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Reports

There are a number of reports that will assist a court in tracking cases. The reports that
are listed on the case management menu are determined based on a users authority
within the court location. If a user does not have access to the Probate location, they will
not see the Probate reports.  

REP at the next action line
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Abstract Report 
Abstract Reports and Submission

Detailed Abstract information can be found in 
Chapter 12 of the Juvenile Manual
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Caseload Report 
JIS recommends that the caseload report be run quarterly to avoid any surprises
at the end of the year.

Date: Can be run for any date range; monthly, quarterly, or yearly 

SCAO Report 
Court: The court that is responsible for reporting the records, not the court 

that processes the records

Jurist: Can be run for a specific jurist or left blank for all

Select SCAO Reports

Grid: Generates caseload report with numbers  only

Audit: Generates caseload report with detailed information such as case 
number, name, disposition date, etc.

Parts 1 & 2: Select for report of only Parts 1 & 2

Part 4: Select for report of only Part 4

Worksheet 
Part 4: Select for report that is not divided by judges - all case detail infor

mation will be listed in case number order 
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Beginning
Pending: Select for report to include beginning pending cases.  Default is Y

Print Exception 
Report: Select to print only exception report. Default is N

Options for Audit

Invalid Jurist: Generate report of jurists that are invalid for caseload purposes

Case Type: Run report by specific case type

Report Section: Run report by specific caseload report section (i.e. Section E: 
Juvenile)

System Options

Hold Print: Does not print report. Holds in the outqueue. Default is N

Run Report at 
6:00pm Will run the report at 6:00pm to avoid tying up the printer for a 

large print job. Default is N

Create E-File: Used when caseload report is uploaded to MCAP

Clear E-File: Clears the E-File so that it can be generated again. 

NOTE:  If the e-file has been created and the user wants to run the report again,
the e-file needs to be cleared in order to avoid duplicate submissions to MCAP.
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Calendar Report Generator

From and To Dates: Enter a specific date or enter date range

Generate by: Jurist, courtroom, or date (required field)

Courtroom: Select by specific courtroom or leave blank for all 
Jurist: Select by specific jurist or leave blank for all
For Courts: Can specify a specific Court (i.e. Probate = P 13 13, Circuit = C
37, 13) or leave blank for all
OPTIONS for Print: Parties, Assoc Names, Charges, Cal Cmts, Prosecutor  - Y 

will include parties names, assoc names, criminal charges, or 
next action comments on the calendar

Categories

• Crt Include scheduled next actions of all court hearings

• Rev Include scheduled next actions of File Review  "FRV"

• Adm Include scheduled next actions of  Calendar Administrative
"ADMC"

• Per Include scheduled next actions of Calendar Personal "PERC"
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OTHER OPTIONS:

Paper Size: S S=Standard/Portrait W=Wide/Landscape (Defaults to S)
Nbr of Blank Lines: 1 (1-9) Print Only (Defaults to 1)
Nbr of Copies: 1 (1-9) Print Only (Defaults to 1)
Public List: N (Y/N) (Defaults to N) Omit Non-Public: __ (Y/N)
Page Break by Date: Y (Y/N?) (Defaults to Y)

Press « to display the calendar
or

Press ¨+™ [F21] to print calendar
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Case List

NOTE:  Some fields can be prompted on by selecting F4 for additional
options.

Case File Dates: The date the case was filed with the court. 
Close Dates: The date the case was closed. 
Public List: Y = public cases. N= both public and non public cases. 

Defaults to Y
Status: Choose Open, Closed, Adjudicated, Inactive, Evaluation, 

or Open/Adjudicated Status.  
Case Type: Run with a specific case type.  
Case Type Categ: Run with a specific case type category, such as Civil, 

Criminal, Adoption, or Probate.   
Case Typ 
Sub-Categ: Narrow the case type category further, such as Adoption. The

sub category would be family adoptions, agency adoptions, 
direct placement adoptions, and other adoptions. 

Service Type: Choose between Formal, Informal, Court Designated and 
Prosecutor Designated (the rest of the choices are Probate).
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Probate Type: Used in Probate
Professional: Run by specific professional types. 

PARTY
Group: Run by specific party type group.  
Type: Run by party type.  
Disposable: Run by the party being disposable or not. 
Noticable: Run by the party being noticable or not.
Appoint/Retain: Run by the attorney being appointed or retained. 
Assoc Type: Run by association type.  

CHARGE Run by the current charge on a case

Disposition: Run by specific dispositions.  Can choose up to 4.

1 = SELECT REPORTS

Sort by Case Type:       (Y/N) 
Case Numeric List - News:         Does not include non public cases
Case Numeric:         Includes public cases unless the Public 

List option is set to N
Case Alphabetic List:         List cases alphabetically by party regard

less of the case number
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Event List

Case Status: Can choose between Open, Adjud, or Closed.  Blank = all
Event Juris/Referee:  The judge or referee that is on the specific event
Event: Event to run report for. 
Event Categ: All events with a specific category attached will be included.

(Y= Omit) to omit specific event categories from the report 
relating to events

W/Event Categ not Filed:          Notice Days:          (Used for Probate)

Event Date:  Date range of the report
Event Attny: Attorney that is attached to the event
Case Type: Run by specific case type
Case Type Categ: Run by all case types within a category; such as adoption
Case Typ 
Sub-Categ: Narrow the case type category further, such as Adoption. 

The sub category would be family adoptions, agency adop-
tions, direct placement adoptions, and other adoptions. 

Program/Result: Run by specific Program or Result

1=Select reports Run by Event jurist/referee, Attorney or Case.  
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Juvenile Master List Report 

Printing the report

Open File Date Enter a date range for all open cases or leave blank for all

Include Closed Files “Y” - Files that were open at the beginning of the report 
selection, but closed during the report period will print on 
the report.

“N” - Files that were open at the beginning of the report 
selection, but closed during the report period will not print 
on the report.

Case Type Enter a specific case type or leave blank for all

Select Report
Open File List - Sorted by file name

Worker List - Sorted by case worker, enter specific worker or
leave blank for all.

Open File List and Work - List all cases with separate report
for worker(s).
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Juvenile Reports

The majority of the juvenile reports are assessable from one screen.  Let’s review some of
the various report options.  

JVR at the next action line

Printing the report

Date Range Enter the inclusive reporting dates

1 Select Reports Enter a 1 next to your report selection

Press « To submit the job.  The screen will reappear with the 
message of “Report has been submitted” in lower left hand 
corner.  
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Following is a brief description of each report.

Juveniles Listed by Case

This report is in numerical order by juvenile file number followed by his/her case 
(petitions) numbers.  The list is followed by a summary of the total files, cases and 
charges, with an additional breakdown of cases authorized, adjudicated legal status,
wards under Act 150 and number of cases disposed.

Case Age

The Case Age report lists cases that have an open status and calculates the number 
of days that have passed from the filed date to the report end date.  The report is 
sorted by jurist and case type: DJ, DL, NA, and PJ.  A summary is also listed for 
each jurist regarding total number of juveniles who are in custody and not in custody
in 30 day intervals up to 361 days, followed by a grand total for the court.  

Juvenile List by Charge

This report is in numerical order by offense number followed by the juvenile’s file 
and case information.  Totals will be listed at the end of the report with a breakdown
for case filed, authorized, adjudication with legal status, state ward commitments 
(Act 150) and juveniles disposed.

Offense Summary by Offense Location/Agency

These reports count case charges by offense location or agency with statistical 
information relating to offense group, race and sex in a summary format.  The audit 
is optional and will list all cases that were tallied for the summary.

Drug Offense

This report provides the court with the total drug charge information required on 
form SCAO 24 (2/00).  Also included is an audit of all cases that are included on the 
report.

Over Age Master Case List

This report provides the court with an alphabetical list of juveniles 17 years of age or
older, whose birth date falls within the report date range, and list their cases that 
remain open.
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Caseflow Management

The Case Flow Management report lists each file for the reporting period and is 
sorted by case type and jurist.

Following the file number, case number and name are the following columns for each case:

~Custody~
"Y" In Custody or "N" Not In Custody.

~Case Date Filed and Case Days~
Date filed and number of days from date filed to authorized date.

~Authorized Date and Case Days~
Date authorized and number of days to disposition. 
(If no authorization date exists, case days are calculated from date filed to disposi-

tion date and displayed under the last case days column.)

The following case information is also listed.

~Disposition Date~
Date case disposition was entered

~Last Action~
Code and date of the last hearing.

~Next Action~
Code and date of the next action.

Following the list are totals for each jurist in intervals of 0 through 84, 85 through 98 and
over 98 days for In Custody status and in intervals of 0 through 119, 120 through 180, 181
through 210 and over 210 days for Not In Custody status are printed.  In addition a court
summary is provided in intervals and percentages.  
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Permanency Indicators Report (PIR)
(SCAO 66)

***See separate PIR manual for specific instructions 
on completing this report. 
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Pending Cases Report 

Civil / Crim / Juv: Run for Civil, Criminal, or Juvenile cases.  Required field.

Jurist: Run report by a specific jurist.

File Dates: Run by when the case was filed.

Case Type: Run by specific case type

Case Type Sub
Category: Run for all case types within a sub category.

Print Parties / 
Charges: Include parties for civil case types or charges for criminal case

types. Default is N
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Reassign Professional 

From Professional: Professional cases currently assigned to. 
To Professional: Professional cases are being assigned to.

Options:
Case Type: Reassign cases based on case type. 

or
Category: Reassign all case types within a category

and/or
Sub-Category: Reassign all case types within a sub-category

Case or Juvenile Status: Specific case status.  Blank will default to 
OR Open/Adjudicated case status
Party File Date: Date when party added to case
OR
Juvenile Open Date: Date when Juvenile File was Opened

Event Comment: Comment will be added to the event and displayed on 
the ROA
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Warrant List

Jurist: Run by specific jurist or all

Case Type: Run by specific case type or all

Case type 
Category: Run for all case types within a category or all

Case type sub
category: Run for all categories within a sub category or all

Amount due:  Warrants that have financial obligations due with less than or 
greater than amounts

1= Select Reports Options:
List by Judge, File/Case Number
List by name, File/Case Number
List by File/Case Number 
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SCAO40b Reporting

This report is no longer required to be submitted to SCAO.  Courts still have the
option to run the report to review specific hearings that were held within a report
date range.  Jury trials, preliminary hearings, etc.  

Jurist: Run by specific jurist or all

Reporting Date: Date range of the hearings held

SCAO Report The court that is responsible for reporting the records, not the 
court that processes the records

Court:

1= Select Reports 
SCAO40b Grid: Number of hearings 
SCAO40b Audit: Detail of hearings with case numbers, file date and 

hearing event date
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DL/DL status offenses/TL: One count, per case/event type/date.

EXAMPLE: On 03/06/2002 a Preliminary hearing was entered on file
#2002-00063, cases numbered 1, 2 and 3.  The number of Preliminary hearings
counted on line #2  (page one) would be 3.

EXAMPLE: On 03/05/2002 a Preliminary hearing was entered on file
#2002-00063 case #1.  On 03/06/2002 another Preliminary hearing was entered
regarding the same file/case.  The number of Preliminary hearings counted on line
#2 (page one) would be 2.

NA: One count per case/event type/date, regardless of the number of chilren.

EXAMPLE: On 03/05/2002 a Preliminary hearing was entered for case
#2002-00150, for (5 children. The number of Preliminary hearings counted on line
#20  (page two) would be 1.

EXAMPLE: On 03/05/2002 a 91 Day Review was entered forcase #2002-
00150, for 5 children. On the same day a Permanency Planning hearing was
entered for the same five children. The total number of Dispositional Review
Hearings counted on Line #28 (page two) would be 2.
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