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1

In this chapter you learn how to work with the Administrative
Sign On.  This includes setting up security records, maintaining
your system file, creating and updating cashiers, printer mainte-
nance for AFP/HPT printers, warrant and ticket upload authority,
updating and printing the SOS code file and use of the profes-
sional file reassignment.  Also included are Output Queue, print-
ing options, submitted jobs, and printer messages.

User and Password

Administrative
Sign On

At the AS/400 Sign On screen:

1)  In the User field, type in the court ID followed by ADMIN, i.e. D1500ADMIN.

2)  Type the password.  (Typically known to the Court Administrator.)

3)  Press ENTER.
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System File and Program Authority
Update

The menu displayed below will appear after using the Administrative Sign On.
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System File and Program Authority Update

# Option Purpose

1
Security/Program

Access

Create, update and maintain access to all modules for

each user profile.  This also allows the court to define the

name to appear on the Clerk field when printing various

forms.  Printer output may also be controlled here. 

2
System File

Inquiry/Update

Stores the court address, phone numbers and printers

used on various reports and forms.  This is also where

the abstract, ORI numbers and Signature Line informa-

tion for Abstracts and FACs is stored. 

3
Authorized

Cashiers/Passwords

Define or update users and passwords to function as

cashier(s).

4
AFP/HPT Printer

Maintenance

Court may define a laser printer as an AFP/HPT printer.

This will produce forms closely resembling those in the

SCAO Approved Forms book.

5

Warrant/Ticket Upload

to Case Entry

Authority

Grant individual user profiles the ability to upload com-

plaint and warrant information for the prosecutor’s office

or upload tickets from a police agency.

6 SOS Code File Update

Contains ALL the SOS codes for the court.  This file con-

trols the types of notices to generate for each charge.  It

also determines whether the offense qualifies to be

reported on different administrative reports.

7 SOS Code File Print
Prints all the offenses and criteria set in the SOS Code

File Update.

8
Professional File

Reassignment

Allows court to reassign cases in a batch from one pro-

fessional or badge number to another.

Menu Overview
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Security/Program Access

Select Option 1-Security/Program Access to set up a security record for each user.

This allows the court administrator or designee to limit users from viewing, updating or

deleting in certain modules or code files.  This must be set up to allow users access to

the District Court Software.  The security may be changed as necessary.  After select-

ing Option 1, the following screen will appear with blank fields.

Enter the User ID and name of the person that is being secured.  The Form Signature
line is what will print on the clerk line of any form generated by the system and is

optional.  Once the information has been filled in on the screen, press ENTER to

update the user name and form signature line.

To print the security file for all users press F9-Print All.  This printout will go to the

Traffic/Criminal Default printer output queue, as specified in your system record (see

page 1-6) and can be retrieved by pressing F5-Work Outq from this screen.

Press F10-Detail to view, add and/or update a security record.  To delete a user from

the security file, type the user ID on the Secure User ID field and press F23-Delete.

Press F23-Delete again to confirm the delete.
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After pressing F10-Detail, the following screen will appear:

If a user moves from desk to desk and you would like their output to go to one specific

printer, type that printer name in the Outq field, i.e. PRT02.  Otherwise, leave it blank.

When first implementing security for a user, you will need to page through all seven

screens in this file and decide which modules, screens or options you want the user to

be able to access.  Change any field to N (no) to deny the user access.  When you

have finished updating a user, press ENTER.  Upon pressing enter, a message will
appear verifying that a user has been updated.

If you have set a security file on a particular user, you may copy the same security

profile for another user by typing in the secured User’s ID in the Authorize Same
Authority as User Id field and pressing ENTER.
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System File Inquiry/Update
This file is set up before implementation and contains the court address, phone

numbers, abstract number, ORI number and Abstract/FAC/RLF/NOA signature line

information.  It also displays the court identification, caseload identification and system

printers.

Option 2-System File Inquiry/Update is where the software retrieves the court

address and phone numbers to print on various forms.  Designated printers are stored

in this file to allow the Traffic/Criminal forms to go to a specific printer while Civil forms

may go to another printer.  Other printers that may be set up in this file would be spe-

cific for labels, ROAs and restricted licenses/NOAs (if printing on the form DS1-22,

instead of 8x11 plain paper).
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Field Descriptions
System File Inquiry/Update

Name Description

Address The address of the court.  This will appear on all forms and

reports printed.

Caseload Court ID The Court ID number assigned by SCAO that is associated with

uploading caseload data to the web.

County The county the caseload and transmittal are reporting for.

Phone A phone number for each division may be specified and will

appear on printed forms.  The court also has the option to only

use the General number field.  The General number field is a
required field even if the court chooses to also identify divisions
individually.  

Abstract Number The number assigned by Secretary of State to identify the court

submitting abstracts, FAC/FCJ/FCPV, Restricted Licenses or

NOAs.

ORI Number The number assigned by State Police to identify the court submit-

ting or retrieving anything to do with LEIN/CHR.  It also prints on

various forms.

Signature Line The name on the signature line will be retrieved for Abstracts,

FACs, Restricted Licenses and NOAs.

Court The court number as assigned by statute.

Second/Third

Court Location

This field to used to identify a multiple site court location.

Printers The printer identification for specific divisions and purposes iden-

tified.

TC/Default This is the main printer for all traffic/criminal daily date generated

notices. Reports requested via the Reports Menu will also be

directed to this printer. 

Civil This is the main printer for civil daily date generated notices.  If

the field is left blank, civil daily date generated notices will default

to the TC/Default printer.

TC/Roa The printer for all traffic/criminal batch ROAs.  This allows the

court to request the Traffic/Criminal ROAs anytime of day and

they will print without having to answer messages to load the

form.  If left blank, all ROAs will default to the TC/Default printer.
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Labels The printer for all labels, traffic/criminal or civil.  This allows the

court to keep labels loaded in the printer and when labels are

requested, they will go to a ready status and print without

answering messages to load the form.  If the field is left blank,

labels will default to the TC/Default or Civil printer.

Civil/Roa The printer for all civil batch ROAs.  This allows the court to

request the Civil ROAs anytime of day and they will print without

having to answer messages to load the form.  If the field is left

blank, the ROAs will default to the Civil or TC/Default printer.

Rest Lic/NOA The printer for the Restricted License forms (DS-21).  Note:  If
printing Restricted Licenses or NOAs on 8x11 paper, do NOT
indicate a printer in this field.



Administrative - 2007 Chapter 1: Administrative Sign On

Page 1-9

Setting Up Authorized Cashiers and
Passwords
Before the Cash system will allow a cashier to process cash transactions, that cashier

must have an authorized password.  These passwords will be set up at the time of

implementation.  The Court Administrator will be given the Administrative Sign On and

password to update the cashier passwords as necessary.

The menu displayed below will appear after using the Administrative Sign On.  Select

Option 3-Authorized Cashiers & Passwords, and press ENTER.



After this process is complete, cashier(s) must Open for Day to begin 
processing cash transactions.
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After selecting Option 3, the following screen will appear:

Enter the initials, name and password of the cashier that is being authorized to

process cash transactions.  The password will not display on the screen.  The pass-

word may not be the same as the cashier’s initials or the same initials of any user 

profile on the system.  A cash password can be numeric, alphabetic or a combination

of both.
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AFP/HPT Printer Maintenance

The menu displayed below will appear after using the Administrative Sign On.  Select

Option 4-AFP/HPT Printer Maintenance, and press ENTER.

This option allows a court to add/change/delete/view printers set up for Advanced

Function Printing or Host Print Transform (AFP/HPT).  AFP/HPT is a printing feature

that produces forms that more closely resemble the pre-printed forms in the SCAO

Approved Forms book.

JIS supports the AFP feature if:

• You have a IPDS (Intelligent Printer Data Stream) laser printer and have 

loaded the latest CUM PTF tape from IBM
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JIS supports the HPT feature if:

• Your operating system is at OS400 4.4 or greater (See page 1-14)
• You have a laser printer that is a:

• Lexmark

• IBM

• Hewlett Packard

The manufacturer type and model is listed in the device description for your printer.

See pages 1-14 trhough 1-22 of this chapter for instructions on printer HPT setup.  If

your printer is physically attached to a PC, you MUST use Client Access.

The printer/outq definition is used by the District Selection and Operator Menu to

determine whether the selected Printer Writer/Output Queue is an IPDS AFP

(Intelligent Printer Data Stream Advanced Function Printer) printer or not.  If a record

exists with the printer/output queue name, the printer will print AFP or HPT.  If a record

does not exist with the printer/output queue name, the printer will not print the AFP or

HPT forms. 

To add, change or view an AFP/HPT printer, select Option 4-AFP/HPT Printer

Maintenance and press ENTER.  The window displayed below will appear.
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You may use the options in the window simply by typing the corresponding number

that applies in the Opt field, i.e. 2 if you wish to change a printer description, 4 to

delete or 5 to display only.  Press ENTER after typing your option.

After pressing ENTER, the following screens will appear:

Offset refers to the distance in inches where printing

should start on the page relative to the edge of the paper.

IPDS printers do not use the offset values.  These fields

MUST be left blank.

For HPT printers, we suggest using 0.16 down and 0.25

across.  These settings may need to be adjusted based

on your type of printer.  Values cannot exceed 57.79

To change from an AFP/HPT printer to a non-AFP/HPT

printer, type a 4 in the Opt Field then press ENTER to

delete the printer record.

 

To change printer information type a 2 in the Opt field and press ENTER.  Type over

any information you wish to change, press ENTER and then F3=Exit, to exit the

prompt window.

Offset
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To check the version of your Operating System:

• Sign on with QSECOFR.  (Password known to Court Administrator)
• At the command line type: DSPPTF; press ENTER

• The Operating system and release version are located on the screen to 

the right of Release of base option.  For example:  V5R1M0 stands for 

Version 5, Release 1, Modification 0.  (See sample on page 1-17.)

If the Release of base option is not V4R5M0 or greater, F3 to Exit 

and STOP. JIS does not support...

If the Release of base option is V4R5M0 or greater, F3 to exit and 

continue with the next step below.

To check your printer’s device description for the manufacturer type and model

and the status of Host Print Transform:

• At a command line type:  DSPDEVD xxxxx *PRINT (where xxxxx is the 

name of the printer, i.e. PRT03); press ENTER.

• This will create a printout of the device information for that printer.  

Review the printout.  Do not lose or destroy!

• At a command line type:  WRKDEVD xxxx (where xxxxx is the name of 

the printer, i.e. PRT09); press ENTER.  (See page 1-18.) 

• Type a 2 in front of the printer name; press ENTER.  (See page 1-19.)
• Check the values in the fields identified as:

Host Print Transform (TRANSFORM) and

Manufacturer type and model (MFRTYPMDL); Press F11 to see Key-

words.

• If the Host Print Transform option is *YES, and the Manufacturer type 

and model value matches your printer (shown on page 1-20), press F3

to exit and return to page 1-12 of this manual to continue printer setup.

• If the Host Print Transform option is *NO, continue to the next step below

• Position cursor to ‘Manufacturer type and model’ and press F4-Prompt. 

(See page 1-21.)

• Page through to see if the printer is listed; note exact description.

Note: To determine if the printer is listed, use the printer make and model and

match it to the list that is displayed when the cursor is placed on the Manufacturer

type and model field and F4-Prompt is pressed.  Paging through the list, find the

manufacturer first and then match the model number.  (Example:  You own a Lexmark

4039 10D Plus and a Lexmark Optra R.  Searching the list, you will find *LEXOPTRA

and *IBM4039HP.  Pressing the F1 key will further identify the printer description.

Lexmark manufactured printers for IBM for a short period of time, so in this example,

use the *IBM4039HP and *LEXOPTRA for above printers.  The HP at the end of

*IBM4039HP means that the printer must be in HP mode in order to function correctly.

Check the printer manual for setup instructions.)
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• Press F3 to Exit.

If the printer is not listed, this feature is not available.  STOP!

If the printer is listed, continue to the next step below.

To change to Host Print Transform, if the printer is NOT attached to a PC:

• First end the printer/writer by typing on a command line:

ENDWTR xxxx *IMMED (where xxxx is the printer name for the following

steps).

• Type WRKCFGSTS *DEVxxxx; press ENTER.

• Type a 2 in front of printer name to Vary Off.

• Go back to WRKDEVD xxxx; press ENTER.

• Type a 2 in front of printer name; press ENTER.

• Change *NO to *YES on Host Print Transform.

• Enter printer type and model on Manufacturer type and model, i.e. 

*IBM4039HP; press ENTER.

• Type WRKCFGSTS *DEV xxxx; press ENTER.

• Type a 1 in front of printer name to Vary On; press ENTER.

• Press F3 to Exit.

• Type STRPRTWTR xxxx; press ENTER.
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To change to Host Print Transform if the printer is attached to a PC, configure

through Client Access.  If you are using Windows, the following steps should apply,

otherwise, contact your Data Processing Department.

Using the Client Access printer session, the session which displays the 

READY

JOB IN PROCESS

ON LINE

printer statuses:

• Click once on Communication
• Click on Configure
• Click on Printer Setup
• Click on Transform print data to ASCII on AS/400
• Select printer model

• Click OK

This completes the AS/400 printer setup.  You must setup the DCS software using the

Administrative Sign On, menu Option 4-AFP/HPT Printer Maintenance.  (See page 
1-12.)

All terminals using that printer should be signed off and signed back on.

JIS On-line Courts should contact Operations at 1-888-339-1547, option 5, for 

assistance.
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Example:  Checking the version of the Operating System
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Example:  The command referenced to check the printer’s device description
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Example:  Typing 2 to change and pressing ENTER displays the manufacturer

type and model
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Sample 4:  View 1 of the printer’s description

Position cursor to Manufacturer type and model and press F4
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Sample 5:  View 2 of displaying the printer description (manufacturers type and

model)

Find printer, type in printer description of Manufacturer type and model as

shown above and press ENTER
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If the printer is not attached to a PC:

• Vary off printer using wrkcfgsts

• Change Host print transform to *yes and Manufacturer type and model to

the correct printer type & model, as indicated in above sample

If the printer is attached to a PC, configure through *Client Access:

• Click once on Communication

~  Click on configure

• Click on Printer

~  Click on Printer Setup

• Click/Check the box indicated as Transform print data to ASCII on 

AS/400

~ Select printer model

~ Click on OK

*If your court is NOT running Client Access you will have to contact your Data

Processing Department for assistance.
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Warrant/Ticket Upload to Case Entry
Authority

The menu displayed below will appear after using the Administrative Sign On.  Select

Option 5-Warrant/Ticket Upload to Case Entry Authority, and press ENTER to 

continue. 

This option allows the court to grant authority to certain users to upload ticket 

information from a police agency or complaint information from the prosecutor office,

as well as send bindover information to the circuit court (for Oakland County) or

prosecutor office (for those participating with PACC/PAAM).
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After selecting Option 5, the following screen will appear:

To grant authority to a user, type in the User ID.  Then change the N (no) to Y (yes), to

allow the user to either upload tickets and/or upload complaints from the prosecutor’s

office; press ENTER.

To change authority to allow or disallow, type over the Y and make it N, or type over

the N and make it Y.

To delete a user’s authority, type D in the Opt field and press ENTER.
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SOS Code File Update and Print

Option 6-SOS Code File Update, contains all the SOS codes for the court.  The SOS

Code File Update determines what postcard notices are valid for certain offenses,

whether an abstract should be produced, what type of abstract (A, B, S) is required,

whether the offense qualifies for certain administrative reports and whether license

sanctions could be taken.  This file should be updated by the court as new offenses

are created or as noticing requirements change on existing ones.  The code must be

added in this file BEFORE it can be referenced in the Statute File.

The file includes the effective date of the SOS code, vehicle type, offense type,

description, the notice requirements with the begin and ending dates, when and by

whom the code was last updated.  The information regarding each individual SOS

code may be modified or a new SOS code added at any time.  However, a SOS code

should NEVER be deleted unless it was added in error and NO statute codes refer-

ence that SOS code.

Option 7-SOS Code File Print, will create a list of all the existing SOS codes in the

system.  The printout will be sorted in numerical order.
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Type an SOS code in the Code field and press ENTER to inquire on an existing code,

or scroll through the entire SOS code file by pressing the page/roll keys.
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Field Descriptions
SOS Code File Update

Name Description

Code The SOS offense code.

CODE Effective The date the SOS code became effective by statute and/or the

date the SOS code was no longer valid.

Vehicle Type This field is to specify if the SOS code is only valid for certain

vehicle types, e.g. SOS code 8000 would have a vehicle type of

S for snowmobile. 

Offense Type Use this field to indicate of the SOS code is specifically an

Alcohol, Drug, Minor in Possession, Speeding, Parking or

Handicap Parking code.  For example SOS code 1360 should

have M indicating that is a MIP SOS code.

Description The description of the SOS code, e.g. Careless Driving.

NOTICE BASED

ON

Use this field to indicate if the SOS code is or was eligible to

receive a notice.  If the notices is based on the offense date,

type an O in the field.  If the notice is generated based on the

adjudication date, type an A in the field.  Currently the only
notice based on adjudication is on the SOS code of 1360 for the
deferral abstract.  Blank indicates no notice will be generated

Abstract The Begin/End dates indicate when the code became eligible to

receive or not receive an abstract.  The date fields for Begin/End

only need to be filled in if the abstracting requirements have

changed.  Type an O or A if abstract is to be generated.

Deferral Abs The Begin/End dates indicate when the code became eligible to

receive or not receive an abstract.  If the deferral abstract is

based on the offense date, type an O in the field.  If the deferral

abstract is based on adjudication date, type an A in the field.

Currently, only SOS code 1360 is eligible for a deferral abstract,

and it is based on the adjudication date.

Audit Abs Type an O or A if the SOS code requires an audit abstract, e.g.

1025, OWI. The Begin/End dates indicate when the code

became eligible to receive or not receive an audit abstract.  The

date fields for Begin/End only need to be filled in if the audit

abstracting requirements have changed.  (Auditable offenses are
alcohol and repeat offender charges.)

FAC Type an O or A if the SOS code is eligible to receive an FAC,

e.g. 1800, Reckless Driving.  The Begin/End dates indicate when

the code became eligible to receive or not receive an FAC.  The

date fields for Begin/End only need to be filled in if the FAC

requirements have changed.
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Field Descriptions cont’d

Name Description

FCJ Type an O or A if the SOS code is eligible to receive an FCJ,

e.g. 2600, Fail to Yield.  The Begin/End dates indicate when the

code became eligible to receive or not receive an FCJ.  The date

fields for Begin/End only need to be filled in if the FCJ require-

ments have changed, e.g. 3200 Drove While License Suspended

is valid for an FCJ as of 10/1/99.

FCPV Type an O or A if the SOS code is eligible to receive an FCPV,

e.g. 3810, Handicapped Parking.  The Begin/End dates indicate

when the code became eligible to receive or not receive an

FCPV.  The date fields for Begin/End only need to be filled in if

the FCPV requirements have changed.

14D This is to indicate if the SOS code is eligible for a 14-Day notice.

Place an O or A in the field for the system to generate the 14-

Day notice, e.g. 1810, Careless Driving.  The Begin/End dates

indicate when the code became eligible to receive or not receive

a 14-Day notice.  The fields for Begin/End only need to be filled

in if the 14-Day noticing requirements changed, e.g. 1020,

OUIL/UBAC combined was no longer eligible for a 14-Day notice

after 12/31/91.

NNC This is to indicate if the SOS code is eligible for a Notice of Non-

Compliance (NNC).  Place an O or A in the field for the system

to generate the NNC notice,  e.g. 1360, Minor in Possession.

The Begin/End dates indicate when the code became eligible to

receive or not receive a NNC notice.  The date fields for

Begin/End only need to be filled if the NNC noticing requirements

have changed, e.g. 1360, MIP receives a NNC as of 10/1/99.

Susp/Rest Place an O or A in the field to indicate the SOS code is eligible

for a term of suspension or restriction, e.g. 9200, Drug Crime.

The Begin/End dates indicate when the code became eligible to

receive or not receive a suspension/restriction license term.  The

date fields for Begin/End only need to be filled in if the noticing

requirements have changed, e.g. 1000, OUIL is only valid to

receive a license suspension/restricted term if the offense

occurred on or before 9/30/99.

Last Chgd:

Chgd By:

The date the code was last changed/updated and the terminal

where the change was made.
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Professional File Reassignment

This option allows the court to reassign cases in a batch, from one professional or

badge number to another.  

The menu displayed below will appear after using the Administrative Sign On.  Select

Option 8-Professional File Reassignment, and press ENTER.

Tip:  Use this tool to reassign a judge’s caseload to an incoming

judge, a probation officer’s caseload from a former probation officer to

a new probation officer or a badge number that has been reassigned by

a police agency.
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The screen below will appear after pressing ENTER.

In the From field type the professional/badge number currently being used on the

cases.  In the To field, type the professional/badge number you wish to update onto

the cases.  Type an X to choose either open cases, closed cases or all cases.  Press

ENTER to update the cases selected.

The program will create the Professional File Reassignment list upon completion.  This

report will go to the system printer indicated in the System File.  (See page 1-6).

12345      10961                                          X



Administrative - 2007 Chapter 1: Administrative Sign On

Page 1-31

Note:  The ROA will be updated upon completion of the program,

e.g.  Reassigned Proceeding Jdg P-12345 to P-10961. 
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Judge Reassignment Sample:

Select all traffic/criminal and civil judge fields on open cases.  Press ENTER.

Upon pressing enter, you will receive the verification of the new name.  Press ENTER

again for the request to be processed.
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Officer Badge Number Reassignment Sample:

1)  Using the Officers File in the Traffic/Criminal Codes File Update, add a badge num-

ber to distinguish the retired officer, i.e. 120R.

2) Enter the current badge and agency number in the From field.  Add the badge num-

ber for the ‘retiring’ officer as added above, i.e. 120R with the agency number in the To
field.  Press ENTER.

3)  Go back to the Officer File in the Codes File Update and CHANGE/UPDATE the

original badge information to reflect the new officer information.
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All Function Keys Used-Administrative Sign On

Key Description

F1

Clear Clear this screen, remain on the same screen.

F2

Add Add the record as indicated on the screen.

F3

Update

Exit

Update record as indicated.

Exit this screen without any updating of information.

F4

Prompt With the cursor in the promptable field, display more information.

F5

Display/Hide

Passwords

Work Outq

Reveal or hide the password for the cashier indicated.

Show the output queue so records may be viewed or released

to print.

F6

Add Display a blank screen to allow a record to be added.

F9

Print Print the record displayed or all records.

F10

Detail Show security record for user indicated.

F23

Delete Delete the displayed record.

F24

Previous Menu/Exit Hop to the previous menu/screen without any updating.

Enter

Continue/Inquiry

Update

Continue processing the screen/Display more information.

Update record as indicated.

Page/Roll Page up/down keys will move you to another screen.

Help Pressing the HELP key (Alt/F1 on a PC) will give you more infor-

mation about the screen and/or options.
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In this chapter you learn how to work with the Purge Program.
This includes creating pre-lists to determine what criteria to
use for actual purge, purging actual records and working with
the indices created by the purge program.

Purge Overview

Purge 

The Purge Sign On provides the means to purge records to increase space for the 

processing of files on your system.  You may also run a pre-list to see how many

records would meet your purge criteria.  Pre-lists can be created while users are

signed on and updating files.  The actual Purge requires ALL users to be signed OFF.

Before you begin the purge process, make sure that:

•  You have done an Entire System Save

•  All other District Court Processing has ended

•  No one signs on until the purge has COMPLETED

•  A scheduled backup does NOT run during the PURGE

•  A scheduled power down does NOT occur during the PURGE

CONTACT JIS FOR ASSISTANCE BEFORE YOU RUN THE ACTUAL PURGE
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Accessing Purge Selections

User and Password

At the AS/400 Sign On screen:

1)  In the User field, type in the court ID followed by PURGE, i.e. 

D9900PURGE.

2)  Type in the password.  (Typically known to the Court Administrator.)

3)  Press ENTER.

The following screen will be displayed:
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Menu Overview

Purge Options

Selection Description

Pre-List (Count Only) The number of cases that meet the purge criteria indicated.

Pre-List by Case

Number (Includes

Count)

The number and list of cases that meet the purge criteria 

indicated.

Purge Purges all the selected criteria.

Reproduce Purge

Indices from Previous

Purge Run

Will run a cumulative index from previous purges.

Copy Purge ROAs

and/or Indices to

Microfiche Tape

Select this feature if you court chooses to send the purged

Register of Actions and/or Indices to a vendor for microfilming.

Purge History

Removes the information that allows the court to reproduce

indices from previous purges and is used for defendant history

lookups.  Note:  Records purged from the history file are NO
LONGER AVAILABLE from the system.

Purge Bond & T/A

Will allow you to purge the Bond & T/A (Trust and Agency)

Records.  If the case is on the system, the information will still
be on individual ROAs.

Purge Abstracts Will purge from the abstract file.

Purge FAC/FCJ/FCPV Will purge from the FAC file.

Note:  You must choose one of the nine options by placing an X in

front of the selection.  
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Pre-List
(Count Only)

This feature allows you to see how many cases meet the criteria of your purge.  Place

an X in front of the option Pre-List (Count Only) and press ENTER.  The following

screen will appear:

Types of Cases to be Purged:

Type TC to purge only traffic/criminal cases

Type CIVIL to purge only civil cases

Type BOTH to purge traffic/criminal and civil cases

You many select the number of cases to be purged for the case type(s) selected.  The

minimum number you may select is 50 while the maximum defaults to 999999.  Press

ENTER.  If you have time or space limitations, you should enter a smaller number to

purge and conduct your purge in increments.

Note: At this time you are only running a count of cases, so you may 

not want to limit the maximum number(s). 



Administrative - 2007 Chapter 2: Purge

Page 2-5

Upon pressing ENTER this secondary screen will appear:

Type an X in front of the case types you wish to purge.  The number of days closed

must be entered for each case type you choose to purge.  Press ENTER.  You will

receive a message at the bottom of your screen, Press ENTER to Confirm selections.

You may either press ENTER to continue, or modify your selections.  Press ENTER

and you will receive another message, Press Enter to run the PRE-LIST and sign off.
If you decide not to run this list, press F24-Previous Menu.

When the Pre-List Count Only is complete, the report (TCRPURGE1) will be in the out-

put queue called DCSPURGEQ.  The report will list the case types, number of days

and maximum cases to be purged as selected.  At the bottom of the report it will indi-

cate **Cases Qualifying for Purge and **Total Cases Remaining (on your system).

See sample on next page.

Note: There is a range of days to the right of each case type to assist
you.  Cases must meet the minimum number of days old to be considered
further.
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Pre-List Selection Report
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Pre-List by Case Number

This feature allows you to see each case and how many cases meet the criteria of

your purge.  Place an X in front of the option Pre-List by Case Number and press

ENTER.  The following screen will appear:

Types of Cases to be Purged:

Type TC to purge only traffic/criminal cases

Type CIVIL to purge only civil cases

Type BOTH to purge traffic/criminal and civil cases

You may select the number of cases to be purged for the case type(s) selected.  The

minimum number you may select is 50 while the maximum defaults to 999999.  Press

ENTER.  If you have time or space limitations, you should enter a smaller number to

purge and conduct your purge in increments.

Note: At this time you are only running the list of cases, so you may  

not want to limit the maximum number(s). 
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Upon pressing enter this secondary screen will appear:

Type an X in front of the case types you wish to purge.  The number of days closed

must be entered for each case type you choose to purge.  Press ENTER.  You will

receive a message at the bottom of your screen, Press ENTER to Confirm selections.

You may either press ENTER to continue, or modify your selections.  Press ENTER

and you will receive another message, Press Enter to run the PRE-LIST and sign off.
If you decide not to run this list, press F24.

When the Pre-List by Case Number is complete, the report (TCRPURGE1) will be in

the output queue called DCSPURGEQ.  The report will list the criteria you selected

and give you a detail of the cases that met the criteria as well as the total number.  At

the bottom of the report it will indicate **Cases Qualifying for Purge and **Total

Cases Remaining (on your system).  See sample on next page.

Note: There is a range of days to the right of each case type to
assist you.  Cases must meet the minimum number of days old to be 
considered further.
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Pre-Purge List Selections report

Pre-Purge List - by Case Number report (sample)
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Purge

This feature allows you to purge cases meeting the criteria given and to free up space

on your system.  Place an X in front of the option Purge and press ENTER.  The fol-

lowing screen will appear: 

Types of Cases to be Purged:

Type TC to purge only traffic/criminal cases

Type CIVIL to purge only civil cases

Type BOTH to purge traffic/criminal and civil cases

CONTACT JIS HELPDESK FOR ASSISTANCE BEFORE YOU RUN THE 

ACTUAL PURGE



Administrative - 2007 Chapter 2: Purge

Page 2-11

Type an X in front of the case types you wish to purge.  Enter in the number of days

old of cases to be purged.  Press ENTER. You will receive a message on the bottom

of your screen, Press Enter to Confirm selections. Press ENTER to continue, or you

may modify your selections and press ENTER to continue the purge process.  Upon

pressing ENTER again and you will receive another message, Press Enter to run
Purge and sign off.  Note:  Pressing ENTER will sign the terminal off 
automatically and start the purge. If you decide not to run the purge press F24-
Previous Menu.

When the Purge has completed, ROAs,  Alphabetical and Numeric Indices and a

purge list with the criteria selected, will be in the output queue called DCSPURGEQ.

These files will appear in the output queue under the User “DxxxxPURGE”  and the

User Data CIVPURGE, TCRPURGE, etc. Note: The ‘xxxx’ will be the actual court ID,
i.e. D9900PURGE.

Tip: There is a range of days to the right of each case type to assist you.  Cases
must meet the minimum number of days closed.
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Indices:

All cases deleted during this purge or any past purges will be included on the Alpha

and Numeric Indices if the date field is left blank.  Enter today’s date if the indices are

to only include cases from today’s purge.  Any previous purge date can be entered in

this field to include cases purged beginning with that purge date through today.

Traffic/Criminal Case Type Selection:

Type an X in front of the case type you wish to purge.

There is a Range of Days with the default setting for the minimum and maximum num-

ber of days closed for each case type displayed on this screen.  You must indicate the

number of days a case remains on the computer by typing in the field next to the case

types you wish to purge.  Note: You are not able to purge case types OD, SD, and FD.
Any cases with drug or alcohol charges or cases closed with a balance due, will not
purge. Press ENTER.

Civil Cases:

Type an X in front of the types you wish to purge.

There is a Range of Days with the default setting for the minimum and maximum num-

ber of days closed for each case type displayed on this screen.  You may select the

number of days closed by the closed code used, i.e. Dis include dismissal close codes

that begin with DSE, Jge include judgment close codes that begin with JGE and Other
includes all other close codes.

Any case with multiple defendants must have all defendants closed on the case before

it will purge.  When defendants on a case are closed using different closed codes, i.e.

DSE and JGE, the program will look at the number of days indicated for the highest

close code (the JGE).

Note: When Traffic/Criminal cases are purged, cash records 7.5 years

old or older, that are not connected to active cases or Trust & Agency

records, will be included in the purge automatically.  Prior to Release 2005/2,

cash records 27 months old or older were included in the purge.
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Reproduce Purge Indices from Previous
Purge Run

This feature is used to obtain a cumulative index from previous purges.  Place an X in

front of the option Reproduce Purge Indices from Previous Purge Run and press

ENTER.  

Press ENTER to produce indices selected.

The following screen will be displayed:
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Types of Cases to be Purged:

Type TC to purge only traffic/criminal cases

Type CIVIL to purge only civil cases

Type BOTH to purge traffic/criminal and civil cases

Types of Index to be Reproduced:

Type a X in front of the index type to be reproduced - Alpha (by name), Numeric (by

case number), or both.

Purge Date to be Reproduced:

Enter the beginning purge Run/from Date and the ending purge Run/thru Date for

the purged cases that are to be reproduced on the indices.

To reproduce the indices for all cases currently in the history files, use a Run/from

Date of 000000 and a Run/thru Date of 999999.

To reproduce the purge indices for a specific purge run, enter that purge run in the

Run/from AND Run/thru date fields.

By pressing F24, the indices will NOT be created and you will return to the Main Menu.

Press ENTER to reproduce the indices.
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Copy Purge ROAs and/or Indices to
Microfiche Tape

This feature is selected if the court chooses to send the purge Register of Actions

and/or Indices to a vendor for microfilming.  Place an X in front of the option Copy

Purge ROA’s and/or Indices to Microfiche Tape and press ENTER.  The following

screen will be displayed:

This screen is used to copy the purge spool files (Register of Actions and Alpha and

Numeric Indices) to tape for microfiche creation.

• Enter the tape device name for the tape device you are using (i.e. 

TAP01)

• Enter the data density of the tape device as *DEVTYPE (this will then 

default to the proper density for your system).
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Initialize the tape:

Place an X in this field to initialize the tape(s).  Note:  Each tape must be initialized
prior to use.

Display Tape Contents:

Place an X in this field to print a directory of what is on the tape.  This information 

will be sent to the DCSPURGEQ output queue.  This printout will automatically be

generated when you copy any purge file to tape.

To convert the spool files you must know the spool file job number.  To get the job

numbers for these spool files, press F5-Display Out Queue to display the output

queue, then press F11=View 2.  The following are the spool file names to look for:

Traffic/Criminal ROAPRT Register of Actions

ALPHIDX Alphabetical Indices

NUMBIDX Numeric Indices

Civil REGACTNS Register of Actions

ALPINDEX Alphabetical Indices

NUMINDEX Numeric Indices
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The bolded/highlighted columns in the example below are where you will find the file

names and job numbers in the output queue.

Press ENTER to continue.  On the Copy Purge Spooled Files screen, place an X in

front of the spool file to be converted to microfiche followed by the job number found

in the output queue; press ENTER.  When the copies have completed, a 

directory of what is on the tape will be placed in the DCSPURGEQ output queue.

By Pressing F24-Previous Menu, the microfiche files will NOT be created and you will

be returned to the Main Menu.

Note: All spool files for indices can be copied to the same tape if 

selected at the same time.  After a fiche tape has been created and 

another spool file is to be converted, a separate tape will be neces-

sary.  Press F6-Display Messages to display your printer messages.  

ROAs must be on a separate tape from the indices.  (Civil and 

Traffic/Criminal ROAs may be on the same tape.) 
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Purge Defendant History Files

The History Files are the files that contain basic case information on those cases that

have been previously purged.  This information is used for defendant history lookups

and for creation of the cumulative Alpha and Numeric Indices. 

Warning:  Cases purged from these files will NO LONGER BE

AVAILABLE for the Defendant History Inquiry (DHI) and Party

History Inquiry (PHI) lookups or indices.

Place an X in front of the option Purge Defendant History and press ENTER.  The

following screen will be displayed:
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Types of Cases to be Purged:

Place an X in front of the types to be purged from the History Files:  Traffic & Criminal,

Civil or both.  Bonds & T/A Accounts may also be selected.

Number of Years to be Kept:

Enter the number of years that history is to be kept on the system.  The minimum is 3

years for any history data.

By pressing F24-Previous Menu, the history file purge will NOT be started and you

will be returned to the Main Menu.
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Purge Bond & T/A File

Place an X in front of the option to Purge Bond & T/A File and press ENTER.  The 

following screen will be displayed:

You may wish to run a Closed Bond List and/or a Closed Restitution List using date

ranges from the previous purge date through the current page date prior to requesting

this purge.

Note:  If a record references a traffic/criminal case that is not closed 
or references cash records that are not attached to a case, it will NOT
be purged.  If the Traffic/Criminal purge is run prior to this purge, it will 
remove cash records not attached to a case.
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Purge and Print:

Place an X after the option Purge Closed Bond & T/A Records. Press ENTER.

After pressing enter a message will appear “Press Enter to run PURGE/REPRINT and
return to the Main Menu.”

ALL BOND, T/A and CHECK REGISTER records closed for 7.5 years will be purged

with the exception of closed bonds and restitution attached to open cases or 

referencing cash records that are not attached to a case.

Reprint Only:

Place an X after the option Print ALL Purged Records to print cumulative Alpha and

Numeric Indices of all purged records to date.  To reprint the Alpha and Numeric

Indices for a particular purge, enter the date of the actual purge. 

The purge will create reports (BNDPRGRPT) listing the records deleted and will be

located in the output queue as DCSPURGEQ. 

Note:  If you do not know the actual purge date, enter day 01 of the 
month in which the purge was run (i.e. 050102).
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Purge Abstracts

Place an X in front of the option Purge Abstracts.  The following screen will be 

displayed:

To purge abstracts previously sent to the Secretary of State, indicate the number of

days lapsed since the abstract records were sent to the Secretary of State (i.e. 365 for

abstracts that were sent to SOS 1 year ago or greater).  Press ENTER.  A message

will appear on the screen Press Enter to run the PURGE and return to the Main Menu.

Press ENTER to proceed with your purge.

Note:  Any abstracts created on alcohol or drug offenses will NOT be 

purged. 
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Purge FAC/FCJ/FCPV

Place an X in front of the option Purge FAC/FCJ/FCPV.  The following screen will be

displayed:

To purge suspensions previously sent to the Secretary of State, indicate the number of

days lapsed since the suspension records were sent to Secretary of State (i.e. 365 for

FACs that were sent to SOS 1 year ago or greater).  Press ENTER.  A message will

appear on the screen Press Enter to run the PURGE and return to the Main Menu.

Press ENTER to proceed with your purge.

Note: Suspensions will NOT be purged on open or balance due 

cases.  
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All Function Keys Used-Purge Sign-on
Key Description

F5

Display Out Queue Show output queue so records may be viewed or released to

print.

F6

Display Messages Show messages, i.e. load *STD paper.

F24

Cancel/Prev Menu Cancel the Purge before submitting the request to purge.

Exit to the previous menu/screen without any updating.

Page/Roll Page up/down keys will move you to another screen.

Help Pressing the HELP key (Alt/F1 on a PC) will give you more

information about the screen and/or options.



Administrative - 2007 Chapter 2: Purge

Page 2-25

Pre-Purge Selections (Count Only)

Sample Purge Reports/Indices
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Traffic/Criminal Pre-Purge Selections
List by Case Number
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Civil Pre-Purge Selections
List by Case Number
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Traffic/Criminal Purge Selections
and List by Case Number
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Traffic/Criminal Purge Alphabetical Index
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Traffic/Criminal Purge Numerical Index
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Traffic/Criminal “Purged” ROA
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Civil Purge Selections
and List by Case Number
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Civil Purge Alphabetical Index
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Civil Purge Numerical Index
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Civil “Purged” ROA
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Bond Purged List
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Abstract Purged List
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FAC/FCJ/FCPV Purged List
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3

In this chapter you learn how to work with the Inquiry Menu.
This includes various methods of looking up cases, i.e. alpha-
betical, soundex, case number and cross reference number to
name a few.  Accessing calendar/docket information will also
be reviewed. 

User and Password

Inquiry
Sign On

At the AS/400 Sign On screen:

1)  In the User field, type in the court ID followed by INQRY, i.e. D1500INQRY.

2)  Type the same for Password.

3)  Press ENTER.
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Menu

Once you have signed on, the District Online Inquiries Menu will appear.  This menu is

used to inquire on Civil or Traffic/Criminal matters within the District Court and all

courts using the same AS/400.

You may enter a party name or case number on this screen in the appropriate field(s)

and press the function (F) key associated with the screen you wish to access.
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Inquiry Menu Options

Function

Key
Description Purpose

Traffic/Criminal - Filings

F2 Soundex

Search for a name that “sounds”  like the name on the

Name/Dln/Vpn field without having the correct

spelling.

F3 Partial Name
Search by complete last name or the first few charac-

ters of the last name.

F4 ROA Online View the Register of Actions on screen.

F5 ROA Print Print the Register of Actions, without viewing.

F6 Drivers License Search by full Driver License number and state.

F7 Veh Plate number Search by complete Vehicle Plate number and state.

F19 Financial ROA View only the financial transactions of a case. 

Civil - Filings

F8 Soundex

Search for a name that “sounds”  like the name on the

Name/Dln/Vpn field without having the correct

spelling.

F9 Partial Name
Search by complete last name or the first few charac-

ters of the last name.

F10 ROA Online View the Register of Actions on screen.

F11 ROA Print Print the Register of Actions, without viewing.

F12 Financial ROA View only the financial transactions of a case. 

Combined Inquiries

F21
Central Name

Inquiry

Search of all modules on the AS/400 (Includes Circuit

and Probate cases, if sharing the AS/400).

F22
Combined

Calendar

Calendar for any jurist/court on the AS/400.  Mainly

used for judges presiding in multiple capacities, i.e.

circuit and district court.

Menu Overview
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Soundex 

The Soundex is an inquiry only screen used to display either all Traffic/Criminal or all

Civil cases which have names that sound like the name used for the request (phonetic

spelling).  A non-public or sealed case marker is shown in reverse video and cases

with an outstanding warrant have a blinking (terminals) or solid red (PCs) WRNT code

in the status (Sts) column.

The Soundex Inquiry screen can be accessed from the District Online Inquiries Menu

by typing a name on the Name/DLN/VPN field (last name) and pressing F2 for a

Traffic/Criminal inquiry or F8 for a Civil Inquiry.  It can also be accessed by typing SDX

in the NXT field and the phonetic spelling of the last name in the INQ field of the

“HOP” line, then press ENTER.

The Traffic/Criminal Soundex Inquiry provides additional information upon pressing

F11-Alt View.  View one is displayed below.  The screen displays the defendant name,

case number/party/type, the number of counts associated with a case, a short descrip-

tion of Count 1 and the case status.

The Civil inquiry provides the inquired party name, case number, case type, the party

type (i.e. P01=Plaintiff, D01=Defendant), the opposing party name and the case status.

See page 3-8 for sample of Civil inquiry screen.

Tip:  For more information on the “HOP” line see page 3-34.
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Pressing F11-Alt View, allows additional information to be displayed.  View two shown

below, displays the defendant name, date of birth, driver’s license number, vehicle

plate number for the case, offense date and partial address.
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Positioning cursor on the defendant’s name, vehicle plate number or driver’s license

number and pressing F4-Prompt will calculate a balance due (view two only).

Displayed below is an example of this inquiry.  The balance due will be calculated on

cases with matching name and date of birth (DOB), matching Driver’s License Number

(DLN) or matching Vehicle Plate Number (VPN), depending where the cursor is placed

when pressing F4-Prompt.

Tip:  This feature will not display non-public cases or cases that are closed with 

a balance due.  Those amounts will not be added  in the total due.
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Pressing F11-Alt View, a second time allows additional information to be displayed.

View three, shown below, displays the next court date, time, judge, event and whether

there is an unpaid suspension on the case.
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The Civil Soundex Inquiry is displayed below.

Tip:  For more information on the “HOP” line see page 3-34.
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Partial Name 

The Partial Name is an inquiry only screen used to display all the cases which have

names that begin with the letters keyed in for the request.  A non-public or sealed case

marker is shown in reverse video and cases with outstanding warrants have a blinking

(terminals) or solid red (PCs) WRNT code in the Status (Sts) column.

The Name Inquiry Screen can be accessed from the District Online Inquiries Menu by

Typing a last name or part of a last name on the Name/DLN/VPN field and pressing F3

for a Traffic/Criminal inquiry or F9 for a Civil inquiry.  It can also be accessed by typing

NAM in the NXT field and all or part of the last name in the INQ field of the “HOP” line,
then press ENTER.

The Traffic/Criminal Name Inquiry provides additional information upon pressing F11-

Alt View.  View one is displayed below.  The screen displays the defendant name,

case number/party/type, the number of counts associated with a case, a short descrip-

tion of Count 1 and the case status.

The Civil inquiry provides the inquired party name, case number, case type, the party

type (i.e. P01=Plaintiff, D01=Defendant), the opposing party name and the case status.

See page 3-13 for the Civil Name Inquiry screen.

Tip:  For more information on the “HOP” line see page 3-34.
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Pressing F11-Alt View, allows additional information to be displayed.  View two shown

below, displays the defendant name, date of birth, driver’s license number, vehicle

plate number for the case, offense date and partial address.
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Positioning cursor on the defendant’s name, vehicle plate number or driver’s license

number and pressing F4-Prompt will calculate a balance due (view two only).

Displayed below is an example of this inquiry.  The balance due will be calculated on

cases with matching name and date of birth (DOB), matching Driver’s License Number

(DLN) or matching Vehicle Plate Number (VPN), depending where the cursor is placed

when pressing F4-Prompt.

Tip:  This feature will not display non-public cases or cases that are closed with 

a balance due.  Those amounts will not be added  in the total due.
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Pressing F11-Alt View, a second time allows additional information to be displayed.

View three, shown below, displays the next court date, time, judge, event and whether

there is an unpaid suspension on the case.
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Tip:  For more information on the “HOP” line see page 3-34.

The Civil Name Inquiry is displayed below.
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Drivers License 

The Drivers License inquiry screen can be accessed from the District Online Inquiries

Menu by typing a driver license number on the Name/DLN/VPN field and pressing F6.

A two letter state abbreviation is needed if other than MI.  The state will default to MI if

left blank. It can also be accessed by typing DLN in the NXT field and the drivers

license number in the INQ field of the “HOP” line, then press ENTER.

This is an inquiry only screen used to display all the cases in the court which have the

driver license number and state keyed in for the request.  A non-public case marker is

shown in reverse video and cases with outstanding warrants have a blinking (termi-

nals) or solid red (PCs) WRNT code in the Status (Sts) column.

The Inquiry provides additional information upon pressing F11-Alt View.  View one is

displayed below.  The screen displays the defendant name, case number/party/

type, the number of counts associated with a case, a short description of Count 1 and

the case status.

Tip:  For more information on the “HOP” line see page 3-34.
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Pressing F11-Alt View, allows additional information to be displayed.  View two shown

below, displays the defendant name, date of birth, driver’s license number, vehicle

plate number for the case, offense date and address.
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Positioning cursor on the defendant’s name, vehicle plate number or driver’s license

number and pressing F4-Prompt will calculate a balance due (view two only).

Displayed below is an example of this inquiry.  The balance due will be calculated on

cases with matching name and date of birth (DOB), matching Driver’s License Number

(DLN) or matching Vehicle Plate Number (VPN), depending where the cursor is placed

when pressing F4-Prompt.

Tip:  This feature will not display non-public cases or cases that are closed with 

a balance due.  Those amounts will not be added  in the total due.
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Pressing F11-Alt View, a second time allows additional information to be displayed.

View three, shown below, displays the next court date, time, judge, event and whether

there is an unpaid suspension on the case.
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Vehicle Plate Number

The Vehicle Plate Number inquiry screen can be accessed from the District Online

Inquiries Menu by typing a license plate number on the Name/DLN/VPN field and

pressing F7.  A two letter state abbreviation is needed if other than MI.  The state will

default to MI if left blank. It can also be accessed by typing VPN in the NXT field and

the vehicle plate number in the INQ field of the “HOP” line, then press ENTER.

The Vehicle Plate Number option is an inquiry only screen used to display all the

cases in the court which have the license plate number and state keyed in for the

request.  A non-public case marker is shown in reverse video and cases with outstand-

ing warrants have a blinking (terminals) or solid red (PCs) WRNT code in the Status

(Sts) column.

The Vehicle Plate Number Inquiry provides additional information upon pressing F11-

Alt View.  View one is displayed below.  The screen displays the defendant name,

case number/party/type, the number of counts associated with a case, a short descrip-

tion of Count 1 and the case status.

Tip:  For more information on the “HOP” line see page 3-34.
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Pressing F11-Alt View, allows additional information to be displayed.  View two shown

below, displays the defendant name, date of birth, driver’s license number, vehicle

plate number for the case, offense date and address.
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Positioning cursor on the defendant’s name, vehicle plate number or driver’s license

number and pressing F4-Prompt will calculate a balance due (view two only).

Displayed below is an example of this inquiry.  The balance due will be calculated on

cases with matching name and date of birth (DOB), matching Driver’s License Number

(DLN) or matching Vehicle Plate Number (VPN), depending where the cursor is placed

when pressing F4-Prompt.

Tip:  This feature will not display non-public cases or cases that are closed with 

a balance due.  Those amounts will not be added  in the total due.
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Pressing F11-Alt View, a second time allows additional information to be displayed.

View three, shown below, displays the next court date, time, judge, event and whether

there is an unpaid suspension on the case.
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Field Descriptions - Inquiry Screens
Name Description

Traffic/Criminal 

Name Name of the defendant.

Case/Pty/Type Case number, party number and case type.

Cnts Number of counts associated with a particular case number.

Charge Abbreviated description of Count 1.

Amt Due Amount that is still due for all counts on a case.

Sts
The case status: Pending, Disposed, Closed, Probation, Warrant

or Non-Public.

DOB Defendant’s date of birth.

DLN Driver license number as entered on the case entry screen.

VPN Vehicle plate number as entered on the case entry screen.

Offense Date Date the offense was committed.

Address Part of address that currently exists on the case entry screen.

Next Date
The next date the case has an event scheduled.  This could be

a due date or a court appearance date.

Next Time The time that the event in next date is scheduled, if any.

Next Judge The judge associated with the next date scheduled, if any.

Action The short description of the event indicated in next date.
DLRF Susp When a case currently has a driver license suspension, an X will

appear in this column if money is due for cash assessment

codes DLRF or DLRJ.

Civil 

Case Case number.

Type Case type.

Pty Party type (e.g. D01 - Defendant number 1).

Name A name of one of the parties on the case.

Opposing Party
The name of the party opposing the person indicated in the

name field.

Sts
The case status:  Pending, Disposed, Garnishment, Closed,

Warrant or Sealed.
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ROA Online
ROA Online will display the Register of Actions for a particular case.  This is a register

(list) of all the actions that have occurred on a case, including assessed fine and pay-

ment records.  

The ROA Online screen can be accessed from the District Online Inquiries Menu by

typing a case number on the Case field and pressing F4 for a Traffic/Criminal inquiry

or F10 for a Civil inquiry.  It can also be accessed by typing ROA and the sequence

number on the “HOP” line, then press ENTER, or from an Inquiry screen by placing

the cursor on a name, then pressing F7-ROA From Line or type ROA and the case

number on the “HOP” line and press ENTER.  Non-public or Sealed records will not

display.
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ROA Print

This option prints the Register of Actions without viewing it on the screen first.

Type a case number on the Case field and press F5 for a Traffic/Criminal case or

press F11 for a Civil case.  

Tip:  Non-Public and Sealed matters will not print.  
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Financial ROA
The Financial ROA (Register of Actions) is an inquiry screen detailing money assess-

ments and payments for the case, party and charge that is currently shown on the

Case field.  The assessments and payments are shown chronologically with a running

balance as the assessments and payments are being applied.

The Financial ROA can be accessed for either Traffic/Criminal or Civil cases.  It can be

accessed from the District Online Inquiries Menu by typing a case number on the Case
field and pressing F19 for a Traffic/Criminal inquiry or F12 for a Civil inquiry.  It can

also be accessed by typing FIN and the sequence number on the “HOP” line, then

pressing ENTER or type FIN and the case number on the “HOP” line and press

ENTER.

Traffic/Criminal Financial ROA

Civil Financial ROA
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Financial ROA (FIN) Cash Code Balances

This view displays only the cash codes and dollar amounts associated with the

UNPAID monies due to the court on a particular charge.

This screen can only be accessed by pressing F5-Cashcode Balances from the

Financial ROA of a Traffic/Criminal case.
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Central Name Inquiry

The Central Name Inquiry provides name inquiry and ROA access for all

Traffic/Criminal and Civil cases within the District Court.  For District Courts who share

their AS/400 with other District, Circuit and/or Probate Courts, it will include name

inquiry and ROA access to all cases in these courts as well.

The Central Name Inquiry screen can be accessed from the District Online Inquiries

Menu by pressing F21 from the menu.
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The information displayed on this screen includes:

• Name (in alphabetical order beginning with the name requested)

• Birthdate

• Party

• Court ID

• Case number

• Case type

• Status (Example: Close, Open, Prob, NA (indicates status information is 
not available)

Screen Options

1-Display Case Summary
Type a 1 in the Opt field and press ENTER to display the

case summary/ROA (Register of Actions).

2-Print Case Summary

Type a 2 in the Opt field and press ENTER to print the

case summary/ROA to the out queue defined in the top

right corner of the screen.

Position to Name
Change to a completely different name by typing that

name in the Position to Name field and press ENTER.
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Pressing F11-Alt View, allows additional information to be displayed.  View two shown

below, displays the following information: defendant name, CTN (Criminal Tracking

Number), attorney, judge, case description (nature of case, i.e. CRIM, CIVIL, TRAFF,

ESTAT for criminal, civil, traffic, estates, etc.) petition number (juvenile cases only) and

public or non-public.
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Pressing F1-Help, allows additional information to be displayed about a specific field.

The sample view shown below, displays case types and their descriptions.

Tip:  Once in the Help screen, you may press F2-Extended Help for additional

help information.
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Combined Calendar

The Combined Calendar Inquiry provides a way to view or print a combined calendar

by jurist (judge/magistrate/referee etc), for all JIS courts using the same AS/400,

regardless of jurisdiction.  This option is only available if the court has multiple JIS
applications on the AS/400 (i.e. District, Circuit, Probate, Juvenile or Family).

The Combined Calendar screen can be assessed by pressing F22 from the District

Online Inquiries Menu.  

Type in the jurist bar number and indicate whether you want to display (D) or print (P)

the calendar; press ENTER.  Circuit and Probate/Juvenile Courts may schedule by

courtroom number.  If you choose Courtroom #, the calendar would not display District

Court Cases.
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Calendar Options

Jurist #
The bar number for the request, i.e. judge, magistrate, ref-

eree, etc.

Courtroom #
Used in the Circuit and Probate/Juvenile (family) modules

to identify courtroom number.

Print / Display
Enter a P to print the calendar without viewing.  Enter a D

to display the calendar on the screen.

Begin Date
Enter the starting date of the calendar to be displayed or

printed.

End Date

Enter the last date of the calendar to be printed or dis-

played.  The date range from beginning to end cannot
exceed 14 days.

Circuit Counties
Enter the Circuit Court number(s) that identifies the Circuit

Court(s) on this  AS/400 (e.g. 03, 47, 65 etc.)

District Courts
Enter the District Court number(s) that identifies the

District Court(s) on this AS/400 (e.g. 7600, 95B0 etc.)

Probate/Juv Court

Enter the Probate/Juvenile Court number(s) that identifies

the Probate/Juvenile court on this AS/400, (e.g. 03, 44

etc.)

Spacing Between Cases
Enter the number of lines between cases, if printing.

Options are 1-9.

Page Break Date
Enter a Y if each day of information is to be printed as a

separate page.

The last date and court parameters requested are retrieved to the screen.

Modify your request by typing over the dates/courts; press ENTER.
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Below are samples of a Combined Calendar as viewed on the screen. 

Calendar as displayed on the screen, page 1 above, page 2 below

District Case

Juvenile Case

Circuit Case

Probate Case
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Using the HOP Line

The “HOP” Line can be used in the Traffic/Criminal Module to access the Register of

Actions (ROA), Name (NAM), Soundex (SDX), Driver License (DLN), Vehicle Plate

Number (VPN), or Financial ROA (FIN) inquiry.  In the Civil Module the “HOP” line can

be used to access the Register of Actions (ROA), Name (NAM), Soundex (SDX), or

Financial ROA (FIN) inquiry.  Type the three-letter code for the screen you want to

access in the NXT field, i.e. NAM for a name inquiry.  Then, type the name in the INQ
field and press ENTER.  If you have a case number for your inquiry, type the case

number in the CASE field. To access the ROA from this screen you may type in ROA

in the NXT field and the line number that is assigned to the case on the left of the

screen in the CASE field and press ENTER.

07
06
06
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Function Keys Used-Inquiry Screens

Key Description

F1

Clear

Top

Help

Clear this screen, remain on the same screen.

Go directly to the beginning/top of the ROA.

Gives more information about the screen and/or options.

F2

Bottom

Extended Help

Go directly to the bottom of the ROA.

Additional information on Central Name Index screen.

F3

Exit Exit this screen to the previous screen.

F4

Prompt With the cursor in the promptable field, display more information

F5

Work w/Output Takes you to printer the output queue to work with printed infor-

mation or to change the output queue.

Note:  Not all inquiry terminals have ability to print. 
F7

ROA From Line Go directly to the ROA by moving the cursor to the line of the

case to be accessed.

F9

Print Print the record displayed .

F11

Alt View Allows user to view additional information on defendant/case(s).

F24

Previous Menu/Exit Exit to the previous screen.

Enter

Continue Continue processing the screen.

Page/Roll
Page up/down keys will move you to another screen.

Help Pressing the HELP key (Alt/F1 on a PC) will give you more

information about the screen and/or options.
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NNOOTTEESS::
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4

In this chapter you learn how to create user profiles for new
employees and change the system time on the AS/400.

At the AS/400 Sign On screen:

1)  In the User field type in QSECOFR.

2)  Type in the password.

3)  Press ENTER.

Note:  If you do not know the password for this Sign On, contact

your DP/IS person to complete this task! 

CONTACT JIS OPERATIONS if you know the password and require assistance.

User and Password

Creating User Profiles

System Administrator
Functions 
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On the command line type: WRKUSRPRF *ALL, press ENTER.

Place a 3 in the Opt field of a current user, press ENTER.  This is a simple and time
saving effort that allows you to copy all the settings from one user for another.
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Type the NEW user’s profile in the User profile field and type their name in the Text
‘description’ field, enclosed with ‘ ‘.  For example: D9900LML and ‘Linda M Lands’.

Press ENTER.

Note: After an AS/400 profile is created, you MUST establish security

for that user before they will have access to the modules.  See page 1-4
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Place a 2 in the Opt field of current user to be changed, press ENTER.  Type the

NEW/modified user’s profile in the User profile field and type the changed name in the

Text ‘description’ field, enclosed with ‘ ‘.  For example: D9900LMH and ‘Linda M Hall’.

Press ENTER.

Changing User Profiles

LLMMHH

Hall

2
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Setting the System Time

To change the time on the AS/400:

•  Step 1: On a command line type WRKSYSVAL QTIME; press ENTER.

•  Step 2: Type a 2 (change) in the Opt field; press ENTER.

•  Step 3: Type over the existing time, using military time; press ENTER.

See examples on the following pages.

Step 1: On a command line type WRKSYSVAL QTIME; press ENTER.

At the AS/400 Sign On screen:

1)  In the User field type in QSECOFR.

2)  Type in the password.

3)  Press ENTER.

Note:  If you do not know the password for this Sign On, contact your

DP/IS person to complete this task! 

CONTACT JIS OPERATIONS if you know the password but require assistance.



Chapter 4: System Administrator Functions Administrative - 2007

Page 4-6

Step 2: Type a 2 (change) in the Opt field; press ENTER.

Step 3: Type over the existing time; press ENTER.
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