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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)
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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”.
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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.
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Michigan's One Court of Justice

Caseload Reporting System

User Instructions

Welcome to the Caseload Reporting System, if you are a registered user, please login.

Enter your User Name and
password and then click Login

User Name:||

Passwori:

Please he advised:
The password is case sensitive.

Ta report problems with the Cazeload Reporting System, pleaze contact the Help Desk for suppoart.
Tao abtain a user name and password for the Caseload Reporting System, your supervizor should contact the SCAC at (517) 373-0130.

Thiz =site has been optimized for Microsoft Internet Explorer 5. and abowve.
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Michigan's One Court of Justice

Caseload Reporting System

Main Menu | Logout

Menu Options

Click Upload Caseload Data Files

Caseload Data Entry

Manually enter caseload data for
ar courts.

ar Family Division of Circuit Court - Juvenile.

Upload Caseload Data Files Update User Profile

Upload electranic caseload data files from your Change your name, phone number, e-mail address,

computer. or password.

View Reports User Change Request

“Wiew reports generated from caseload data. Send an e-mail request to SCAOD to add or inactivate
a CRS user.

Q&A Missing Reports

Get answers to commaonly asked gquestions about “Wiew a report of, or send e-mall notifications to, all

caseload reporting for . , or courts that are missing caseload reports.

courts.

Caseload Verification

YWiewr a that hawe not submitted a
caseload verification form or submit a
far a court.
W
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Caseload Reporting System

Instructions |  Main Menu | Logout

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

Mote: Please read the instructions to assist you in determining whegher yoo
need to append or overwrite caseload data.

Upload Caseload Data Files

Contact Name: Angie Smelt
Phone: 373-5656

Browse

[ Append

For gquestions regarding caseload reporting, please contact the SCAC &t (517 373-0130.
To report problems with the Caseload Reporing System, please contact the Help Desk for support.
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Michigan's One Court of Justice

Caseload Reporting System

Insgtructions |  Main Menu | Logout

Upload Caseload Data Files

Mote: Please read the instructions to assist you in determining whether you

need to append or overwrite caseload data.

Click “Upload”

Contact Name:
Phone:

=
Browse.. |

C:ADocuments and Setting

For gquestions regarding caseload reporting, please contact the SCAC &t (517 373-0130.
To report problems with the Caseload Reporing System, please contact the Help Desk for support.
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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.





