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Initial Data Transfer

• You must be running Client Access software to 
communicate with the AS400.  Your version of 
Client Access may vary from this slideshow. 

• Run the caseload report for the application that 
you want to transfer the data from.  Circuit court 
users must enter “Y” in the file selection field.

• Verify that the report has completed and is 
accurate.

• Create a folder on your desktop called 
Caseload.  (Right click on your desktop, select New and then select Folder)



Screen Shot 1a

Under Communication, choose Configure.



Screen Shot 1b

Make a note of your System Name.



From any screen on the AS400, click
the “Receive File from Host” icon.  If you 
don’t have icons, click “Actions” on your 
menu bar and then click “Receive File 
from Host”. 

Screen Shot 2



Screen Shot 3

1.  Select your system name

2. Enter the file name:
OSMXCSDB/CSELOADWB

3.  Click Browse to select the 
folder that the file will be 
stored in.



Screen Shot 4

1.  From the drop down list, 
change the folder to save this 
file in the Caseload folder on 
your desktop.

2.  Enter the file name with 
the extension of .txt
This will be the file that you 
upload to the CRS website.

3.  Then click “Open”.



Screen Shot 5

Click Details



Screen Shot 6

1.  Click “Overwrite Existing File”

3.  Click OK.

2.  Select “Comma Separated 
Variable (CSV)”



Click “Transfer data from iSeries”

Screen Shot 7



Screen Shot 8

The number of rows that 
transferred is displayed.

Click OK.



Screen Shot 9

Click “File” then select “Save As”



Screen Shot 10

1.  From the drop down list, 
change the folder to save this 
file in the Caseload folder on 
your desktop.

2.  Change the file name to 
Caseload Transfer.

3.  Click Save.



Screen Shot 11

Click to Close.



Open the Folder that you created 
and verify that 3 files exist.

Name of File.FDF
Name of File.TXT
Name of File.DTF

Screen Shot 12



Screen Shot 13

Double Click the “.txt” file to open it.



Screen Shot 14

Verify that this is the report for the 
correct quarter and year that you 
need to upload.  Then close the file.



Upload Data to CRS Website

• Sign on to CRS website at 
http://www.courts.mi.gov/mcap/

• Follow the next set of screen shots to 
upload your data

• Check the uploaded data for accuracy.



Enter your User Name and 
password and then click Login

CRS Login



Click Upload Caseload Data Files

CRS Menu



Click Browse to locate your .txt file 
in your caseload folder.

CRS Upload



CRS Upload 2

1. Navigate to the 
“Caseload” folder.

2. Select the .txt file.

3. Click “Open”.



Click “Upload”

CRS Upload 3



Verify Your Numbers

• Verification of your caseload numbers on 
CRS is critical.
– Depending on case types processed in JIS 

systems and the order in which the files are 
uploaded, some case type numbers may get 
overlaid.




