
 
 
 
 
IMPORTANT NOTES before Logging onto AJIS 
 

• AJIS may be accessed using latest version of Internet 
Explorer, Chrome for Windows, or Firefox for Windows. 
AJIS has not been tested thoroughly when using these 
browsers with Mac OS and may or may not function 
correctly when accessing AJIS from a Mac, iPad, tablet or 
other mobile device. 
 

 

• Viewing documents requires the use of a PDF reader such as 
Adobe Reader or another compatible PDF reader. Pop-up 
blockers may prevent the PDF reader from displaying the 
separate document window. If you receive a message that a 
pop-up was blocked, disable the pop-up blocker when accessing 
AJIS. 
 

 
 
 



LOGGING IN for Paid Access Subscribers and Free Access users 

 

• For Paid Access Subscribers, type your Username and 
Password under Existing Subscriber Login and press the 
GO button. 
 

• Free Access users may press the GO button in the Free 
Access box. There is no Username or Password for Free 
Access users. 

 

• Once logged on, AJIS will open and the Function List will appear on the left. For more 
information on the Function List, see AJIS NAVIGATION later in these instructions. 

  



AJIS NAVIGATION 
 
After logging on to AJIS, the screen will 
look similar to the one on the right 
displaying the main function list. 
Searching and viewing data always 
begins with the Function List. It is a tree 
view list of the function names to which 
you have been given access. A specific 
function is accessed by clicking its name. 
 
 
 
 
  



WORKING WITH SEARCH & LIST PAGES 

Searching for data is accomplished using Search & List pages that allow you to enter search 
criteria on search form page and display a list of matching results on the following page.  
 

 

 

Entering Search Criteria—after selecting any Search function name, the Search criteria form will 
display. You may enter as much search criteria as needed to narrow your search and locate the 
records you wish to view. 
 
Calendar —all date fields display a calendar upon selection. 
Select the date from the calendar or type in the date using 
mm/dd/yyyy format. 
 



 

 

To see the detail of the results from the list, click the detail button.  
 

 
 
To go back to the parent screen, click the back or parent page name link on the left side 
navigation bar. Paid subscribers will be able to view related documents attached to the records 
by clicking on the “View Document” link. 
 
 
 

 


