 201 Forgham Rd Greece NY 10855
N NY 17588
N 242 Gircie Diive Holiey NY 14470 17158
Y 242 e Holley NY 144 3]
¥ ‘Holiey NY 14470 17158
N 133172 St East Rochester NY 14445 S646
N 133 1/2 West Fiibert 5t Esst Rochester NY 14445 S647

Results 1-120f12

WebSurrogate Will Search Results
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IX. WebSurrogate FAQ

| liked the old Public Search tool better.

Why did Public Search change for Surrogate’s Courts records?

Several factors compelled the development of WebSurrogate to replace the UCMS
Surrogate’s Public Access module.

The goal of WebSurrogate is to provide a web-based search tool that:

¢ Allows examination of public records from Surrogate’s Court proceedings
Precludes access to court networks and/or resources
e Supports statewide search of Surrogate’s Court records with proper credentials
o Allow tool to be used remotely without the need to travel to courts (future)
o Aligns with Section 207.64 of the Uniform Rules for the Surrogate’s Court to protect
personal information.

| could find/view more file records with the old search tool.

Why can’t I search file records by Judge, Proceeding, or File Date?
Why do I have to enter a complete File # in File Search?

Why does File Search only allow view of a single record?

Why do I have to enter so many characters for Name Search?
Why are results limited to 1,000 records?

To protect personal information in accordance with Section 207.64 of the Uniform Rules for
the Surrogate’s Court, WebSurrogate was designed to prevent open searches, previously
allowed in the UCMS Surrogate’s Public Access search module. Some search parameters
were dropped because they supported “fishing expeditions” returning huge results sets
without proper filters to limit views and/or access to information.

The primary use case for WebSurrogate public search functions assumes the user knows the
name and date of death or the file number for a proceeding. Name searches allow fuzzy
searches and will yield a larger result set. However, a results list of over 1,000 records
compromises performance, making view, sort, and navigation slow and cumbersome.

| can’t view some file records from the search results list.

Why are some files listed as NOT PUBLIC?
Why do some file records not have links to view details and documents?

Public Access is restricted to certain filings (and documents) per Section 207.64 of the Uniform
Rules for the Surrogate’s Court. This order seeks to protect confidential personal information
included within Surrogate’s Court records. In accordance with this order, WebSurrogate
provides an index of files that match search parameters, but does not provide links for
Guardianship files, thereby preventing public access to file details and/or documents.
Surrogate’s Court files marked confidential are treated the same.
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| can’t view some documents from File History

Why do some documents not have links to view?

There are three reasons why some documents are listed with no link provided to view the
document:

e There is no associated image/file with document contents in the Surrogate’s Court
case management system.

o Public Access to the document is restricted.

o Document filed date predates Section 207.64 of the Uniform Rules for Surrogate’s
Courts

On February 19, 2014, the Uniform Rules for Surrogate’s Courts were amended to include
Section 207.64 to protect Confidential Personal Information (CPIl) and restrict access to
certain file records and documents.

Public Access is restricted to certain documents (and filings) per Section 207.64 of the Uniform
Rules for the Surrogate’s Court. This order seeks to protect confidential personal information
included within Surrogate’s Court records. In accordance with this order, WebSurrogate
provides an index of file documents but does not provide links for restricted documents and/or
documents that may contain confidential personal information, thereby preventing public
access to document contents.

When accessed over the Internet, WebSurrogate ONLY provides links to document images
that were filed on or after 02/19/2014. Unrestricted documents filed at a Surrogate’s Court
prior to 02/19/2014 may be viewed using the public access computers inside that court.

| can’t view Wills

Why aren’t there any links to view Wills under Will Search?

Will Search lists records for Wills Filed For Safekeeping with a Surrogate’s Court prior to a
Testator’s death. This allows interested parties to determine if there is a Will on file with a
Surrogate’s Court after a person dies. Wills Filed For Safekeeping are not public records, and
are, therefore, not available for public view in WebSurrogate.

When a Testator dies, a Will Filed For Safekeeping will be associated with the Surrogate’s
Court Filing and the Will record will be updated with a Date of Death.

If a Date of Death is listed on a matching record after performing a Will Search, this indicates
that there is a file record containing the Will document for a decedent. Name Search and File
Search may be used to find a file record in WebSurrogate and to view the Will document after
a person’s death.
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