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1

In this chapter you are introduced to JIS and the Traffic/Criminal and
Probation modules.

Judicial Information Systems (JIS) is a division of the Michigan Supreme Court - State
Court Administrative Office.  We provide software for District, Circuit (Family) and
Probate/Juvenile courts.

•  The system contains Traffic/Criminal, Probation, Civil and Cash modules.  

•  There is a central name index available for JIS District, Circuit and Probate 
systems when all of the systems reside on the same AS/400.  

•  Security is available to limit access to screens, reports, code file maintenance 
and audit reports.

Our programs are designed to reduce the amount of paperwork needed to maintain
records, provide for easy access to information and save time preparing forms.  Other
features of the system include immediate posting of cash receipts, chronological case
histories, calendars and reports.  Abstracts and suspensions can be sent electronically
to Department of State.  Suspensions can be cleared immediately on-line.  Warrants
can be immediately entered into and cancelled from the Law Enforcement Information
Network (LEIN) system.  Dispositions can be reported electronically to MSP for
Criminal History Reporting (CHR) purposes.

See pages 1-2 through 1-7 for further descriptions of available functions of the system.

What will the JIS system do for you?

Components

What is JIS?

Getting Started



Chapter 1: Getting Started Traffic/Criminal/Probation - 2007

Page 1-2

Inquiry Screens

Screen
Hop
Code

Description

Central Name
Index

CNI

Used by courts that share their AS/400 with one or more courts in the 
county.  Will produce a listing of all defendants with a common last name,
regardless of the court of origin of their case.  Allows all courts to view their
Traffic, Criminal, Probation and Civil cases in one inquiry. 

Defendant History
Inquiry

DHI
Display a listing of dispositional information on every purged and active
case and any case that was added through the Defendant History Update
(DHU) screen.

Driver License
Number Inquiry

DLN
Display all cases related to the defendant’s driver license number and state
of issuance.

Financial ROA FIN
View and/or print a complete financial history (assessments/payments) on a
case.  Case/charge balances, as well as specific amount type balances, will
also display and may be printed.

Name Inquiry NAM
Display a list of defendants who have been involved in cases in the court
and their charge, address, balance due and next court date. It can be
accessed by providing all or part of the last name.

Police Identification
Number Inquiry

PIN
Display a list of cases matching information found in the Police
Identification Number field on the Case Entry (CAS) screen, i.e. incident
number, ticket number, etc.

Register of Actions ROA View and/or print all information currently on the system for a case.  

Register of Actions
(Print)

RAP Print Register of Actions.

Soundex (sound
alike) Inquiry

SDX
Display a list of defendants who have been involved in cases in the court
and their charge, address, balance due, and next court date.  It can be
accessed by entering the last name the way it sounds.

Status Screen STS

Two different screens are available. The Detail Event screen displays the
entry date and time that all entries were made on a case. The Caseload
screen displays all events that are used to determine how the case was
counted for caseload purposes.  Both screens will also show the date an
entry was deleted, if applicable.

Vehicle Plate
Number Inquiry

VPN
Display a list of cases related to the vehicle plate number and state of 
registration.

X-Reference
Inquiry

XRF
An inquiry used to link cases and/or defendants together, i.e., 
case numbers can be cross referenced to a ticket number, etc.

For more information on inquiry screens, see Chapter 2 - Inquiry Screens.
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Entry Screens

Screen
Hop
Code

Description

Abstract Update ABS Update, delete and resubmit abstract records electronically to DOS.

Action ACT
Stores and displays all actions in 4-character code format, as well as all
comments that have been added to a case.  Codes and comments may be
added to the case by using this screen.

Cancel
Judgment

CJD
Remove information from the judicial portion of a Criminal History Record
(CHR) for MSP Criminal Justice Information Center.

Case Entry CAS
Enter criminal complaints or tickets including defendant, charge, vehicle,
officer information and initial court date.  Limited ability to update case 
information after case has been entered.

Defendant
History Update

DHU
Add, update, delete or access information for cases that have been purged,
or that occurred prior to the implementation of the JIS District Court System.

Delete DEL Delete an individual count or the entire case.

Disposition DSP
Enter plea and disposition (sentence) information including assessments,
probation, license sanctions, jail and community service. Assessments may
be modified on this screen. 

Enter Judgment EJD
Add information to the judicial portion of a Criminal History Record (CHR)
for MSP Criminal Justice Information Center.

Enter Warrant EWR Enter warrant information directly into LEIN/NCIC.

FAC/FCJ/FCPV
Update

FAC Update, delete and resubmit FAC/FCJ/FCPV records electronically to DOS.

Modify
Judgment

MJD
Modify information to the judicial portion of a Criminal History Record (CHR)
for MSP Criminal Justice Information Center.

Removal REM Remove dispositional errors and data that no longer apply to a case.

Report Requests RPT Check the notices or forms requested on certain cases prior to the batch
report cycle.  Individual requests/deletes can also be made on this screen.

Scheduling
(Probation)

PRB
Schedule events for judges, magistrates and probation officers; assign 
probation officers to a case, add comments to the Register of Actions
(ROA).

Scheduling
(Traffic/Criminal)

SCH
Schedule court events; enter bond and warrant information; request/stop
notices; add comments to the Register of Actions (ROA).

Transfer TRN
Transfer a case from one court location to another, or transfer case
information from one case number to another because of reassignment or
data entry error.

For more information on entry screens, see Chapter 3 - Case Entry & Update
and Chapter 6 - Probation.
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Immediate Forms

Form Name
Hop

Code
SCAO
Form #

Assignment to Youthful Trainee Status YTA MC242

Judgment After Bond Forfeiture JBF MC238

Judgment Civil Infraction CIJ CIA02

Judgment of Sentence/Commitment to Jail JGS MC219

Michigan Court-Ordered Restricted Driver License RLF DS1-22F

Motion, Affidavit and Bench Warrant PBW MC229

Motion, Affidavit and Summons Regarding Probation Violation VIO MC246

Motion and Order for Destruction of Fingerprints and Arrest Card ROF MC235

Motion and Order for Discharge from Probation DCG MC245

Motion and Order to Show Cause SCS MC230

Motion/Order of Nolle Prosequi NLP MC263

Notice of Adjudication NOA DS1-22F

Notice to Appear NTA MC06

Notice to Appear Civil Infraction CIN CIA01

Order for Fingerprints OFP MC233

Order for Pretrial Release/Custody/Bond PRC
MC240
MC241

Order for Substance Abuse Evaluation SAE MC211

Order for Vehicle Immobilization IMM MC267

Order for Vehicle Impoundment IMP MC254

Order of Acquittal/Dismissal or Remand ACQ MC262

Order of Probation (Misdemeanor) ORD DC243

Order on Application to Set Aside Conviction SAC MC228

Order Revoking Release and Forfeiting Bond, Notice of Intent 
to Enter Judgment

OFB MC218

Petition and Order for Amendment of Order of Probation AMD MC244

Plea by Mail PBM DC223

Recall of Warrant/Order to Apprehend WAR MC220

Removal of Entry from LEIN RFL MC239

Report of Nonpayment of Restitution NPR MC258

Subpoena - Order to Appear and/or Produce SUB MC11

For more information on immediate forms, see Chapter 4 - Forms.
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Individually Requested Reports and Lists

Report Description

Alcohol Report A basic statistical report counting alcohol related cases and their dispositions.

Appealed Case List A list of all open cases that are currently under appeal.

Attorney Case List A list by attorney of all cases with future scheduled activity in the court.

Case Index (Case
List)

An alphabetical or numerical list of all cases on the District Court System.

Caseload Report 

Annual reports documenting the number of new filings, reopened cases and
methods of disposition as required by SCAO (Caseload Parts 1 and 2) and case
age at disposition and pending case age (Caseload Part 4).  Part 4 can be
requested separately as needed.  This report is uploadable to the SCAO
Caseload Reporting System (CRS).

CCW Report
A list of state civil infraction CCW convictions under 381 PA 2000.   This list is
used for reporting to MSP and the county gun board where the license was
issued.

Crime Victim Rights
Report

A report that shows all cases that have been or should have been assessed the
“MYCV” fee amount and the amount of money collected for the Crime Victim
Rights Fee.

Delay in Criminal
Proceedings

Quarterly report, required by SCAO, listing cases that are aged beyond the 98
percent guidelines (92+ days) for timeliness.

Discharge List A list of cases due to be discharged from probation within a selected date range.

Disposed List
A list of all cases broken down by law enforcement agency that have been 
disposed of within a specified date range.

Drunk/Drug New
Cases

A summary of drunk driving cases and drug charges with an accompanying audit
for completion of the SCAO Drunk Driving Caseload Assistance Fund Report.

Expired Activity
Date

A list of disposed cases where the last scheduled date on the system is at least
30 days prior to the date the report is run and no suspension or warrant has been
issued.  This list will include probation and non-probation cases.

FAC, Bench
Warrant and
Warrant  List

A list of all cases in case number sequence that have an outstanding warrant or
FAC issued.

Non-Payment of
Restitution List

A list of cases that have not paid their assessed restitution amount and are 
scheduled to be discharged from probation within a specified time frame.

Non-Public Case
List

A list of cases that are currently in non-public status.

Probation List A list of all cases in probation status.

Probation Review
List

A list of probation cases that have no future activity scheduled.

Speedy Trial and
120 Day Report

This request produces two separate reports:  A list of cases that qualify for the
Speedy Trial Report which was previously required by SCAO; and a list to identify
cases before they qualify for the Speedy Trial Report.  This report can still be
used to help track age of pending cases, and to identify cases where the 
defendant is in custody.

Warrant
Entry/Cancellation
List

A list of warrants that were submitted to LEIN for entry or cancellation, using the
Enter Warrant (EWR) screen.
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Individually Requested Reports and Lists (continued)

Trust and Agency Reports

Account Activity
Report

A report listing bond, restitution, trust and trust/agency postings and paydowns.

Check Register A listing of all checks entered for the day or date range specified.

Open/Closed/
Partial Paid Bond/
Restitution/Trust/
T&A Reports

Various options for bond, restitution, trust and trust/agency reports using selected
date or date range.

Summary Totals
Report of subtotal and grand total balances for Trust/Agency types for the date
specified.

Account Activity A report listing bond, restitution, trust and trust/agency postings and paydowns.

Batch Reports

Report Description

Labels
Will print address labels for defendant or file labels that were requested from the
Case Entry Screen (CAS) or the Report Requests Screen (RPT).

Register of Actions
(ROAs)

Will print ROAs on 8x11 plain paper or on preprinted forms DC250 (Felony) and
DC251 (Misdemeanor).  ROAs can be requested from the Case Entry (CAS),
Disposition (DSP), Scheduling (SCH), Report /Requests (RPT) or Cash screens.

Postcard Notices to
Appear (NTAs)

Will print Postcard Notices to Appear that were requested from Case Entry
(CAS), Scheduling (SCH) or Reports/Requests (RPT) screens.

Batch Show Cause
Processing

Order to Show Cause notices are produced in batch mode based on criteria the
user selects.

Date Generated Notices and Reports

Notices

•  Abstracts
•  Default Judgments
•  14-Day Civil Infraction and Misdemeanor Notices
•  FAC, FCJ and FCPV Suspensions
•  Notice of Non-Compliance
•  Warrant Notice
•  Warrant Misdemeanor

Reports

•  Abstract List
•  Abstract Error List 
•  Bond Forfeiture Tickler
•  Delete Audit Report
•  Deleted Bond, Restitution & Trust Report
•  Drunk Driving Report
•  FAC Immediate Clearance List
•  FAC List
•  Party Calendar
•  20% Late Penalty Assessment Report

For more information on reports, see Chapter 5 - Traffic/Criminal Reports and
Notices, Chapter 6 - Probation Update Screens and Reports and Chapter 12 - 
Batch Show Cause Processing. Information regarding Trust and Agency Reports 
can be found in the Cash User Guide.

Report Generator is also available.  Using Report Generator allows you to create your
own reports, using criteria that you designate.  For more information, see Chapter 11 -
Report Generator.
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Calendars

Type of Calendar Description

Central/Combined
Calendar

This feature can be used by courts that share their AS/400 with one or
more courts in the county, i.e. District, Circuit or Probate.  The calendar
inquiry will produce a listing of all court proceedings for the same jurist,
regardless of the court of origin of the case.

Courtroom (Detail)
Calendar

A calendar which lists case information by time for a specified date or date
range.  Non-case related matters may also be added.  This calendar can be 
displayed or printed.

Month at a Glance
Shows court holidays, judge/magistrate availability and highlights days that
have events scheduled.

Party Calendar
An alphabetical case listing of people scheduled to appear in court for the
day or date range.

Summary A number of each proceeding type scheduled for a day or date range.

Week at a Glance
A weekly calendar for a specific judge or magistrate.  This calendar is 
available to print only.

For more information on calendar options, see Chapter 7 - Calendar.

For more information about code files, see Chapter 9 - Codes Files.

Code Files

Code File Description

Attorney File
Used to maintain the attorney bar numbers and updates for new attorneys
and address changes.  

Code File This file contains all codes used in the District Court System.

Holiday File

Used to maintain a list of all full and partial days that the court, judge, 
magistrate or probation officer will be unavailable to the public, also
includes court hours and weekend schedule. Events cannot be 
scheduled during hours or days that have been blocked off.

Officers File List of all officers that may write tickets in the jurisdiction of the court.

Statute File

Two types of tables are stored in this file:  Local Ordinance (L) and State
Statute (M). Charge information including fine and cost information for
payable offenses, ordinance or PAAM number, SOS code, notice 
requirements and effective dates are stored in this file.

Vehicle Make File List of the most common vehicle makes.
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AS/400 Sign On

Software Enhancements
You will receive enhancements to the software semi-annually, unless there are unusual
circumstances.  These enhancements include changes to accommodate new or
changed legislation that impact the District Court, new forms and improved functionality
in all modules.

Please use the JIS Enhancement Request Form provided in Appendix P to submit 
suggestions for enhancements to the software.  An Executive Committee, comprised of
District Court representatives across the state, will review the request and provide
direction to JIS as to which enhancements are ultimately added to the software.

At the AS/400 Sign On screen:

1)  type in your user name and password 

2) press ENTER

After pressing ENTER, the next screen may be a menu customized by your court or

IT Department.  If so, enter the option listed for the District Court software.  Menu

options and verbiage will differ from court to court.  If no menu exists, the next screen

will be the District Selection and Operator Menu.

AS/400 Sign on screen
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District Selection and Operator Menu

District Selection and Operator Menu

To move further into
the JIS system, type

a 1 in the Enter Option
field and press ENTER.

Court location is helpful for those courts with multi-locations. It is displayed in the
upper left-hand corner of the screen.  In this example, the court location is JIS.

The software release version is found in the upper right hand corner of this screen.  In
the screen above, 2006/2 DCS represents the second release of 2006 of the District
Court Software. If you need to contact the Help Desk for assistance, you may be
asked to furnish the release version to support staff.

Court location Release version
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District Court System

The District Court System contains four modules.  The fifth option on this screen 
provides access to SOS/LEIN.  JIS User Guides are also available for Civil, Cash,
Administrative and SOS/LEIN.

The Traffic/Criminal module contains only names associated with traffic and criminal
cases, including cases in probation status. The Civil module contains only names of
parties in civil cases.   Central Name Index (CNI) is an option you can use to display
all names, regardless of the type of case.  Further information about CNI can be found
in Chapter 2 - Inquiry Screens.

District Court System menu

Type a 1 and press ENTER to access
the Traffic/Criminal Subsystem

Type a 4 and press ENTER to access
the Probation Subsystem
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Traffic/Criminal Subsystem

Traffic/Criminal Subsystem

Options / Name Why Go There?

1
Traffic/Criminal
Online

Enter cases, inquire about cases and calendars, print 
immediate forms.

2 Reports Request batch reports and forms for printing.

3 Code Files Update Maintain utility files, e.g. holiday, bar, and code files.

4 Code Files Print Print the above utility files.

5 Calendar View or print a court calendar.

6
Abstract &
FAC/FCJ/FCPV
Menu

Transfer abstract and FAC file to JIS for submission to
DOS, work with abstract and FAC production, request
abstract and FAC lists.

7 Report Generator Create reports where YOU define the criteria.

8
Batch Show
Cause Processing

Produce batch Order to Show Cause forms based on
criteria you select.

Type option
number and
press ENTER.

Traffic/Criminal Subsystem Menu
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Traffic/Criminal Selection (Case
Management) Menu

The Traffic/Criminal Selection Menu lists all entry, update and inquiry screens.  Use the

3-letter code (hop code) listed in parenthesis after the screen name to hop to that

screen.  For more information about the screens listed on this menu, see Chapter 2 -

Inquiry Screens and Chapter 3 - Case Entry & Update.

RAP is the only code that doesn’t hop anywhere.  It’s a quick way to print a Register of

Actions. When you type RAP in the Nxt field, the case number in the Case field, and

press ENTER, a complete Register of Actions for that case will be immediately sent to

your designated printer.

Screens listed on this menu are arranged with those most frequently used at the top. 

Page Down to get to the Immediate Forms Menu.  Forms are listed in alphabetical

order as shown on the next page.

Traffic/Criminal Online Selection Menu

SchollC
Typewritten Text
Status             (STS)

SchollC
Sticky Note
Unmarked set by SchollC
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Traffic/Criminal Immediate Forms Menu

For more information about the forms listed on this screen, see Chapter 4 - Forms.

Throughout this User Guide you will find reference to charts and tables in the
Appendices, including a Master List of Field Descriptions which lists data entry fields
used in the Traffic/Criminal and Probation modules, what screen(s) they are found on
and how to format the data that go into those fields.

Please keep in mind that the procedures established in your court for data entry
may vary from the examples given in this User Guide. In most instances, our
examples show a minimum amount of data entry necessary to update the 
system.

SchollC
Sticky Note
MigrationConfirmed set by SchollC

SchollC
Sticky Note
Accepted set by SchollC

SchollC
Sticky Note
Marked set by SchollC

SchollC
Text Box
Order Delaying Sentence (ODS) added. See Fall 2007 Announcement for details.
Order Destroy Prints (ODP) added and Destroy Fingerprints (ROF) removed. See Fall 2009 Announcement for Details.
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Probation Subsystem

Probation Subsystem Menu

Probation Subsystem

Options / Name Why Go There?

1 Probation Online
Update cases, inquire about cases and calendars, print
immediate forms.

2 Reports Request reports for printing.

3 Calendar View or print a court calendar.

4 Report Generator Create reports where YOU define the criteria.

Type option
number and
press ENTER.
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Probation Selection Menu

The Probation Selection Menu lists all entry, update and inquiry screens.  Use the 

3-letter code (hop code) listed in parenthesis after the screen name to hop to that

screen.  All hop codes that are available in the Traffic/Criminal Module will also work in

the Probation Module, even though they are not listed on the menu.  For more 

information about the screens listed on this menu, see Chapter 2 - Inquiry Screens,

Chapter 3 - Case Entry & Update and Chapter 6 - Probation Update Screens and

Reports.

RAP is the only code that doesn’t hop anywhere.  It’s a quick way to print a Register of

Actions.  When you type RAP in the Nxt field, the case number in the Case field, and

press ENTER, a complete Register of Actions for that case will be immediately sent to

your designated printer.

Screens listed on this menu are arranged with those most frequently used at the top. 

Page down to get to the Immediate Forms Menu.  Forms are listed in alphabetical

order as shown on the next page.

Probation Selection Menu
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For more information about the forms listed on this screen, see Chapter 4 - Forms.

Probation Immediate Forms Menu

Throughout this User Guide you will find reference to charts and tables in the
Appendices, including a Master List of Field Descriptions which lists data entry fields
used in the Traffic/Criminal and Probation modules, what screen(s) they are found on
and how to format the data that go into those fields.

Please keep in mind that the procedures established in your court for data entry
may vary from the examples given in this User Guide. In most instances, our
examples show a minimum amount of data entry necessary to update the 
system.
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Enter Option Field

The Enter Option or Option field is used by identifying which of the numbered options

on the screen you need to access.  On this screen, options 3-9 work with print

options, messages, and submitted jobs.  These options are covered in Chapter 13 -

Printing.  

Type option
number and
press ENTER.

Moving Around The System
There are three ways to move around the system.  These features eliminate the need
to “back out” to a menu each time you want to change to a different screen.

District Selection and Operator Menu
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Function Keys

At the bottom of each screen we indicate which function keys are valid for that screen.
Function keys are located across the top of the keyboard.  They are usually identified
as F1 through F12 on a single row of keys, and as F1 through F12 and F13 through
F24 on a double row keyboard.  If you have a single row of function keys, hold down
the SHIFT key while pressing F1 through F12 for F13 through F24.

A complete list of the function keys used in the Traffic/Criminal and Probation modules
can be found in Appendix B.

From this screen, use
the function key F24 to

sign off the system.

District Selection and Operator Menu

Yes, you can use your mouse to position your cursor on the screen!



Chapter 1: Getting StartedTraffic/Criminal/Probation - 2007

Page 1-19

Use the hop line to access next screen.

The “Next Transaction Line” (aka hop line) appears at the bottom of all inquiry and

update screens and the Traffic/Criminal and Probation Selection Menus.  It is used to

specify the next screen you want to access by entering a 3-letter hop code.  A

complete list of hop codes can be found in Appendix C.  Inquiry can be made by case

number, name or other identifying information such as police identification number, 

x-reference number, driver license number or vehicle plate number.

Hop Line

Hop
line

Inquiry by Case Number

Type the 3-letter code that represents the screen name you want to access (shown in
parenthesis after the name of the screen) in the NXT field, enter the case number in
the Case field, and press ENTER.  There is no need to erase the case number when
you are doing any other type of inquiry.
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For more information on inquiry screens, see Chapter 2 - Inquiry Screens.

Inquiry by Police ID Number, X-Reference Number, Driver License Number or
Vehicle Plate Number

Type the 3-letter code for the inquiry screen you want to access (shown in parenthesis
after the name of the screen) in the NXT field, enter the information you want to use
for your inquiry in the INQ field and press ENTER.   Note: If you are doing a DLN or
VPN inquiry, you must type the two-character state abbreviation in the the ST field if it
is an out-of-state license or plate. It will default to MI if no information is typed in the
ST field.  The information in the INQ or ST field will not interfere with subsequent
inquiries or updates that are accessed by case number.

Inquiry by Name

Type NAM in the Nxt field and tab over to the Inq field.  Type the name as shown in
the example below.  You may type all or part of a name, beginning with the last name.
The name you enter will stay in the Inq field until you change it, and it will not interfere
with subsequent inquiries or updates that are accessed by case number. Press
ENTER to hop to the Name Inquiry screen.
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This User Guide is designed to answer many of your questions.  Please note the
Frequently Asked Questions and Appendices in the back of this book.

JIS also produces User Guides for Civil, Cash, Administrative and SOS/LEIN. 

Traffic/Criminal/Probation User Guide

On-Screen Help

Press Alt+F1 on a PC, or the HELP key on a terminal keyboard, for on-screen help.
It is available whenever the word Help appears at the bottom of the screen.

Where to Get Help

SchollC
Text Box
Help Text has now been updated on many screens throughout the system. The new Help Text is field specific and more descriptive. To view Help Text for a specific field on a screen, place your cursor in that field and press Alt+F1. For more information, refer to the Fall 2008 Announcement.

SchollC
Sticky Note
Marked set by SchollC
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Website

Phone: 888-339-1547
Monday - Friday  9:00 A.M.-4:00 P.M. Option 1 - Software questions
Monday - Friday  8:00 A.M.-5:00 P.M Option 5 - Operations Dept.

Fax Help Sheet (Appendix P) 517-373-7451   
Email DCSHelpdesk@courts.mi.gov

Software questions or problems can be directed to our Help Desk by phone, fax, or
email.  Hardware questions, e.g. printer problems, DOS/LEIN slow or down, installing
releases, performing system backups and user profile questions are handled by our
Operations Department.  

Help Desk

Training is offered by JIS Technical Services Representatives at the Michigan Hall of
Justice in Lansing. Requests for training can be submitted using the Request for
Training form found in Appendix Q of this User Guide.

Training

The JIS District Court System website contains User Guides, Release Documentation,
JIS Communications, Webcasts and other helpful information.  The address for the
website is:

http://courts.michigan.gov/jis
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2Inquiry Screens

The inquiry screens described in this chapter are available through
both the Traffic/Criminal and Probation Modules.

Inquiry screens are used to view information about a case.  They are “display only”
screens.  You cannot input data on an inquiry screen.

There are three types of inquiry screens:

Basic Search Inquiry Screens:  Name Inquiry (NAM), Soundex (SDX), 
Police Identification Number (PIN), X-Reference Number (XRF), Driver License 
Number (DLN) and Vehicle Plate Number (VPN)

Expanded Search Inquiry Screens:  Central Name Index (CNI) and
Defendant History Inquiry (DHI)

Case Information:  Register of Actions (ROA), Financial Register of Actions 
(FIN), Status Screen (STS)
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Basic Search Inquiry Screens

These inquiry screens are used to access limited information about a case, such as
defendant’s name, case number, case type, brief description of count one, total amount
due on case, case status, date of birth, driver license number, vehicle plate number,
date of offense, partial display of defendant’s address of record, information about next
scheduled event and whether the defendant’s driver license is currently suspended for
a particular case.

You may access any of these screens by typing the 3-letter hop code on any hop line.

Each of these screens will display three pages of information. Use F11-Alt View to
move through the pages.

Screen Name
Hop
Code

Information required for
Inquiry (INQ) field

Function

Partial Name NAM All or part of a full name
A name inquiry screen for all or part of
a defendant’s name.

Soundex
(Sound alike)

SDX
Last name that sounds like the
name you are looking for

A name inquiry screen for last names
that sound alike.

Police
Identification

Number
PIN Police Identification Number

Used to locate cases using the Police
Identification Number which is entered
on the Case Entry (CAS) screen.

X-Reference
Number

XRF X-Reference Number

Used to locate cases using the 
X-Reference Number, which is
entered on the Case Entry (CAS)
screen.

Driver
License
Number

DLN
Driver license number and
state, if not Michigan

An inquiry screen for cases in your
court with the same DLN.  This is not
a Department of State (DOS) inquiry
screen.

Vehicle Plate
Number

VPN
Vehicle plate number and state,
if not Michigan

An inquiry screen for cases in your
court with the same plate number.
This is not a DOS inquiry screen.

Chapter 2: Inquiry Screens



Use this inquiry to access information about a case when you have all or part of the
defendant’s last name.

1.  Type NAM in the NXT field on the hop line
2.  Type the last name or portion of the last name in the INQ field
3.  Press ENTER

You will see this:

Tip: You can begin a search with as few as one character in the INQ field.

This screen will display:

• Name of Defendant
• Case Number (Case), Party Number (Pty), Case Type designation (Type)
• Number of counts associated with the case (Cnts)
• Brief description of Count One (Charge)
• Amount of fines and costs still owing for all counts of the case (Amt Due)
• Case status, e.g. Pending, Disposed, Probation, Warrant, Closed (Sts)

Partial Name/Name Inquiry (NAM)

First page of NAM Inquiry screen

Chapter 2: Inquiry ScreensTraffic/Criminal/Probation - 2007

Page 2-3



Chapter 2: Inquiry Screens Traffic/Criminal/Probation - 2007

Page 2-4

To view the second of three pages of information, press F11- Alt View.

From this screen you can view :

• Defendant’s name
• Date of Birth (DOB)
• Driver License Number (DLN)
• Vehicle Plate Number (VPN)
• Offense Date
• Defendant’s partial address

On the second page, the only information displayed for a non-public case is the 
defendant’s name.  

Second page of NAM Inquiry screen

Non-public cases have the “Non-Public” marker in place of the charge.  The only 
information that will be shown on an inquiry screen for a non-public case is the name,
case number and party number.

Cases that are currently in warranted status will be indicated by WRNT in the 
status column.  The WRNT will either be blinking (terminals) or solid red (PCs).  

Tip:  When using the INQRY sign-on, all non-public information, including name 
and case number, will be suppressed.  More information on this sign-on can 
be found in the Administrative User Guide.
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From the second page of an inquiry screen, you can prompt on the name, driver
license number or vehicle plate number to show total assessed for each case and
calculate a total balance due for all cases that match that information.

For example:

You will get a screen that looks like this:

This screen displays total assessments and balance due for Smith/Frederick, DOB 8/15/78.

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.

From this screen, you can press F9-Print to print this screen, F13-OutQ to change or
work with the printer output queue or F24-Previous Menu to return to inquiry screen.

Place cursor anywhere on name and
press F4-Prompt to display the total

amount due for cases that match
that last name/first name and DOB.

Place cursor anywhere on DLN
and press F4-Prompt to display
total amount due for cases that

match that driver license number.

Place cursor anywhere on
VPN and press F4-Prompt

to display total amount
due for cases that match

that vehicle plate number.

SchraderC
Text Box
The address for the defendant that will appear on the printed version of this screen will be from the case that you used the F4-Prompt function.  
This printout is designed to be put in a window envelope for easy mailing.
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From this screen you can view:

• Name of Defendant
• Next future court/due date
• Time of next scheduled court date
• Bar # for the person on whose calendar the next scheduled date appears 

(Next Judge)
• Type of event scheduled (Action)
• If a case currently has a driver license suspension.  A case will have an X

in this column if money is due for cash assessment codes DLRF or DLRJ.   
(DLRF Susp)

From the second page of the inquiry screen, press F11-Alt View again to display the
third page of information.

Third page of NAM Inquiry screen

Tip:  If there are no future dates set, the information for the most recent court
date will be displayed.
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Soundex Inquiry (SDX)

Use this inquiry to search for last names that sound alike.

1.  Type SDX in the NXT field on the hop line
2.  Type the last name how it sounds in the INQ field
3.  Press ENTER

You will get a screen that looks like this:

Tip:  You will get last names that sound like the name you requested.  You will
not get hyphenated last names (i.e. Smith-Handley).

This inquiry displays cases with last names that “sound like” Smith.

Last name “sounds like” Smith
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Police Identification Number Inquiry (PIN)

Use this inquiry to locate information that was entered in the PIN field of the Case
Entry screen (CAS).  This will probably be the police report number or ticket number,
depending on what your court chooses to enter in that field.

1.  Type PIN in the NXT field on the hop line
2.  Type the number in the INQ field exactly as it would have been added on 

the CAS screen
3.  Press ENTER

You will get a screen like this:

This inquiry displays all cases that have 2006-28832 entered as PIN on CAS screen

Tip: The Police Identification Number on the CAS screen and the number you
type on the hop line must match exactly for the case to appear on your inquiry.
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X-Reference Inquiry (XRF)

Use this inquiry to locate information that was entered in the X-Ref field of the Case
Entry screen (CAS).  This may be the police report number or ticket number, or 
another number that your court chooses to enter in this field.

1.  Type XRF in the NXT field on the hop line
2.  Type the number in the INQ field exactly as it would have been added on

the CAS screen   
3. Press ENTER

This inquiry displays all cases that have 06-8832MSP entered as X-Reference # on CAS screen.

You will get a screen that looks like this:

Tip:  The X-Reference Number on the CAS screen and the number you type on
the hop line must match exactly for the case to appear on your inquiry.
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Driver License Inquiry (DLN)

This inquiry will display all cases in your court that are associated with a specific driver
license number.  You can look up cases that have a Michigan driver license number or
any other state.

1.  Type DLN in the NXT field on the hop line
2.  Type the driver license number in the INQ field
3.  If it is an out-of-state license, you must enter the two-letter state abbreviation

in the ST field. If it is a Michigan license, you may leave this field blank and 
it will default to MI.

4.  Press ENTER

And you will get:

DLN Inquiry screen showing all cases that have E232441676521 added as DLN on CAS screen.

Tip:  The Driver License Number on the CAS screen and the number you type on
the hop line must match exactly for the case to appear on your inquiry.
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Vehicle Plate Inquiry (VPN)

This inquiry will display all cases in your court that are associated with the specific
vehicle plate number and state requested.

1.  Type VPN in the NXT field on the hop line
2.  Type the vehicle plate number in the INQ field
3.  If it is an out-of-state plate, you must enter the two-letter state abbreviation in

the ST field.  If it is a Michigan plate, you may leave this field blank and it 
will default to MI.

4.  Press ENTER

And you will see:

VPN Inquiry screen showing all cases that have 661HUQ added as Vehicle Plate # on CAS
screen.

Tip:  The Vehicle Plate Number on the CAS screen and the number you type on
the hop line must match exactly for the case to appear on your inquiry.
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Chapter 2: Inquiry Screens

To save time, you can access any case shown on the inquiry screen by using the 
number to the left of the defendant’s name.

1.  Type the hop code you want to use in the NXT field on the hop line
2.  Type the line number for the case you want to access in the CASE field on  

the hop line
3.  Press ENTER

Accessing Other Screens after Inquiry

To access an ROA immediately from any of the inquiry screens, place your cursor
anywhere on the line for the case you want to access and press F7-ROA From Line.

To access SCH screen for this 
defendant, you may use the line

number instead of typing the entire
case number in the CASE field.
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Expanded Search Inquiry Screens

There are two types of expanded search inquiry screens:

Defendant History Inquiry (DHI) 

This is used to display charge and disposition information for all purged 
and active Traffic/Criminal cases on the system for the same defendant.

Central Name Index (CNI)

Provides name inquiry and ROA access for all Traffic, Criminal,
Probation and Civil cases with the District Court.  For District Courts who
share their AS/400 with other District Courts, Circuit and/or Probate 
Courts, it allows name inquiry and ROA access to all cases in these 
courts for viewing or printing.

Page 2-13
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Defendant History Inquiry (DHI)

This inquiry will display charge and disposition information for all purged and active
cases on the Traffic/Criminal subsystem for the same defendant.  It will not display
Civil cases.

1.  Type DHI in the NXT field on the hop line
2.  Type the last name or portion of the last name in the INQ field
3.  Press ENTER

You will get a screen like this:

Defendant History Inquiry screen beginning with “SMI”

Tip:  The only information that is available for a purged case is the Defendant
History.

This is the only case on this screen that
has been purged from the system.
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Next, 
1.  Type in the DOB for the person you are looking for.
2. Press F5-Name list-match on DOB.

You will then get a screen that displays all cases that match the last name and DOB.

To display a full defendant history, press F6-History all.

Top portion of DHI screen, lists cases that begin with “SMI” and have DOB of 1-6-74 

Top portion of DHI screen for Chad Allen Smith, DOB 1-6-74

To print the Defendant History, press F9-Print Def History.

To display the defendant history for a specific record, type the record number in the
Selection field and press ENTER. 

Top portion of DHI screen - viewing specific record

Case status: C - Closed   P - Purged

To view a specific defendant history, type the
record # in the Selection field and press ENTER.

SchollC
Text Box
W- Warrant  D- Disposed  R- Probation  N- Pending

SchollC
Line

SchollC
Line

SchollC
Line

SchollC
Line
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Central Name Index (CNI)

This inquiry will provide information and ROA access for all Traffic, Criminal, Probation
and Civil cases.

You can also access the same information for all other courts who share your AS/400
and use JIS software, including other District Courts, Circuit and/or Probate Courts.

To access the Central Name Index screen:

1)  Type CNI in the NXT field on the hop line
2)  Press ENTER

To locate a particular name in the index:
1.  Type the last name or full name (last/first/middle) in the Enter Surname Here:

field
2.  Press ENTER

First Screen of Central Name Index (CNI)
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You will see a screen like this:

Tip:  To obtain help on any field on this screen, place your cursor on the field and
press F1-Help.

Central Name Index beginning with Williams
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Case Information Screens

Case information screens will display details about a specific case:

Register of Actions (ROA)

The Register of Actions screen lists all actions that have occurred on a
case, in chronological order, including assessment and payment
records.

Financial Register of Actions (FIN)

The Financial Register of Actions screen details all monetary
assessments and payments that have been applied to a case.

Status Screen (STS)

This screen displays the entry date and time that all entries were made 
on a case, and the deletion date for any entry that has been deleted. 
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Register of Actions (ROA)
Register of Actions Print (RAP)

The Register of Actions chronologically lists all actions that have occurred in a case,
including assessment and payment records.  It can be accessed in one of the following
ways:

1. Type ROA in the NXT field and the desired case number in the CASE field
on the hop line and press ENTER,

or
2.  From any of the Basic Inquiry Screens, type ROA in the NXT field and the

line number for the desired case in the CASE field and press ENTER,
or

3.  From any of the Basic Inquiry Screens, move the cursor to any of the fields
on the desired case and press F7-ROA From Line.

To print a Register of Actions without viewing it on the screen first, type RAP in the
NXT field and the desired case number in the CASE field on the hop line and press
ENTER.

An example of a Register of Actions appears on the following page.
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Register of Actions (ROA) for Case 06-4683
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Financial Register of Actions (FIN)

The Financial Register of Actions lists all assessments and payments that have been
applied for the case, party and charge that is requested.  There is a running balance
displayed that is calculated as assessments and payments are being made. You can
also view the last payment date and next payment due date from this screen.

To access a Financial Register of Actions:

1.  Type FIN in the NXT field of the hop line
2.  Type the case number in the CASE field of the hop line
3.  Type the count number in the COUNT field of the hop line
4.  Press ENTER

Financial ROA for Case 06-0321, Count 1

You will see a screen like this:

See Appendix A for complete list of
field descriptions used on this screen.
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You can also display all cash codes with a balance due.  To display the balances press
F5-Cashcode Balances from the Financial Register of Actions.

Outstanding balance listed by cash code

From this screen, you can print the cash code balances by pressing F9-Print ROA or
return to the Financial ROA by pressing F2-Page Back.

See Appendix A for complete list of
field descriptions used on this screen.



Chapter 2: Inquiry ScreensTraffic/Criminal/Probation - 2007

Page 2-23

Status Screen (STS)

The Status screen will display the date and time that all entries were made on a case,
and the deletion date and clerk’s initials for any entry that has been deleted.

You must have security set to access this screen.

To access the Status screen:

1.  Type STS in the NXT field of the hop line
2.  Type the case number in the CASE field of the hop line
3.  Press ENTER

Detail Status screen

Tip:  Press F7-Alt Seq key to alternate between sorting by PO Date and Entry 
Date.

Press F8-Caseload to view the Caseload Status screen.

The initials of the clerk who
made the entry will appear
here unless the entry has

been deleted, then the initials
will be changed to the clerk

who made the deletion.

If an entry has been deleted from the
Action screen (ACT), the date that the

deletion occurred will appear here.
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The Caseload status screen will display entries that are used to count new filings and
reopened cases for Caseload-Part 1 and methods of disposition for Caseload-Part 2.
Entries that have been deleted for caseload purposes via the Removal (REM) screen,
or by setting aside a disposition will display the date the deletion occurred, and the 
initials of the clerk who deleted the entry.  Deleted actions are ignored for Caseload
purposes.  See Chapter 5 - Reports for more information regarding Caseload 
reporting. 

Caseload Status screen

Tip:  Descriptions of Action Codes for entries on either the Detail Status screen or 
the Caseload Status screen can be found on the Action screen (ACT) for the
case.

SchollC
Text Box
New feature: F14-Audit Detail available from the Caseload Status screen.
Audit Detail provides Caseload Part 4 aging information. See Fall 2007 Announcement for further information.
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3Case Entry & Update 

The screens described in this chapter are used to add cases to the 
system and update all case information.  Information for using the
Probation Scheduling screen (PRB) can be found in Chapter 6 - Probation.

Type of Screen Purpose and Features

Case Entry (CAS)
•  Add a new ticket or complaint and warrant to the system
•  Limited ability to update case information after case has been     

entered

Traffic/Criminal
Scheduling (SCH)

•  Schedule court dates and extensions
•  Set bonds, post and return non-monetary bonds (personal, 

driver license, etc.)
•  Update status of case, including warrant information
•  Add comments to case that will appear on Register of Actions
•  Set aside a disposition
•  Request, stop, make eligible for or mark as previously issued 

any date generated notice

Disposition (DSP)

•  Enter plea and disposition information
•  Add, amend, reduce or change charges
•  Assess or modify fine and costs
•  Set aside a disposition

Action (ACT)

•  Stores and displays all actions in 4-character code format, as 
well as all comments that have been added to a case

This screen should be used for adding comments to a case
only. Although actions can also be deleted from this screen, the
database is only updated when entries are made from the
Scheduling (SCH), Disposition (DSP) or Removal (REM) screens.

(Continued on next page)
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Type of Screen Purpose and Features

Delete (DEL)

•  Delete an entire case record or delete a specific count

This feature should be used only when an entire case or a 
specific count has been added in error.

Removal (REM)
•  Remove dispositional errors
•  Remove non-dispositional data that is no longer relevant 

Transfer (TRN)

•  Transfer case to another court location within the same 
jurisdiction

•  Change a case number that has been entered incorrectly

Abstract Update
(ABS)

FAC/FCJ/FCPV
Update (FAC)

•  Correct abstract information before or after it is sent to 
Department of State

•  Delete an abstract completed in error before and after it is sent 
to Department of State

•  Correct suspension information before it is sent to Department 
of State

•  Delete a suspension if it was created in error before and after it   
has been sent to Department of State

•  Process immediate clearances for suspensions

These features are used by courts who process their abstracts
and/or suspensions electronically.  Complete instructions for use
of these screens can be found in Chapter 10 of this User Guide.

Enter Warrant
(EWR)

•  Retrieve case information for LEIN Entry screen

This feature is used by courts that enter and/or cancel their own 
warrants in LEIN.

Enter Judgment
(EJD)
Modify Judgment
(MJD)
Cancel Judgment
(CJD)

•  Retrieve case information for Criminal History Record (CHR)    
entry

Report Requests
(RPT)

•  Add or delete report requests
•  Review pending requests that are ready to be processed in a 

batch cycle

Defendant History
Update (DHU)

•  Add, update, delete or access information on cases that have 
been previously purged from your system or manually added 
from the court’s “blue card” system.

(Continued from previous page)

See Appendix A for complete list of
field descriptions used on these screens.
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Throughout this chapter you will find charts and tables that you can use for quick 
reference.  You also will want to refer to Appendix A, which is the Master List of Field
Descriptions/Formats and Appendix B, which lists Function Keys used for Traffic/
Criminal screens.

Keep in mind that the procedures established in your court for data entry may
vary from the examples shown in this User Guide.  Also, screen examples used
may not represent the same codes that are used in your court.  Substitute your
procedures and/or codes where appropriate. When in doubt, contact JIS for 
clarification.

To access the Traffic/Criminal Case Management Menu, select option 1 from the
Traffic/Criminal Subsystem Menu and press ENTER.

Traffic/Criminal Case Management Menu
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Case Entry Screen (CAS)
The Case Entry screen is used to add a new ticket or complaint and warrant to the
system.

When adding a new case to the system, you will use different parts of this screen,
depending on the type of charge you are entering.  For purposes of explanation in this
User Guide, the screen will be broken down into these sections:

•  Case Entry Information
•  Ticket Information 
•  Complaint Information 

Also included is information on the following features:

•  Prompt Windows
•  Copying Case Information
•  Warrant Requested/Received
•  Ticket Upload

To access the Case Entry screen, type CAS and the case number on the hop line and
press ENTER.

See Appendix A for complete list of
field descriptions used on this screen.

Case Entry screen

SchraderC
Text Box
Changes such as a new address or correction of DOB on the Case Entry (CAS) screen will write comments to the Register of Actions (ROA) showing the previous information, the date the change was made and the clerk who modified the case. See Fall 2009 Release Announcement for details.
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See Appendix A for complete list of
field descriptions used on this screen.

Case Information

Example of Case Entry screen - Case Information - Entering traffic ticket

To enter a new case, type CAS and the new case number on the hop line and press
ENTER.  The following fields will be filled in when the Case Entry screen is displayed:

•  Court
•  Case
•  Pty - this should always be D01 (Party) 

You must fill in the following fields (they are shaded in the examples shown above):
•  Offense Date
•  CDL (If Michigan DLN is entered and case contains at least one abstractable 

offense)
•  Name
•  Charge
•  Case Type
•  Venue - If your court only has one venue, this will automatically be filled in 

when you press ENTER

Tip:  It is important to fill in as many fields as you can.  This information is 
transferred to many other screens, forms and reports.  Also, you want your 
court record be as complete as possible.  

This portion of the Case Entry (CAS) screen is used when entering all types of
charges. 

Example of Case Entry screen - Case Information - Entering complaint and warrant

See page 3-8 for a partial list of field descriptions used in this section of the Case
Entry (CAS) screen.
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Warning: You cannot change the offense date for a case after the case has
been entered. You must delete the case, using the Delete screen (DEL) and 
re-enter the case. If an error has been made in the case number, you may 
change the case number using the Transfer screen (TRN).  Both of these 
screens are described in further detail later in this chapter.

See Appendix A for complete list of
field descriptions used on this screen.

Name/DOB/DLN edit

When entering a case, the system will perform an edit, similar to the edit performed by
the Department of State, to verify that the defendant’s name, date of birth and driver
license number are correct.  If the information entered does not pass the edit, all three
fields will be highlighted and the following error message will be displayed:  Possible
error in Name/DOB/DLN.  

If an error was made in the information that was entered, you can correct the error by
typing over it, and pressing ENTER. If the corrected information passes the edit, the
case will be entered.  If it still does not pass the edit, the error message will be 
displayed again.

If, after reviewing the information that was entered, it is determined that an error does
not exist, press ENTER twice.  The following error message will be displayed:
Possible error in Name/DOB/DLN - F8 to accept Name/DOB/DLN.  Press F8 to
accept the information and enter the case.  The following message will be written to
the Register of Actions (ROA): NAME/DOB/DLN OVERRIDE.  

BE CAREFUL:  When you override a possible error, you will also be submitting that
information to the Department of State if an abstract and/or suspension is produced on
the case. If the information is incorrect, your abstract and/or suspension will also be 
incorrect.

Register of Actions Requests - You may request an ROA, which will be printed in a
batch cycle, by using the ROA field.  Batch ROA requests are displayed on the
Report/Requests screen (RPT) and printing can be requested from the Traffic/Criminal
Daily Reports Screen (Traffic/Criminal Subsystem Menu - Option 2).  

There are three different options for printing ROAs: 

X - Will print all counts on 8x11 paper
F - Will print up to two counts on SCAO forms (DC250, DC251)
A - Will print a separate ROA for each count on SCAO forms (DC250, DC251)

SchraderC
Text Box
Effective 9/12/09, DOS implemented changes to the DLN assignment process. See Fall 2009 Release Announcement for more information. Courts should expect to use F8 for override more often.
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Batch Overnight DOS Lookup

Information can be obtained from DOS in an overnight batch lookup process for two
different types of inquiries:

•  VPN lookup: Type // in the Name field, and Michigan plate information in the 
Plate Number/Year/State field.

•  DLN lookup:  Type // in the Name field, and Michigan driver license number 
in the DLN field.  The following entry will be made on the ROA:

CASE ENTERED W/OUT NAME; DLN M123456789012.

In either instance, the information will be sent to DOS overnight, and if the request
matches records found at DOS, the name, address and DOB (if applicable) fields will
be filled in with information provided by DOS.  

•  When the information is returned for a DLN lookup, the following entry will be 
made on the ROA:

NAME, ADDRESS, DOB UPDATED BY SOS.

•  When the information is returned for a VPN lookup, there is no entry made on 
the ROA.

Tips:  VPN requests will continue to be submitted to DOS for two weeks after the 
case entry date, unless the case information is updated.  

An SOS VPN/DLN Update Exceptions Report will automatically generate 
listing cases that cause a “No Record Found” or “Invalid Inquiry” response 
from the Department of State.  It is very important that this list be 
checked on a regular basis, and information corrected on the CAS screen, 
if necessary, in order to maintain accurate court records.  More information 
about this report can be found in Chapter 5 - Traffic Criminal Reports &
Notices.

Warning:  Be very careful when using the DLN lookup feature. If an error is 
made when adding the DLN, the wrong defendant name/address/DOB will be 
added to the case, and subsequent action could be taken against the wrong 
person, i.e., license suspension and/or arrest on warrant.  If you choose to use 
this feature, it is recommended that you run a report generator regularly to 
identify cases that have had case information added using the DLN lookup.  
Verify names on the report with the charging document to make sure the 
correct defendant has been added to the case.
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Field Descriptions for Case Information section of Case Entry screen

Field Name Description/Format

A/C/S A - Attempt    C - Conspire    S - Solicit

Case Type
Valid case types are found in Appendix D, or by pressing 
F4-Prompt from this field.

CDL

Commercial Driver License.  Valid options are Y - Yes, N - No or   
U - Unknown. This is a required field if a Michigan driver license
number is entered in the DLN field and the case contains at least
one abstractable offense.

Charge
Offense code from the Local Ordinance Table or State Statute Table.
F4-Prompt is valid from this field.

CTN Criminal Tracking Number

Filing Date
The date the ticket or complaint and warrant was filed with the court.
If left blank, it will default to the current date for a ticket or the
Complaint/Iss date for a complaint and warrant.

Name

Enter the name with two slashes as follows: Last/first/middle

If there is a name suffix, it is entered after the middle name and 
preceded by a space, e.g. SMITH/JOHN/ ROY JR
If there is no middle name, do not put a space before the name 
suffix, e.g SMITH/JOHN/JR 

Non-alpha characters are not allowed, except a hyphen, e.g.
GEORGE-HAMPTON/CYNTHIA/ANN, OBRIEN/MICHAEL/PATRICK,
STLOUIS/JUDITH/RUTH

PIN
Police Identification Number.  This number will print on various
forms.  You also can do inquiries using this number.  Use/format of
this field will vary for different courts.

Race W - White   B - Black   I - Indian   A - Asian   U - Unknown

Same Incident
X - Same Incident (DOS no longer requires use of this option.)    
A - Alert DOS that this is NOT a same incident

SID State Identification Number

Speed
Charged/Allowed

For a  speeding charge, these fields must be entered, e.g. 65/55.  

TCN Transaction Control Number

Venue

The municipality that issued the ticket or filed the complaint.  If your
court has separate venues for state law violations, be sure to use
correct venue. If your court has only one venue, this field may be
left blank and the system will default to the correct venue.

X-Ref Cross Reference Number.  This number will appear on the ROA and
most forms, reports and notices.  You also can do inquiries using this
number.  Use/format of this field will vary for different courts.

See Appendix A for complete list of
field descriptions used on this screen.
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See Appendix A for complete list of
field descriptions used on this screen.

Ticket Information
This section is used to schedule initial court proceedings or due dates for tickets and
complaint and warrants.  Also vehicle, plate and accident information is added in this
section.

When adding a ticket, the Court Date field can be left blank if the court has a
standard number of days preprinted on payable tickets for the defendant to
answer the citation, and the vehicle information has been added for the ticket.
The date will be calculated and filled in by the system when the case is entered. 

Example of Case Entry screen - Ticket Information - Entering ticket 

Example of Case Entry screen - Ticket Information - Entering case with paper plate

When entering a case that has a paper plate, you must type an X in the Paper Plate
field, and fill in Vehicle Type, Plate Number/Year/State, VIN, Vehicle Year and
Vehicle Make fields.  If Plate Number/Year/State are not known, type // in that field.
The defendant must possess a Michigan driver license, and that number must be
typed in the DLN field at the top of the screen.

Example of Case Entry screen - Ticket Information - Scheduling initial court date

If the initial court date is known when the case is being entered, fill in the Court
Date, Time, Next Judge and Set for fields.  If the date is not known when the case
is being entered, you can add it at a later time by using the Scheduling (SCH)
screen.  Refer to Appendix A for further information about formats and 
descriptions for these fields.

IMPORTANT:  An entry in the Judge of Record field will determine which bar
number to count the case under for Caseload Part 4.  In a one-judge court, this 
field may not be necessary if a proceeding judge is always assigned.  In a 
multi-judge/magistrate court, it can be useful if different judges and/or 
magistrates preside over different stages of the case.  The judge of record will 
appear on the ROA and any forms that need to be signed.  

Accident types: P - Property Damage, I - Personal Injury, D - Death
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See Appendix A for complete list of
field descriptions used on this screen.

Complaint Information

This section is used for entering complaint and warrant information.  It is also used
when entering a ticket that was issued on a date after the date of offense.  No 
modifications are allowed in this section after case entry except for the Complaint/Iss
Date field.  All updates or corrections must be made through the Disposition (DSP) or
Scheduling (SCH) screens.

Example of Case Entry screen - Complaint Information - Entering complaint and warrant

When entering a complaint and warrant,  fill in the Authorize Complaint Date,
Prosecutor, Complaint/Iss Date and Judge fields.  Entering a date in the Warrant
Issue Date field will place the case in warrant status.  After the case has been entered,
any time a Petition and Bench Warrant is printed, or the case is placed in warrant 
status, the date of the warrant will be displayed in the Warrant Issue Date field.

Example of Case Entry screen - Complaint Information - 
Entering ticket with different issue date/date of offense

Example of Case Entry screen - Complaint Information - Entering multiple counts

If the case has more than one count, you can add Counts 2-5 in these fields.
Additional counts must be added through the Disposition screen (DSP). You may
press F4-Prompt from any of these fields to access the Local Ordinance (L) or
State Statute (M) table.

If a ticket was issued on a date after the offense date, use this field to indicate the
date the ticket was actually issued.  This field can be modified after the case has
been entered.
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See Appendix A for complete list of
field descriptions used on these screens.

Prompt Windows

Prompt windows are pull-down windows that display choices that may be entered in
that field.  Prompt windows are available from any bolded field name on the Case
Entry screen.  To display a prompt window, position your cursor in the field and press 
F4-Prompt.

Some prompt windows have options to add, change or delete the information in the
prompt window/code file.  For further instructions on these options, refer to Chapter 9
of this User Guide.  Note: The Venue Code File is stored in the Cash Module.  Refer
to the Cash User Guide for further instructions for the Venue Code File.

Prompt windows are available from the following fields on the Case Entry screen:

•  DOB (select a century for date of birth)
•  Charge
•  Case Type
•  Officer/Agency
•  Venue
•  Next Judge, Atty, Judge of Record, Prosecutor, Judge
•  Set For
•  Vehicle Type
•  Vehicle Make
•  Additional Charges
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Warrant Requested/Received

This interface with the Prosecuting Attorneys Coordinating Council/Prosecuting
Attorneys Association of Michigan (PACC/PAAM) was designed to assist courts in
retrieving warrant information from the prosecutor’s office for uploading on their
AS/400.  Not all courts have access to this program. Because Oakland County courts
don’t interface with PACC/PAAM, the program functions slightly different in those
courts.  For more information about access, please contact JIS.

After a Complaint and Warrant which was authorized by the prosecutor’s office has
been issued by the court and a case number has been assigned to the case, you can
use the Warrants Requested/Received screen to upload information to Case Entry
(CAS) screen by pressing F5-WAR from the CAS screen. If F5-WAR doesn’t appear
on the bottom of the CAS screen, you don’t have access to this feature.

An example of the Warrants Requested/Received screen can be found on the next
page.

Copying Case Information

When entering multiple cases for the same defendant, the system has the ability to
copy most of the case information from one case to another case, making case entry
easier.  

To copy case information, 

1)  Display the Case Entry screen (CAS) for the case you already have entered.
2)  On the hop line, type CAS and the case number you want to copy the 

information to.
3)  Press ENTER.  A blank Case Entry screen will be displayed.
3)  Press F6-Same Pty.
4)  The case information will be copied from the original case and filled in on the 

screen.
5)  Enter Charge Code and Case Type.  
6)  If needed, enter the Ticket Information or Complaint Information.
7)  Press ENTER.

See Appendix A for complete list of
field descriptions used on this screen.
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See Appendix A for complete list of
field descriptions used on this screen.

To Upload Warrant Information

•  Type CTN number in the Position to CTN: field and press ENTER or scroll 
through screens to locate CTN desired.  If the CTN is not found, contact your 
prosecutor’s office and ask them to send it.

•  To upload information to the CAS screen, type a 1 in the Opt field next to the 
CTN number, type your case number in the New Case # field and press 
ENTER.  

•  You can make changes or add information not provided by the upload before 
pressing ENTER again to add the case.

Warrant Requested/Received screen

Tips: When uploading information, please note the following:

•  Case type will default to FY (Felony).  Change case type if appropriate.
•  No apartment number will be included in the address.
•  The Complaint Issue Date will not be entered.
•  CDL field must be filled in if the case contains an abstractable offense and a 

Michigan driver license number.
•  Venue must be added in multi-venue courts.



Chapter 3: Case Entry & Update Traffic/Criminal/Probation - 2007

Page 3-14

CTN Calculation
for 150412345601:  

First 2 digits (15) County number
Next 2 digits (04) Year
Next 6 digits (123456) Sequence Number
Last 2 digits (01) Defendant Number

CTN Selection Detail screen

From this screen, you can make changes in the following fields, if necessary, before
uploading warrant information to the Case Entry screen (CAS):

•  New Case # •  Street •  PIN
•  Offense Date •  City •  Prosecutor
•  Race •  State •  Authorize Complaint Date
•  DLN •  Zip •  Cnt
•  Sex •  SID •  Charge
•  Name •  Victim/Desc •  A/C/S
•  DOB

See Appendix A for complete list of
field descriptions used on this screen.

If you’d prefer to see the details of a case before you upload to the CAS screen, place
your cursor in the Opt field and press F4-Detail from Opt.  Changes can be made on
this screen before pressing ENTER-Upload to CAS screen.

SchollC
Sticky Note
Marked set by SchollC

SchollC
Note
Accepted set by SchollC

SchollC
Note
None set by SchollC

SchollC
Text Box
TCN and Case Type (based on first charge) fields will now appear on this screen and be automatically filled in on the Case Entry (CAS) screen.
The Officer name will appear as display only (non-Oakland County courts only). 
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Ticket Upload

This program allows courts to electronically retrieve ticket information from law
enforcement agencies.  The information can be uploaded to the courts AS/400 and
retrieved without having to manually type in ticket information for each case.  Please
contact JIS if your court and local law enforcement agency would like to utilize this
time-saving feature.

Once the data has been loaded to your AS/400, the Ticket Upload Detail screen can
be accessed by pressing F7-TKT from the Case Entry screen (CAS).

An example of the Ticket Upload screen is shown below.

See Appendix A for complete list of
field descriptions used on this screen.

Ticket Upload screen

1 Y480023 04Y480023  3400           EQUIPMENT; DEFECTIVE HEADLIGHT
_ Y480024 04Y480024  2000           SPEEDING
_ Y405525 04Y480025  1015           *ATH PND*OPERATING WHILE INTOX
_ Y480026 04Y480026  3100           FAIL TO PRODUCE PROOF OF INSURANCE
_ Y480027 04Y480027A 1800           RECKLESS
_ Y480027 04Y480027B 3100           FAIL TO PRODUCE PROOF OF INSURANCE
_ Y480028 __________ 3400           *VOIDED*EQUIPMENT; DEFECTIVE HEADL

If *ATH PND* (Authorization Pending) appears,
the ticket cannot be selected with a 1 in the Opt

field.  To select one of these cases, press F8-Select
Auth Pend.  This is done so that the ticket is not
inadvertently selected before it is verified that

authorization has been obtained.

A *VOIDED* ticket appears
for informational purposes

only.  It may not be selected.

The ticket at the top of the list will have a 1 pre-filled in the Opt field to enable selection
of the first ticket. If another ticket is desired, blank out the 1 on the first case and type
a 1 next to the desired ticket.

Type a D next to a ticket you wish to delete from this list without uploading.

SchraderC
Callout
The New Case# Prefix and Multi-Count Ticket Suffix Indicators will now store the last values entered for the court.
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See Appendix A for complete list of
field descriptions used on this screen.

With your cursor anywhere on a ticket, press F4-Tkt Dtl to see ticket details.

Ticket Selection Detail 

From this screen, you can make changes in the following fields, if necessary, before
uploading ticket to Case Entry screen (CAS):

•  New Case # •  Race  •  Vehicle Type
•  Offense Date •  City •  Speed Charged/
•  Time •  State Allowed/Energy
•  DLN •  Zip •  Plate #/Year/State
•  Name •  Charge •  Vehicle Year/Make/
•  DOB •  Officer # Color/Style
•  Street •  Dept. (only the Make can be
•  Apt •  2nd Officer # changed)
•  Case Type •  Court Date
•  Sex •  Time

SchollC
Text Box
    (only the Year and Make        can be changed)
• Venue


SchollC
Text Box
A Local Ordinance field has been added. A Y (Yes) in this field indicates the ticket was issued under Local Ordinance, while N (No) indicates it was not. This is a display-only field and the information does not transfer to the Case Entry (CAS) screen. When the upload program is used to determine the Case Type, it uses this field to determine which case type to choose from the Statute File Inquiry & Update screen for the Charge Code selected. If two case types are displayed on the Statute File Inquiry & Update screen, the first case type is selected if the Local Ordinance option was selected (Y) by the officer. If the Local Ordinance option was not selected (N) by the officer, the second case type for the Charge Code is used.


SchollC
Typewritten Text
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To display a list of all the randomly assigned batch numbers for a group of tickets on a
particular diskette from the law enforcement agency, press F5-Sel Bch#. A specific
batch may be selected for displaying on the ticket selection screen - or all tickets in all
batches may be displayed.

An example of the Batch Selection window is shown below.

Batch Selection window

To select all batches or a specific batch to view, type a 1 in the Opt field and press
ENTER.

See Appendix A for complete list of
field descriptions used on this screen.

Tip:  The F9-Upload Tickets to Window function key will only display if tickets 
have been uploaded to the AS/400 but have not yet been moved to the 
ticket window selection file currently displayed.  Press F9 and the 
conversion will take place immediately.
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Scheduling Screen (SCH)

See Appendix A for complete list of
field descriptions used on this screen.

The Scheduling screen is used to:

•  Schedule court dates, due dates and extensions
•  Set aside dispositions
•  Set bonds; post and return non-monetary bonds, e.g. personal, driver license
•  Change case status, including warrant status
•  Add comments to Register of Actions (ROA) using either preassigned 

four-letter codes or free typing
•  Request, stop, make eligible or mark as previously issued date generated 

notices
Also, at the bottom of the screen, a status line is displayed which shows the disposition
description and date, total money assessed and current amount due for that charge.

For purposes of explanation in this User Guide, the screen will be broken down into
the following sections:

•  Case Information •  Supplemental Actions 
•  Scheduling Information •  Date Generated Notices
•  Setting Aside a Disposition •  Status Line 
•  Bond Information •  Prompt Windows
•  Status/Warrant/Appeal/Custody Information

To access the Scheduling screen, type SCH and the case number on the hop line and
press ENTER.

Scheduling screen 

SchollC
Text Box
Judge of Record field was added to this screen and Judge field was changed to PO Judge. See Spring 2007 Announcement for details.
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See Appendix A for complete list of
field descriptions used on this screen.

Case Information
This section of the screen displays the case information, and also contains fields for
the PO Code and Date.  You can also request an ROA from this section of the screen.

Scheduling screen - Case Information

Case information is displayed, including case number, party number, charge (only if you
were count specific on the hop line), case type, case status and name.  To access a dif-
ferent count for this case, type SCH, the case number and count number on the hop line.

You must always enter PO Code and Date when you make an entry from this screen. If
you leave the Date field blank, it will default to the current date.

PROCEEDING CODES (PO)

AP Arraignment/Pre-trial Held * MN Monetary Transaction

AR Arraignment Held * MO Hearing on Motion Held

AW Arraignment Waived * MS Miscellaneous Action

BW Arraignment on Bench Warrant Held PE Pre-Examination Hearing Held

CC Hearing Held for Contempt of Court PL Plea Hearing Held

CH Competency Hearing Held PP Partial Payment Made

EV Evidentiary Hearing Held PT Pre-trial Held

EX Examination Held PV Probation Violation Hearing Held

FH Formal Hearing Held RH Review Hearing Held

HD Proceeding Heard RM Remanded from Circuit Court to District Court

HE Proceeding Held SC Order to Show Cause Hearing Held

IH Informal Hearing Held SH Sentence Hearing Held

JS Jury Selection Held TR Trial Held

JT Jury Trial Held VB Violation Bureau Action

* PO Codes AP, AR and AW can only be used one time (initial arraignment) for each case. 
Use of these codes will begin counting case age for Caseload Part 4, Delay in Criminal Proceedings 

and the Speedy Trial Report.

Tip:  If you position your cursor anywhere on the defendant’s name and press 
F4-Prompt, you can update the defendant’s address, phone number or SID.

You can request an ROA, which will be printed in a batch cycle, by using the ROA
field.  Batch ROA requests are displayed on the Report/Requests screen (RPT) and
printing can requested from the Traffic/Criminal Daily Reports screen (Traffic/Criminal
Subsystem Menu - Option 2).  

There are three different options for printing ROAs: 

X - Print all counts on 8x11 paper
F - Print up to two counts on SCAO forms (DC250, DC251)
A - Print separate ROA for each count on SCAO forms (DC250, DC251)
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See Appendix A for complete list of
field descriptions used on this screen.

Scheduling Information
This section is used to enter or update the following information:

•  Proceeding judge, prosecutor and attorney of record
•  Type of plea entered
•  Set aside disposition
•  Schedule and adjourn court, due, event and extension dates
•  Request a postcard Notice to Appear

Scheduling screen - Scheduling Information

Prompt windows are available from the Judge, Prosecutor, Attorney, Plea,
Schedule For and Next Judge fields. More information about prompt windows
available on this screen can be found on page 3-32.

Example of Scheduling screen - Scheduling Information - Scheduling a court date -
Requesting a postcard Notice to Appear for both attorney and defendant

Chart for Schedule For codes can be found on next page. F4-Prompt is available from
this field.

In the Next Judge field, enter the bar number or hotkey for the judge, magistrate or
probation officer on whose calendar the scheduled event should appear.

You may request a postcard Notice to Appear, which will be printed in a batch cycle, by
using the NTA field.  Postcard NTA requests are displayed on the Report/Requests
screen (RPT) and printing can be requested from the Traffic/Criminal Daily Reports
screen (Traffic/Criminal Subsystem Menu - Option 2).  

There are three different options for printing postcard NTAs: 

•  A - Notice to Appear for attorney
•  D - Notice to Appear for defendant
•  B - Notice to Appear for both attorney and defendant

Tip:  Scheduling a date will make the case eligible for a 14-Day Notice or Notice
of Non-Compliance unless those notices were previously stopped, or unless a 
balance remains on the cash code DLRF (Driver License Reinstatement Fee).

Tip:  When scheduling an event for a multi-count cases,  all non-dismissed counts 
will appear on the calendar.
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See Appendix A for complete list of
field descriptions used on this screen.

SCHEDULING CODES (AJ)
01 Arraignment 20 Deferred Sentencing /Presentence Interview

02 Pre-Trial 21 Matter Under Advisement/Presentence Interview

03 Examination 22 Time Extended to Pay*

04 Trial 23 Time Extended

05 Hearing 24 Plea

06 Jury Trial 25 Adjourned

07 Review 26 Jury Selection

08 Sentencing 27 Preliminary Examination

09 Show Cause Hearing 28 Pre-Sentence Investigation

10 Payment Due* 29 Oversight Visit

11 Matter Under Advisement 30 Probation Reports Due

12 Deferred Sentencing 31 Discharge from Probation

13 Pre-Sentence Interview 32 Probation VIolation Hearing

14 Court Date 40 Settlement Conference

15 Due Date 41 Arraignment / Pre-Trial

16 Partial Payment Due* 42 Bond Forfeiture

17 Motion Hearing 43 Contempt Hearing

18 Informal Hearing 99 Removed from Calendar

19 Formal Hearing Codes 50 - 80 are available for local court usage.
* will update payment due date on the Civil Infraction Judgment (CIJ) and the Judgment of Sentence (JGS) forms

PLEA CODES (PL)

01 Plead Guilty 08 Exam Waived

02 Plead Not Guilty 09 Admit Responsibility

03 Stood Mute 10 Admit Responsibility with Explanation

04 Not Guilty Entered by Court 11 Denied Responsibility

05 Plead Nolo Contendere 12 Examination Ordered by Court

06 Stood Mute and Plea of Not Guilty Entered by Court 13 Examination Demanded by Prosecutor

07 Examination Demanded 99 Plea Removed

Example of Scheduling screen - Scheduling Information - Adjourning a court date

To adjourn a scheduled date, type 99 in the Schedule For field, and the exact
date and time of the scheduled event, as well as the bar number or hotkey
for the calendar the event appears on.    
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See Appendix A for complete list of
field descriptions used on this screen.

Setting Aside a Disposition

To set aside a disposition, type SCH, the case number and count number on the hop
line.  You must be count specific to set aside a disposition.

Example of Scheduling screen - Scheduling Information - Set aside disposition

To set aside a disposition, type an X in the Set Aside Disp field.

You should only set aside a disposition in the following instances:

For Felony and Misdemeanor cases:

• When the case is remanded from an appellate court for further 
pre-judgment action or a new trial

•  When a request to withdraw a plea is granted or when a judgment 
notwithstanding the verdict is entered, except when entered upon return of 
a jury verdict

•  After receiving a report from the Department of Community Health regarding 
the competency of the defendant to stand trial

•  When local diversion programs are unsuccessful and traditional processing 
is pursued

•  When the prosecutor motions for dismissal after the case has previously been 
counted under inactive status

•  When an order staying the case is set aside

For Civil Infraction cases:

•  When an order staying the case is set aside
•  When a default has been set aside
•  When a request to set aside admission of responsibility is granted
•  When appeal is filed from an informal hearing to a de novo hearing

Warning: If an error was made in disposing of a case, do not set aside the 
disposition to correct the error.  Use the Removal screen (REM) to correct 
errors.  See page 3-67 for more information on removing a disposition.



Chapter 3: Case Entry & UpdateTraffic/Criminal/Probation - 2007

Page  3-23

See Appendix A for complete list of
field descriptions used on this screen.

When a disposition is set aside, the following actions will occur:

•  A text action is written to the Register of Actions (ROA):  Previous 
Disposition Set Aside/Caseload Reopened or Previous Disposition Set Aside.

•  The disposition date and code are removed
•  The sentence date and all non-monetary sentencing variables (e.g. jail, 

probation) are removed
•  Removes an abstract request from the Report/Requests screen (RPT)
•  Makes the penalty, default judgment and default judgment form eligible for 

civil infractions (unless previously stopped)
•  Case status is updated
•  Counts case as reopened on Caseload Report Part 1

Setting aside a disposition will not:

•  Delete an abstract that has already been created
•  Automatically make an abstract eligible
•  Remove any monetary assessments

Tip:  When setting aside multiple dispositions for a case, set aside all dispositions 
before entering new dispositions, if applicable.  This will prevent a case 
from being counted multiple times as a reopened case.
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See Appendix A for complete list of
field descriptions used on this screen.

Bond Information

This section of the Scheduling screen is used to set and update bond information.
You can also post and return non-monetary bonds (e.g. personal, driver license) from
this screen.

Scheduling screen - Bond Information 

Example of Scheduling screen - Bond Information - Setting $500 PR bond

Example of Scheduling screen - Bond Information - Requesting Bond Forfeiture Abstract

Charts for Bond Type Codes and Bond Action Codes can be found on following page.

To request a bond forfeiture abstract, type an X in the Bond Forf Abs field.

You should request a Bond Forfeiture Abstract whenever a bond is forfeited on an
abstractable misdemeanor or felony charge, if a disposition has not yet been entered
on the case.

You must be count specific on the hop line when requesting a Bond Forfeiture
Abstract.

When you request a Bond Forfeiture Abstract, a note will be made on the Register of
Actions (ROA) that it was requested.  It will be produced the next time Date Generated
Notices are requested, and a note will be made on the ROA that it was generated.

You cannot request a Bond Forfeiture Abstract for a civil infraction, or if a disposition
has already been entered on the case.

Tip: Any posting (BD10) of monetary bonds must be done through the cash 
system or by using the Bond Update Screen (BND).
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BOND ACTION CODES
- BD03 Bond Refunded BD33 Insurance Card Returned

- BD04 Bond Forfeited BD34 Security Deposit Posted by Complainant

BD05 Bond Canceled BD35 Security Deposit Returned to Complainant

BD06 Bond Continued BD36 Bond Costs

BD07 Bond Changed - BD37 Bond Applied to Fine and Costs

+ BD08 Bond Reinstated BD38 Bond Denied

+ BD10 Bond Posted - BD39 Bond Transferred to Another Court

BD20 Bond Not Posted BD54 Bond Assigned Case Number

BD28 Bond Set - BD98 Bond Escheated

BD29 No Bond Ordered

BD99

Will remove the following actions from the
Bond History section of the ROA: 
• all bonds set (BD28), or a 
• non-monetary bond posted through    

Scheduling screen (SCH)

BD30 Bond Lowered

- BD31 Bond Transferred to Circuit Court

BD32 License Returned

All codes except BD54 will be recorded in the Bond History section of Register of Actions.  
BD54 will be recorded in the Actions, Judgments, Case Notes section of the Register of Actions.

-----------------------
- bond paydown code
+ bond posting code

BOND TYPE CODES
+ BT01 Cash + BT08 Security Deposit

+ BT02 10% Deposit + BT09 Combination Bond

BT03 Surety BT10 Conditional

BT04 Personal BT11 Real Property

BT05 Driver License BT12 Cash or Surety

+ BT06 Interim BT13 Cash/Surety/10%

BT07 Insurance Card

+ indicates code to add a bond record  
All codes will be recorded in the Bond History section of the Register of

Actions (ROA).  Information for blank codes will be replaced by any 
subsequent + code bond type posted through Cash.
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See Appendix A for complete list of
field descriptions used on this screen.

Status/Warrant/Appeal/Custody Information

This section is used to:

•  Update case status, including warrant status
•  Update reason for appeal and appeal status
•  Describe incarceration of a defendant at any time other than sentencing

Scheduling screen - Status/Warrant/Appeal Information

Example of Scheduling screen - Status/Warrant/Appeal Information - Changing case status

Three choices for case status:  
C - Close         O - re-Open          P - Probation

Tip: When you enter an O to reopen a case, the system will determine the 
correct status: PEND, DISP, PROB or WRNT.

Warning:  Closing a case removes all future calendar dates. If a case is closed
in error, dates will need to be re-entered when you change the status back to 
Open or Probation.
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See Appendix A for complete list of
field descriptions used on this screen.

WARRANT CODES (WR)
+ WR01 Defendant Failed to Appear on or Before Due Date

+ WR02 Defendant Failed to Appear in Court on Due Date

WR03 City Atty Misdemeanor Auth. Complaint & Warrant Filed

+ WR07 Bench Warrant Issued - Failed to Appear

+ WR08 Bench Warrant Issued - Fail to Execute Sentence

+ WR09 Bench Warrant Issued - Violation of Probation

+ WR10 Bench Warrant Issued

WR11 Recommendation of Warrant

- WR16 Warrant Returned

- WR17 Set Aside Bench Warrant

+ WR18 Warrant Signed & Issued

+ WR19 Bench Warrant Issued - Failed to Pay

+ WR20 Warrant Sent to Police Agency

+ WR21 Warrant Issued

- WR22 Bench Warrant Returned

- WR23 Warrant Recall Filed

WR24 Search Warrant Return Filed

WR25 Search Warrant Issued

+ WR30 Warrant Entered into LEIN

- WR31 Warrant Canceled from LEIN

WR32 Warrant Entry Requested

WR33 SYSIDNO (20:) Generated by LEIN

WR34 Warrant Rejected by MSP, Not Entered into LEIN

WR35 Warrant Cancellation Requested

WR36 Warrant Cancellation Accepted

WR37 Warrant Cancellation Rejected by LEIN

+ Adds case to Warrant status and includes on FAC/Warrant List.
- Removes case from Warrant status and removes from FAC/Warrant List.

Example of Scheduling screen - Status/Warrant/Appeal Information - Updating warrant status

A complete list of warrant codes can be found below.  
F4-Prompt is available from this field.
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See Appendix A for complete list of
field descriptions used on this screen.

Example of Scheduling screen - Status/Warrant/Appeal Information - 
Updating incarceration information

The Arrgn/Comm field is used to indicate incarceration of a defendant at any time
other than sentencing and is used to track incarcerations for the Speedy Trial Report.
This field is not used if your court prints the Pretrial Release/Custody (PRC) form.  

Options for this field are:

COMM - Committed
COPR - Pre-Sentence Commitment filed
CORJ - Remanded to Jail
RFCS - Removed from Custody

A posted bond will remove the case from custody status for the purposes of the
Speedy Trial Report.  If a bond is not posted, use code RFCS to remove a case from 
custody status.

Example of Scheduling screen - Status/Warrant/Appeal Information - Updating appeal status

APPEAL CODES (AP)

1 Appeal to Circuit Court Filed

2 Appeal from Magistrate to District Court

3
Action Taken by Magistrate Superceded by Order of
District Judge

4 Appeal to Appellate Court Filed

5 Appealed Sentence

6 Appeal Denied

7 Appeal from Informal Hearing to Formal Hearing Filed

8 Remove from Appeal Status or Appeal List

Use chart below for Appeal Codes.  F4-Prompt is available on this field.  Codes 1-7
will place a case on the Appealed Case List; Code 8 will remove a case from the list.
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Supplemental Actions  

Scheduling Screen - Supplemental Actions Information

This section is used to add comments to the Register of Actions (ROA).

Use the short lines to enter court-specific four-character codes.  Four-character codes
typed here will print the text associated with that code on ROA. Your court may have
court-specific codes to use in these fields.  See Chapter 9 of this User Guide for more 
information about creating these codes.

Use the long lines to type comments about the case which will appear on the ROA.



Chapter 3: Case Entry & Update Traffic/Criminal/Probation - 2007

Page 3-30

See Appendix A for complete list of
field descriptions used on this screen.

Date Generated Notices

This section is used to control various notices which are generated by the system.
There are four codes which are available for these fields:

S - Stop notices or penalties from being generated.
E - Make this notice Eligible to generate.
X - Request a notice be generated next time Date Generated Notices are run.
I - Note that the notice was previously Issued.

Scheduling Screen - Date Generated Notices

Valid Entries for Date Generated Notices

Notice
S

Stop
Notice

E
Eligible

for Notice

X
Request
Notice

I
Previously

Issued

Date Generated Notices (All) X X X

DFJ Form (Default Judgment) X X  * X X

Abstract X X X X

FDN (14-Day Notice) X X X X

NNC (Notice of Non-Compliance) X X X X

FAC/FCJ/FAD (Suspension) X X X X

WAM (Warrant - Misdemeanor) X X X X

WAN (Warrant Notice) X X X X

Late Penalty (1st late fee) X X X X

20% Late Penalty (after 57 days past due date) X X X X

* The E (Eligible) option will not produce another default notice form if one had previously 
generated.  To get a subsequent default, you must use the X (Request) option.

Tips:  If the count field on the hop line is blank when you access the Scheduling
screen and you enter an S or an I for any notice, it will stop or mark as previously 
issued all counts on a multi-count case.

If you type S, E or I for any notice, any previously requested notices that have not 
yet been produced will be cancelled.

You MUST be count specific when entering an X on a multi-count case.
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See Appendix A for complete list of
field descriptions used on this screen.

Scheduling screen - Date Generated Notices - Court/Due Date

The most future date scheduled for this case will appear in the Court/Due Date field.

The Court/Due Date is used to calculate all date generated notices and penalties.  This
date will appear in the Court Date box on the FAC/FCJ/FCPV form.

If you are requesting an FAC/FCJ/FAD, the Court/Due Date must be at least:

•  7 days prior to today for pre-judgment alcohol offenses.
•  14 days prior to today for post-judgment alcohol offenses.
•  39 days prior to today for parking offenses.
•  42 days prior to today for non-alcohol offenses.

You may make changes to the date if necessary.

More Tips: Scheduling a date will make the case eligible for a 14-Day Notice or 
Notice of Non-Compliance unless those notices were previously 
stopped, or unless a balance remains on the cash code DLRF (Driver 
License Reinstatement Fee). 

Remember to make notices eligible if they had previously been
stopped and you need them to automatically generate over time, i.e. 
after the next court date.  A stopped abstract must be made eligible 
before a disposition is entered to receive one automatically.
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Prompt Windows

Prompt windows are pull-down windows that display choices that may be entered in
that field.  Prompt windows are available from any bolded field name on the
Scheduling screen.  To display a prompt window, position your cursor in the field and
press F4-Prompt.

Some prompt windows have options to add, change or delete the information in the
prompt window/code file.  For further instructions on these options, refer to Chapter 9
of this User Guide.  Note: The Venue Code File is stored in the Cash Module.  Refer
to the Cash User Guide for further instructions for the Venue Code File.

Prompt windows are available from the following fields on the Scheduling screen:

•  Name
•  PO Code
•  Judge, Prosecutor, Attorney, Next Judge
•  Plea
•  Schedule For
•  Bond Type
•  Bond Action
•  Warrant
•  Appeal

See Appendix A for complete list of
field descriptions used on this screen.

Tip:  If you position your cursor anywhere on the defendant’s name and press 
F4-Prompt, you can update the defendant’s address, phone number or SID. 

Status Line

The status line is displayed at the bottom of the Scheduling screen.    

Scheduling Screen - Status Line

The status line displays:

•  UNDISPOSED, if the charge has not been disposed
•  The method of disposition and the date if the charge has been disposed
• The total amount that has been assessed for that charge in the Total Fine

field.
•  The balance due for that charge in the Amt Due field.  
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The Disposition Screen is comprised of two screens.  The first screen is used to:

•  Enter plea and disposition codes
• Request sentencing (audit) abstract
•  Add, amend, reduce or change charges
•  Add comments to Register of Actions (ROA) using either preassigned 

four-letter codes or free form typing
•  Assess or modify fine and costs, set payment due date
•  Change case status, including non-public status
•  Set aside a disposition

Also, at the bottom of the first screen, a status line is displayed which shows the 
disposition description and date, total monetary assessments and current amount due.

The second screen is used to update other sentencing variables, including:

•  Jail and community service
•  Vehicle immobilization and forfeiture
•  Probation term, programs and officer
•  License/CCW sanctions

For purposes of explanation in this User Guide, these screens will be broken down into
the following sections:

•  Case Information •  Vehicle Immobilization/Forfeiture 
•  Plea/Disposition Information Information     
•  Monetary Sentence Information •  Probation/Rehab Information
•  Status Line •  License/CCW Information
•  Jail/Community Service Information

Also covered in this section will be:

•  Prompt Windows
•  Setting Aside a Disposition
•  Processing Deferred Disposition Cases
•  Processing 771.1 Delayed Sentence Cases
•  Processing Local Diversion Cases
•  Processing Single Count Alcohol Cases (Non-Repeat Offender)
•  Processing Single Count Repeat Offender Cases 
•  Processing Multi-Count Alcohol Cases (Non-Repeat Offender)
•  Processing Multi-Count Repeat Offender Cases
•  Bindovers 

To access the Disposition screens, type DSP, the case number and the 
count number on the hop line.  If you do not enter a count number, no charge or
charge description will be displayed at the top of the screen, and all counts will be
updated on a multi-count case.

Disposition Screens (DSP)
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See Appendix A for complete list of
field descriptions used on this screen.

Disposition screen  - Page 1

Disposition screen - Page 2

Use your Page Down or Shift+Roll keys to access the second page of the Disposition
screen. 

SchollC
Text Box
Judge of Record field  was added to this screen and Judge field was changed to PO Judge. See Spring 2007 Announcement for details.

SchollC
Line



Chapter 3: Case Entry & UpdateTraffic/Criminal/Probation - 2007

Page  3-35

See Appendix A for complete list of
field descriptions used on this screen.

Case Information
This section of the screen displays the case information, and also contains fields for the
PO Code and Date.  You must always fill in these fields when updating any information
from this screen. You can also request an ROA from this section of the screen.

Disposition screen - Case Information

Case information is displayed, including case number, party number, charge (only if
you were count specific on the hop line), case type, case status and name.  To access a
different count for this case, type DSP, the case number and count number on the hop
line.

You must always enter PO code and Date when you make an entry from this screen. If
you leave the Date field blank, it will default to the current date.  F4-Prompt is 
available on the PO Code field.

Tip:  If you position your cursor anywhere on the defendant’s name and press 
F4-Prompt, you can update the defendant’s address, phone number or SID.

You can request an ROA, which will be printed in a batch cycle, by using the ROA
field.  Batch ROA requests are displayed on the Report/Requests screen (RPT) and
printing can be requested from the Traffic/Criminal Daily Reports Screen
(Traffic/Criminal Subsystem Menu - Option 2).  

There are three different options for printing ROAs: 

X - Will print all counts on 8x11 paper
F - Will print up to two counts on SCAO forms (DC250, DC251)
A - Will print separate ROA for each count on SCAO forms (DC250, DC251)

PROCEEDING CODES (PO)

AP Arraignment/Pre-trial Held * MN Monetary Transaction

AR Arraignment Held * MO Hearing on Motion Held

AW Arraignment Waived * MS Miscellaneous Action

BW Arraignment on Bench Warrant Held PE Pre-Examination Hearing Held

CC Hearing Held for Contempt of Court PL Plea Hearing Held

CH Competency Hearing Held PP Partial Payment Made

EV Evidentiary Hearing Held PT Pre-trial Held

EX Examination Held PV Probation Violation Hearing Held

FH Formal Hearing Held RH Review Hearing Held

HD Proceeding Heard RM Remanded from Circuit Court to District Court

HE Proceeding Held SC Order to Show Cause Hearing Held

IH Informal Hearing Held SH Sentence Hearing Held

JS Jury Selection Held TR Trial Held

JT Jury Trial Held VB Violation Bureau Action

* PO Codes AP, AR and AW can only be used one time (initial arraignment) for each case. 
Use of these codes will begin counting case age for Caseload Part 4, Delay in Criminal Proceedings 

and the Speedy Trial Report.
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See Appendix A for complete list of
field descriptions used on this screen.

Plea/Disposition Information

This section is used to enter or update the following information:

•  Plea, disposition and deferral codes
• Judge or magistrate involved in proceeding
•  Request sentencing (audit) or dismissal abstract for alcohol and/or repeat 

offender charges
•  Add, amend, reduce or change charges
•  Add comments to Register of Actions (ROA) using either preassigned 

four-letter codes or free form typing

Disposition screen - Plea/Disposition Information

Prompt windows are available from PL, DS, Defer, Dism, Judge and Added count
fields.  More information about prompt windows can be found on page 3-48.  See
next two pages for charts for Plea Codes, Disposition Codes,  Deferral Codes,
Dispo Codes Allowed and Common Plea/Dispo Combinations.  See page 3-40 for
chart for Dismissal Codes.

If you are not count specific on the hop line, the Added count field will be displayed.
To add a new count, type the next consecutive count number in the first field and
the valid offense code for the additional count in the second field.

Disposition screen - Plea/Disposition Information 

If you are count specific on the hop line, the Reduce/Amd/Chg field will be displayed.
Enter an R to reduce, A to amend, or C to change a charge in the first field, and the
valid offense code in the second field.

Tip:   If a plea was previously entered and has not changed, leave Plea field 
blank.

A - Attempt      C - Conspire    S - Solicit

SchollC
Text Box
An error message will display if disposition codes are entered on a misdemeanor case without an arraignment date. See Spring 2007 Announcement for details.
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PLEA CODES (PL)

01 Plead Guilty 08 Exam Waived

02 Plead Not Guilty 09 Admit Responsibility

03 Stood Mute 10 Admit Responsibility with Explanation

04 Not Guilty Entered by Court 11 Denied Responsibility

05 Plead Nolo Contendere 12 Examination Ordered by Court

06 Stood Mute and Plea of Not Guilty Entered by Court 13 Examination Demanded by Prosecutor

07 Examination Demanded 99 Plea Removed

DEFER CODES (DF)

01 Deferred under 333.7411, Controlled Substance Act

02 Deferred under 762.14, Holmes Youthful Trainee Act

03 Deferred under 769.4a, Spouse Abuse Act

04 Deferred under 750.430, Practicing Under the Influence

05 Deferred under 436.1703, Minor in Possession

06 Deferred under 600.1070(1)(C), Drug Treatment Court

There are edits that exist for proper use of disposition codes.  The chart below lists 
which disposition codes can be used for civil infraction, misdemeanor or felony
charges.

Dispo Codes Allowed

Civil infraction 7, 8, 19, 23, 24, 25, 26, 40, 48, 53

Misdemeanor 01, 02, 03, 04, 05, 06, 07, 08, 14, 15, 16, 18, 25, 26, 48, 49, 51, 52, 98

Felony 08, 09, 10, 16, 18, 25, 26, 48, 50, 51, 52

DISPOSITION CODES (DS)

SS Supplemental Sentencing
08 Dismissed 26 Dismissed by Party

09
Exam Conducted: Defendant Bound
Over 

40 Found Responsible at Hearing

01 Found Guilty as Charged 48 Transferred

02
Found Guilty - Added
Offense

10 Exam Waived: Defendant Bound Over 49 Directed Verdict

14 Disposed on a Guilty Plea 50 Extradition Hearing Held

03
Found Guilty - Included
Offense

15 Disposed on a Plea of Nolo Contendere 51 Defendant Referred for
Competency Evaluation16 Exam Conducted:  Charges Dismissed 

04 Found Guilty by Jury 19 Default Judgment 52 Found Incompetent to Stand Trial

05 Found Not Guilty by Judge 23 Judgment Rendered 53 Order to Stay Proceedings

06 Found Not Guilty by Jury 24 Found Not Responsible 98 Conviction Set Aside Pursuant to
MCL 780.62107 Dismissed - No Progress 25 Order of Nolle Prosequi Entered

Tip: Disposition Codes DS21 (Administratively Closed) and DS22 (Other 
Disposition) were discontinued in the Fall 2005 release; DS47 (Local 
Diversion) was discontinued in the Spring 2006 Release.

SchraderC
Typewritten Text
*

SchraderC
Text Box
*When cases are disposed with DS98, the case should be made non-public. Refer to the Frequently Asked Questions in Appendix R for more information on the correct use of this disposition.
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Common Plea/Dispo Combinations

Civil Infraction

If the Plea Code is:

09 - Admit Responsibility
10 - Admit Responsibility w/Explanation

11 - Deny Responsibility

Use one of these Dispo Codes:

23 - Judgment Rendered

24 - Found Not Responsible
40 - Found Responsible at Hearing

Misdemeanor
If the Plea Code is:

01 - Guilty
Use Dispo Code:

14 - Disposed on Guilty Plea

Example of Disposition screen - Plea/Disposition Information - 
Updating Civil Infraction - Defendant admits responsibility

Example of Disposition screen - Plea/Disposition Information - Updating Civil Infraction -
Defendant found responsible to reduced charge after hearing by Judge 12345.

Tip:  When a charge is reduced, amended or changed to a speeding offense, the  
first two fields of the Speed Chg/Alw/Egy (Charged/Allowed/Energy) field must 
entered, e.g. 65/55/  .  

Your court can establish four letter codes which can be
used here for frequently typed comments.  See Chapter 9 -

Code Files for more information on creating codes.
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See Appendix A for complete list of
field descriptions used on this screen.

Example of Disposition screen - Plea/Disposition Information - Updating Misdemeanor -
Defendant pled guilty to charge in front of Judge 20238.

Example of Disposition screen - Plea/Disposition Information - Updating Misdemeanor -
Defendant found guilty of charge after bench trial with Judge 20238 presiding.

Tip:  You should always type the bar number or hotkey of the judge or magistrate
who was involved in a proceeding in the Judge field.  You must enter the bar 
number or hotkey if you are updating an alcohol offense.  Magistrate bar 
numbers are only valid on drinking/driving offenses if disposition code 25 (Nolle 
Prosequi) or 26 (Dismissed by Party) has been entered.

Example of Disposition screen - Plea/Disposition Information - Updating deferral disposition -
Defendant pled guilty to charge, disposition deferred under 769.4a, Spouse Abuse Act.

Example of Disposition screen - Plea/Disposition Information - 
Updating misdemeanor - Plea to reduced charge 

Your court can establish four letter codes which can be
used here for frequently typed comments.  See Chapter 9 -

Code Files for more information on creating codes.

Prompt is valid from each of these fields.

To display the Reduce/Amd/Chg field, you must be count specific on the hop line.  Enter an R to
reduce, A to amend, or C to change a charge in the first field, and the valid offense code in the
second field.

A - Attempt      C - Conspire    S - Solicit
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See Appendix A for complete list of
field descriptions used on this screen.

The Dism field is used to further define the reason for a dismissal.  You can only
enter a code in the Dism field if there has been an 05, 06, 07, 08, 16, 25, 26 or 49
entered in the DS Code field.  Prompt is valid from this field.

Example of Disposition screen - Plea/Disposition Information - Updating Misdemeanor -
Charge dismissed by Order of Nolle Prosequi   

DISMISSAL CODES (DI)
Valid only with Dismissal Disposition Codes 05, 06, 07, 08, 16, 25, 26 or 49

DIAC Dismissed - Plead to Another Charge DIJP Dismissed - Jail Prior to Sentence

DIAP Dismissed Has Completed Audit Program DIJS Dismissed Best Interest of Justice

DICA Dismissed on Motion of City Attorney DIJU Dismissed Juvenile

DICH
Dismissed Proof of Purchase of Child Restraint
Shown

DINC Dismissed No Probable Cause

DINM
Administrative Dismissal - Non/Michigan Reg’d
VehicleDICN Complaining Witness Not Available

DICO Dismissed on Motion of Complainant DIPS Dismissed on Motion of Prosecuting Attorney

DICR Administrative Dismissal - Court DIPC Case Dismissed Upon Payment of Costs

DICS Dismissed, First Offense Controlled Substance DIPD Administrative Dismissal - Police Department

DICT Dismissed by Order of Court DIPJ Dismissed With Prejudice

DICW Dismissal of Complaint and Warrant DIPW Dismissed, No Prosecuting Witness

DIDD Dismissed Defendant Deceased DIRE Dismissed Upon Payment of Restitution

DIDE Dismissed on Motion of Defendant DIST Administrative Dismissal - Streets & Traffic

DIDF Deferred Dismissal

Tip: The following disposition codes (without a deferral code) WILL automatically 
produce an abstract: 
01, 02, 03, 04, 14, 15, 19, 23, 40

The following disposition codes (without a deferral code) WILL NOT
automatically produce an abstract:
05, 06, 07, 08, 09, 10, 16, 24, 25, 26, 48, 49, 50, 51, 52, 53, 98

If a deferral code is used at the time of disposition, the deferral code will 
determine whether or not an abstract will generate automatically.  Deferral 
code 01 (7411), 02 (HYTA) and 06 (Drug Court) will not produce an 
abstract.  Deferral code 05 (MIP) will produce a deferral abstract.

If a disposition is updated as a delayed sentence under MCL 771.1, an 
abstract will automatically generate.
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See Appendix A for complete list of
field descriptions used on this screen.

Example of Disposition screen - Plea/Disposition Information - Requesting Audit Abstract

Example of Disposition screen - Plea/Disposition Information - Adding comments 

Comments typed here will appear
on Register of Actions (ROA). You
must type comments here if you are
reducing monetary assessments.

Four-character codes typed here will print the
text associated with that code on ROA. Your
court may have court-specific codes to use in
these fields.  See Chapter 9 of this User Guide
for more information on these codes.

Type an X in the Audit/Dism Abs field to request a Sentencing Abstract (Type “S”)
or a Dismissal Abstract on an alcohol-related or repeat offender case.  Leave field
blank if plea and sentencing occur at the same time.   See page 3-54 through 3-57
for more information about processing alcohol-related or repeat offender cases.
Additional Audit Abstracts may be requested at any time after sentencing.
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See Appendix A for complete list of
field descriptions used on this screen.

Monetary Sentence Information
This section is used to:

•  Add, modify or delete assessments
•  Schedule payment date
•  Change case status, including non-public status
•  Indicate delayed sentence 
•  Set aside a disposition 

Disposition screen - Monetary Sentence Information

Monetary assessments will be automatically filled in for charges
that have fine and costs pre-set in the Statute File.

Example of Disposition screen - Monetary Sentence Information - Adding assessments

To add new assessments, type the cash code or hotkey in the $Code field.  If the
cash code has a default amount, do not enter anything in the Assessment field. If the
cash code does not have a default amount, enter the dollar amount in the
Assessment field.  A decimal point and zeros are not required if the amount assessed
is in whole dollars.  You may add up to fourteen cash codes on this screen.

In this example, MYCV and JSSS have pre-set assessments, so
Assessment field is left blank.  

Tip: After you have typed information for new assessments, press F5-Verify
Balance.  The pre-set amounts will be filled in, as well as the descriptions of all of 
the assessments.  The total amount assessed will also be displayed, and 
modifications can be made, if necessary, before pressing ENTER.
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See Appendix A for complete list of
field descriptions used on this screen.

Example of Disposition screen - Monetary Sentence Information - Suspending Fine & Costs

If all fine and costs have been suspended, type an X in the Fine & Costs
Suspended field and delete the amounts in the Assessment field.  In addition,
you must type a reason in the Other Actions field, which is located just above
this portion of the screen.

Example of Disposition screen - Monetary Sentence Information - 
Entering Payment Schedule/Date

If the defendant is not paying the total amount due at the time the assessments are
made, enter the payment schedule in days (D), weeks (W) or months (M), OR enter
the exact date and time the next payment is due.   Do not type data in both fields.

Tip: Entering a “new” future date will make the case eligible for a 14-Day Notice
or Notice of Non-Compliance, unless those notices were previously stopped, or 
unless there is a balance due for cash code DLRF (Driver License Reinstatement 
Fee).

To remove an assessment, erase
the Assessment amount.  The

$Code will remain on the screen
until you press ENTER.
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See Appendix A for complete list of
field descriptions used on this screen.

Example of Disposition screen - Monetary Sentence Information - Updating Case Status

Type Y to place case in non-public status,
N to remove case from non-public status.

C - Closed   O - Re-Open    P - Probation

Tip:  If you enter a probation term on the second page of the Disposition screen,
the case status will automatically update to Probation.  

When you enter an O to reopen a case, the system will determine the correct 
status: PEND, DISP, PROB or WRNT.

Example of Disposition screen - Monetary Sentence Information - 
Updating delayed sentence status

Type an X in the Delayed field at the time the plea is taken to indicate
that the sentence is being delayed pursuant to MCL 771.1

Warning:  Closing a case removes all future calendar dates. If a case is closed
in error, dates will need to be re-entered when you change the status back to 
Open or Probation.

Tips:  You must be count specific on the hop line to update the Delayed field.

See page 3-52 for more information on processing 771.1 Delayed 
Sentence cases.
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Status Line

The status line displays:

•  UNDISPOSED, if the charge has not been disposed
•  The method of disposition and the date if the charge has been disposed
• The total amount that has been assessed for that charge in the Total Fine

field
•  The balance due for that charge in the Amt Due field 

The status line is displayed at the bottom of the first page of the Disposition screen.

First page of Disposition screen - Status Line

Example of Disposition screen - Monetary Sentence Information - Set aside disposition

To set aside a disposition, type an X in the Set Aside Disp field.  See pages
3-49 and 3-50 for more information on Setting Aside Dispositions.

Tip: You must be count specific on the hop line to set aside a disposition.
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See Appendix A for complete list of
field descriptions used on this screen.

Example of Disposition screen - Jail/Community Service Information 

You must enter an X in the Committed field if defendant was committed to jail;
Enter an O if defendant was committed on the optional jail term.  This information is
reported on the DOS Drunk Driving Audit Report which is published yearly.

Tips:  Place an X in the Jail Susp field only if the entire jail sentence was 
suspended.

Use the Optional Days Jail field if defendant is given the option of paying 
fine/costs or serving time in jail (pay or stay).

The number of days entered in the Days Community Service and Days 
Community Service in Lieu of Jail fields will be combined for the DOS Drunk 
Driving Audit Report.

Vehicle Immobilization/Forfeiture Information

Example of Disposition screen - Vehicle Immobilization/Forfeiture Information 

Jail/Community Service Information

Use your Page/Roll keys to access the second page of the DSP screen, which 
contains the fields described on this page and the following page.

Tip:  Type an X in the Forfeiture field if it has been ordered that the vehicle is
forfeited.
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See Appendix A for complete list of
field descriptions used on this screen.

Example of Disposition screen - Probation/Rehab Information

Probation/Rehab Program Codes

CJWP County Jail Work Program, Work Release

DCWP District Court Work Program

FOCS Order for Community Service Filed

PBCS Community Service in Lieu of Fine & Costs

PBJT Community Service in Lieu of Jail Term

Tip:  Your court may enter a probation review or termination date in the Review
Date field.  An entry in this field will prevent any late notices from generating until 
after the date has expired.  Entering a future date will make the case eligible for a 
14-Day Notice or Notice of Non-Compliance, unless those notices were previously 
stopped, or unless there is a balance due for cash code DLRF (Driver License 
Reinstatement Fee).

Rehab? Codes

1 Alcohol Highway Safety Education Program

2 Outpatient Treatment Program

3 Residential Treatment Program

4 Inpatient Treatment Program

5 Mental Health Services

License/CCW Information

An entry in the Rehab? field will cause a “Y” to appear in the Alcohol Program field
on the Audit Abstract. If no entry is made, an “N” will appear on the Audit Abstract. 

Example of Disposition screen - License/CCW Information

Rev/Susp field options: R - Revoke CCW permit  
S - Suspend license/CCW permit   
W - Suspend license with concurrent restrictions  
X - Suspend license followed by restrictions  
Y - Revoke license/CCW permit indefinitely 

This example shows a license that was suspended for 180 days total, the first 30
days without a restricted license, followed by 150 days with a restricted license.

Note: As of 10/1/99, DOS will determine the length of suspension and restriction on all
offenses except drug and insurance-related charges.  Courts may still determine the
length of suspension and restriction on drug and insurance-related offenses, but not
the specific restriction days, times and locations.

Probation/Rehab Information
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Prompt Windows

See Appendix A for complete list of
field descriptions used on this screen.

Prompt windows are pull-down windows that display choices that may be entered in
that field.  Prompt windows are available from any bolded field name on the
Disposition screen.   To display a prompt window, position your cursor in the field and
press F4-Prompt.

Some prompt windows have options to add, change or delete the information in the
prompt window/code file.  For further instructions on these options, refer to Chapter 9
of this User Guide.  Note: The Venue Code File is stored in the Cash Module.  Refer
to the Cash User Guide for further instructions for the Venue Code File.

Prompt windows are available from the following fields on the Disposition screen:

•  Name (See Tip below)
•  PO Code (Proceeding Code)
•  PL (Plea Code)
•  DS (Disposition Code)
•  Defer (Deferral Code)
•  Dism (Dismissal Code)
•  Judge
•  Added Count
•  Reduce/Amend/Change
•  Jail Location
•  Probation Officer
•  Rehab
•  Revoke/Suspend

Tip: If you position your cursor anywhere on the defendant’s name and press 
F4-Prompt, you can update the defendant’s address, phone number or SID. 



Chapter 3: Case Entry & UpdateTraffic/Criminal/Probation - 2007

Page  3-49

Setting Aside a Disposition

You should only set aside a disposition in the following instances:

For Felony and Misdemeanor cases:

• When the case is remanded from an appellate court for further 
pre-judgment action or a new trial

•  When a request to withdraw a plea is granted or when a judgment 
notwithstanding the verdict is entered, except when entered upon return of 
a jury verdict

•  After receiving a report from the Department of Community Health regarding 
the competency of the defendant to stand trial

•  When local diversion programs are unsuccessful and traditional processing 
is pursued

•  When the prosecutor motions for dismissal after the case has been previously 
counted under inactive status

•  When an order staying the case is set aside

For Civil Infraction cases:

• When an order staying the case is set aside
• When a default is set aside
•  When a request to set aside admission of responsibility is granted
•  When appeal is filed from an informal hearing to a de novo hearing

Warning: If an error was made in disposing of a case, do not set aside the 
disposition to correct the error.  Use the Removal screen (REM) to correct 
errors. See page 3-66 for more information on removing a disposition.

SchraderC
Text Box
Do not remove or set aside the original disposition when a Order on Application to Set Aside Conviction has been signed by the judge. Simply type disposition code 98 in the DS field on the Disposition (DSP) screen and make the case non-public.
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When a disposition is set aside, the following actions will occur:

•  A text action is written to the Register of Actions (ROA):  Previous 
Disposition Set Aside/Caseload Reopened or Previous Disposition Set Aside

•  The disposition date and code are removed
•  The sentence date and all non-monetary sentencing variables (e.g. jail, 

probation) are removed
•  Removes an abstract request from the Report/Requests screen (RPT)
•  Makes the penalty, default judgment and default judgment form eligible for 

civil infractions (unless previously stopped)
•  Case status is updated
•  Counts case as reopened on Caseload Report Part 1

Setting aside a disposition will not:

•  Delete an abstract that has already been created
•  Automatically make an abstract eligible
•  Remove any monetary assessments

Tip:  When setting aside multiple dispositions for a case, set aside all dispositions 
before entering new dispositions, if applicable.  This will prevent a case 
from being counted multiple times as a reopened case.
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Processing Deferred Disposition Cases

Plea or Trial

On the Disposition screen (DSP), enter the proceeding code, date of the plea or trial,
plea code (if required), disposition code, deferral code, judge, term of probation, 
probation officer and any other miscellaneous information ordered by the court.
Common disposition codes and all deferral codes are listed below.  F4-Prompt is
available on both fields.

If a defendant has been granted HYTA or Deferred MIP status, enter a Y (Yes) in the
Non-Public field at the time of disposition.

Successful Discharge of Deferred Status

On the Disposition screen (DSP), enter the proceeding code, date of successful 
discharge, disposition code 08, 25 or 26, judge and any other miscellaneous 
information needed by the court.  Close the case, update the Non-Public field with a Y
(Yes) if necessary. Cases that had been granted HYTA or Deferred MIP status should
already be in Non-Public status.  For MIP offenses, request a dismissal abstract by
typing an X in the Audit/Dism Abs field. 

Violation of Deferred Status

On the Disposition screen (DSP), enter the proceeding code (except SH), date of 
violation, one of the following disposition codes, judge and any other miscellaneous
information needed by the court.  Verify case status. If the defendant had been 
granted HYTA or MIP status, remove from Non-Public status by entering an N (No) in
the Non-Public field.

DS01 - Guilty as Charged
DS02 - Guilty of Added Offense
DS03 - Guilty of Included Offense
DS14 - Disposed on Guilty Plea
DS15 - Disposed on Plea of Nolo Contendere

Note: If PO Code SH is used, the sentencing date for the case will be changed from
the original date of sentencing to the date of the violation of deferred sentence.

COMMONLY USED DISPOSITION 
AND DEFERRAL CODES

Disposition Codes Deferral Codes

01 - Found Guilty as 
Charged

04 - Found Guilty by 
Jury

14 - Disposed by Guilty 
Plea

01 - Deferred under 333.7411, Controlled Substance Act
02 - Deferred under 762.14, Holmes Youthful Trainee Act
03 - Deferred under 769.4a, Spouse Abuse Act
04 - Deferred under 750.430, Practicing Under the 

Influence
05 - Deferred under 436.1703, Minor in Possession
06 - Deferred under 600.1070(1)(C), Drug Treatment Court
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Processing 771.1 Delayed Sentence Cases

MCL 771.1 - Delayed Sentence:  “...the court may delay sentencing the defendant 
for not more than 1 year to give the defendant an opportunity to prove to the court his
or her eligibility for probation or other leniency compatible with the ends of justice and
the defendant’s rehabilitation...” (Emphasis added).  Delayed sentence cases are 
reported as disposed on the caseload report based upon the method by which the
case was adjudicated: plea, jury verdict, bench verdict.  Delayed sentence cases are
public records.

Plea or Trial

On the Disposition screen (DSP), enter the proceeding code, date of the plea or trial,
plea code (if required), disposition code and judge.  Enter an X in the Delayed field.
Also add term of probation, probation officer and any other miscellaneous information
needed by the court.

Sentencing

If the defendant is eventually sentenced to the charge, on the Disposition screen
(DSP), enter proceeding code (SH for sentencing), date of sentencing, judge and any
other miscellaneous information needed by the court.   

Nolle Prosequi filed by Prosecutor

If the prosecutor files a Nolle Prosequi after the period of delayed sentence, the nolle
can be entered without removing or setting aside the previous disposition, and the new
disposition will be ignored for caseload purposes.  On the Disposition screen (DSP),
enter the proceeding code, date of proceeding, judge and disposition code 25.  You
may enter a code in the Dism field, comments in the Other Actions field and/or any
other information needed by the court.  Close the case.

Tip:  A conviction that is delayed is considered a guilty disposition. If a charge is 
abstractable, the abstract will automatically generate.

SchraderC
Text Box
If the prosecutor files a Nolle Prosequi after the period of delayed sentence, the original conviction disposition must be set aside prior to entering the Nolle Prosequi. Use the Scheduling (SCH) or Disposition (DSP) screen to set aside the current dispositions, being count specific. NOTE: If multiple counts are being dismissed, set aside all dispositions before entering new dispositions. This will prevent a case from being counted multiple times as a reopened case.

On the Disposition screen (DSP), enter the proceeding code, date of proceeding, judge and disposition code 25. You may enter a code in the Dism field, comments in the Other Actions field and/or any other information needed by the court. Close the case.


SchraderC
Callout
Change in Procedure effective May 25, 2010.
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Processing Local Diversion Cases

Plea, Hearing or Trial

On the Disposition screen (DSP), enter the proceeding code, date the defendant
begins the program, plea code (if required), disposition code 47, judge or 
magistrate and any other miscellaneous information needed by the court.

Successful Completion of Diversion Program

On the Disposition screen (DSP), enter the proceeding code, date of successful 
completion, one of the following disposition codes, judge or magistrate and any other
miscellaneous information needed by the court.  Close the case.

DS08 - Dismissed
DS25 - Nolle Prosequi
DS26 - Dismissed by Party

Unsuccessful Diversion Program

On the Disposition screen (DSP), enter the proceeding code, date of violation, one of
the following disposition codes, X the Set Aside Disposition field and add any other
miscellaneous information needed by the court.  You must be count specific on the hop
line.  Verify case status.

DS01 - Guilty as Charged
DS02 - Guilty of Added Offense
DS03 - Guilty of Included Offense
DS14 - Disposed on Guilty Plea
DS15 - Disposed on Plea of Nolo Contendere
DS23 - Judgment Rendered
DS40 - Found Responsible at Hearing

IMPORTANT NOTE: Effective January 1, 2006, DS47 became an invalid 
disposition code.  You will still want to follow the steps below to enter a final 
disposition on cases that were disposed under local diversion prior to January 1,
2006. 
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Processing Single Count Alcohol Cases (Non-Repeat 
Offender)

Plea or Trial Conviction

1.  On the Disposition screen (DSP), enter the proceeding type, date of plea or trial,   
plea code (if changed from original plea), disposition code and judge.  License 
suspension/restriction will be determined at DOS for cases issued after 9/30/99.

2.  After the disposition is entered, the next time Date Generated Notices are 
requested, an Adjudication abstract will be produced.  There will be an A in the 
Type field on the bottom of the Abstract Update Screen (ABS).

Sentencing (on day other than conviction date)

1.  On the Disposition screen (DSP), type SH (Sentencing Hearing Held) in the PO
field, the date of the sentencing in the Date field, SS (Supplemental Sentencing) in 
the DS field and the judge’s bar number in the Judge field.  

2.  Type X in the Audit/Dism Abs field to request a Sentencing (S-type) abstract. If 
you do NOT request this abstract, DOS will not get the sentencing information on 
the case.  After this request is made and Date Generated Notices are requested, a 
Sentencing abstract will be produced.  There will be an S in the Type field on the 
bottom of the Abstract Update screen (ABS).

3. Enter the remainder of the sentencing information, i.e. fine/costs, jail, probation, 
etc.

Same Day Plea & Sentencing

1. On the Disposition screen (DSP), enter all the disposition and sentencing 
information (plea, dispo, judge, money, jail, probation, rehab, etc).  Do NOT enter 
an X in the Audit/Dism Abs field.  After Date Generated Notices are run, a B-type
abstract (Both adjudication and sentencing information) will be produced.  

Dismissal

1.  On the Disposition screen (DSP), enter the proceeding type, date, disposition code 
and judge.  Put an X in the Audit/Dism Abs field.  After Date Generated Notices 
are requested, a Dismissal abstract will be produced.  A Dismissal abstract will 
be reflected as an A-type abstract on the the Abstract Update screen (ABS).
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Processing Single Count Repeat Offender Cases

 Plea or Trial Conviction

1.  On the Disposition screen (DSP), enter the proceeding type, date of plea or trial,   
plea code (if changed from original plea), disposition code and judge.  License 
suspension/restriction will be determined at DOS for cases issued after 9/30/99.  
After the disposition has been entered, the Notice of Adjudication screen (NOA) 
will automatically be displayed.  Print the form and give a copy to the defendant.  
The abstract that is received at DOS will also clear the hold on the license plate.

2.  After the disposition is entered, the next time Date Generated Notices are 
requested, an Adjudication abstract will be produced.  There will be an A in the    
Type field on the bottom of the Abstract Update screen (ABS).

Sentencing (on day other than conviction date)

1.  On the Disposition screen (DSP), type SH (Sentencing Hearing Held) in the PO
field, the date of the sentencing in the Date field, SS (Supplemental Sentencing) in 
the DS field and the judge’s bar number in the Judge field. 

2.  Type X in the Audit/Dism Abs field to request a Sentencing (S-type) abstract. If 
you do NOT request this abstract, DOS will not get the sentencing information on 
the case.  After this request is made and Date Generated Notices are requested, a 
Sentencing abstract will be produced.  There will be an S in the Type field on the 
bottom of the Abstract Update screen (ABS).

3. Enter the remainder of the sentencing information, i.e. fine/costs, jail, probation, 
etc.

Same Day Plea & Sentencing

1. On the Disposition screen (DSP), enter all the disposition and sentencing 
information (plea, dispo, judge, money, jail, probation, rehab, etc).  Do NOT enter 
an X in the Audit/Dism Abs field.  After Date Generated Notices are requested, a 
B-type abstract (Both adjudication and sentencing information) will be 
produced.  

Dismissal

1.  On the Disposition screen (DSP), enter the proceeding type, date, disposition code 
and judge.  Put an X in the Audit/Dism Abs field.  After Date Generated Notices 
are requested, a Dismissal abstract will be produced.  A Dismissal abstract will 
be reflected as an A-type abstract on the the Abstract Update screen (ABS).
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Processing Multi-Count Alcohol Cases (Non-Repeat 
Offender)

Plea or Trial Conviction

1.  On the Disposition screen (DSP), enter the proceeding type, date of plea or trial,   
plea code (if changed from original plea), disposition code and judge.  License 
suspension/restriction will be determined at DOS for cases issued after 9/30/99.  

2.   After the disposition is entered, the next time Date Generated Notices are 
requested, an Adjudication abstract will be produced.  There will be an A in the 
Type field on the bottom of the Abstract Update Screen (ABS).

Sentencing (on day other than conviction date)

1.  On the Disposition screen (DSP), type SH (Sentencing Hearing Held) in the PO
field, the date of the sentencing in the Date field, SS (Supplemental Sentencing) in 
the DS field and the judge’s bar number in the Judge field. 

2.  The clerk must decide which count needs the Audit Abstract.  Type X in the Audit/ 
Dism Abs field to request a Sentencing (S-type) abstract. If you do NOT request 
this abstract, DOS will not get the sentencing information on the case.  After this 
request is made and Date Generated Notices are requested, a Sentencing  
abstract will be produced.  There will be an S in the Type field on the bottom of the 
Abstract Update screen (ABS).

3. Enter the remainder of the sentencing information, i.e. fine/costs, jail, probation, 
etc.

Same Day Plea & Sentencing

1. On the Disposition screen (DSP), enter all the disposition and sentencing 
information (plea, dispo, judge, money, jail, probation, rehab, etc) for ALL counts.  
The system will produce a B-type (both adjudication and sentencing) 
abstract automatically. 

Dismissal

1.  On the Disposition screen (DSP), enter disposition information for ALL counts. If all 
counts have been dismissed, you will need to request a dismissal abstract on the 
alcohol charge.  Type an X in the Audit/Dism Abs field to request a dismissal 
abstract.  After Date Generated Notices are requested, a Dismissal abstract will 
be produced.  A Dismissal abstract will be reflected as an A-type abstract on the 
Abstract Update Screen (ABS).
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Processing Multi-Count Repeat Offender Cases

Plea or Trial Conviction

1.  On the Disposition screen (DSP), enter the proceeding type, date of plea or trial,   
plea code (if changed from original plea), disposition code and judge.  License 
suspension/restriction will be determined at DOS for cases issued after 9/30/99.  
After the disposition has been entered on ALL counts, go to the Notice of 
Adjudication screen (NOA), print the form and give a copy to the defendant.  The 
abstract that is received at DOS will also clear the hold on the license plate.

2.   After the disposition is entered, the next time Date Generated Notices are 
requested, an Adjudication abstract will be produced.  There will be an A in the 
Type field on the bottom of the Abstract Update Screen (ABS).

Sentencing (on day other than conviction date)

1.  On the Disposition screen (DSP), type SH (Sentencing Hearing Held) in the PO
field, the date of the sentencing in the Date field, SS (Supplemental Sentencing) in 
the DS field and the judge’s bar number in the Judge field. 

2.  The clerk must decide which count needs the Audit Abstract.  Type X in the Audit/ 
Dism Abs field to request a Sentencing (S-type) abstract. If you do NOT request 
this abstract, DOS will not get the sentencing information on the case.  After this 
request is made and Date Generated Notices are requested, a Sentencing  
abstract will be produced.  There will be an S in the Type field on the bottom of the 
Abstract Update screen (ABS).

3. Enter the remainder of the sentencing information, i.e. fine/costs, jail, probation, 
etc.

Same Day Plea & Sentencing

1. On the Disposition screen (DSP), enter all the disposition and sentencing 
information (plea, dispo, judge, money, jail, probation, rehab, etc) for ALL counts.  
Then, choose which count needs the Audit Abstract.  The system will not 
produce a B-type (both adjudication and sentencing) abstract automatically. 
For the charge that needs the Audit Abstract, go back to the Disposition screen 

and enter an X in the Audit/Dism Abs field.

Dismissal

1.  On the Disposition screen (DSP), enter disposition information for ALL counts.  
If all counts have been dismissed, you will need to request a dismissal abstract on 
one of the charges.  Type an X in the Audit/Dism Abs field to request a dismissal 
abstract. After Date Generated Notices are requested, a Dismissal abstract will be 
produced.  A Dismissal abstract will be reflected as an A-type abstract on the 
Abstract Update Screen (ABS).
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Bindovers

This program was designed to assist courts in returning bindover information to circuit
court through the Prosecutor Interface JIS has established.  As of the time of writing
this User Guide, this program is only available in Oakland County.

The screen will also come up automatically if:
•  The user is authorized, and 
•  In the process of entering the last disposition on a multi-count case,  and 
•  That disposition code is DS09 (Exam Conducted; Defendant Bound Over), or 

DS10 (Exam Waived; Defendant Bound Over) .

The screen can also be accessed by pressing F7-Bindover from the Disposition
screen (DSP) once all counts on a case have been disposed.

An example of the Bindover Data to Circuit screen is displayed below.

Bindover Data to Circuit screen

See Appendix A for complete list of
field descriptions used on this screen.

Tip:  Circuit Plea field has been added to the Bindover screen for use by courts 
that take Circuit Court pleas.  Valid codes are PLG - Guilty, NOC - No 
Contest, PMI - Mentally Ill.
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Charge Information

The following information on each charge will be automatically displayed when viewing
this screen.  No modifications may be made to these fields.

•  Count Number
•  Disposition Code (i.e., 09, 10)
•  PACC Code of original charge
•  Attempted, Conspiracy, Solicit of original charge
•  PACC Code of final charge
•  Attempted, Conspiracy, Solicit of final charge

Bond Information

If a bond amount has been set, or posted through the cash system, that information
will automatically appear when viewing this screen.  If bond information exists, but has
not been previously entered, you may enter it in the Set Amount, Posted Amt, and
Type fields.  For Bond Type, the choices are:

•  01 - Cash
•  02 - 10%
•  03 - Surety
•  04 - Personal
•  06 - Interim
•  08 - Security Deposit

(Also used as Combination Bond for Oakland County)
•  09 - Combination
•  12 - Cash or Surety
•  13 - Cash/Surety/10%

If a third-party depositor posts a bond for the defendant, the name of that person will
appear in the Posted By field; however, the address of the third-party depositor may be
entered here at the time of bindover.

The Conditions field must have a Y (yes) entered if conditions exist for this record.

Tip:  Information regarding Circuit Court arraignment date, time, judge and case 
number will be returned to the District Court ROA after the bindover is 
accepted by Circuit Court.

If a Circuit Court plea is taken in District Court, the Circuit Court sentence 
date, time, judge and case number is returned.

See Appendix A for complete list of
field descriptions used on this screen.
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See Appendix A for complete list of
field descriptions used on this screen.

Action Screen (ACT)

The Action screen is used to store all actions in a case.  They are displayed either in
4-character code format or text comments.  The system automatically assigns 
4-character codes to all actions that occur on a case.  These codes can be used to
gather information using the Event Code field of Report Generator.

For purposes of explanation in this User Guide, the screen will be broken down into
the following sections:

•  Case Information
•  Code Information
•  Text Comments
•  Status Line

To access the Action screen, type ACT and the case number on the hop line and
press ENTER.

Action screen

SchollC
Text Box
The Judge of Record field was added to this screen as a display-only. See Spring 2007 Announcement for details.
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Code Information

Action screen - Code Information

This screen should be used primarily for viewing codes.  Adding or deleting codes from
this section will not always update the database.

Adding an attorney or prosecutor bar number on this screen will not update case.
Use the Case Entry screen (CAS) to make these changes.

Deleting a scheduling code will not remove the entry from the calendar.  Use the
Scheduling screen (SCH) to remove an entry from the calendar.

See Appendix A for complete list of
field descriptions used on this screen.

Case Information

Action screen - Case Information

The top of the screen displays case information which has been entered through the
Case Entry (CAS) screen.  This information cannot be modified on this screen.
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See Appendix A for complete list of
field descriptions used on this screen.

Warning:  Although you can delete an action from this screen by typing a D in
the Del field, the data will not be deleted from the case.  It will only be 
removed from the Action screen, and related information which prints on the
Register of Actions.  Actions that are deleted from the Action screen do not 
remove or update the information in the database. Therefore, errors must 
be corrected via the Scheduling (SCH), Disposition (DSP) or Removal (REM) 
screens.

Action screen - Code Information

Do not delete a Disposition code from this screen.  Use the Set Aside Disposition field
on the Scheduling (SCH) or Disposition (DSP) screen or the Removal (REM) screen.

Attorney and prosecutor bar numbers may be added or deleted on this screen, 
however, the information will only be added as a comment on the Register of Actions
(ROA), it will not update the database.  Once an attorney has been added through
the Scheduling (SCH) or Case Entry (CAS) screen, it can only be deleted through the
Removal (REM) screen.
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Status Line

The Status line is displayed at the bottom of the Action screen.

Action screen - Status line

The Status line displays:

•  Next Event Type, Date, Time and Judge
•  Total amount due for all counts on the case

If you want to begin looking at actions for a specific date, enter the date
(e.g. 112406) in this field and press ENTER.

See Appendix A for complete list of
field descriptions used on this screen.

Text Comments

Action screen - Text Comments

Use this section to add or delete text comments to the Register of Actions.

Options for this field:  C - Copy     D - Delete
See Tip below for using copy feature. 

Tip: Using the Copy Feature:  If you type a C in the Del field, information from the
line above will be copied if a field is left blank.  If you are entering several lines of 
text with the same date, you can type the date on the first line, and then type C in 
the Del field for each line after that (and leave the Date field blank).  When you 
press ENTER the date will be copied from the first line to each line that you had 
typed C.
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The Delete screen is used to delete an entire case or a specific count, other than
Count 1.  You cannot delete Count 1 on a case.

Deleting a case/charge will delete:

•  case, detail, charge, restriction, caseload and docket records
•  Abstract and FAC records if there is not an X in the Produced field

Deleting a case/charge will not delete:

•  assessment/payment records if payment has been taken
•  Abstract and FAC records if there is an X in the Produced field 

Deleting an Entire Case

To delete an entire case, type DEL and the case number on the hop line.

Delete screen - Deleting an entire case

Delete Screen (DEL)

Press ENTER to process deletion.  You will receive the following message:  Press
Enter to Process Request / F1 or F24 to Cancel Request.  Choose the appropriate
response.  If deletion is successful, a confirmation message will appear at the bottom
of the screen and the case will automatically appear on the Delete Audit Report which
is produced when Date Generated Notices are requested.

See Appendix A for complete list of
field descriptions used on this screen.
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Deleting a Specific Count

To delete a specific count, type DEL, the case number and count number on the hop
line.

REMEMBER: YOU CANNOT DELETE COUNT ONE. 

Press ENTER to process deletion.  You will receive the following message:  Press
Enter to Process Request / F1 or F24 to Cancel Request.  Choose the appropriate
response.  If deletion is successful, a confirmation message will appear at the bottom
of the screen and the case will automatically appear on the Delete Audit Report which
is produced when Date Generated Notices are requested.  A entry will also be made
on the Register of Actions that the count was deleted, and the reason that was typed in
the Comment: field.

Delete screen - Deleting a specific case
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Removal Screen (REM)

The Removal screen is used to remove dispositional errors and non-dispositional data
that are no longer relevant to a case.

To access the Removal screen, type REM and the case number on the hop line.

Removal screen

Case information and information for Count 1 is displayed first. You can display 
additional counts by using Page/Roll keys. If you are removing data for more than one
count you must update each count separately.

To remove information from a case, type an X in front of the field(s) to be removed and
press ENTER.

When data is successfully removed, a note will be made on the Register of Actions:
xxx Removed, e.g. Arraignment Date Removed.

Count 1 is
displayed
first.  Use
Page/Roll

keys to
display
other

counts.
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It is recommended that when you remove a disposition code you
also remove all associated sentencing variables.

Removing a disposition will:

•  delete the disposition date and code
•  delete the deferral code, if applicable
• delete the sentencing date
•  delete an abstract request from the Report Requests screen
•  make the penalty, default judgment and default judgment form eligible for a 

civil infraction (unless they were previously stopped)
•  flag the disposition as deleted in the Caseload file
•  make a note on the Register of Actions: xxx Removed, e.g. Plea Removed
•  update the case status

Removing a disposition will not:

•  automatically make an abstract eligible to receive another one
•  delete an abstract that has already been created
•  remove any assessments or penalties

Removing Disposition Code

Remember:  When you re-enter the Disposition you must re-enter correct 
sentencing variables.

Warning: A disposition should only be removed if an error was made in 
entering the disposition.  See pages 3-49 and 3-50 for information on setting 
aside a disposition.

SchraderC
Text Box
Do not remove or set aside the original disposition when a Order on Application to Set Aside Conviction has been signed by the judge. Simply type disposition code 98 in the DS field on the Disposition (DSP) screen and make the case non-public.
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Transfer Screen (TRN)

The Transfer screen is used to change a case number entered incorrectly, or to 
transfer a case to another court location within the same jurisdiction.  

To access the Transfer screen, type TRN and the case number on the hop line and
press ENTER.

Transfer screen

Transferring a case will transfer:

•  case, detail, charge, restriction, caseload and docket records
•  FAC screens

Transferring a case will not transfer:

•  assessment/payment records if a payment has been made
•  Abstract screens

See Appendix A for complete list of
field descriptions used on this screen.

SchollC
Text Box
New Feature: You can now change a party ID. For example, if a case was mistakenly entered using D02, the transfer screen will allow you to change the party and will write a comment to the ROA.
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See Appendix A for complete list of
field descriptions used on this screen.

Abstract Update Screen (ABS)

The Abstract Update screen is used by courts who process their abstracts 
electronically.  This screen is a facsimile of a hard copy abstract that allows the user
the flexibility to correct information before an abstract is sent to the Department of
State (DOS) or to send corrected information to DOS.  It also allows the user the
option of deleting an abstract if it was created in error before and after it is sent to
DOS.

Complete instructions for use of this screen can be found in Chapter 10 of this
User Guide.

The Abstract Update screen can be accessed two ways:

1)  select Update Abstract Record from the Abstract & FAC/FCJ/FCPV menu 
(Option 6 from the Traffic/Criminal Subsystem menu)

OR
2)  type ABS and the case number on the hop line and press ENTER.

Abstract Update screen

SchraderC
Text Box
Effective with the Fall 2009 release, changes to the Name, DOB or DLN fields on this screen will write a comment to the ROA and update the Case Entry (CAS) screen 
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See Appendix A for complete list of
field descriptions used on this screen.

FAC/FCJ/FCPV Update Screen (FAC)

The FAC Update screen is used by courts who process their FAC/FCJ/FCPV records
electronically.  This screen is a facsimile of a hard copy suspension that allows the
user the flexibility to correct information before a suspension is sent to the Department
of State, or to send corrected information to the Department of State.  It also allows the
user the option of deleting a suspension if it was created in error before and after it is
sent to the Department of State.  Courts also can process immediate clearances with
the Department of State.

Complete instructions for use of this screen can be found in Chapter 10 of this
User Guide.

To access the FAC/FCJ/FCPV Update screen, type FAC and the case number on the
hop line and press ENTER.

FAC/FCJ/FCPV Update screen

SchraderC
Text Box
Effective with the Fall 2009 release, changes to the Name, DOB, DLN or ST (state) fields on this screen will write a comment to the ROA and update the Case Entry (CAS) screen. 

SchraderC
Text Box
TIP: If attempting to clear a suspension by pressing F12-Clearance/Update and the DLN, Name and DOB highlight with the message "Invalid Entries", confirm the accuracy of the entries then type an 'X' in this field. Press F12 again. This will override the JIS edit for when a DLN no longer 'matches' the calculated number based on Name and DOB (See Fall 2009 Release for more information). 


SchraderC
Typewritten Text
X

SchraderC
Line
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Enter Warrant (EWR)
This feature is designed to assist courts that enter and/or cancel their own warrants in
the LEIN system.  By using this option, selected case information will be transferred to
a LEIN Entry screen.  This option is only available to users authorized to enter 
warrants.

From this screen, you have the options of entering a warrant into LEIN (EWR), 
entering or cancelling supplemental information on a warrant in LEIN (ESUP/CSUP)
and modifying or cancelling a warrant in LEIN (MW).

Complete instructions for entering and/or cancelling warrants in LEIN can be
found in the Michigan LEIN Operations Manual or the JIS SOS & LEIN User
Guide.

To access the Enter Warrant screen, type EWR and the case number on the hop line
and press ENTER.

Enter Warrant screen

To enter or cancel supplemental information press F8-ESUP/CSUP; to cancel a 
warrant press F9-Cancel from this screen.

See next page for field descriptions for information retrieved by JIS and a complete list
of function keys available on these screens.

See JIS SOS/LEIN User Guide for complete list
of field descriptions used on these screens.
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Case Information Retrieved by JIS

Field Description/Format Screen(s) Retrieved On

OPR AS/400 sign on - This field cannot be
changed.

EWR

NAM Last name/First name/Middle name EWR, ESUP/CSUP, Cancel

RSX Race/Sex EWR

DOB Date of Birth - YYYYMMDD EWR

STR Street Address EWR

CTY City EWR

STA State EWR

ZIP Zip code EWR

DKT Case Number EWR

OCA Police Identification Number 
(PIN on CAS screen)

EWR, ESUP/CSUP, Cancel

CTN Criminal Tracking Number EWR

SID State Identification Number EWR

OLN Driver License Number EWR

Function Keys Used on EWR, ESUP/CSUP
and Cancel screens

Function Key Description

F5 - Retrieve Retrieve information from last request

F6 - Message Display messages

F7 - Outq Display output queue

F8 - ESUP/CSUP
Go to the Enter/Cancel Supplemental Information
screen

F9 - Cancel Go to the Cancel Warrant screen

F10 - Entry Go to the Enter Warrant screen

F12 - Line #’s Convert literal field names to scan line numbers

F24 - Prev Return to previous menu

See JIS SOS/LEIN User Guide for complete list
of field descriptions used on these screens.
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Enter Judgment (EJD)

This feature allows immediate reporting of a disposition to Michigan State Police for
Criminal History Reporting (CHR) purposes.  The information is immediately added to
a defendant’s criminal history (CCH) record.  By using this option, most fields on the
EJD screen will be populated with information from the JIS database in the correct
CHR format.

Complete instructions for entering dispositions onto a person’s criminal history
record can be found in the Michigan LEIN Operations Manual or the JIS SOS &
LEIN User Guide.

To access the LEIN Enter Judgment screen, type EJD and the case number on the
hop line and press ENTER.

Enter Judgment screen

Tip:  Up to three counts can be sent to MSP at one time.

See JIS SOS/LEIN User Guide for complete list
of field descriptions used on these screens.
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Modify Judgment (MJD)
This feature allows immediate reporting of a correction to a disposition previously sent
to Michigan State Police for Criminal History Reporting (CHR) purposes.  This is also
used when subsequent court action has changed a disposition which has already 
been reported to MSP.  The information is immediately changed on a defendant’s 
criminal history (CCH) record.  

Some examples of changes to dispositions which require subsequent notification to
MSP include, but are not limited to:

•  Discharge from probation which suppresses a record under 7411, HYTA
or Spouse Abuse Act

•  Convictions which were successfully appealed causing a disposition change
•  Unsuccessful probations which revert back to a commitment to jail

By using this option, most fields on the MJD screen will be populated with information
from the JIS database in the correct CHR format.

Complete instructions for modifying dispositions on a person’s criminal history
record can be found in the Michigan LEIN Operations Manual or the JIS SOS &
LEIN User Guide.

To access the LEIN Modify Judgment screen, type MJD and the case number on the
hop line and press ENTER.

Modify Judgment screen

See JIS SOS/LEIN User Guide for complete list
of field descriptions used on these screens.
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Cancel Judgment (CJD)

You can immediately remove or cancel a disposition previously sent to Michigan State
Police for Criminal History Reporting (CHR) purposes.  The information is immediately
removed from a defendant’s criminal history (CCH) record.  By using this option, most
fields on the CJD screen will be populated with information from the JIS database.

Complete instructions for removing dispositions from a person’s criminal 
history record can be found in the Michigan LEIN Operations Manual or the JIS
SOS & LEIN User Guide.

To access the LEIN Cancel Judgment screen, type CJD and the case number on the
hop line and press ENTER.

Cancel Judgment screen

See JIS SOS/LEIN User Guide for complete list
of field descriptions used on these screens.
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See Appendix A for complete list of
field descriptions used on this screen.

The Report/Requests screen is used to add or delete report requests and to review
pending requests that will be processed in a batch cycle.  

To access the Report/Requests screen, type RPT on the hop line and press ENTER.

Report Requests screen

Report/Requests Screen (RPT)
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To add a FLB, LBL, ROAF or ROA, you must fill in the following fields:

•  Case (Case number)
•  Rpt (Type of report - see chart on next page)
•  Cnt (Count number - If this field is left blank, the count will default  to 01)

To add a NTAD, NTAA or NTAB, you must fill in the following fields:

•  Case (Case number)
•  Rpt (Type of report - see chart on next page)
•  Cnt (Count number - If this field is left blank, the count will default  to 01)
•  Court Date, Time, Code & Judge 

To add a DLN, fill in the following field:

• Case (Case number)

If the Court Date, Court Time, Code and Judge fields are left blank, the system will
retrieve the first future scheduled court date for this case.

If the event has not been scheduled previously on another screen, you may 
enter the Court Date, Court Time, Code and Judge on this screen in order to produce
a postcard Notice to Appear.  However, this WILL NOT update the calendar and the
event must also be scheduled on the Scheduling (SCH) screen or Probation (PRB)
screen.

Reports that can be added to RPT screen

Code Type of Report/Request

DLN Overnight driving record from Department
of State (DOS)

FLB File Label

LBL Address Label

NTAD Notice to Appear - Defendant

NTAA Notice to Appear - Attorney

NTAB Notice to Appear - Defendant & Attorney 

ROA Register of Actions on 8x11 paper 

ROAF Register of Actions Form 

Adding a Report Request 
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Deleting a Report Request

To delete a report request:

•  Type a D in the DEL field in front of the entry you want to delete
•  Press ENTER

Reports that can be deleted from RPT screen

Code Type of Report/Request

ABS Abstract

DFJ Default Judgment Form

DLN Overnight driving record from Department of
State (DOS)

FAC FAC/FCJ/FCPV Suspension

FDN 14-Day Notice

FLB File Label

LBL Address Label

NNC Notice of Non-Compliance

NTAD Notice to Appear - Defendant

NTAA Notice to Appear - Attorney

NTAB Notice to Appear - Defendant & Attorney 

ROA Register of Actions on 8x11 paper 

ROAF Register of Actions Form 

WAM Warrant Misdemeanor

WAN Warrant Notice

See Appendix A for complete list of
field descriptions used on this screen.
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Defendant History Update (DHU)

See Appendix A for complete list of
field descriptions used on this screen.

This screen is used to review, add, update or delete information on cases that have
been previously purged from your system or added from the the court’s “blue card”
system.

To access the Defendant History Update screen, type DHU on the hop line and press
ENTER.  

Defendant History Update screen
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This space is reserved for your notes.
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4
Forms

There are many State Court Administrative Office (SCAO) and
Department of State (DOS) approved forms available through the
JIS system.  This chapter describes Traffic/Criminal and Probation
forms which can be generated.

To access the Immediate Forms Menu for Traffic/Criminal forms, press Page
Down/Roll keys from the Traffic and Criminal Case Management Menu.

Traffic/Criminal Immediate Forms Menu

SchollC
Text Box
Order Delaying Sentence (ODS) added. See Fall 2007 Announcement for details.

Order Destroy Prints (ODP) added and Destroy Fingerprints (ROF) removed. See Fall 2009 Announcement for Details.
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To access the Immediate Forms Menu for Probation forms, press Page Down from the
Probation Online Menu.

Probation Immediate Forms Menu

To access any of the forms from either menu, enter the three-letter hop code and the
case number on the hop line and press ENTER.

AFP/HPT Printing
Many forms are available in Advanced Function Printing (AFP) or Host Print Transform
(HPT) format.  The AFP/HPT format is a feature that produces forms that look more
like the pre-printed forms in the SCAO Approved Forms Book, or Department of State
(DOS) forms.  For more information about AFP/HPT printers, refer to the JIS
Administrative Manual. If that manual does not address your questions, call the JIS
Operations Department at 1-888-339-1547 and select Option 5.

See the chart on the next page for list of forms, hop codes, SCAO or DOS Number,
and AFP/HPT format availability.

SchollC
Text Box
Order Delaying Sentence (ODS) added. See Fall 2007 Announcement for details.
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Immediate Forms

Form Name
Hop

Code
Form# AFP

Assignment to Youthful Trainee Status YTA MC242 X

Judgment After Bond Forfeiture JBF MC238 X

Judgment Civil Infraction CIJ CIA02 X

Judgment of Sentence/Commitment to Jail JGS MC219 X

Michigan Court-Ordered Restricted Driver License RLF DS1-22F

Motion, Affidavit, and Bench Warrant PBW MC229 X

Motion, Affidavit and Summons Regarding Probation Violation VIO MC246

Motion and Order for Destruction of Fingerprints and Arrest Card ROF MC235 X

Motion and Order for Discharge from Probation DCG MC245 X

Motion and Order to Show Cause SCS MC230 X

Motion/Order of Nolle Prosequi NLP MC263 X

Notice of Adjudication NOA DS1-22F

Notice to Appear NTA MC06 X

Notice to Appear Civil Infraction CIN CIA01

Order for Fingerprints OFP MC233 X

Order for Pretrial Release/Custody/Bond PRC
MC240
MC241

X

Order for Substance Abuse Evaluation SAE MC211 X

Order for Vehicle Immobilization IMM MC267 X

Order for Vehicle Impoundment IMP MC254 X

Order of Acquittal/Dismissal or Remand ACQ MC262 X 

Order of Probation (Misdemeanor) ORD DC243 X

Order on Application to Set Aside Conviction SAC MC228 X

Order Revoking Release and Forfeiting Bond, Notice of Intent to
Enter Judgment

OFB MC218 X

Petition and Order for Amendment of Order of Probation AMD MC244 X

Plea by Mail PBM DC223 X

Recall of Warrant/Order to Apprehend WAR MC220 X

Removal of Entry from LEIN RFL MC239 X

Report of Nonpayment of Restitution NPR MC258 X

Subpoena - Order to Appear and/or Produce SUB MC11 X

SchraderC
Text Box
Order Regarding Destruction of Fingerprints & Arrest Card

SchraderC
Text Box
ODP

SchraderC
Text Box
MC392
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Assignment to Youthful Trainee Status 

• Hop code is YTA
• SCAO form number MC242
• If you are not count specific on the hop line, will default to count one
• Form is available in AFP and 8x11 format

Screen for Assignment to Youthful Trainee Status form

Tip: An X will automatically appear in the field for Paragraph 6c.  You can remove
the X from that field if you don’t want it to appear on the form.

Type an X in
front of #4

and/or #5 if
applicable.

SchollC
Text Box
Changes in Fall 2007 release:
Using F9-Print/Update to print the form will also transfer any comments in Other field to the ROA. To just print the form, use option F7-Print.
This form can't be printed with disposed cases which were not disposed as a YTA deferral (DF02).
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AFP version of Assignment to Youthful Trainee Status form (MC242)
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Judgment after Bond Forfeiture

• Hop code is JBF
• SCAO form number MC238
• If you are not count specific on the hop line, will default to count one
• Form is available AFP and 8x11 format

Screen for Judgment after Bond Forfeiture form 

See Appendix A for complete list of
field descriptions used on this screen.

Type information in these
fields if necessary.

If there is a bond on
the system, bond

information will be 
displayed, but may be
changed if necessary.
If there is not a bond
on the system, type in

bond information.

Tip:  You may enter or change information in the amount section of the screen.
Press ENTER to calculate Balance of Judgment.

Enter judgment due
date here



Chapter 4: FormsTraffic/Criminal/Probation - 2007

Page 4-7

AFP version of Judgment after Bond Forfeiture form (MC238)
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Judgment Civil Infraction

• Hop code is CIJ
• SCAO form number CIA02
• If you are not count specific on the hop line, will default to count one
• Form is available in AFP and 8x11 format

Tips:  An X in the Conditional field will cause only those paragraphs/items that 
apply to this case to print on the form.  If the X is removed, all paragraphs 
of the SCAO approved form will be printed.

Amounts in Fine, Costs, State Costs, Miscellaneous, Total, Bond Forfeiture
and Balance Due fields will be filled in if assessments have been made to 
the charge.  These amounts may be changed if necessary.  Press ENTER
to recalculate balance.

If the offense is a local ordinance, fine and costs will be combined into one 
amount. If it is a state law violation, fine and costs are reflected as two 
separate amounts.

Screen for Judgment Civil Infraction form 

See Tip
below re:

Conditional
field

See Appendix A for complete list of
field descriptions used on this screen.

When payment due date
has been entered on Cash,

SCH or DSP screen, this
line will appear. It may be

modified or erased.

SchollC
Text Box
Changes in Fall 2007 release:
Using F9-Print/Update to print the form will also transfer any comments in Other field to the ROA. To just print the form, use option F7-Print.
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AFP version of Judgment Civil Infraction form (CIA02)
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Judgment of Sentence/Commitment to Jail
• Hop code is JGS
• SCAO form number MC219
• There are two screens for this form. Use your Page Down/Roll keys to 

access second screen.
• You don’t need to be count specific; you have the ability to choose which 

counts will print on the judgment once you’re on the judgment screen.
• Form is available in AFP and 8x11 format

First screen for Judgment of Sentence/Commitment to Jail form

See Appendix A for complete list of
field descriptions used on this screen.

The first three disposed counts (not disposed as 
dismissed or deferred) will appear here.  You can change

the count numbers here to print judgment for other
counts.  Type over count number and press ENTER.

Assessments at bottom of screen will be changed also.

See Tip below re:
Conditional field

Tips:  An X in the Conditional field will cause only those paragraphs/items that 
apply to this case to print on the form.  If the X is removed, all paragraphs 
of the SCAO approved form will be printed.

Amounts in Fine, Costs, Rest, Atty, Crm Vic, St Cost, Other and SOS
Assessed fields will be filled in if assessments have been made to 
the charge.  These amounts may be changed if necessary. Press ENTER
to recalculate balance.  (SOS amounts are included in Other total.)

If the offense is a local ordinance, fine and costs will be combined into one 
amount. If it is a state law violation, fine and costs are reflected as two 
separate amounts.

Type an X in the Deduct SOS? field if you want the Driver License 
Reinstatement Fees deducted from the total judgment amount printed on 
form.          

SchraderC
Text Box
The first three disposed counts (not disposed as dismissed or deferred) will appear here. By positioning the cursor in the Count, Fine & Costs or Jail Time sections on the screen and pressing the Page Up/Down keys, all applicable counts can be accessed three at a time. A `+' sign will appear at the end of Count, Fine & Costs, and Jail Time sections if there are additional counts for this case that may be accessed. See Fall 2008 Announcement for details.


SchraderC
Typewritten Text
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Second screen for Judgment of Sentence/Commitment to Jail form 

Use your Page/Roll keys to access the second screen of the Judgment of Sentence.

Tips:  If the driver license was revoked on the Disposition screen (DSP), an X will 
appear in the Revoked field. If the license was suspended or restricted, the 
number of days of suspension/restriction will appear in the Susp and Restr
fields.

If the defendant is being released from jail for a specific time and purpose, 
press F4-Prompt on the Release field for the options that apply.  Type 
release times if release is for Work, School, Medical, or Other reasons.   
Type the purpose for release if release is for Other reasons.

See Appendix A for complete list of
field descriptions used on this screen.

Press F4-Prompt
to see options
for this field.

Print Options

F7 - Print Print form, comments will not appear on ROA

F9 - Print/
Update

Print form, comments will appear on ROA.  

With each print option, it will be noted on the ROA which counts were on the form
when it was generated.

SchraderC
Text Box
In item 14, additional Other text lines are available by pressing the Page Down key while the cursor is on any of the Other lines. A ‘+’ sign will appear at the end of the third Other line if there are additional comments that have been entered on the second text entry screen.

SchraderC
Typewritten Text
+

SchraderC
Sticky Note
Marked set by SchraderC
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AFP version of Judgment of Sentence/Commitment to Jail (MC219)

SchraderC
Text Box
In the Fall 2008 Release, this form was enhanced to allow expandable printing of up to 99 counts at a time. See Fall 2008 Software Announcement for more details.
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Michigan Court-Ordered Restricted
Driver License

• Hop code is RLF
• Form may be printed on 8x11 paper or 4-part DOS form

Courts are not required to prepare this form for alcohol cases with an offense date on
or after October 1, 1999. However, it may be used to give to a driver to take to a
Department of State branch office to clear a 625g entry on a driving record. Use of this
form does not take the place of sending a conviction or dismissal abstract to DOS.

Note: If restricted license is printed on 8x11 paper, the court MUST seal the 
defendant’s copy of the form with the court seal.

Screen for Michigan Court-Ordered Restricted Driver License form

See Appendix A for complete list of
field descriptions used on this screen.

If you mark the Amended
Action field, you must also

mark the Request
License/Amend  (AMD)

Abstract? field

Function Keys

F7
Print the form on pre-printed DOS form DS1-22F and update the
ROA

F9 Print the form on 8x11 paper and update the ROA

F12
Add the information entered on the screen to the ROA without
printing the form



Chapter 4: Forms Traffic/Criminal/Probation - 2007

Page 4-14

Michigan Court-Ordered Restricted Driver License form (DS1-22F) printed on 8x11 paper
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Motion, Affidavit, and Bench Warrant

See Appendix A for complete list of
field descriptions used on this screen.

• Hop code is PBW
• SCAO form number MC229
• Form is available in AFP and 8x11 format

Screen for Motion, Affidavit, and Bench Warrant form

Type an X here to print only
the first page of the Bench
Warrant.  The Court Memo
Copy  will not print.

Tip:  If a bond amount has been set on the Scheduling screen (SCH), that
amount will appear in the Bond Amt field. If not, enter the amount of bond.

Print Options

F7 - Print Print form, reasons will not appear on ROA

F9 - Print/
Update/Status

Print form, comments will appear on ROA.  Case status will change to WRNT.  

F10 -
Print/Update

Print form, comments will appear on ROA

Note: With each print option, it will be noted on the ROA that the form was generated. 

F4-Prompt
is available

on this
field
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AFP version of Motion, Affidavit, and Bench Warrant (MC229)
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Motion, Affidavit and Summons Regarding
Probation Violation

• Hop code is VIO
• SCAO form number MC246
• Form is available in 8x11 format only

See Appendix A for complete list of
field descriptions used on this screen.

Screen for Motion, Affidavit and Summons Regarding Probation Violation form

Tip:  The time and date of the next scheduled court date will be displayed. You 
can modify it if necessary.  Modifying the date will not update the calendar.

Print Options

F7 - Print Print form, comments will not appear on ROA

F9 - Print/Update Print form, comments will appear on ROA

Note: With each print option, it will be noted on the ROA that the form was generated. 

SchraderC
Stamp
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8x11 version of Motion, Affidavit and Summons Regarding Probation Violation (MC246)
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Motion and Order for Destruction of
Fingerprints and Arrest Card

• Hop code is ROF
• SCAO form number MC235 
• Form is available in AFP and 8x11 format

Screen for Motion and Order for Return of Fingerprints, Arrest Card, and Description form

Disposition date, if disposition code has
been entered on Disposition screen (DSP).

This date can be modified.

SchollC
Rectangle

SchraderC
Text Box
This form no longer exists. It has been replaced with MC 392, Order Regarding Destruction of Fingerprints and Arrest Card. See Fall 2009 Release Announcement for details.

SchraderC
Text Box
Use Hop Code ODP to access new version
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AFP version of Motion and Order for Destruction of Fingerprints and Arrest Card, and
Description (MC235)
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Motion and Order for Discharge from
Probation

See Appendix A for complete list of
field descriptions used on this screen.

• Hop code is DCG
• SCAO form number MC245
• Form is available in AFP and 8x11 format

Screen for Motion and Order for Discharge from Probation form

Type an X in one of these fields.

Fill in these fields,
if applicable

Type an X in one of these fields, if applicable

Print Options

F7 - Print Print form, comments will not appear on ROA

F9 - Print/Update Print form, comments will appear on ROA

Note: With each print option, it will be noted on the ROA that the form was generated. 
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AFP version of Motion and Order for Discharge from Probation (MC245)
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Motion and Order to Show Cause

See Appendix A for complete list of
field descriptions used on this screen.

• Hop code is SCS
• SCAO form number MC230
• This is a two page form; second page is a proof of service
• Form is available in AFP and 8x11 format 

Screen for Motion and Order to Show Cause form

Remove this X if
you want to print
2nd page of form.

Print Options

F7 - Print Print form, reasons will not appear on ROA

F9 - Print/
Update

Print form, reasons will appear on ROA.  

Note: With each print option, it will be noted on the ROA that the form was generated. 
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AFP version of Motion and Order to Show Cause (MC230)
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Motion/Order of Nolle Prosequi

• Hop code is NLP
• SCAO form number MC263
• If you are count specific on the hop line, only that count will be printed on the 

form.  If you are not count specific, up to three counts will print on the form.  
• Form is available in AFP and 8x11 format

Screen for Motion/Order of Nolle Prosequi form

Type an X
in front of

any/all
applicable

items. If #1
is checked
on screen,

#7 will also
be checked
on printed

form.   

Print Options

F7 - Print Print form, comments will not appear on ROA

F9 - Print/
Update

Print form, comments will appear on ROA.  

Note: With each print option, it will be noted on the ROA that the form was generated. 
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AFP version of Motion/Order of Nolle Prosequi (MC263)



Chapter 4: FormsTraffic/Criminal/Probation - 2007

Page 4-27

Notice of Adjudication
• Hop code is NOA
• Department of State form number DS1-22F 
• No data entry is allowed or necessary on this form 
• Form may be printed on 8x11 paper or 4-part DOS form

The Notice of Adjudication can be given to the driver or owner of the vehicle to take to
a Department of State branch office to clear the hold on the license plate for a repeat
offender paper plate violation.

The following conditions must all exist before a Notice of Adjudication can be printed:

• The paper plate field on the Case Entry screen (CAS) must have been marked 
with an X

• The case must have a disposition
• A Michigan driver license must be entered on the CAS screen 

Screen for Notice of Adjudication form

Tip:  If you print the NOA on 8x11 paper, you must apply your court seal to the
defendant’s copy of the form.

Function Keys

F7 Print the form on pre-printed DOS form DS1-22F 

F9 Print the form on 8x11 paper 

F13 Display the Output queue so that it may be changed, if necessary.
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Notice of Adjudication printed on 8x11 paper (DS1-22F)
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Notice to Appear

See Appendix A for complete list of
field descriptions used on this screen.

• Hop code is NTA
• SCAO form number MC06 
• If you are count specific on the hop line, only that charge will be listed in the 

Offense field on the printed form. 
• Form is available in AFP and 8x11 format

Before you request a Notice to Appear, you should schedule an event through either
the Traffic/Criminal Scheduling screen (SCH) or the Probation Scheduling screen
(PRB).  The NTA screen will display the date(s), time(s) and scheduling code(s) for up
to four events.  You may modify or delete any event that is displayed, but that will not
update the calendar or the case record. 

Screen for Notice to Appear form

Tips: The name of the clerk preparing the form will appear in the Clerk field if    
the Form Signature field of Security Program Access for that user has been 
established.

By positioning your cursor anywhere on the defendant's name and pressing 
F4-Prompt, a window will appear that will allow you to add or change the 
address, SID number and telephone number.

Typing a date here will
not remove an event
from the calendar.
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AFP version of Notice to Appear (MC06)
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Notice to Appear Civil Infraction

See Appendix A for complete list of
field descriptions used on this screen.

• Hop code is CIN
• SCAO form number CIA01 
• Form is available in 8x11 format only

Before you request a Notice to Appear, you should schedule a hearing through the
Scheduling screen (SCH).  The NTA screen will display the date and time that has
been scheduled. You may modify the date and/or time, but that will not update the
calendar or the case record. 

Screen for Notice to Appear Civil Infraction form

Type in Complainant Name
and Address, if needed.

Tip:   By positioning your cursor anywhere on the defendant's name and pressing 
F4-Prompt, a window will appear that will allow you to add or change the 
address, SID number and telephone number.
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8x11 version of Notice to Appear Civil Infraction (CIA01)
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Order for Fingerprints

• Hop code is OFP
• SCAO form number MC233 
• Form is available in AFP and 8x11 format

Screen for Order for Fingerprints form

Mark any/all applicable
fields in 1a and 1b

The next scheduled court
date will appear; you

may type over the date
to change it if necessary.

Tip:   If you are count specific on the hop line when you access the OFP screen, 
the PACC Code for that count will appear in the PACC Code field.  If you 
are not count specific, the PACC Code for Count 1 will appear. It may be 
changed if necessary.
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AFP version of Order for Fingerprints (MC233)
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Order for Pretrial Release/Custody/Bond

See Appendix A for a list of
field descriptions used on this screen.

• Hop code is PRC
• SCAO form numbers MC240 & MC241 
• There are two screens for this form; second screen lists print options
• Form is available in AFP and 8x11 format

First screen for Order for Pretrial Release/Custody/Bond form (AFP version)

Mark one of these
options with an X

Check here for CR bond

Press F4-Prompt to display Bond Conditions

Tips: If Item #2 is selected, you may type in the condition(s) of the bond on the 
blank line if space permits, or you may press F4-Prompt for the list of Other 
Conditions that are standard for this form and make your selection from the 
list.  

If you are entering conditions for a Conditional Release (CR) bond, you must 
enter the bar number of the judge or magistrate who set the bond. 

This section must be
filled out for CR bond
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Use your Page Down/Roll keys to access the second screen, which displays your
print options.

Second screen for Order for Pretrial Release/Custody/Bond form 
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AFP version of Order for Pretrial Release/Custody (MC240)
Court Memo Copy
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AFP version of Order for Pretrial Release/Custody (MC240)
Sheriff/Facility copy
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AFP version of Order for Pretrial Release/Custody (MC240)
Law Enforcement Agency copy
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AFP version of Order for Pretrial Release/Custody (MC240)
Court LEIN copy
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AFP version of Order for Pretrial Release/Custody (MC240)
Conditions
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AFP version of Bond (MC241)
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AFP version of Bond (MC241)
Terms & Conditions
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Order for Substance Abuse Evaluation

See Appendix A for complete list of
field descriptions used on this screen.

• Hop code is SAE
• SCAO form number MC211 
• Form is available in AFP and 8x11 format 

Screen for Order for Substance Abuse Evaluation form

These fields will be
blank when screen
is displayed.  Fill in

all applicable
information.
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AFP version of Order for Substance Abuse Evaluation (MC211)
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Order for Vehicle Immobilization

• Hop code is IMM
• SCAO form number MC267  
• Form is available in AFP and 8x11 format

Screen for Order for Vehicle Immobilization form

Tips:  Type an X in front of applicable fields in Paragraphs #1 and 3.

The conviction date will appear in Paragraph #1 if disposition has been 
entered on DSP screen.  It may be modified for printing of the form if 
necessary.

The number of days of immobilization and the immobilization start date 
will appear in Paragraph #5 if data was previously entered on Disposition 
(DSP) screen.  These fields may be modified for printing of the form if 
necessary.

Vehicle information will be displayed it if was entered
on the CAS screen.  It may be modified if necessary.
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AFP version of Vehicle Immobilization (MC267)
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Order for Vehicle Impoundment

• Hop code is IMP
• SCAO form number MC254
• Form is available in AFP and 8x11 format

Screen for Order for Vehicle Impoundment form

Tips:  Type an X in front of Paragraph #1, #2 or #3.

Type an X in front of Paragraph #4 or #5.

Vehicle year, make, plate # and VIN will
display if the information was entered on

the CAS screen.  You may add model, style
and color if desired.

Type name and
address of storage

facility
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AFP version of Vehicle Impoundment (MC254)
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Order of Acquittal/Dismissal or Remand

• Hop code is ACQ
• SCAO form number MC262 
• If you are not count specific on the hop line, will default to count one
• Form is available in AFP and 8x11 format 

Screen for Order of Acquittal/Dismissal or Remand form

Tip:  If Item #1, 2 or 4 is checked on the screen, #10 will also be checked on 
the printed form.
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AFP version of Order of Acquittal/Dismissal or Remand (MC262)
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Order of Probation (Misdemeanor)

See Appendix A for complete list of
field descriptions used on this screen.

• Hop code is ORD
• SCAO form number DC243  
• There are two screens for this form
• Form is available in AFP and 8x11 format

First screen for Order of Probation (Misdemeanor) form

Tips: An X in the Conditional field will cause only those paragraphs/items that 
apply to this case to print on the form.  If the X is removed, all paragraphs 
of the SCAO approved form will be printed.

Print Part 1 Only field:  An X will appear in this field.  Remove the X if you 
want to print the LEIN copy of the Order of Probation.

If a deferred disposition was entered on the Disposition (DSP) screen, that 
number will appear on the screen, and the appropriate box will be checked 
on the form.

Print Options

F7 - Print Print form, comments will not appear on ROA

F9 - Print/
Update

Print form, following information will appear on ROA:  
•  All comments typed in Other field on first and second screen, 
•  Deferred sentencing information, if applicable, 
•  Amount of installment payments, frequency and starting date.  

See Tips below for these  fields 

Amounts in Fine, Costs, Restitution, Crime Victim, Supervision, State Costs, and Other fields will
be filled in if assessments have been made to the charge.  These amounts may be changed if 
necessary. Press ENTER to recalculate total.

If the offense is a local ordinance, fine and costs will be combined into one amount. If it is a
state law violation, fine and costs are reflected as two separate amounts.

Check either 6a or 6b, and fill
in related fields, if appropriate,

for payment options



Second screen for Order of Probation (Misdemeanor) form (Non-AFP printer)

Chapter 4: FormsTraffic/Criminal/Probation - 2007

Page 4-53

Second screen for Order of Probation (Misdemeanor) form (AFP printer)

Use your Page Down/Roll keys to access the second screen of the Order of Probation
screen.  If your selected printer is not an AFP printer, the second screen will have 
additional lines available to enter more conditions, as well as the LEIN information 
section.  If your selected printer is an AFP printer, the second screen will only display
the LEIN information section.
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AFP version of Order of Probation (Misdemeanor) (DC243)
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Order on Application to Set Aside
Conviction

• Hop code is SAC
• SCAO form number MC228 
• Form is available in AFP and 8x11 format

Screen for Order on Application to Set Aside Conviction form

Tips: You can mark one field in each paragraph 2-6, or leave them blank.

You can mark paragraph 7 or 8, or leave them both blank.

SchollC
Text Box
This screen has been updated to reflect form changes. See Fall 2008 Announcement for details.
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AFP version of Order on Application to Set Aside Conviction (MC228)
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Order Revoking Release and Forfeiting
Bond, Notice of Intent to Enter Judgment

• Hop code is OFB
• SCAO form number MC218  
• Form is available in AFP and 8x11 format 

Generation of this form will automatically cause the case to appear on the Bond
Forfeiture Tickler (created through Date Generated Notices) 28 days after the form is
printed.  The calculated forfeiture date is also recorded on the Register of Actions.

Screen for Order Revoking Release and Forfeiting Bond, Notice of Intent to Enter Judgment  

Tips: The Surety/Payer Name will be displayed if the information was entered 
when the bond was posted.  The name and address fields may be 
modified.

If there is more than one bond on the system for the case, and the bond 
you want to forfeit is not displayed, type the receipt number and receipt 
date for the bond you want to forfeit in the Receipt Number and Receipt 
Date fields and press ENTER.  The correct bond will be displayed.

If the bond you want to forfeit is not on the system, type the information 
in the Amount Deposited, Type of Bond, Face Amount of Bond, Receipt
Number and Receipt Date (if available) fields.  An entry for the case will 
appear on the Bond Forfeiture Tickler.

This information will be displayed if
bond has been posted through Cash
or added on the Bond screen. 

N - One bond on system
Y - More than one bond on 

system

SchollC
Text Box
New Option:
The newest version of this form allows you to include a show cause date to appear for surety depositors. See Fall 2007 Software Announcement for details.
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AFP version of Order Revoking Release and Forfeiting Bond, Notice of Intent to Enter
Judgment (MC218)
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Petition and Order for Amendment of
Order of Probation

See Appendix A for complete list of
field descriptions used on this screen.

• Hop code is AMD
• SCAO form number MC244 
• There are two screens for this form 
• Form is available in AFP and 8x11 format 

Screen for Petition and Order for Amendment of Order of Probation form

An X will appear
in this field.

Remove the X to
print the LEIN

Copy of the form.

Print Options

F7 - Print Print form, language in petition and order will not appear on ROA

F9 - Print/
Update

Print form, language in petition and order will appear on ROA.  

Note: With each print option, it will be noted on the ROA that the form was generated. 
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Second screen for Petition and Order for Amendment of Order of Probation form 

Use your Page/Roll keys to access the second screen of the Amended Order of
Probation form.

Tip: Remove the X from the Print Part 1 Only field on first screen to print the 
LEIN Copy of the form.
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AFP version of Petition and Order for Amendment of Order of Probation (MC244)



Chapter 4: Forms Traffic/Criminal/Probation - 2007

Page 4-62

Plea by Mail

• Hop code is PBM
• SCAO form number DC223 
• This is a two page form 
• Form is available in AFP and 8x11 format 

Screen for Plea by Mail form

By positioning your cursor anywhere on
the defendant's name and pressing 

F4-Prompt, a window will appear that will
allow you to add or change the address,

SID number and telephone number.

Tips: Bond information in Paragraphs #4 and #6 will appear if bond information 
was previously entered on Cash, SCH or PRB screen.  These fields may 
be modified if necessary.

Type maximum penalty permitted in Paragraph #7 and minimum penalty, 
if applicable, in Paragraph #8.

Type actual penalty that will be imposed if defendant pleads guilty in 
Paragraph #9.  

SchollC
Text Box
Changes in Fall 2007 release:
Using F9-Print/Update to print the form will also transfer any comments in Other field to the ROA. To just print the form, use option F7-Print.
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Page 1 of AFP version of Plea by Mail (DC223) 
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Page 2 of AFP version of Plea by Mail (DC223)
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Recall of Warrant/Order to Apprehend

See Appendix A for complete list of
field descriptions used on this screen.

• Hop code is WAR
• SCAO form number MC220  
• Form is available in AFP and 8x11 format

Screen for Recall of Warrant/Order to Apprehend form

Type name of person at law enforcement
agency that was notified of the recall.
Also type date and time of notification.

Print Options

F7 - Print Print form, case status will remain the same

F9 - Print/
Update

Print form, case status will be updated from WRNT back to previous status of
PEND, DISP or PROB.

With each print option, it will be noted on the ROA that the form was generated, but
comments typed in the Reason field will not be transferred to ROA.

Mark one of these fields with an X, if applicable.
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AFP version of Recall of Warrant/Order to Apprehend (MC220)
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Removal of Entry from LEIN

See Appendix A for complete list of
field descriptions used on this screen.

• Hop code is RFL
• SCAO form number MC239
• Form is available in AFP and 8x11 format

Screen for Removal of Entry from LEIN form

Enter effective date
and expiration date
of order here.

Enter name of
police agency
here, address is
optional
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AFP version of Removal of Entry from LEIN (MC239)
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Report of Nonpayment of Restitution

See Appendix A for complete list of
field descriptions used on this screen.

• Hop code is NPR
• SCAO form number MC258
• Form is available in AFP and 8x11 format

Note:  This form is designed to comply with MCL 780.826, which states, in part, “If a
probation officer determines that restitution is not being paid as ordered, the probation
officer shall file a written report of the violation with the court not less than 60 days
before the expiration of the probationary period.  The report shall include a statement
of the amount of the arrearage and any reasons for the arrearage that are known.
This report shall be immediately forwarded to the prosecuting attorney.”

Screen for Report of Nonpayment of Restitution form

Data in Date Signed, Probation Officer, People
of, and Arrearage Amount/Date fields will be
displayed, but can be modified if necessary.
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AFP version of Report of Nonpayment of Restitution (MC258)



Chapter 4: FormsTraffic/Criminal/Probation - 2007

Page 4-71

Subpoena - Order to Appear and/or
Produce

• Hop code is SUB
• SCAO form number MC11 
• Form is available in AFP and 8x11 format

Screen for Subpoena - Order to Appear and/or Produce form

Remove this X to print 2nd page
(service page) of subpoena

Remove this X if 
witness is to appear
at a location other

than the court.

Tips: The next scheduled court date will appear in the Date and Time fields.  This 
information may be modified if necessary.

Mark all applicable fields with an X.  Type name and address of person 
requesting subpoena, if applicable.

The bar # of the Judge of Record will be displayed in the Judge/Attorney 
Bar No. field. If there is no Judge of Record, the Next Judge or Proceeding 
Judge bar # will be displayed. An attorney magistrate’s bar number is not 
allowed in this field.  You may modify the number or erase it.

You can only type a name in the Clerk field if the Judge/Atty Bar No: field is 
blank.  

The Supreme Court seal will appear on the AFP version of the form only.

The defendant’s name and address will automatically
appear in these fields.  You may type over it if subpoena

is being requested for someone other than defendant.
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AFP version of Subpoena - Order to Appear and/or Produce (MC11)



Page 5-1

5

Information is provided in this chapter for various notices and
reports that are generated by the JIS system, as well as batch 
printing of Register of Actions (ROAs), Labels and Postcard 
Notices to Appear (NTAs)

Traffic/Criminal
Reports & Notices

Many reports and notices will be explained in this chapter.  For your convenience, they
will be described in the following groups:

Batch Reports:  Labels, Register of Actions, Postcard Notices to Appear

Date Generated Notices:  Abstract, FAC/FCJ/FCPV, Default Judgment, 14-Day Civil
Infraction Notice, 14-Day Misdemeanor Notice, Notice of Non-Compliance, Warrant
Misdemeanor, Warrant Notice

Date Generated Reports: Abstract List, Abstract Error List, Bond Forfeiture Tickler,
Delete Audit Report, Deleted Bond Report, Drunk Driving Report, FAC Electronic
Clearance List, FAC/FCJ/FCPV List, Party Calendar, 20% Late Penalty Assessment
Report

Individually Requested Reports: Alcohol Report, Appealed Case List, Attorney Case
List, Case Index (Case List), Caseload Report (Including Case Age/Caseload Part 4),
CCW Report, Crime Victim Rights Report, Delay in Criminal Proceedings, Disposed
List, Drunk/Drug New Cases, Expired Activity Report, FAC/Bench Warrant and Warrant
List, Non-Public Case List, Speedy Trial and 120-Day Report, Warrant
Entry/Cancellation List

Automatically Generated Overnight Reports from DOS:  SOS VPN/DLN Update
Exception Report.

For information on reports available in the Probation Module, see Chapter 6 -
Probation.
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To access the Reports Menu, choose Option 2 from the Traffic/Criminal Subsystem
Menu.

Traffic/Criminal Subsystem Menu

To access
Reports Menu,
Type a 2 in the
Option field and

press ENTER.
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First screen of Reports Menu

From the first screen of the Reports Menu, you can request Batch Notices, Date
Generated Notices and Trust and Agency Reports. Information on the Trust and
Agency Reports can be found in Cash User Guide.

Batch
notices

Date Generated
Notices and Reports

Trust and Agency Reports

Use your Page/Roll keys to access the second page of the Reports Menu, which 
contains Individually Requested Reports.

Second screen of Reports Menu

All reports on
this screen

are
Individually
Requested
Reports.

SchollC
Typewritten Text
  Qtr _ Year ____
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BATCH REPORTS

Report Description

Labels
Will print address labels for defendant or file labels that were requested
from the Case Entry screen (CAS) or the Report Requests screen (RPT).

Register of
Actions (ROAs)

Will print ROAs on 8x11 plain paper or on preprinted forms DC250
(Felony) and DC251 (Misdemeanor).  ROAs will print when they were
requested from the Case Entry screen (CAS), Disposition screen (DSP),
Scheduling screen (SCH), Report Requests (RPT) or Cash screens.

Postcard Notices
to Appear (NTAs)

Will print Postcard Notices to Appear that were requested from the
Traffic/Criminal Scheduling screen (SCH), Case Entry screen (CAS),
Probation Scheduling screen (PRB) or Reports Requests screen (RPT).

Batch Reports

Batch reports include requests for Labels, Register of Actions and Postcard Notices to
Appear.  They will print on the printer which has been designated for each report.
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Labels

07-1113 SD
FOSTER/WALTER/MARK
CT. 1: OPER/INTOX
CT. 2: DWLS
CT. 3: FAIL TO STOP       (MORE)

File label - Multi-count caseFile label - Single count case

07-0129 SD
FRANKLIN/MICHAEL/JOHN
CT. 1: OPER/INTOX

07-0129 SD
FRANKLIN/MICHAEL/JOHN
8392 N WILLIAMS RD
OKEMOS           MI   48864

Address label

Two types of labels can be generated:

•  File labels - will print case number, defendant’s name and up to three counts
•  Address labels - will print case number, defendant’s name and address

Labels print on 3-1/2” x 15/16” pin-feed continuous labels.

Requesting Labels

Labels can be requested from the Case Entry screen (CAS) or from the Reports
Request screen (RPT).  

To request labels from the CAS screen, type one of the following options in the Label
field:

X or F - will produce one file label
A - will produce address label for defendant
1-9 will produce up to nine file labels

To request labels from the RPT screen, type the case number in the Case field and
one of the following options in the Rpt field:

FLB - will produce file label
LBL - will produce address label for defendant
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Printing Labels

You can choose to print labels in either alphabetic or numeric order.  You also have the
option of printing labels that were requested by a specific clerk or labels that have
been requested by all clerks. 

After labels have been requested from the CAS or RPT screen, go to the Reports
Menu to print them (Option 2 from the Traffic/Criminal Subsystem Menu).

Tip:  You can view, add or delete requests for labels from the Reports Request 
screen (RPT).

Reports Menu

To print labels that have been requested by a specific user:

•  Type an X in the Alp or Num field.
•  Type an X in the User field.  The initials of the user can be changed if 

necessary.
•  Press ENTER.

To print labels that have been requested by all users:

•  Type an X in the Alp or Num field.
•  Press ENTER.

Alphabetic (Alp)
and 

Numeric (Num)
fields

User field
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Register of Actions

Register of Actions (ROAs) can be printed individually or in a batch cycle.  When 
printing in a batch cycle, they can be printed on plain 8 x 11 paper or on SCAO forms
DC250 (Felony) and/or DC251 (Misdemeanor).

Requesting ROAs in Batch Cycle

ROAs can be requested from the Case Entry screen (CAS), Scheduling screen (SCH),
Disposition screen (DSP), Reports Request screen (RPT) and Cash screen.

To request ROAs from the CAS, SCH, DSP or Cash screen, type one of the following
options in the ROA field:

X - ROAs on 8x11 plain paper
F - ROAs on pre-printed SCAO forms DC250 (Felony) and CD251 

(Misdemeanor)
A - Separate ROAs for each count, printed on forms DC250 and/or 

DC251

To request ROAs from the RPT screen, type the case number in the Case field and
one of the following options in the Rpt field:

ROA - will print on 8x11 plain paper
ROAF - will print on forms DC250 and/or DC251

Tip:  You can always print an immediate ROA on plain paper by typing hop code 
RAP and the case number on the hop line, or by pressing F9-Print from 
the ROA screen.
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Printing ROAs

You can choose to print ROAs in either alphabetic or numeric order.  You also have the
option of printing ROAs that were requested by a specific clerk or ROAs that have
been requested by any clerk. 

After ROAs have been requested from the CAS, SCH, DSP, RPT or Cash screen, go
to the Reports Menu to print them (Option 2 from the Traffic/Criminal Subsystem
Menu).

To request ROAs that have been requested by a specific user, type one of the 
following options in the Alp or Num field:

X - ROAs on 8x11 plain paper
F - ROAs on pre-printed SCAO forms DC250 (Felony) and DC251 

(Misdemeanor)
A - Separate ROAs for each count, printed on forms DC250 and/or DC251

AND

Type an X in front of User field.  The initials of the user can be changed if 
necessary.

To request ROAs that have been requested by all users, type one of the following
options in the Alp or Num field:

X - ROAs on 8x11 plain paper
F - ROAs on pre-printed SCAO forms DC250 (Felony) and DC251  

(Misdemeanor)
A - Separate ROAs for each count, printed on forms DC250 and/or DC251

Tip:  The type of form requested for printing must match the type of form originally 
requested.  For example, if you request a plain paper ROA by using option 
X on the SCH screen, you must also request an option X from the Reports 
Menu to print the ROA.  
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Example of Felony ROA

Felony Register of Actions (DC250)
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Example of Misdemeanor ROA

Misdemeanor Register of Actions (DC251)
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Postcard Notice to Appear
Postcard Notices to Appear are printed in a batch cycle on SCAO form DCY06a.

Requesting a Postcard Notice to Appear

Postcard Notices to Appear can be requested from the Traffic/Criminal Scheduling
screen (SCH), Case Entry screen (CAS), Probation Scheduling screen (PRB) or from
the Reports Request screen (RPT).  

To request NTAs from the SCH, CAS or PRB screen, type an one of the following
options in the NTA field:

A - Notice to Appear for attorney
D - Notice to Appear for defendant
B - Notice to Appear for both attorney and defendant

To request labels from the RPT screen, type the case number in the Case field and
one of the following options in the Rpt field:

NTAD - will produce a notice addressed to the defendant
NTAA - will produce a notice addressed to the defense attorney
NTAB - will produce a notice for both the defendant and the 

attorney

Postcard Notice to Appear
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Printing a Postcard Notice to Appear

You can choose to print notices in either alphabetic or numeric order.  You also have
the option of printing notices that were requested by a specific clerk or notices that
have been requested by any clerk. 

After notices have been requested from the SCH, CAS, PRB or RPT screen, go to the
Reports Menu to print them (Option 2 from the Traffic/Criminal Subsystem Menu).

Reports Menu

Alphabetic (Alp)
and 

Numeric (Num)
fields

User field

To print notices that have been requested by a specific user:

•  Type an X in the Alp or Num field
•  Type an X in the User field.  The initials of the user can be changed if 

necessary.
•  Press ENTER.

To print notices that have been requested by all users:

•  Type an X in the Alp or Num field.
•  Press ENTER.

Tip:  You can view, add or delete requests for Postcard Notices to Appear from 
the Reports Request screen (RPT).
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DATE GENERATED NOTICES

Notice Form #

Abstract DS1-22

FAC/FCJ/FCPV DS1-62

Default Judgment CIA07-JIS

14-Day Civil Infraction Notice CIA03

14-Day Misdemeanor Notice MC216

Notice of Non-Compliance MC216a

Warrant Misdemeanor DC226-OSM-1

Warrant Notice DC226-OSM-2

Date Generated Notices

When Date Generated Notices are requested, numerous notices and reports will be
generated.  You can request notices to print in either alphabetic or numeric order.
These notices are programmed to generate a certain number of days after a scheduled
due date.  Each court sets their own notice schedule.  The notice schedule which has
been established for your court is stored as the Z-Record in Code Files.  For more
information on the Z-Record, see Chapter 9 - Code Files.

The notices listed below print on multi-part, pre-printed forms and can be obtained
from your forms distributor.  The abstract and FAC/FCJ/FCPV forms can be obtained
from Department of State (DOS).

Tips:  Many system resources are used when Date Generated Notices are 
generated.  It is recommended they be requested at times when all users 
are signed off the system.

Because notices are always generated based on the due date of the case, it 
is recommended that they are requested daily at the end of the business 
day.

Although each of the notices listed above cannot be requested from the Report
Requests Screen (RPT), they may be deleted for individual requests.  See Chapter 3 -
Case Entry & Update for more information on the Report Request Screen.

Examples of each of the Date Generated Notices can be found on the following pages.
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FAC/FCJ/FCPV

Abstract

Abstracts are created when Date Generated Notices are requested.  Because they are
submitted electronically to Department of State (DOS), you will rarely, if ever, need to
print an abstract.  If you do, it would be printed on form DS1-22, which is available
from DOS.  

They are listed in the output queue as ABSPRT.

See Chapter 10-Abstract/FAC Processing for more information on updating Abstract
records.

FAC/FCJ/FCPV suspensions are created when Date Generated Notices are 
requested.  Because they are submitted electronically to Department of State (DOS),
you will rarely, if ever, need to print a suspension.  If you do, it would be printed on
form DS1-62, which is available from DOS.

They are listed in the output queue as FACPRT.

See Chapter 10-Abstract/FAC Processing for more information on updating 
FAC/FCJ/FCPV records, and printing clearances.
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Default Judgment

•  SCAO form number CIA-07
•  Form listed in output queue as DFJPRT

Default Judgment (CIA 07-JIS)
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14-Day Civil Infraction Notices

•  SCAO form number CIA-03
•  Form listed in output queue as FDCPRT 

Civil Infraction 14-Day notice (CIA 03)
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14-Day Misdemeanor Notices

•  SCAO form number MC 216
•  Form listed in output queue as FDMPRT 

Misdemeanor 14 Day Notice (MC 216)
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Notice of Non-Compliance

•  SCAO form number MC 216A
•  Form listed in output queue as NNCPRT 

Notice of Non-Compliance (MC 216A)
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Warrant Misdemeanor

•  SCAO form number DC 226-OSM-1
•  Form listed in output queue as WAMPRT 

Warrant Misdemeanor (DC 226-OSM-1)

Tip:  The misdemeanor warrant will automatically generate if:
•  Z Record has been updated with number of days in WAM field
•  Case was not filed by complaint and warrant
•  Arraignment code (AR, AP or AW) has not been entered
•  Misdemeanor warrant has not previously generated
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Warrant Notice

•  SCAO form number DC 226-OSM-2
•  Form listed in output queue as WANPRT 

Warrant Notice (DC 226-OSM-2)

Tip:  The misdemeanor notice will automatically generate if:
•  Z Record has been updated with number of days in WAN field
•  Case was not filed by complaint and warrant
•  Case is undisposed
•  Warrant notice has not previously generated
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DATE GENERATED REPORTS

Report Description

Abstract List A list of abstracts that have been generated.

Abstract Error List
A list of abstracts that have errors in the Name, DLN or DOB that may
cause the abstract to be rejected by DOS.

Bond Forfeiture Tickler
Cases will begin appearing on this tickler 28 days after generation of the
Order Forfeiting Bond immediate form, or the date that is specified as the
forfeiture date on the Bond Forfeiture Tickler Add/Delete screen.

Delete Audit Report
Report will list all cases that have been deleted, transferred to another
court, or that have had the case number changed.

Deleted Bond Report
List of all bond, restitution, trust or trust & agency records or payments
that have been deleted.

Drunk Driving Report
List of all undisposed alcohol-related cases with the age of the case in
days.

FAC Electronic
Clearance List

List of cases that had a request made to DOS for an immediate 
clearance. The report will indicate if the request was accepted or rejected. 

FAC/FCJ/FCPV List A list of FAC/FCJ/FCPV suspensions that have been generated.

Party Calendar
An alphabetical list of all parties who are scheduled to appear in court for
a court proceeding on the business day following the day Date Generated
Notices were requested.

20% Late Penalty
Assessment Report

List of cases that have had the 20% late penalty assessed.

Date Generated Reports

When Date Generated Notices are requested, there are a number of reports which
also are produced.

Information about each of these reports are shown on the following pages.
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Abstract List

This report lists all abstracts that have been generated since the last Daily Notice
cycle.  The list can be sorted alphabetically or in case number order, depending on the
selection made when notices were requested.

This report can also be requested from the Abstract and FAC Menu.  See Chapter 10-
Abstract/FAC Processing for more information.

This report will be listed in the output queue as SOSPRT.

Abstract List

Tip:  This list can be used as a tool to verify accuracy of abstract information 
before abstracts are sent to Department of State.
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Abstract Error List

This report lists all abstracts that have errors in the Name, DLN or DOB that may
cause the abstract to be rejected by DOS.  These cases did not pass the built-in
Name/DOB/DLN edit on the Case Entry Screen.  See Chapter 3 - Case Entry for more
information on the edit.

The following error messages may be displayed on this report:

BLANK DIGITS IN DLN NO
LAST NAME: 1ST-CHARACTER INVALID
POSSIBLE DOB ERROR - CHK
UNEQUAL COMPUTED NUMBER

This report will be listed in the output queue as SOSERR.

Abstract Error List

Tip: Abstracts appearing on this list should be reviewed and corrected, if 
necessary, before they are sent to Department of State.

SchraderC
Text Box
Effective September 12, 2009, the Michigan Department of State (DOS) implemented changes in issuing Driver Licenses and Personal Identification Cards. When a driver changes their name, or corrects a date of birth, the driver will no longer be issued a new Driver License Number (DLN). 
Abstracts on cases where the DLN does not comply with the previous edit will appear on this list with an error of UNEQUAL COMPUTED NUMBER however these abstracts should still be submitted to DOS without modification.
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Bond Forfeiture Tickler

Traffic/Criminal cases will begin appearing on this tickler: 
•  28 days after the Order Revoking Release and Forfeiting Bond, Notice of 

Intent to Enter Judgment (OFB) is generated, or 
•  The date that is specified as the forfeiture date on the Bond Forfeiture Tickler 

Add/Delete Screen (BFT)

Tickler records for Traffic/Criminal cases will be deleted from the tickler if:
•  The bond has been closed since the Order Revoking Release and Forfeiting 

Bond, Notice of Intent to Enter Judgment (OFB) was printed, or
•  The tickler record has been deleted from the Bond Forfeiture Tickler 

Add/Delete Screen (BFT).

This report will be listed in the output queue as BNDFORFTIK.

For more information on the Bond Forfeiture Tickler Add/Delete screen, see Chapter 8
- Bonds.

Bond Forfeiture Tickler

Tips:  If an event is scheduled after a case has been added to the Bond  
Forfeiture Tickler, the case will remain on the tickler and an asterisk (*) will 
appear before the forfeit date.

Cases that are in probation status will display an X in the Prob column.
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Delete Audit Report

This report is used to monitor:
•  Cases/charges that have been deleted
•  Cases that have been transferred to another court location
•  Case numbers that have been changed

The report contains the delete date, time, clerk’s initials, terminal code, case number,
case type, defendant’s name, case status, offense date, count, charge, disposition
date and code, fine & costs assessed and balance due.  The comment made at the
time of the deletion/transfer/change will also be printed.  

The cases are reported for 30 days, with the most recent deletes appearing at the top

of the record.  Retain this report for audit purposes.  It cannot be
reproduced.

If Date Generated Notices are not requested daily, deleted cases/charges will still be
reported:

•  If requested within 30 days of the delete or change
•  After 30 days if it has never been reported previously
•  For the last time when Date Generated Notices are requested after 30 days

This report will be listed in the output queue as TCAUDIT.

Delete Audit Report
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Deleted Bonds Report

This report is used to monitor bond, restitution, trust or trust & agency records or pay-
ments that have been deleted.  The records are reported for 30 days, with the most
recent deletes appearing at the top of the report.  This is a cumulative month-to-date
listing and the first day of each month will begin a new list.

Each type of record will have a separate page showing the deleted records or 
payments.  A report for bonds is displayed below.  The format of the report for each
type of record will be the same.  A “Deleted No Records” report will be produced listing

each type of record that did not have any deleted records or payments.  Retain
these reports for audit purposes.  They cannot be reproduced.

This report will be listed in the output queue as BNDELETE.

Deleted Bonds Report
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Drunk Driving Report

This report lists all undisposed alcohol-related cases with the age of the case in days.
This report is cumulative and is sorted by the age of the case from the highest to 
lowest number of days.  A case with an outstanding warrant will not appear on the
report.

Note: This report was created to comply with MCL 257.625b(3).  The age of the case
and 77th day are calculated to meet those requirements.  Warrant days are not 
subtracted from the age of the case.

This report will be listed in the output queue as DD77DAY.

Traffic/Criminal Drunk Driving Report
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FAC Electronic Clearance List

This report is a  list of immediate clearances that have been requested either through
the Cash module or the FAC/FCJ/FCPV Update (FAC) screen the same day as Date
Generated Notice are requested.  This list will be sorted alphabetically or in case 
number order, depending on the selection made when notices were requested.  

The column on the far right will display whether the request was accepted or 
rejected by DOS.  If a record was rejected, try your request again after you have
resolved the reason for the rejection, or produce a hard copy FAC clearance form and
mail it to DOS.

This report can also be requested from the Abstract and FAC Menu.  See Chapter 10-
Abstract/FAC Processing for more information.

This report will be listed in the output queue as FACCLR.

FAC Clearance List

SchollC
Text Box
Effective Fall 2008, a second report, "Clearance Requests Not Sent to SOS List" will also generate. Please refer to Fall 2008 Announcement for Details. 

SchraderC
Text Box
Effective November 2010, when a suspended ticket is paid online (for courts that have web cash), the system will submit an electronic clearance. These will also appear on either the "FAC Electronic Clearance List" or the "Clearance Requests Not Sent to SOS List".

SchraderC
Sticky Note
Marked set by SchraderC
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FAC/FCJ/FCPV List

This report is a list of FAC/FCJ/FCPV suspensions that have been generated since the
last Daily Notice cycle.  This list will be sorted alphabetically or in case number order,
depending on the selection made when notices were requested.

This report can also be requested from the Abstract and FAC Menu.  See Chapter 10-
Abstract/FAC Processing for more information.

This report will be listed in the output queue as FACRPT.

FAC/FCJ/FCPV Case List
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Party Calendar

A calendar listing all parties, in alphabetical order, that are scheduled to appear for a
court proceeding on the business day following the day Date Generated Notices are
requested.  Excluded from the list are cases with the following scheduling codes:

•  AJ10 - Payment Due
•  AJ15 - Due Date
•  AJ16 - Partial Payment Due
•  AJ22 - Time Extended to Pay
•  AJ23 - Time Extended
•  AJ30 - Probation Reports Due

The Party Calendar may also be requested from the District Court Calendar Screen.
See Chapter 7 - Calendars for more information.

This report will be listed in the output queue as DCSPCL.

Party Calendar
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20% Late Penalty Assessment Report

This report is a listing of all cases which have had the 20% late penalty assessed
since the last Daily Notice cycle, and is based on the number of days established in
the Z-Record.  It should always be at least fifty-six days past the due date.

Restitution amounts are subtracted from the total fine, and the late penalty is assessed
on the balance.

This report generates two separate reports, one for cases in probation status and one
for non-probation cases.

All cases appearing on this report must have a disposition entered on or after 
August 22, 1994.

This report will be listed in the output queue as LATEAUD.

20% Late Penalty Assessment Report - Probation Cases

20% Late Penalty Assessment Report - Non-Probation Cases
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INDIVIDUALLY REQUESTED REPORTS

Report Description

Alcohol Report A basic statistical report counting alcohol related cases and their dispositions.

Appealed Case List A list of all open cases that are currently under appeal.

Attorney Case List A list by attorney of all cases with future scheduled activity in the court.

Case Index (Case
List)

An alphabetical or numerical list of all cases on the District Court System.

Caseload Report 

Annual reports documenting the number of new filings, reopened cases and methods of
disposition as required by SCAO (Caseload Parts 1 and 2) and case age at disposition
and pending case age (Caseload Part 4).  Part 4 can be requested separately as 
needed.  This report is uploadable to the SCAO Caseload Reporting System (CRS).

CCW Report
A list of state civil infraction CCW convictions under 381 PA 2000.   This list is
used for reporting to MSP and the county gun board where the license was
issued.

Crime Victim Rights
Report

A report that shows all cases that have been or should have been assessed
the “MYCV” fee amount and the amount of money collected for the Crime
Victim Rights Fee.

Delay in Criminal
Proceedings

Quarterly report, required by SCAO, listing cases that are aged beyond the 98
percent guidelines (92+ days) for timeliness.

Disposed List A list of all cases broken down by law enforcement agency that have been 
disposed of within a specified date range.

Drunk/Drug New
Cases

A summary of drunk driving cases and drug charges with an accompanying
audit for completion of the SCAO Drunk Driving Caseload Assistance Fund
Report.

Expired Activity Date

A list of cases that have been disposed where the last scheduled date on the
system is at least 30 days prior to the date the report is run and no 
suspension or warrant has been issued.  This list will include probation and
non-probation cases.

FAC, Bench Warrant
and Warrant List

A list of all cases in case number sequence that have an outstanding warrant or
FAC issued.

Non-Public Case List A list of cases that are currently in non-public status.

Speedy Trial and 
120-Day Report

This request produces two separate reports:  A list of cases that qualify for the
Speedy Trial Report which was previously required by SCAO; and a list to 
identify cases before they qualify for the Speedy Trial Report.  This report can
still be used to help track age of pending cases, and to identify cases where
the defendant is in custody.

Warrant
Entry/Cancellation List

A list of warrants that were submitted to LEIN for entry or cancellation, using the Enter
Warrant (EWR) screen.

Individually Requested Reports
These reports, some of which comply with various state judicial requirements, are
available to be produced as needed. Many can be requested for specific date ranges.
Some can be printed in either numeric or alphabetic order.  

Information about each of the reports listed below appears in the following pages.

You also have the ability to create reports where you select the criteria that appears on
the report.  For more information on this feature, see Chapter 11 - Report Generator.
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Alcohol Report

This is a statistical report showing action on alcohol-related driving cases.  A separate
list is created for each judge, as well as a grand total for the court.  The report can be
requested in alphabetic or numeric order.

You must specify a date range when requesting this report.

Cases will appear on this report if, within the date range specified, it is a new case
filed, reduced or disposed.  Offenses are broken down into categories by DOS offense
code.  When original charges are reduced, they will be reflected in the reduced column
of the “original charge”.  Disposition totals will be reflected in the disposed column for
the “current charge” on the case.

Specific jail information has been included.  The designations in the Jail Days column
are as follows:

No asterisk . . . . . . Jail Ordered
* . . . . . . . . . . . . . . . Jail Ordered and Committed
** . . . . . . . . . . . . . . Jail Suspended
***. . . . . . . . . . . . . . Optional Jail Ordered
**** . . . . . . . . . . . . . Optional Jail Ordered and Committed

This report will be listed in the output queue as ALCOHOL.

Alcohol Report



Chapter 5: Traffic/Criminal Reports & Notices Traffic/Criminal/Probation - 2007

Page 5-34

Appealed Case List

This report lists all open cases that have had one of the following appeal codes
entered on the Scheduling screen (SCH):

To remove a case from this report, the following appeal code must be entered on the
Scheduling Screen.

The report can be requested in either alphabetic or numeric order.  

This report will be listed in the output queue as APPEAL. 

Appealed Case List

Appeal Codes/Add to Appeal List

AP Code Description

01 Appeal to Circuit Court Filed

02 Appeal from Magistrate to District Court

03
Action Taken by Magistrate Superceded
by Order of District Judge

04 Appeal to Appellate Court Filed

05 Appealed Sentence

06 Appeal Denied

07
Appeal from Informal to Formal Hearing
Filed

Appeal Code/Remove from Appeal List

AP Code Description

08
Remove from Appeal Status or Appeal
List
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Attorney Case List

This report provides a list of all attorneys who have cases with a future court date set.
The list will always be sorted by the last name of the attorney; however, you can
request this report in alphabetic or numeric sequence.  These two options are
described below:

•  An alphabetic list will be produced with defendant names in alphabetical 
order under the attorney’s name

•  A numeric list will be produced in case number order under the attorney’s 
name

This report will be listed in the output queue as ATTYIDX.

Attorney Case List

* indicates
court appointed

attorney
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Case Index (Case List)

This report provides a list of all non-purged cases, and can be requested in either
alphabetic or numeric order.  

Charges with a plus sign (+) indicate that a charge has been amended or reduced. 

If no driver license was entered on a case, the vehicle plate information will print in the
DLN/VPN column.

Specific jail information has been included.  The designations in the Jail Days column
are as follows:

No asterisk. . . . . . . Jail Ordered
* . . . . . . . . . . . . . . . Jail Ordered and Committed
** . . . . . . . . . . . . . . Jail Suspended
***. . . . . . . . . . . . . . Optional Jail Ordered
**** . . . . . . . . . . . . . Optional Jail Ordered and Committed

This report will be listed in the output queue as ALPHIDX if an alphabetic list was
requested and NUMBIDX if a numeric list was requested.

Case List - Numeric
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Requesting Caseload 

Caseload Report

This report is mandated by MCR 8.103 and must be submitted annually to the SCAO
Caseload Reporting System (CRS).  Parts 1 and 2 are reported by court and provide
statistical counts for all case filings, reopenings and dispositions.  Part 4 is reported by
judge and provides case age at disposition and pending case age.  The final criteria
and implementation date for Part 3, Judicial Events, have not been determined by
SCAO.

There are several configurations of reports available.  The chart on the following
page identifies which reports are generated with each type of request. 

•  Type an X in the Alp or Num field.  This option determines whether your
audit reports print in alphabetical order by defendant name, or numerical order by
case number.

•  Request by Qtr and Year -OR- by Date Range.  

Requesting numerical caseload report by quarter and year from the 
Traffic/Criminal Reports screen.

Requesting alphabetical caseload report by date range from the 
Traffic/Criminal Reports screen.
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Report Requested Qtr or Dates Report Generated Qtr Uploaded to CRS

Caseload
Qtr “A” (All)*
01/01 - 12/31*

Parts 1, 2, 4-by judge
Parts 1, 2, 4-by judge

All
All

Qtr 1 or 01/01 - 03/31 Parts 1 & 2 1

Qtr 2 or 04/01 - 6/30 Parts 1 & 2 2

Qtr 3 or 07/01 - 09/30 Parts 1 & 2 3

Qtr 4 or 10/01 - 12/31*
Parts 1, 2
& Part 4-by judge

4
All

Case Age 01/01 - 03/31 Part 4-by judge 1

01/01 - 06/30 Part 4-by judge 2

01/01 - 09/30 Part 4-by judge 3

01/01 - 12/31 Part 4-by judge All

Case Age (Caseload Part 4) can be requested by date range, but it is also included
with certain Caseload options as identified below.  When it is part of the Qtr A or Qtr 4
request, cases are aged through 12/31.

Tip: Use either the Qtr A or Date Range 01/01 through 12/31 option for the 
required annual caseload reporting.  All other options are available for 
ad hoc purposes on CRS from April 1 through December 15.

Requesting Part 4-Case Age without Caseload Parts 1 and 2

Any date range for Parts 1, 2 or 4 other than specified above will generate the reports
for that date range but will not create a file for uploading to CRS.  The requests
marked with an asterisk (*) will also generate a report, exception list and grid 
combining Part 4-Case Age data for all judges.

Up to six reports are created in the output queue when caseload is requested for 
quarters 1, 2 and 3.  Four of the reports are audits that support the totals reflected in
the caseload grid.  The audit reports are:  Beginning Pending, New Filings, Reopened,
and Method of Disposition.  Based on your request, the reports are listed in the output
queue with _N (numeric) or _A (alphabetic) appended to each file name.  A Caseload
Exception List generates if exceptions are found.  Requests for quarter 4 will include
these reports as well as Part 4-Case Age described below.  The sixth report is the
Caseload Grid.

For Part 4-Case Age, a separate Exception List and Audit is produced for each judge,
attorney magistrate, visiting judge and for a generic bar #99999 (unassigned cases).  
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The file names of the reports generated in the output queue are listed in the chart
below.  Substitute your judge or magistrate’s bar number where 12345 is part of the
file name in the examples.

Caseload Parts 1 & 2

Report File Name

Caseload Exception Report CSLD_N_EXC or CSLD_A_EXC

Beginning Pending CSLD_N_BEG or CSLD_A_BEG

New Filings CSLD_N_NEW or CSLD_A_NEW

Reopened CSLD_N_REO or CSLD_A_REO

Method of Disposition CSLD_N_DSP or CSLD_A_DSP

Caseload Grid CSLD_GRID

Caseload Part 4: Case Age at Disposition and Pending Case Age

Report File Name

Part 4 Exception Report
All Judges**
Individual Judges 

P4N_ALL_E or P4A_ALL_E
P4N_12345 or P4A_12345

Part 4 Audit
All Judges**
Individual Judges 

P4N_ALL or P4A_ALL
P4N_12345 or P4A_12345

Part 4 Grid
All Judges**
Each judge, magistrate & generic 
bar #99999

P4_GRIDALL
P4_GRID

**The All Judges reports and grid are only produced when Caseload is requested
for Qtr 44 or Qtr AA, or for a date range of 1/1 - 12/31.
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Part 1: New Filings and Reopened Cases Case Types

Section A: Criminal EX, FY, OM and SM

Section B: Traffic FD, FT, OD, OI, OT, SD, SI and ST

Section C: Non-Traffic Civil Infraction, Parking OK, ON, SK and SN

Section D: Civil GC, GZ, LT, SC and SP

Part 2: Method of Disposition Case Types

Section A: Criminal EX, FY, OM and SM

Section B: Traffic FD, FT, OD, OI, OT, SD, SI and ST

Section C: Non-Traffic Civil Infraction, Parking OK, ON, SK and SN

Section D: Civil GC, GZ, LT, SC and SP

District Court Caseload Parts 1 and 2 each have four sections.  Part 4-Case Age at
Disposition and Pending Case Age is described beginning on page 5-54.

Criteria - Part 1 - New Filings & Reopened Cases

New Filings

Criminal
Traffic
Non-Traffic Civil
Infractions &
Parking

The filing date entered on the Case Entry (CAS) screen is used to
determine when to count a case as a new filing.

A case type change is counted as a new filing under the new case
type using the date of the change.  Case type changes are not 
counted as new filings if it changed after a case is disposed or put into
inactive status.

Civil
The file date entered on the Case Entry (CAS) screen for the primary
plaintiff and primary defendant (P01, D01) is used to determine when
to count a case as a new filing.

A case type change is counted as a new filing under the new case
type using the date of the change.  Case type changes are not 
counted as new filings if it changed after a case is disposed or put into
inactive status.
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Reopened

Criminal &
Traffic

A case is reported as reopened if all counts are disposed and the
Set Aside Disp field is X’d on the Scheduling (SCH) or Disposition
(DSP) screen.  See pages 3-49 and 3-50 for more information
about setting aside dispositions.

It is also reported as reopened when a case is in warrant status
(pre-adjudication) and a warrant recall is printed/updated, or any
of the following warrant return codes are entered on the
Scheduling (SCH) screen:

WR16 - Warrant Returned
WR17 - Set Aside Bench Warrant
WR22 - Bench Warrant Returned
WR23 - Warrant Recall Filed
WR31 - Warrant Canceled from LEIN

Non-Traffic Civil
Infractions &
Parking

When the Set Aside Disp field is X’d on the Scheduling (SCH) or
Disposition (DSP) screen.

Civil

When all defendants are disposed and any of the following codes
are entered on the Action (ACT) screen:

ORE19 - Order for New Trial (not valid for SC)
ORE40 - Order to Appeal Decision (SC only)
ORE51 - Order to Set Aside Default Judgment
ORE52 - Order to Set Aside Dismissal
ORE69 - Order to Set Aside Judgment
ACF76 -  Action to Reopen Case Filed

Part 1 of the District Court Caseload lists Sections A through D on one page.  Case
type totals are provided for your information on the printed grid, but they are not 
transferred in the caseload web transfer process.
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Criteria - Part 2 - Method of Disposition

Method of Disposition

Criminal
Traffic
Non-Traffic Civil
Infractions &
Parking

A single-count case is counted as disposed on the date of the 
disposition. 

A multiple-count case is counted as disposed on the disposition date of
the final charge.  At that time, the dispositions for all charges are 
evaluated to determine which disposition has the highest value.  Value
is based on the line number assigned to each section.  The lowest line
number has the highest value, i.e. Section A, Line 1, Jury Verdict, has a
higher value than Line 2, Bench Verdict, which has a higher value than
Line 3, Guilty Pleas.

Consider the following multi-count criminal case:

Nov. 1st -   Count 1 - Dismissed by Party (DS26)
Nov. 10th - Count 2 - Disposed on Guilty Plea (DS14)
Dec. 2nd -  Count 3 - Found Guilty as Charged (DS01)

Using the Section A: Criminal - Method of Disposition chart on the 
following page, you will see that Found Guilty as Charged falls under
Line 2 - Bench Verdict.  This is where the caseload program would
count the case using the date of December 2nd.

Civil
A civil case with one defendant is counted as disposed on the date of
the disposition.

A civil case with multiple defendants is counted as disposed when the
disposition of the final defendant is entered.  At that time, the 
dispositions for all of the defendants are evaluated to determine which
disposition has the highest value.  Value is based on the line number
assigned to Section D.  The lowest line number has the highest value,
i.e., Line 1, Jury Verdict, has a higher value than Line 2, Bench Verdict,
which has a higher value than Line 3, Uncontested/Default/Settled, etc.

Consider the following multi-defendant case:

Nov. 1st  D01 - Consent Judgment (JGE68)
Dec. 10th D02 - Judgment by Judge/Magistrate (JGE66)

Using the Section D: Civil - Method of Disposition chart on page xx, you
can see that Judgment by Judge/Magistrate falls under on Line 2 -
Bench Verdict.  This is where the caseload program would count the
case using the date of December 10th.
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All disposition codes are assigned to a corresponding line number for each section of
the report. The following tables identify which line number corresponds to each code.

L
i
n

e Case Type EX FY OM SM

Method of Disposition Disposition Codes

1 Jury Verdict DS04 Guilty
DS06 Not Guilty

2 Bench Verdict DS01 Found Guilty as Charged
DS02 Found Guilty of Added Offense
DS03 Found Guilty of Included Offense
DS05 Found Not Guilty by Judge
DS49 Directed Verdict
DS50 Extradition Hearing Held

3 Guilty Plea DS14 Disposed on Guilty Plea
DS15 Disposed on Plea of Nolo Contendere

4 Bindover/
Transfer
-Not valid for OM/SM

DS09 Conducted - Bound over
DS10 Waived - Bound over
DS48 Transferred

5 Dismissed by Party DS25 Order of Nolle Prosequi Entered
DS26 Dismissed by Party

6 Dismissed by Court DS07 No Progress
DS08 Dismissed
DS16 Exam conducted - Dismissed

7 Inactive Status DS51 Defendant Referred for Competency Evaluation
DS52 Found Incompetent to Stand Trial
Any warrant code that puts the case in warrant status (WR+)

8 Case Type Change The case is counted here under the old case type and as a
new filing under the new case type when a case type change
occurs before the case is disposed or put into inactive status.

Section A: Criminal - Method of Disposition

SchollC
Text Box
& DS53 Order to Stay Proceedings
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L
i
n

e Case Type FD FT OD OI OT SD SI ST

Method of Disposition Disposition Codes

1 Jury Verdict
-Not valid for OI/SI

DS04 Guilty
DS06 Not Guilty

2 Bench Verdict DS01 Found Guilty as Charged
DS02 Found Guilty of Added Offense
DS03 Found Guilty of Included Offense
DS05 Found Not Guilty by Judge
DS24 Found Not Responsible
DS40 Found Responsible after Hearing
DS49 Directed Verdict
DS50 Extradition Hearing Held

3 Guilty Plea/Admission DS14 Disposed on Guilty Plea
DS15 Disposed on Plea of Nolo Contendere
DS23 Judgment Rendered

4 Bindover/
Transfer
-Valid only for FD/FT

DS09 Conducted - Bound over
DS10 Waived - Bound over
DS48 Transferred

5 Dismissed by Party DS25 Order of Nolle Prosequi Entered
DS26 Dismissed by Party

6 Dismissed by Court DS07 No Progress
DS08 Dismissed
DS16 Exam conducted - Dismissed

7 Default
-Valid only for OI/SI

DS19 Default Judgment

8 Inactive DS51 Defendant Referred for Competency Evaluation
DS52 Found Incompetent to Stand Trial
DS53 Order to Stay Proceedings (Civil Infraction)
Any warrant code that puts the case in warrant status (WR+)

9 Case Type Change The case is counted here under the old case type and as a
new filing under the new case type when a case type
change occurs before the case is disposed or put into 
inactive status.

Section B: Traffic - Method of Disposition

SchollC
Text Box
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L
i
n

e Case Type OK ON SK SN

Method of Disposition Disposition Codes

1 Verdict at Hearing DS24 Found Not Responsible
DS40 Found Responsible After Hearing

2 Admission/Waivers DS23 Judgment Rendered

3 Dismissed by Party DS25 Order of Nolle Prosequi Entered
DS26 Dismissed by Party

4 Dismissed by Court DS07 No Progress
DS08 Dismissed

5 Default DS19 Default Judgment

6 Inactive Status DS53  Stay of Proceedings

7 Case Type Change The case is counted here under the old case type and as a
new filing under the new case type when a case type change
occurs before the case is disposed or put into inactive status.

Section C: Non-Traffic Civil Infraction and Parking - Method of Disposition
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Section D: Civil - Method of Disposition
L

i
n

e Case Type GC GZ LT SC SP

Method of Disposition Disposition Codes

1 Jury Verdict
-Not valid for SC

JGE65 Judgment by Jury Entered
DSE65 Dismissal by Jury Entered

2 Bench Verdict JGE66 Judgment by Judge/Magistrate Entered
DSE66 Dismissal by Judge/Magistrate Entered 

3 Uncontested/
Default/Settled

JGE* Judgment Entered 
(* any modifier except 65, 66, or XF)

SDG Summary Disposition Granted
SEE Settlement Entered 

4 Transferred ORE25  Order for Removal to General Civil (SC cases only)
ORE07  Order for Change of Venue Entered
ORE34  Order-Transmittal to Circuit Court Entered

5 Dismissed by Party DSE* Dismissal Entered 
(*any modifier except 14, 20, 65, 66, or 74)

ARL Arbitration Ordered

6 Dismissed by Court DSE14 Dismissal for Lack of Progress Entered
DSE20 Dismissal for Non-Service Entered
DSE74 Dismissed No Cause of Action Entered

7 Inactive ORR56  Order for Bankruptcy Stay Received
OREZ2  Order to Stay Proceedings Entered

8 Other 
Disposition

DIE Administrative Disposition
JGEXF  Judgment (Foreign) Entered

9 Case Type
Change

The case is counted here under the old case type and as a
new filing under the new case type when a case type
change occurs before the case is disposed or put into 
inactive status.  A record is written to the Actions (ACT)
screen and Register of Actions (ROA) using the current
date:  ACFZ1-Case type changed from xx to xx. 

Caution:  Do not process a removal from small claims to
general civil by changing the case type.  Follow procedures
outlined in the Chapter 2 of the Civil User Guide for proper
reporting.
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Report Examples for Caseload Parts 1 & 2

District Court Caseload (grid) contains all case types and consists of three pages.

Part 1: New Filings and Reopened Cases - Sections A, B, C & D

LN CASE TYPE EX FY OM SM TOTALS

1 
BEGINNING
PENDING

2
NEW
FILINGS

3 REOPENED

TOTALS

LN CASE TYPE FD FT OD OI OT SD SI ST TOTALS

1 
BEGINNING
PENDING

2
NEW
FILINGS

3 REOPENED

TOTALS

LN CASE TYPE OK ON SK SN TOTALS

1 
BEGINNING
PENDING

2
NEW
FILINGS

3 REOPENED

TOTALS

LN CASE TYPE GC GZ LT SC SP TOTALS

1 
BEGINNING
PENDING

2
NEW
FILINGS

3 REOPENED

TOTALS

PART 1:  NEW FILINGS AND REOPENED CASES
SECTION A:  CRIMINAL

DISTRICT COURT CASELOAD

SECTION B:  TRAFFIC 

SECTION C:  NON-TRAFFIC CIVIL INFRACTION & PARKING

SECTION D:  CIVIL

RUN DATE:  12/20/06
FOR:  01/01/06-12/31/06

99 DISTRICT COURT
27777 FRANKLIN ROAD-SUITE 1300
SUNNY SPRINGS       MI  48034

PAGE 1
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Part 2: Method of Disposition - Sections A & B

LN CASE TYPE EX FY OM SM TOTALS

1 
JURY
VERDICT

2
BENCH
VERDICT

3
GUILTY
PLEA

4
BINDOVER/
TRANSFER

\\\\\\
\\\\\\

\\\\\\
\\\\\\ 

5
DISMISSED
BY PARTY

6
DISMISSED
BY COURT

7
INACTIVE
STATUS

8
CASE TYPE
CHANGE

TOTALS

LN CASE TYPE FD FT OD OI OT SD SI ST TOTALS

1 
JURY
VERDICT

\\\\\\
\\\\\\ 

\\\\\\
\\\\\\ 

2
BENCH
VERDICT

3
GUILTY
PLEA

4
BINDOVER/
TRANSFER

\\\\\\
\\\\\\ 

\\\\\\
\\\\\\ 

\\\\\\
\\\\\\ 

\\\\\\
\\\\\\ 

\\\\\\
\\\\\\ 

\\\\\\
\\\\\\ 

5
DISMISSED
BY PARTY

6
DISMISSED
BY COURT

7 DEFAULT
\\\\\\
\\\\\\ 

\\\\\\
\\\\\\ 

\\\\\\
\\\\\\ 

\\\\\\
\\\\\\ 

\\\\\\
\\\\\\ 

\\\\\\
\\\\\\ 

8
INACTIVE
STATUS

9
CASE TYPE
CHANGE

TOTALS

SECTION B:  TRAFFIC  

SECTION A:  CRIMINAL

PART 2:  METHOD OF DISPOSITION

DISTRICT COURT CASELOAD

RUN DATE:  12/20/06
FOR:  01/01/06-12/31/06

99 DISTRICT COURT
27777 FRANKLIN ROAD-SUITE 1300
SUNNY SPRINGS       MI  48034

PAGE 2
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Part 2: Method of Disposition - Sections C & D

When an error is detected in any of the case type columns, an asterisk (*) will print in
the Totals row at the bottom of each section.  The Exception List will help you identify
the problem so that it can be corrected before the numbers are submitted to CRS.
See District Court Caseload Exception List beginning on page 5-51.

LN CASE TYPE OK ON SK SN TOTALS

1 
VERDICT
AT HEARING

2
ADMISSION/
WAIVERS

3
DISMISSED
BY PARTY

4
DISMISSED
BY COURT

5 DEFAULT

6
CASE TYPE
CHANGE

TOTALS

LN CASE TYPE GC GZ LT SC SP TOTALS

1 
JURY
VERDICT

\\\\\\
\\\\\\

2
BENCH
VERDICT

3
UNCONTESTED/
DEFAULT/SETT

4 TRANSFERRED

5
DISMISSED
BY PARTY

6
DISMISSED
BY COURT

7
INACTIVE
STATUS

8
OTHER
DISPOSITION

9
CASE TYPE
CHANGE

TOTALS

SECTION D:  CIVIL

SECTION C:  NON-TRAFFIC CIVIL INFRACTION & PARKING 

PART 2:  METHOD OF DISPOSITION

DISTRICT COURT CASELOAD

RUN DATE:  12/20/06
FOR:  01/01/06-12/31/06

99 DISTRICT COURT
27777 FRANKLIN ROAD-SUITE 1300
SUNNY SPRINGS       MI  48034

PAGE 3

*Dispo not valid.  See Exception List and make appropriate correction(s).
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The four Caseload Audit reports support the totals reflected on the caseload grid.

Beginning Pending Audit

New Filings Audit

Reopen Audit

Method of Disposition Audit
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Here is an example of District Court Caseload Part 2: Method of Disposition. Line 3-
Uncontested/Defaulted/Settled has 2 civil cases reported for this quarter.

The Caseload Audit Method of Disposition for Civil-Line 3 lists the cases that were
counted.  Note that the dispo codes correspond to the table on page 5-46.

LN CASE TYPE GC GZ LT SC SP TOTALS

1 
JURY
VERDICT

\\\\\\
\\\\\\

2
BENCH
VERDICT

3
UNCONTESTED/
DEFAULT/SETT 1 1 2

4 TRANSFERRED

5
DISMISSED
BY PARTY

6
DISMISSED
BY COURT

7
INACTIVE
STATUS

8
OTHER
DISPOSITION

9
CASE TYPE
CHANGE

TOTALS

SECTION D:  CIVIL

The District Court Caseload Exception List is generated only when exceptions or
notes exist for the reporting period. 
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Exceptions are listed first on the report.  These cases must be corrected and the
Caseload report re-run before reporting to the CRS website.  Exceptions are not
counted in caseload totals.  Notes are provided for informational purposes and
reflect changes that have been made to cases that have been reported to CRS.

Possible Exceptions - Parts 1 & 2
Message Description

Invalid Dispositions

Remove disposition on Removal (REM) screen.  Do not set
aside the disposition.  Enter DS code and sentence variables
on the Disposition (DSP) screen using PO date of adjudication.
Do not re-enter monetary assessments.  

Cases Closed without a Disposition

Disposition was entered at cash and the receipt was voided.
The disposition was not re-entered.  Enter DS code and 
sentence variables on the Disposition screen (DSP) using PO
date of adjudication.  Do not re-enter monetary assessments.
Software updates now give a warning message on cash when
disposition is voided.

Criminal Line 4 Disposition
Bindover/Transfer Invalid

Bindover disposition was entered on a case that does not have
a felony case type.  Change case type on Case Entry (CAS)
screen.  May need to change statute file charge code C/M/F
field from M (misdemeanor) to F (felony).

Traffic Line 1 Disposition 
Jury Verdict Invalid

Jury disposition code entered on a traffic civil infraction.
Remove disposition using the Removal (REM) screen and
enter correct DS code using PO date of finding.

Traffic Line 4 Disposition
Bindover/Transfer Invalid

Bindover disposition was entered on a case that does not have
a felony case type.  Change case type on Case Entry (CAS)
screen.  May need to change statute file charge code C/M/F
field from M (misdemeanor) to F (felony).

Traffic Line 7 Disposition Default 
Invalid

Default Judgment (DS19) only valid on this line for OI and SI
case types.  Change case type on the Case Entry (CAS)
screen or remove incorrect disposition on the Removal (REM)
screen and enter proper DS code on the Disposition (DSP)
screen using PO date of finding.

Conflict between disposition date 
and warrant/recall date

Disposition cannot be entered prior to a warrant recall.
Remove the warrant return and disposition code using the
Removal (REM) screen; re-enter the warrant return and 
disposition code.  Caseload Status (STS, then F8) screen
should show codes in this order: WR+, WR-, DS or DS, WR+,
WR-.

Small Claims Line 1 Disposition 
Jury Verdict Invalid

Incorrect case type or disposition code.  Change case type on
Case (CAS) screen or delete JGE65 code on the Action (ACT)
screen and enter correct disposition code.
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Troubleshooting - Caseload Parts 1 and 2

Here are some things to keep in mind when troubleshooting caseload reports:

•  Make sure all data entry for the year is completed before requesting the
report.  

•  Errors reported on the Exception List never get counted as disposed and are
not included in beginning pending.  If errors are corrected but caseload is not re-run
before reporting to the CRS, the file you upload will not contain the corrections. 

•  Incorrect use of the Set Aside Dispo field in the Traffic/Criminal module
inflates reopened and disposed numbers.  See Traffic/Criminal/ Probation User Guide,
Chapter 3, for clarification.

•  Using the T/C Removal Screen does not “count” a case, but it could have an
impact on caseload reports.  When a warrant, warrant recall, set aside, or disposition
is removed and not re-entered, or it is re-entered with dates that fall in different date
ranges, expect those changes to be reflected if you regenerate the reports.

•  Make sure case types are NOT changed when a charge is reduced from a
felony to a misdemeanor. 

•  Case type changes are only reported if the change is made prior to 
disposition or the case placed in inactive status. 

•  Review your Traffic/Criminal and Civil Delete Audit Reports.  Cases may have
been deleted that were reported as a new filing, reopened or disposed case.   Expect
these changes to be reflected in your report totals.

Possible Notes - Parts 1 & 2

Note Description

Dispo counted as changed case
type; manually fix filing case type

A note that some caseload entries were previously reported
under a different case type.   When caseload was reported
quarterly, manual adjustments could be made for previous
quarters.  CRS does not allow adjustments for a previous year.
No corrective action can be taken.

Cases Disposed Previous Qtr-
Different Case Type

Case type was changed after disposition was entered and
before the beginning date of your report.  No corrective action
can be taken.  

Case Type changed during reporting
period and counted as changed

Case type was changed after disposition or case made inactive
- caseload entries are reported under proper case type column.
No action required.

Case Type changed after reporting
period - counted as changed

This Note occurs most frequently when an Exception has been
corrected after the report end date, i.e. Disposition
Bindover/Transfer Invalid.  No action required.
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Criteria - Part 4 - Case Age at Disposition and Pending Case Age

Cases age from the begin dates described below until a caseload disposition date.  A
reopen code will cause more days to be added to the total age of the case until the
next disposition code stops it, and so on.  If the case is still active and no more 
caseload records for the case exist, or the disposition date on the next caseload
record is later than the report end date, then the accumulation of days stops at the
report end date and the case is considered to be a pending case. 

Judge Assignment

In Traffic/Criminal, a case is reported under the bar number entered in the Judge of
Record field on the Case Entry (CAS) screen.  If no Judge of Record is entered, it is
reported under the Proceeding Judge.  If neither judge field has been entered, the
case is considered unassigned and is reported under Generic bar # 99999.  In Civil,
the case is reported under the judge or magistrate entered on the Case Entry (CAS)
screen. If no bar number is entered, it is reported under Generic bar # 99999.

Deductions from Case Age

Time is deducted from the age of the case by subtracting the number of days the case
was inactive.  This is calculated from the reported date of inactivity until the reported
reopen date, based on Caseload Parts 1 and 2 inactive and reopen reporting criteria.
Inactive time is deducted from both disposed and pending case age.  The resulting
number of days determines which line the case is reported on within each section. A
case age disposition is counted for every caseload disposition entered, except when a
case is reported as inactive or case type change in Caseload Part 2.

Case Age - Begin Dates

Case Types Date / Code

FY, FD, FT, OM, SM, OD, OT,
SD and ST

Arraignment date - indicated by one of the following proceeding codes:
AR-Arraignment Held
AP-Arraignment/Pre-Trial Held
AW-Arraignment Waived

If arraignment date is not entered, plea date is used.

The case age is calculated as zero if neither arraignment date nor plea
date is entered.

EX Arraignment date

OI, SI, OK, ON, SK, SN Filing date

GC, GZ, LT, SC and SP Filing date of primary plaintiff (P01) and primary defendant (D01).
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Report Examples for Caseload Part 4

District Court Caseload Part 4 (grid) contains all case types and consists of five pages.

Page 1 - Section A: Felony Criminal and Extradition/Detainer

SECTION A:  FELONY CRIMINAL

PART 4:  CASE AGE AT DISPOSITION AND PENDING CASE AGE REPORT

DISTRICT COURT CASELOAD

JUDGE GEORGE W. CROCKETT III 12345

LN CASE TYPE FY

1 
DISPOSED
0-14 DAYS

2
DISPOSED
+14 DAYS

3
DISPOSED
0-63 DAYS

4
DISPOSED
64-91 DAYS

5
DISPOSED
92-126 DAYS

6
DISPOSED
+126 DAYS

7
PENDING
0-14 DAYS

8
PENDING
+14 DAYS

9
PENDING
0-63 DAYS

10

PENDING
64-91 DAYS

11
PENDING
92-126 DAYS

12
PENDING
+126 DAYS

SECTION A:  EXTRADITION/DETAINER

LN CASE TYPE EX

13 
DISPOSED
0-14 DAYS

14
DISPOSED
+14 DAYS

15
PENDING
0-14 DAYS

16
PENDING
+14 DAYS

BOUND OVER TO CC OR DISMISSED

BOUND OVER TO CC OR DISMISSED

FELONY REDUCED TO MISDEMEANOR

FELONY REDUCED TO MISDEMEANOR

FELONY REDUCED TO MISDEMEANOR

FELONY REDUCED TO MISDEMEANOR

AWAITING PRELIMINARY EXAM

AWAITING PRELIMINARY EXAM

FELONY REDUCED TO MISDEMEANOR

FELONY REDUCED TO MISDEMEANOR

FELONY REDUCED TO MISDEMEANOR

FELONY REDUCED TO MISDEMEANOR

1a
REDUCED
0-14 DAYS

2a
REDUCED
+14 days

RUN DATE:  1/12/07
FOR:  01/01/06-12/31/06

99 DISTRICT COURT
27777 FRANKLIN ROAD-SUITE 1300
SUNNY SPRINGS       MI  48034

PAGE 1

Cases must have proceeding code
POEX-Exam Held to be counted on
lines 1a and 2a

Lines 3-6 and 9-12:
For a felony to be considered
reduced to a misdemeanor:
• at least one charge is a 

misdemeanor
• none of the charges are a

civil infraction
• it must meet one of these   

conditions if a felony charge
is found:  

a) charge is dismissed
b) charge is reduced, 

amended or attempted 
and is disposed with 
DS code 01, 02, 03, 04, 
05, 06, 14, 15 or 49
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Page 2 - Section A: Misdemeanor Criminal and Section B: Felony Traffic

SECTION A:  MISDEMEANOR CRIMINAL

PART 4:  CASE AGE AT DISPOSITION AND PENDING CASE AGE REPORT

DISTRICT COURT CASELOAD

RUN DATE:  1/20/07
FOR:  01/01/06-12/31/06

99 DISTRICT COURT
27777 FRANKLIN ROAD-SUITE 1300
SUNNY SPRINGS     MI    48034

PAGE         2

JUDGE GEORGE W. CROCKETT III 12345

LN CASE TYPE OM SM TOTALS

17 
DISPOSED
0-63 DAYS

18
DISPOSED
64-91 DAYS

19
DISPOSED
92-126 DAYS

20
DISPOSED
+126 DAYS

21
PENDING
0-63 DAYS

22
PENDING
64-91 DAYS

23
PENDING
92-126 DAYS

24
PENDING
+126 DAYS

SECTION B:  FELONY TRAFFIC

LN CASE TYPE FD FT TOTALS

1 
DISPOSED
0-14 DAYS

2
DISPOSED
+14 DAYS

3
DISPOSED
0-63 DAYS

4
DISPOSED
64-91 DAYS

5
DISPOSED
92-126 DAYS

6
DISPOSED
+126 DAYS

7
PENDING
0-14 DAYS

8
PENDING
+14 DAYS

9
PENDING
0-63 DAYS

10

PENDING
64-91 DAYS

11
PENDING
92-126 DAYS

12
PENDING
+126 DAYS

BOUND OVER TO CC OR DISMISSED

BOUND OVER TO CC OR DISMISSED

FELONY REDUCED TO MISDEMEANOR

FELONY REDUCED TO MISDEMEANOR

FELONY REDUCED TO MISDEMEANOR

FELONY REDUCED TO MISDEMEANOR

AWAITING PRELIMINARY EXAM

AWAITING PRELIMINARY EXAM

FELONY REDUCED TO MISDEMEANOR

FELONY REDUCED TO MISDEMEANOR

FELONY REDUCED TO MISDEMEANOR

FELONY REDUCED TO MISDEMEANOR

1a
REDUCED
0-14 DAYS

2a
REDUCED
+14 days

Section B, Lines 3-6 and 9-12:
For a felony to be considered
reduced to a misdemeanor:
• at least one charge is a 

misdemeanor
• none of the charges can be a

civil infraction
• it must meet one of these

conditions if a felony charge
is found:

a) charge is dismissed
b) charge is reduced, 

amended or attempted 
and is disposed with 
DS code 01, 02, 03, 04, 
05, 06, 14, 15 or 49    

Cases must have proceeding code
POEX-Exam Held to be counted on
lines 1a and 2a
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Page 3 - Section B: Misdemeanor Traffic and Section B: Civil Infraction Traffic

SECTION A:  MISDEMEANOR TRAFFIC

LN CASE TYPE OD OT SD ST TOTALS

13 
DISPOSED
0-63 DAYS

14
DISPOSED
64-91 DAYS

15
DISPOSED
92-126 DAYS

16
DISPOSED
+126 DAYS

17
PENDING
0-63 DAYS

18
PENDING
64-91 DAYS

19
PENDING
92-126 DAYS

20
PENDING
+126 DAYS

PART 4:  CASE AGE AT DISPOSITION AND PENDING CASE AGE REPORT

DISTRICT COURT CASELOAD

RUN DATE:  1/12/07
FOR:  01/01/06-12/31/06

99 DISTRICT COURT
27777 FRANKLIN ROAD-SUITE 1300
SUNNY SPRINGS     MI    48034

PAGE         3

JUDGE GEORGE W. CROCKETT III 12345

LN CASE TYPE OI SI TOTALS

21 
DISPOSED
0-35 DAYS

22
DISPOSED
36-56 DAYS

23
DISPOSED
57-84 DAYS

24
DISPOSED
+84 DAYS

25
PENDING
0-35 DAYS

26
PENDING
36-56 DAYS

27
PENDING
57-84 DAYS

28
PENDING
+84 DAYS

SECTION B:  CIVIL INFRACTION TRAFFIC
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Page 4 - Section C: Non-Traffic Civil Infraction and Parking

Page 5 - Section D: Civil

SECTION C:  NON-TRAFFIC CIVIL INFRACTION AND PARKING

LN CASE TYPE OK ON SK SN TOTALS

1 
DISPOSED
0-35 DAYS

2
DISPOSED
36-56 DAYS

3
DISPOSED
57-84 DAYS

4
DISPOSED
+84 DAYS

5
PENDING
0-35 DAYS

6
PENDING
36-56 DAYS

7
PENDING
57-84 DAYS

8
PENDING
+84 DAYS

PART 4:  CASE AGE AT DISPOSITION AND PENDING CASE AGE REPORT

DISTRICT COURT CASELOAD

RUN DATE:  1/12/07
FOR:  01/01/06-12/31/06

99 DISTRICT COURT
27777 FRANKLIN ROAD-SUITE 1300
SUNNY SPRINGS     MI    48034

PAGE         4

JUDGE GEORGE W. CROCKETT III 12345

SECTION D:  CIVIL
PART 4:  CASE AGE AT DISPOSITION AND PENDING CASE AGE REPORT

LN CASE TYPE GC GZ TOTALS

1 
DISPOSED
0-273 DAYS

2
DISPOSED
274-364 DAYS

3
DISPOSED
365-455 DAYS

4
DISPOSED
+455 DAYS

5
PENDING
0-273 DAYS

6
PENDING
274-364 DAYS

7
PENDING
365-455 DAYS

8
PENDING
+455 DAYS

LN CASE TYPE LT SC SP TOTALS

9 
DISPOSED
0-126 DAYS

10
DISPOSED
+126 DAYS

11
DISPOSED      JV
0-154 DAYS

////////
////////

12
DISPOSED      JV
+154 DAYS

////////
////////

13
PENDING
0-126 DAYS

14
PENDING
+126 DAYS

15
PENDING       JD
0-154 DAYS

////////
////////

16
PENDING       JD
+154 DAYS

////////
////////

SECTION D:  CIVIL

JV=Jury Verdict, JD=Jury Demand

PAGE         5

For cases to be reported on lines 11 or
12, one of the following codes must be
entered on the Action (ACT) screen:

JGE65-Judgment by Jury Entered
DSE65-Dismissal by Jury Entered

For cases to be reported on lines 15 or
16, one of the following codes must be
entered on the Action (ACT) screen:

JDF-Jury Demand Filed
JRC-Jury Trial Scheduled
JSC-Jury Selection Scheduled
JTC-Jury Trial Scheduled
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There is a Case Age at Disposition and Pending Case Age audit report for each judge,
and one audit for All Judges to support the totals reflected on the Caseload Part 4
grids. The audit is listed by Section and Line number.

Excerpt from Audit for Caseload Part 4 

District Court Caseload Part 4 Exception List

There is an exception list for each judge and one for All Judges.  Always review your
Exception Lists.  If any cases are reported as Not Counted, determine why there is an
error and make corrections.  Request the report again to ensure that all cases are
properly counted and so it is the LAST file created before uploading it to the CRS.

Excerpt from Exception List for Caseload Part 4 

Possible Exceptions - Part 4

Message Description

Part 4, Section B: Civil Infraction
Traffic cases with no filing date

Part 4, Section C: Non-Traffic Civil
Infraction and Parking cases with no
filing date

Part 4, Section D: Civil GC/GZ cases
with no filing date

Part 4, Section D: Civil LT/SC/SP
cases with no filing date

Filing date is missing from the caseload file.  To correct this
error change the filing date on the Case Entry (CAS) screen,
then change it back to the correct date.  Check the Status
(STS) screen, F8-Caseload, to make sure the file date is
recorded.  Software updates should now prevent this error from
occurring.

Felony cases not reduced/amended
to misdemeanor

Review the case.  At least one charge must be a misdemeanor, 
none of the charges can be a civil infraction, and one of the fol-
lowing conditions must exist if a felony charge is found:

a) felony charge is dismissed
b) charge is reduced, amended or attempted and is 

disposed with one of the following DS codes:
DS01, 02, 03, 04, 05, 06, 14, 15 or 49 

SchollC
Text Box
The list of cases reported as NOTE-Inactive cases reported in Part 2, not in Part 4, is provided for your information only. No action is necessary. For Traffic/Criminal, the list contains cases in Inactive status (DS51, 52, 53 or +WR warrant codes); for Civil, the list contains cases disposed as inactive with ORR56 or OREZ3.
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Merging Files - Multi-Location Courts

The caseload report should be requested for each location in the manner described
earlier in this section.  If an exception list exists for any court, correct the cases and 
re-request the report.  If no exception list exists, you are ready to merge the data.

If your screen does not show the Merge Files field, make sure your security record is
turned to Y for this feature.  See JIS Administrative User Guide.

Step 1

Step 2

Enter an X in the Merge
Files field and press ENTER.

Type an X in front of the files you want
to merge.  Make sure all quarters/years
are the same.  Press ENTER.
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Step 3

This message displays after
the files are merged.
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If your court is using Client Access, you will be able to transfer your caseload file
from the AS/400 to your PC and upload it to the CRS website.  To set up the file 
transfer, follow the steps below.  Steps 2, 5, 6 and 7 are necessary to transfer the file
once the process is set up.

Step 1

Step 2

Transferring Caseload from the AS/400 to your PC
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Step 3

Step 4
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Step 5

Step 6

Transfer completed.  Screen shows 
number of rows transferred.

Click OK
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Step 7

Step 8

OSMXCSDB/CLOADD9990
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Upload Data to MCAP Website

Step 9

After the transfer is complete, sign on to the MCAP (Michigan Court Application Portal)
website and following instructions to upload your statistics to the Caseload Reporting
System.  

If you experience problems with the SCAO CRS or MCAP website, please click on
their MCAP Help Desk link.     



Chapter 5: Traffic/Criminal Reports & NoticesTraffic/Criminal/Probation - 2007

Page 5-67

CCW Report

Pursuant to 2000 Public Act 381, effective July 1, 2001, courts are required to send a
monthly report of all concealed weapons civil infraction convictions to Michigan State
Police as well as the local county gun board that issued the original permit.  The
charges which are included in this requirement are listed below.

When requesting the report, a date range must be specified.  The date range cannot
exceed a 12-month period.

This report will be listed in the output queue as CCWREPORT.

MCL/Charge Code Description

28.425F1 CCW license; fail to possess while carrying concealed pistol

28.425F2
CCW license and state ID; fail to show to peace officer on
demand

28.425F5A Concealed pistol; fail to disclose to a peace officer, 1st offense

28.425F5B
Concealed pistol; fail to disclose to a peace officer, 2nd or 
subsequent offense

28.425O5A CCW; carry in pistol-free zone, 1st offense

28.425K2C Carrying under the influence of alcohol; BAC .02-.08

Cases will be listed on the report if all of the following conditions are met:

•  Charge must be a state civil infraction listed above
•  Must have a CCW permit number entered on the Case Entry Screen (CAS)
•  Must have a guilty-type (responsible) disposition:  DS19, 23 or 40
•  Disposition date must fall within the date range selected

Tip:  Misdemeanor and felony concealed weapon convictions are reported to MSP
in the same manner you report all misdemeanor and felony convictions.  
There are no additional reporting requirements for those offenses.
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Printing information:

•  Report will print on 8x11 paper, sorted by permit number
•  Report is not archived
•  Report will generate even if no records are found

The layout for this report was defined by Michigan State Police.

CCW Report

D1500 - 15TH DISTRICT COURT
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Crime Victim Rights Report

This report is used to assist in the proper assessment of the Crime Victims’ Rights Fee
and to provide the information necessary to complete the monthly report for the
Department of Management and Budget.

When requesting the report, a date range must be specified.  The date range cannot
exceed a 12-month period.

This report will be listed in the output queue as VICTIM.

Cases will be listed on the report if all of the following conditions are met:

•  Charge was sentenced or crime victim fee assessed or paid within date range 
selected.

•  Must have a guilty-type disposition:  DS01, 02, 03, 04, 14, 15, 19, 23 or 40
•  Crime Victim reportable field has been marked in the statute file with one of 

the following codes:  X - Specified misdemeanor, S - Serious misdemeanor, 
A - Specified misdemeanor with an accident (which makes it an “S”)

Tip:  Changes were made in the Crime Victim’s Right Act, 2005 PA 315, 
effective January 1, 2006.  Assessment of the fee is now required on 
deferred and delayed dispositions.  In addition, for sentencings on or after 
January 1, 2006, the assessment is based on the original offense, not on an
amended or reduced charge.
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A case may appear on the list with an asterisk (*) next to the PAAM Code if the case
did not meet all of the criteria for the report.  Some reasons why a case may have an
asterisk are listed below:

•  Current and Original charge is Attempt, Conspire or Solicit with a date of 
offense prior to May 1, 1994.

•  A conviction has not been entered on the case
•  The case has more than one crime victim assessment (MYCV)
•  The charge involved an accident, and the Accident Type on the Case Entry 

screen (CAS) was not entered
•  Crime Victim field not updated correctly in the statute file.  All charges that are 

reportable must be marked with an X, S or A

See Appendix N for a list of Assessable Crime Victim Fee Offenses.

Tip:  The Department of Management and Budget is required to collect the total
number of criminal convictions, regardless if the charge is eligible for the Crime 
Victims’ Rights Assessment or not.  This number is reported on line 4 of the Crime 
Victims’ Rights Assessment Report.  It includes the total number of felony and 
misdemeanor convictions during the date range specified.

Crime Victim Rights Report
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Delay in Criminal Proceedings
This report lists all cases that are aged beyond the 98 percent guidelines established
by SCAO for timeliness. Pursuant to MCR 8.110(C)(5) courts are required to submit
this report quarterly to SCAO. Reports include all felony and misdemeanor case types.

Two separate reports will generate for each bar number:

Report 1:  Disposed 92-126 days and greater than 126 days
Report 2:  Pending 92-126 days and greater than 126 days 

In the output queue, Reports 1 and 2 are combined into one file for each bar number.
The file name is CPN_XXXXX or CPA_XXXXX where XXXXX is the bar number.

Delay in Criminal Proceedings - Report 1:  Disposed Cases

Delay in Criminal Proceedings - Report 2: Pending Cases

For each report, cases are grouped by case type and then sorted by age (oldest first).
Report 2 will then be sorted alphabetically or numerically, based on the user request.

If there are no applicable cases for a particular judge, a one page report will generate
stating “None to Report”.
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Disposed List

This report will list disposed cases, sorted by law enforcement agency number.  A
separate report will generate for each law enforcement agency.  A case will appear 
on the report if all counts are disposed and if the LATEST disposition is within the date
range specified.  (Note: Cases disposed with a deferred disposition will appear on the
report when the final disposition for the case is entered.)  The report can be 
printed in either alphabetic or numeric order.

Specific jail information has been included in the report.  The designations in the Jail
Days column are as follows:

No asterisk . . . . . . Jail Ordered
* . . . . . . . . . . . . . . . Jail Ordered and Committed
** . . . . . . . . . . . . . . Jail Suspended
***. . . . . . . . . . . . . . Optional Jail Ordered
**** . . . . . . . . . . . . . Optional Jail Ordered and Committed

This report will be listed in the output queue as DISPOSED.

Tips:  The Comm/Paid column may have one or both of the following:
•  C - Indicates a defendant has been committed to a specific jail location; 

and/or 
•  P - Indicates a payment has been made on the case

Non-public cases do appear on the Disposed List.

Disposed List - Numeric 
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Drunk/Drug New Cases

All Probate, Circuit and District courts are required to collect information on each drug
count and each drunk driving case that is filed with the court.  These statistics must
be submitted to SCAO.  Based upon this information courts will receive funds from the
Drug Case Information Management Fund and the Drunk Driving Management
Assistance Fund.

A drunk driving case or drug count will be included in the report if:

•  the case filing date falls within the date range selected
•  the original charge is marked in the Statute File as Drug Reportable or Drunk 

Driving Reportable

A drug count will not be included on this report if:

•  a new count was added after the complaint issue date

This report will be listed in the output queue as DDRPTN.

Requesting this report will generate separate detail reports and totals of all new drug
counts and drunk driving cases filed within the date range specified.  The drunk driving
categories are:

•  Motor Vehicle OUIL Filing Detail List
•  Marine Safety OUIL Filing Detail List
•  Snowmobile OUIL Filing Detail List
•  Underage BAC Filing Detail List
•  ORV OUIL Filing Detail List

Drunk Driving Motor Vehicle OUIL Filing Detail Report
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Drug Filing Detail Report

Summary of Drunk Driving and Drug Cases Report

The effective date for drug counts to be included on this report is September 1,
1994.  The effective date for drunk driving cases is January 1, 1995. If any 
count on a case is drunk driving reportable, the case will be included on the 
report.

The following drug report will also generate:

•  Drug Filing Detail List

In addition, the following report will be generated, which lists totals only:

•  Summary of Drunk Driving and Drug Cases
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Expired Activity Report

This report can be generated to assist with case management.  The report will be 
divided into four sections:

•  civil infractions with default judgment dispositions
•  civil infractions with disposition other than default judgment
•  misdemeanors
•  felonies

Cases will appear on the report if the following conditions are met:

•  the case is post-judgment 
•  the case status is Disposed or Probation
•  a FAC/FCJ suspension has never been generated on the case
•  the last scheduled date on the system is at least 30 days prior to the date the 

report is requested.

This report will be listed in the output queue as EXPRACT.

Expired Activity Report (Misdemeanors)

To remove a case from this report:

•  set a new date on the Scheduling Screen (SCH)
•  issue a bench warrant
•  close the case
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FAC, Bench Warrant and Warrant List

This report will list all cases that:

•  have ever had a FAC/FCJ/FCPV generated (even if not currently suspended)
and/or

•  are currently in warrant status

Closed cases will not appear on the report.

This report is listed in the output queue as FACLIST.

FAC, Bench Warrant & Warrant List

To remove a case from this list:

•  If in warrant status, enter a warrant return code (-) on the Scheduling Screen 
(SCH)

•  Print a warrant recall form
•  If warrant status is an error, remove warrant code using the Removal Screen 

(REM)
•  If in FAC/FCJ/FCPV status, type an S (stop) or E (make eligible) in the 

FAC/FCJ/FAD field on the Scheduling Screen (SCH)
•  Close the case
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Non-Public Case List

This report will list all cases that are currently in non-public status.   

This report will be listed in the output queue as NONPUBLIC.

Non-Public Case List

To remove a case from this list:

•  Type an N in the Non-Public? field on the Disposition Screen (DSP)



Chapter 5: Traffic/Criminal Reports & Notices Traffic/Criminal/Probation - 2007

Page 5-78

Speedy Trial and 120-Day Report

As of January 1, 2006, the State Court Administrative Office (SCAO) no longer requires
courts to submit the report known as the Speedy Trial Report.  

This report still may be helpful in determining the age of pending cases, and identifying
cases where the defendant is in custody.  When this report is requested, two separate
reports are generated:

•  the Speedy Trial Report by Judge,  
and

•  the 120 Day Report and Custody Review List by Judge

Each of these reports will generate a separate list for each judge, and will include a
summary of cases for each judge.  The cases will be listed by age, with the oldest
cases first.  Age is calculated from the first arraignment date.

If a defendant is in custody, the case will appear on one of the reports. 

Misdemeanor cases 
0-27 days old will appear on 120 Day Report and Custody Review List
28+ days old will appear on Speedy Trial Report

Felony cases
0-179 days old will appear on 120 Day Report and Custody Review List
180+ days old will appear on Speedy Trial Report.

To Update a Custody Status

• Type an X in the Custody field on the Pre-Trial Release/Custody (PRC) form 
and print it; or

•  If PRC form is not generated, enter one of the following four-letter codes in 
the Arrgn/Comm field on the Scheduling screen (SCH):

COMM . . . . .Committed
COPR  . . . . .Pre-Sentence Commitment Filed
CORJ  . . . . .Committed to Jail

To Remove from Custody Status

•  Post a bond; or

•  Enter RFCS (Removed from Custody Status) in the Arrgn/Comm field on the 
Scheduling screen (SCH)

These reports will be listed in the output queue as SPEEDTRIAL and ONETWTY.
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Speedy Trial Report by Judge

This report tracks the age of all felony and misdemeanor cases.  To appear on the
report, the case must meet the following criteria:

•  The defendant has been arraigned but the case has not been disposed.  One 
of the following proceeding codes (PO codes) must be used to update the 
arraignment date:

AR  . . . . . . . .Arraignment held
AP  . . . . . . . .Arraignment/Pretrial held
AW  . . . . . . .Arraignment waived

•  Felony cases: Any felony case that is at least 180 days old, whether or not 
the defendant is in custody.

•  Misdemeanor cases:  If the defendant has been incarcerated 28 days or more 
since arraignment, or any undisposed case that is at least 180 days old.

Speedy Trial Report by Judge

Cases will not appear on the report if:

•  A disposition has been entered on all charges
•  A plea of guilty or nolo contendere was entered (PL01 or PL05)
•  Correct arraignment code was not entered (AR, AP, AW)
•  The case is in warrant status (WR01, 02, 07, 08, 09, 10, 19, 20, 21, 30)

Tip:  It is important to update all warrant (issue and recall) and custody codes 
correctly for the Speedy Trial Report to accurately reflect the age of the 
case.
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120-Day Report and Custody Review List by Judge

120-Day Report and Custody Review List by Judge

This report can by used to identify cases before they qualify for the Speedy Trial
Report.  To appear on this report, the case must meet the following criteria:

•  The defendant has been arraigned but the case has not been disposed.  One 
of the following proceeding codes (PO codes) must be used to update the 
arraignment date:

AR  . . . . . . . .Arraignment held
AP  . . . . . . . .Arraignment/Pretrial held
AW  . . . . . . .Arraignment waived

•  Felony cases: If the defendant has been incarcerated from 0 -179 days since 
arraignment, or any undisposed case that is 120 - 179 days old

•  Misdemeanor cases:  If the defendant has been incarcerated from 0 - 27 
days since arraignment, or any undisposed case that is 120 - 179 days old

Cases will not appear on the report if:

•  A disposition has been entered on all charges
•  A plea of guilty or nolo contendere was entered (PL01 or PL05)
•  Correct arraignment code was not entered (AR, AP, AW)
•  The case is in warrant status (WR01, 02, 07, 08, 09, 10, 19, 20, 21, 30)

Tip:  It is important to update all warrant (issue and recall) and custody codes 
correctly for the 120-Day Report and Custody Review List to accurately 
reflect the age of the case.
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Warrant Entry/Cancellation List

This report will list all warrants that were submitted to LEIN for entry or cancellation,
using the Enter Warrant (EWR) screen. It can be requested in alphabetic or numeric
order.

This report will be listed in the output queue as WARRLIST.

Warrant Entry/Cancellation List

MONTGOMERY/MICHAEL/PAUL/
VALENTINO/MARCUS/
VALENTINO/MARCUS/
VALENTINO/MARCUS/
SCHNEIDER/SUSAN/MARIE/
WILSON/MONICA/SUZANNE/
FRENCH/LAURA/SUE/
DUBENDORF/HARVEY/JOHN/
IRISH/MARY/MARGARET/
ROBINSON/BRENDA/KAY/
BERRY/DONALD/LEROY/

D9990BKD
D9900BKD
D9900BKD
D9900JLF
D9900JLF
D9900KJS
D9900BKD
D9900BKD
D9900JLF
D9900BKD
D9900BKD

02218723A
03-322876-GC
04-198332-GC
04-765523-GC
04-79638
04278364
05-28372
057263784A
06-14389
06-26822
06-76529

75893495
REJECTED
75893582
75893442
REJECTED
75895523
75838927
75880937
REJECTED
75839203
75839099

99TH DISTRICT COURT
MICHIGAN HALL OF JUSTICE
LANSING, Mi 48913

7/15/1957  
9/23/1942
9/23/1942
9/23/1942

10/01/1960
1/13/1981
4/01/1975

11/20/1976
12/25/1972
8/30/1981
9/17/1960
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SOS VPN/DLN Update Exception Report

Automatically Generated Overnight
Reports from DOS

SOS VPN/DLN Update Exception Report

This report will list all VPN and DLN requests from the overnight batch lookup process
that did not automatically update to a case.  The report will be automatically produced,
and will print on the printer you have designated to receive responses from DOS.

Tip:  Be sure to review this list daily and make necessary updates/corrections to 
your case records.
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6

Many features of the Probation Module are described in other 
chapters of this User Guide.  This chapter will detail information
about the Probation Scheduling Screen and Probation Reports.

Probation Update
Screens and Reports

To access the Probation Module, type a 4 in the Option field from the District Court
System Menu and press ENTER.

District Court System Menu

To access
Probation
Module,

Type a 4 and
press ENTER.
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The Probation Subsystem Menu contains four options.  Options 1 - Probation Online
and 2 - Reports will be described in this chapter.  Information about Option 3 -Calendar
can be found in Chapter 7 and information about Option 4 - Report Generator can be
found in Chapter 11 of this User Guide.  

Probation Subsystem Menu
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From the Probation Subsystem Menu, type a 1 in the Option field and press ENTER to
access the update and inquiry screens.

Probation Update and Inquiry Menu

Probation Update and Inquiry Menu Options

Menu Option(s) Information found in...

Prob. Scheduling (PRB) Chapter 6 - Probation

Partial Name (NAM)
Soundex (SDX)

Driver License (DLN)
Veh Plate Number (VPN)
Central Name Inq (CNI)

ROA Online (ROA)
ROA Print (RAP)

Financial ROA (FIN)

Chapter 2 - Inquiry Screens

Calendar (CAL)
Combined Calendar (CCL)

Chapter 7 - Calendar

Enter Judgment (EJD)
Modify Judgment (MJD)
Cancel Judgment (CJD)

Chapter 3 - Case Entry & Update

Information about many of the options available from this menu can be found in other
chapters in this User Guide.  See chart below for more information.

Tip:  The hop line in the Probation Module can be used to access all screens 
that are available in the Traffic/Criminal Module, and vice versa.  The hop 
codes for both modules are the same. 

SchollC
Typewritten Text
Soundex                           (SDX)

SchollC
Text Box
Police ID Number             (PIN)

SchollC
Text Box
, Police ID Number (PIN)
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Probation Scheduling Screen (PRB)
The Probation Scheduling screen is used to:

•  Schedule events (court dates, oversight visits, etc.) for defendants on 
probation.  Scheduled events will appear on judge and/or probation officer’s 
calendar (docket).

•  Generate batch cycle postcard Notices to Appear
•  Assign a probation officer to a case
•  Add comments to the Register of Actions
•  Change case status to Closed, Reopened or Probation

For purposes of explanation in this User Guide, the screen will be broken down into
these sections:

•  Case Information
•  Scheduling Information
•  Probation Officer/Case Status
•  Comments
•  Status Line
•  Prompt Windows

To access the Probation Scheduling screen, type PRB in the NXT field, the case 
number in the CASE field on the hop line, and press ENTER.

Probation Scheduling screen (PRB)

See Appendix A for complete list of
field descriptions used on this screen.

JIS Case Information

Scheduling
information 

Probation
Officer/

Case Status

Comments

Status Line
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See Appendix A for complete list of
field descriptions used on this screen.

Case Information

This section of the screen displays the case information.

Case information is displayed, including case number, party number, charge (only if
you were count specific on the hop line), case type, case status and name.  To access
a different count for this case, type PRB, the case number and count number on the
hop line.

Tip:  If you position your cursor anywhere on the defendant’s name and press 
F4-Prompt, you can update the defendant’s address, phone number or SID.

Probation Scheduling screen - Case Information
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See Appendix A for complete list of
field descriptions used on this screen.

Scheduling Information

This section is used to enter or update the following information:

•  Schedule and adjourn scheduled events, including court dates, probation 
oversight visits, etc.

•  Request a Postcard Notice to Appear.

Probation Scheduling screen - Scheduling Information

Prompt windows are available from the Schedule For and Next Judge fields.  More
information about prompt windows can be found on page 6-10.

Example of Probation Scheduling screen - Scheduling Information - Scheduling a court date
and requesting a postcard Notice to Appear for both attorney and defendant

A chart of Schedule For codes can be found on the following page.  

In the Next Judge field, enter the bar number or hotkey for the judge, magistrate or
probation officer on whose calendar the scheduled event should appear.

You may request a postcard Notice to Appear, which will be printed in a batch cycle, by
using the NTA field.  Postcard NTA requests are displayed on the Report/Requests
screen (RPT) and printing can requested from the Traffic/Criminal Daily Reports
Screen (Traffic/Criminal Subsystem Menu - Option 2).  

There are three different options for printing postcard NTAs: 

•  A - Notice to Appear for attorney
•  D - Notice to Appear for defendant
•  B - Notice to Appear for both attorney and defendant

Tip:  Scheduling a date will make the case eligible for a 14-Day Notice or Notice 
of Non-Compliance unless those notices were previously stopped, or unless 
a balance remains on the cash code DLRF (Driver License Reinstatement 
Fee).

Tip:  When scheduling an event for a multi-count cases, all non-dismissed counts 
will appear on the calendar.
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See Appendix A for complete list of
field descriptions used on this screen.

To adjourn a scheduled date, type 99 in the Schedule For field, and the exact date
and time of the scheduled event, as well as the bar number or hotkey for the 
calendar the event appears on.

Example of Probation Scheduling screen - Adjourning a court date

SCHEDULING CODES (AJ)
01 Arraignment 20 Deferred Sentencing /Presentence Interview

02 Pre-Trial 21 Matter Under Advisement/Presentence Interview

03 Examination 22 Time Extended to Pay*

04 Trial 23 Time Extended

05 Hearing 24 Plea

06 Jury Trial 25 Adjourned

07 Review 26 Jury Selection

08 Sentencing 27 Preliminary Examination

09 Show Cause Hearing 28 Pre-Sentence Investigation

10 Payment Due* 29 Oversight Visit

11 Matter Under Advisement 30 Probation Reports Due

12 Deferred Sentencing 31 Discharge from Probation

13 Pre-Sentence Interview 32 Probation VIolation Hearing

14 Court Date 40 Settlement Conference

15 Due Date 41 Arraignment / Pre-Trial

16 Partial Payment Due* 42 Bond Forfeiture

17 Motion Hearing 43 Contempt Hearing

18 Informal Hearing 99 Removed from Calendar

19 Formal Hearing Codes 50 - 80 are available for local court usage.
* will update payment due date on the Civil Infraction Judgment (CIJ) and the Judgment of Sentence (JGS) forms
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See Appendix A for complete list of
field descriptions used on this screen.

Probation Officer/Case Status

Example of Probation Scheduling screen - Assigning probation officer

Probation officer can be assigned using this screen by typing probation
officer number or hotkey in Probation Officer field.  The probation 

officer also can be assigned from the Disposition screen (DSP).

Example of Probation Scheduling screen - Changing case status

Three choices for case status:
C - Close    O - re-Open   P - Probation

Tips: A case is placed in Probation status when a term of probation is entered on 
the Disposition (DSP) screen. 

When you enter an O to reopen a case, the system will determine the 
correct status: PEND, DISP, PROB or WRNT.

Warning:  Closing a case removes all future calendar dates. If a case is closed
in error, dates will need to be re-entered when you change the status back to 
Open or Probation.
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See Appendix A for complete list of
field descriptions used on this screen.

Tip:  See Chapter 9 - Code Files for more information about creating four-letter 
codes.

Status Line

The status line is displayed at the bottom of the Probation Scheduling screen.    

Probation Scheduling Screen - Status Line

The status line displays:

•  UNDISPOSED, if the charge has not been disposed
•  The method of disposition and the date if the charge has been disposed 

(In this example, there was a guilty disposition on 4/10/06)
• The total amount that has been assessed for that charge in the Total Fine

field.
•  The balance due for that charge in the Amt Due field.  

Comments

Probation Scheduling screen - Adding comments to Register of Actions

Type up to six, 
four-letter codes in
these fields.  These
codes are used to 
add comments or
non-confidential 
notes to ROA and the
codes can be used
when requesting
reports through
Report Generator.
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See Appendix A for complete list of
field descriptions used on this screen.

Prompt Windows

Prompt windows are pull-down windows that display choices that may be entered in
that field.  Prompt windows are available from any bolded field name on the Probation
Scheduling screen.  To display a prompt window, position your cursor in the field and
press F4-Prompt.

Some prompt windows have options to add, change or delete the information in the
prompt window/code file.  For further instructions on these options, refer to Chapter 9
of this User Guide.  

Prompt windows are available from the following fields on the Probation Scheduling
screen:

•  Name
•  Schedule For
•  Next Judge
•  Probation Officer

Tip: If you position your cursor anywhere on the defendant’s name and press 
F4-Prompt, you can update the defendant’s address, phone number or SID. 
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Probation Reports

To access the Probation Reports Menu, type a 2 in the Option field from the Probation
Subsystem Menu and press ENTER.

Probation Subsystem Menu

Probation Reports Menu

To access
Reports Menu,
type a 2 in the

Option field and
press ENTER.
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Probation Reports

Report Description

Discharge List
A list of cases due to be discharged from probation within a
selected date range.

Non-Payment of
Restitution List

A list of cases that have not paid their assessed restitution
amount and are scheduled to be discharged from probation
within a specified time frame.

Probation List A list of all cases in probation status.

Review List
A list of probation cases that have no future activity 
scheduled.

Probation Report Menu Field Options

Field Name Description/Use

Alpha/Numeric
Type an X in either the Alpha or Numeric column to determine the
sorting sequence of the report.

Probation Officer

Enter the probation officer number if you want the report for a 
specific probation officer.  Otherwise, the report will print a 
combined report for all probation officers.  If you print a Discharge
List, Probation List or Review List without requesting a specific pro-
bation officer, the report will print with the probation officer listed in
a separate column, instead of the warrant column.  Enter ALL if
you want a separate report for each probation officer in your court.

Run/From -
End/Thru

Allows a date range for the Discharge and Non-Payment of
Restitution Reports.
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Discharge List

See Page 6-12 for Field Options used when requesting report

This list contains cases/charges that are due to be discharged from probation within
the time frame specified in the Run/From - End/Thru dates on the Probation Reports
Menu.  This report can be sorted in either alphabetic or numeric order.  The 
approximate discharge (probation end) date is calculated automatically based on the
sentencing date plus the term (in months) of probation.  No calendar entry is created
with the Probation End Date.  Discharge hearings are scheduled on the Traffic/Criminal
or Probation Scheduling screens (SCH or PRB).

When the Discharge List is requested, there are two reports that are generated: the
Discharge List and the Discharge Exception List.  Examples of both reports are shown
below.

Probation Discharge List - Alphabetic

Probation Discharge Exception List - Alphabetic

The Discharge Exception List is generated for cases that are in Probation status but do
not have a Probation End Date.  For example, a case that was placed in Probation 
status without indicating a term of probation would appear on the list.  
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Non-Payment of Restitution List

See Page 6-12 for Field Options used when requesting report

This report contains cases that have a balance due in restitution, and are due to be
discharged from probation within the time frame specified in the Run/From - End/Thru
dates on the Probation Report Menu.  This report can be sorted in either alphabetic or
numeric order.  This list can be used to prepare the “Report of Nonpayment of
Restitution” form that is submitted to the Prosecuting Attorney 60 days prior to a 
probationer’s discharge from probation.

An example of the Non-Payment Restitution List is shown below.

Probation Non-Payment of Restitution List - Alphabetic

Tip:  If the Run/From - End/Thru dates are left blank when requesting the report, 
you will receive a report listing all cases in Probation status with restitution 
outstanding.
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Probation List

See Page 6-12 for Field Options used when requesting report

This report lists all cases on the system that are in “Probation” status.  It can be
requested in either alphabetic or numeric order.

Examples are shown below of a Probation Case List which includes all cases for all
probation officers, and a Probation Case List requested for a specific probation officer.

Probation List - All probation officers

Probation List - Specific Probation Officer

Tip:  When requesting the Probation List for a specific probation officer, the 
column for probation officer is replaced by a column which indicates if the 
case is currently in warrant status.
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Review List

See Page 6-12 for Field Options used when requesting report

This list includes all cases with a status of “Probation” in which there is no future date
scheduled on the system.  The report can be requested in alphabetic or numeric order.
This list will help determine which cases need to be closed or have activity scheduled.

Probation Review List - Alphabetic

Tip:  If you specify a probation officer when requesting the report, your report will 
have a column for Warrant instead of Probation Officer.
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7Calendar
The calendar program offers a variety of ways to view and print 
calendar (docket) entries.  The features are available by individual
judge, magistrate, probation officer, special assignment for an 
individual or department, or for cases that are unassigned.

Calendar Type Features

Month at a Glance

•  Court holidays - full or partial days
•  Judge/Magistrate availability - full or partial days
•  Highlights days with events already scheduled
•  Can be displayed and/or updated 

Courtroom (Detail) Calendar

•  Case number, case type, name, attorney or officer,
type of proceeding and charge listed by time for
specified day

•  Non-case related matters, e.g. marriages, meetings
•  Can be displayed and/or printed

Calendar Summary
•  Display and/or print a summary of each proceeding 

type scheduled for the day or date range specified

Party Calendar
•  Prints an alphabetical case listing of people

scheduled to appear in court for the day or date 
range specified

Central/Combined Calendar •  Display and/or print calendar for one date or date
range for judge, including all cases set for all courts 
on the same AS/400 

Various Print Options

•  Week at a Glance
•  Party Calendar by day or date range
•  Courtroom Calendar by day or date range
•  Print Traffic/Criminal cases only
•  Print Civil cases only
•  Print all cases by day or date range
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Month at a Glance Calendar
This calendar is used to view days the judge or magistrate is available to schedule
events, days that events are already scheduled and court holidays or days the court is
closed.

To access the Month at a Glance calendar:

1)  Type CAL in the NXT field on the hop line
2)  Press ENTER.

The first screen that will be displayed will be the Month at a Glance calendar for 
No Specific Judge.

Month at a Glance calendar for No Specific Judge

Tip:  You can quickly move your cursor to the Bar # field by pressing F2-Bar #.

To view a calendar for a specific judge:

1)  Type the hotkey or bar number in the Bar # field
(You may press F4-Prompt on the Bar # field to display the Attorney File)

2)  Press ENTER.

OR

1)  Press F8-NextBar to display the calendar for judge, magistrate or probation 
officer with the next higher bar #.

Court location
number.

Courts with
more than

one location
can access

calendars in
each location
by changing
this number.

Enter bar number
or hotkey here to
access calendar

for specific judge.
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Month at a Glance calendar for Judge Crockett for December 2006

Reading the Month at a Glance Calendar

Key Description

X The entire court is closed all day, e.g. court holidays.

/
The judge, magistrate or probation officer designated
in the Bar # field is unavailable all day.

*
The entire court, or the judge, magistrate or probation
officer designated in the Bar # field is unavailable for
part of the day.

Tips:  If you enter the month and year (without specific day) in the GO TO: field  
and press ENTER, the Month at a Glance calendar will be displayed for 
the bar number specified.

If you enter the month, day and year in the GO TO: field and press 
ENTER, the Courtroom Calendar will be displayed for the bar number
specified.

In the example above, either the entire court or Judge Crockett is not available part of
the day on December 22; the court is closed on December 25 and 26;  Judge Crockett
is out all day on December 7 and 8.  

A highlighted day indicates something is scheduled for that day. In the example above,
events are scheduled for December 4, 5, 11, 12, 13, 15, 18, 19, 20, 21 and 22.

The GO TO field
will display the
current month
and year, but
the dates can
be changed by

typing over
them.
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Using the Month at a Glance Calendar

When the Month at a Glance calendar is displayed, the cursor will be placed on the
current date.  You may tab or arrow to any day of the month to inquire on or print that
day.  When the inquiry is not the current month, the cursor will be placed on the first
date that something is scheduled for that month.

Function Keys Used to Access Other Screens 

Function
Key

Description/Format

F4
Prompt

With your cursor in the Bar # field, will display attorney file.

F5
Detail

With your cursor positioned on any day of the month, will display
Courtroom (Detail) Calendar for the bar number specified.  If no events
are scheduled for the date you request, the next date that has scheduled
events will be displayed.

F6
Summary

Will display the Calendar Summary, which gives you total number of
each type of event that is scheduled.

F7
PrevBar

Will display the Month at a Glance calendar for the judge, magistrate or
probation officer with the next lower bar number.

F8
NextBar

Will display the Month at a Glance calendar for the judge, magistrate or
probation officer with the next higher bar number.

F9
Prt Week

With your cursor positioned on any day of the week, will print the Week
at a Glance calendar for the bar number specified. If the cursor is on a
Sunday, the week printed starts with the next day (Monday) through the
following Sunday.

F10
Prt Options

Will display the District Court Calendar screen, which lists print options.

F11
Block

Hrs/Date

Will display the Days/Times Blocked Off screen.  More information about
this feature can be found on the following two pages.
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Days/Times Blocked Off Screen

This screen is used to designate court holidays and other days the court is closed and
to block off times for individual judges, magistrates and probation officers.  

This screen can be accessed from using F-11 Block Hrs/Date from the Month at a
Glance calendar.

Days/Times Blocked Off screen

See following page for field descriptions used on this screen.

Press F2-Date to move 
cursor to the Position To:

field at top of screen

Press F7 to toggle between two views:  
1) Court and ALL bar numbers, and 

2) Court and one specific bar number.

The entire court is closed
from 1:00 pm to 5:00 pm

for staff meeting.

Judge Crockett (P12345)
is on vacation, but the

court is open.
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Field Descriptions for Days/Times Blocked Off Screen
Field Name Description/Format

Court Location The number in the upper left hand corner is determined when you
sign on to the system.  Courts with more than one location can
access calendars in each location by changing the court location
number.

Position to Date If a date is entered into this field and ENTER is pressed, the first
page that contains that date will be displayed.  Valid for today’s date
or a future date. 

Bar No. View When this field is left blank, only the court holidays will be displayed.
When this field contains a bar number, all days (full and partial) for
that bar number will be displayed together with all court holidays.

Opt Enter a D to delete an entry.

Bar No. The bar number of the judge or magistrate, or the assigned number
for the probation officer or any other special court calendars.  The
days and times blocked off apply to the entire court when no bar
number is entered.

Date Enter the date that the day or partial day needs to be blocked off.
(Example: 010207)

All Day Mark with an X when the entire day should be blocked off.

From Time to
Time

Enter the beginning and ending times, including A for AM or P for
PM.  (Example:  0100P 0500P). 

Entry is not valid if there is an X in the All Day field.

Description A brief description of the holiday or reason for blocking off the day or
times.  This description appears on the Week at a Glance calendar
and the Holiday File when it is printed.

If the description field is left blank when adding or changing a
record, the description immediately above it will be copied to that
line.

Clrk The system adds the initials of the person who added or changed
the record.  The initials cannot be changed. 
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The Week at a Glance calendar is requested from the Month at a Glance calendar.

The Week at a Glance calendar prints:

• Dates and times that events are scheduled from Monday through Friday,
listing the case number, case type and type of proceeding.

• The total number of events scheduled (without detail) when events are
scheduled on Saturdays and Sundays.

• Supplemental entries are designated with an asterisk (*) in the Case #
column.

• Court holidays and blocked off days and times for the designated judge,
magistrate or probation officer.

From the Month at a Glance calendar screen, position your cursor on any day of the
week and press F9-Print Week.  The week will print from Monday through Sunday. 

Printing the Week at a Glance Calendar

Tip:  If your cursor is on a Sunday, the week printed starts with the next day    
(Monday) through the following Sunday.

Week at a Glance calendar
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District Court Calendar

The District Court Calendar is used to:

• View Courtroom Calendar
• Print Courtroom Calendar
• Access Supplemental Calendar

There are three ways to access the District Court Calendar:

1)  From the Traffic/Criminal Subsystem Menu, enter a 5-Calendar and press 
ENTER.       OR

2)  From the Probation Subsystem Menu, enter a 3-Calendar and press 
ENTER. OR

3)  From the Month at a Glance Calendar, press F10-Print.

The District Court Calendar screen is divided into two parts:

The top half of the screen is used to indicate the date(s), time(s), judge(s), and 
types of calendar you wish to view or print.  Press ENTER if you want to view 
the calendar instead of or before printing it.

The bottom half of the screen is used to indicate print options.

See chart on next page for field descriptions for this screen.

District Court Calendar

SchollC
Text Box
Flag Non-Public/Sealed

SchollC
Text Box
X=Print Word "NON-PUBLIC" or "SEALED" 
N= Do not print word "NON-PUBLIC or "SEALED"
O= Omit Non-Public and Sealed cases, Blank=Print all cases/charges
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Field Descriptions for District Court Calendar screen
Field Name Description/Format

Date Enter the date range to view or print the calendar.  You may access up
to 90 days of calendars prior to the current date. If left blank, the 
system will automatically use the current date for viewing.  If printing
the calendar, date range cannot exceed 14 days.

Time Enter the time range to view or print using the following format:  
0800 A. Use “A” for a.m. or “P” for p.m. Leave the time field blank if
you want to see all cases for the entire day.

Judge Enter the five-digit bar number or hotkey of the judge, magistrate, 
probation officer, special calendar or court clerk whose calendar you
want to view or print.

Leave field blank to get all cases that do not have a judge assigned.

Enter the word ALL in the judge field to display or print all judges, 
magistrates and probation officer’s calendars.  When using ALL, the
date range must not exceed 14 days.

Type of
Calendar

X - will display or print traffic/criminal and civil cases.
T - will display or print traffic/criminal cases only.
C - will display or print civil cases only.
P - will print the Party Calendar.

Include
Supplemental
Entries

This field defaults to X (include supplemental entries on the 
calendar).  Remove the X to omit the entries.  This option is not valid
with the Party Calendar.

Paper Size X - Print calendar on 8X11 paper.
B - Print calendar on 11X14 (*STD) paper (or landscaped on a laser
printer).

Spaces Choose the number of blank spaces you want between cases when
you print the calendar; valid choices are 1-9.  If this field is left blank,
you will have no blank spaces between cases when the calendar is
printed.

Copies Indicate how many copies you want to print; valid choices are 1-9.

Print
Summary

X - Print the Courtroom Calendar and the Calendar Summary.
O - Print the Calendar Summary only.

Further details about the Calendar Summary can be found on page 
7-15.

Flag 
Non-Public

These selections affect only cases that are in Non-Public status.
X - Print the word “Non-Public” in the charge field
N - Print nothing in the charge field.
If field is left blank, the charge will be printed in the charge field.

Print CTN#
instead of
XREF#

X - Print CTN instead of X-Ref #.
If field is left blank, X-Ref # will be printed.
This option is only available when option B is selected for paper size.

Court location Used in multiple-court settings.  It may be changed to any location
defined in the court’s system file.
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The Courtroom (Detail) Calendar displays and prints:

•  All events scheduled for the specified date and bar number in time sequence

•  Will print and display numerically under time scheduled for traffic/criminal 
cases

•  Will print only alphabetically under time scheduled for traffic/criminal cases

•  Will print and display numerically under time scheduled for civil cases

•  8 X 11 version will print Case #, Case Type, Party, Defendant Name, Attorney 
or Officer, Proceeding Type, Short Description of Charge

• 11 X 14 (*STD) version will print Case #, Case Type, X-Ref #, Party, Defendant 
Name, Attorney, Proceeding Type, Short Description of Charge, Department # 
and Officer Name for Officer #1 and Officer #2.

Accessing the Courtroom (Detail) Calendar

You can access the Courtroom (Detail) Calendar from either the Month at a Glance
calendar or from the District Court Calendar.

•  From the Month at a Glance calendar, position your cursor on that day and 
press F5-Detail or type the specific date in the GO TO: field and press
ENTER.

•  From the District Court Calendar, enter the date you want to view or print in 
the Date field and press ENTER.

Courtroom (Detail) Calendar
This calendar is used to view all Traffic/Criminal, Civil and supplemental events 
scheduled.  Details such as case number, case type, name, attorney or officer name,
type of proceeding, time scheduled and charge will be displayed.
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Use your Page Down or your Shift+Roll keys to scroll through the calendar.  Only
days that have events scheduled will be displayed.

Courtroom Calendar for Judge Crockett on 8X11 paper

Courtroom Calendar for Judge Crockett on 11 X 14 (*STD) paper
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To access the Supplemental Entries screen:

1)  From the District Court Calendar screen, enter a bar number in the Judge 
field.

2)  Press F5-Supplemental Entries.

(To access the District Court Calendar screen from the Month at a Glance calendar,
press F10-Print Options.)

Supplemental Calendar for Judge Crockett beginning November 10, 2006

Required fields are Date, Time and Activity.  You may type additional information in
Party(s) or Comment(s) field if desired.  Press ENTER to update. 

Tips: Unlike the other courtroom calendars, events scheduled through the 
Supplemental Entries screen are not restricted by the dates and times 
stored in the Holiday File.

To delete an entry from the Supplemental Entries calendar, type a D in the
Del column in front of the event you want deleted.

Supplemental Entries

Most entries to the calendar are made through the Scheduling screens. However,
sometimes you need to add matters to the calendar that aren’t associated with a case
that is on the system (i.e. marriages, meetings).  Non-case entries are added through
the District Court Calendar Supplemental Entries screen.

Enter the date that you want to
begin your search here.
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Supplemental entries appear on the calendar with an asterisk (*) in the Case # column,
the activity in the Proceeding column and the comments in the Name column.

You can scroll forward and backward through the Supplemental Entries screens using
your Page/Roll key.

Courtroom Calendar for Judge Crockett, showing the meeting which was set for 1:00 p.m.
through the Supplemental Entries screen

This non-case entry was made as
a Supplemental Calendar entry
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Matters that were placed on the calendar through the Traffic/Criminal Scheduling
screen (SCH) or Probation Scheduling screen (PRB) must be removed through the
Scheduling screens.

•  Type a 99 in the Scheduled For field of the Scheduling screen.

•  Type in the exact date, time and bar number of the original scheduled event 
entry in the Date, Time and Next Judge fields.

•  Press ENTER.

WARNING:  Deleting the scheduled date from the Action screen will not
remove the event from the calendar.

Non-case entries that were placed on the calendar through the Supplemental Entries
screen must be removed through the Supplemental Entries screen.

•  Type a D in the DEL column in front of the entry to be deleted.

•  Press ENTER.

Viewing a Register of Actions Directly from the Calendar

If you want to view the ROA for any case listed on the calendar:

•  Position your cursor anywhere on the line for the case you want to view and 
press F7-ROA From Line.  

OR

•  Type ROA in the NXT field and the line number (SEQ#) or case number in 
the CASE field and press ENTER.  

Either way, you will lose your hop line, but you can press F3 or F24 to return to the 
calendar.

Removing Calendar Entries
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Printing the Calendar Summary

To print the Calendar Summary:

1)  Press F9 - Print from the Calendar Summary screen
OR

2)  Use one of the following options in the Print Summary field on the District 
Court Calendar screen:

X - Print calendar and summary
O - Print summary only 

Calendar Summary

You can view a summary of the types of events scheduled for the day you are viewing.
This is a helpful tool to use when setting trials, pre-trials, etc.  

You can access the Calendar Summary two ways:

1)  From the Month at a Glance calendar, press F6-Summary
OR

2)  From the Courtroom Calendar, press F10-Sum.

Calendar Summary for Judge Crockett for December 18, 2006
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Party Calendar

This calendar will print an alphabetical list of everyone scheduled to appear on a
specific date.  Excluded from the list are Traffic/Criminal cases that have been given
due dates (scheduled for AJ10, 15, 16, 22, 23 or 30).  

You can print the Party Calendar one of two ways:

• From the District Court Calendar screen - Enter a P in the Type of
Calendar field.

Using this method you may request a specific date or range of dates.  A
separate calendar will print for each day when selecting a date range.

• By requesting Traffic/Criminal Daily Date Generated Notices

Using this method the calendar will include proceedings scheduled for
the next court business day.  A range of dates is not available.

Party Calendar for December 18, 2006



Chapter 7: CalendarTraffic/Criminal/Probation - 2007

Page 7-17

Central/Combined Calendar (CCL)

The Central/Combined Calendar has been developed to assist courts that share their
AS/400 with one or more courts.  By entering the bar number of the jurist (judge or
magistrate), you will be able to view or print calendar entries for one date or for a date
range, regardless of the court for which the event was scheduled.  

The Central/Combined Calendar can be accessed by typing CCL on the hop line.

Displayed below is the first Central Calendar Request screen.  

From this screen:

•  Type the jurist (judge or magistrate) bar number.  
•  Indicate whether you wish to Print (P) or Display (D) the calendar.
•  Press ENTER.

Note:  The Courtroom # option is not available for District Court at this time.

The full Calendar Request screen is displayed on the next page.
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•  The Begin/End date and the Court ID will be retrieved from the last Central 
Calendar request.  You may change the information by typing over it.  

•  If you are entering a date range, it cannot exceed fourteen days.

•  Press ENTER.
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The example below shows a calendar that has District Court, Circuit Court and
Probate/Juvenile Court cases scheduled for the same judge.

Central Calendar for Judge Preisel for December 18, 2006
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Chapter 7: Calendar

This space is reserved for your notes.
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In this chapter you will learn how to add, update, inquire about and
delete bond and trust records.

The following screens are covered in this chapter:

Update screen:

• Bond/Rest/Trust/T-A Update (BND), aka the Bond Screen

Inquiry screens:

• Bond Alpha Inquiry (BDI)
• Restitution Alpha Inquiry (RSI)
• Trust Alpha Inquiry (TRI)
• All Alpha Inquiry (Bond, Trust, Restitution and T&A Inquiry (AAI)

For purposes of this chapter, the word bond shall mean bond, restitution, trust or any
trust and agency record, unless otherwise specified.

Bond & Trust Update Screen (BND) aka
Bond Screen
The Bond Screen is used to add, modify, close and delete bond, restitution, trust and
trust & agency information. Bond and Trust & Agency cash codes entered through the
cash receipt process automatically update this file. Access the screen by typing BND
in the Nxt field and press ENTER.

Bond & Trust
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Traffic/Criminal/Probation - 2006

Posting a Bond

A bond receipt created through the JIS Cash Module automatically creates a bond
record. See Cash User Guide for more details. Receipts created from a different 
system can be added using the Bond screen. To add bonds, restitution or trust 
payments that were not receipted through the JIS Cash Module, the following fields
are required:

• Receipt number 
• Receipt date
•  Type (if left blank, it will default to 01-Bond)
• Post code - See chart below
• Division (T=Traffic, C=Civil, or M=Misc)
•   Bond Amount
• Name
• Depositor (Name of the person posting the bond)

Optional fields when adding a bond posting are:

• Case number
• Party
• Count (valid only for Traffic/Criminal)

To create a bond record, type in the required fields and press ENTER. In addition to
creating the record, the information will also appear in the Bond History of the
Register of Actions. 

When added via the Bond Screen, the “entry date” on bond reports is the current
system date regardless of the receipt date entered; when added via Cash, it is the
date you are opened for cash transactions. See more information about bond reports
in the Cash User Guide.

Type Post Code(s)

01 - Bond

BT01  Cash Bond
BT02  10% Bond
BT06  Interim Bond
BT08  Security Deposit
BT09  Combination Bond

02 - Restitution MYRS

03 - Trust MYTR

04-99 Trust & Agency Defined by court



Example of posting a bond record.

Fill in the required fields and press ENTER.  

For the Traffic/Criminal Division, if the case has been entered
on the system, the Name and Depositor fields can be left
blank.  Those fields will be retrieved after ENTER is pressed.
If the case has not been entered on the system, you must
type in the Name and/or Depositor.  You must have two
slashes (//) in the name.  If the Name is the same as the
Depositor, just type in the Name, and when you press ENTER
it will be copied to the Depositor field.  
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When you are finished with the bond posting or want to verify your entry, press
ENTER to retrieve the bond record you just added.

Bond History shows posting on Register of Actions.

The status of the
bond is displayed at

the top of the screen.
The bond balance is
displayed until the

balance is zero.
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Retrieving a Bond Record

There are two ways to retrieve a bond record that has been posted either through
cash or the BND screen.

•   Type BND in the Nxt field on the hop line and press ENTER
•   Enter the receipt number and receipt date of the bond record
•   Enter the Type: 01-Bond, 02-Restitution, 03-Trust, etc.
•   Press ENTER

-OR-

•   Type BDI (Bond Inquiry), RSI (Restitution Inquiry), TRI (Trust Inquiry), or
AAI (All Inquiries) in the NXT field on the hop line and a name or partial
name in the Inq field; press ENTER to get to the Bond Name Inquiry
screen.

SchollC
Text Box
You can now type BND in the Nxt field and the case number in the Case field and press ENTER. This will take you right to the Bond Update screen for the first bond record for that case. You can also scroll through multiple records for the same case number. See Spring 2007 announcement for more details.
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• Use F7-Bond Inquiry From Line

After pressing F7 you are taken to the BND screen for the name and bond you
selected.

Position your cursor anywhere
on the line of the case you want

to view and press F7.

SchollC
Line

SchollC
Text Box
Line numbers have been added to the BDI, RSI, TRI and AAI screens. Type BND and the line number on the hopline then press ENTER to go to the Bond/Rest/Trust/T&A Inquiry/Update screen.



Chapter 8: Bond & TrustTraffic/Criminal/Probation - 2007

Page 8-7

Modifying a Bond Posting

You must first retrieve a record on the BND screen before you can update, delete or
modify it. The screen will display the posting information.

The following fields can be modified after pressing F5-Mod Case Info:

• Case No.
• Party
• Count
• Name
• Depositor

Type over the information you want to change; press ENTER. Case Information
Modified will appear at the bottom of the screen.

If you add a case number to a bond that had been added to the system without a
case number, the following comment will appear on the Register of Actions (ROA):
Bond assigned case number.

Depositor name
was corrected by
pressing F5-Mod

Case Info, changing
the name and

pressing ENTER.
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Bond Paydowns (Closings)

Bond paydowns are usually made in the Cash module. If the closure does not 
happen through Cash, you can use the BND screen. Restitution and trust payments
are always paid down on the BND screen. 

• Enter the code for the corresponding bond type in the Pay Code field
(see chart below).

• Type in the check Date, Check No., and Amount.

• If the payee is the same as the depositor, you may leave that field
blank and it will copy the depositor name to the payee field; otherwise,
type in the payee name.

• Press ENTER.  Bond/Rest/Trust/T-A Updated will appear at the bottom
of the screen. 

When a bond is closed on the BND Screen, the close date is the current system
date, not necessarily the check/transaction date; when closed through Cash, it is the
date the register is opened for cash transactions.

Type Pay Code(s)

01 - Bond

BD03  Bond Refunded
BD04  Bond Forfeited
BD31  Bond Transferred to Circuit Court
BD36  Bond Costs
BD37  Bond Applied to Fine & Costs
BD39  Bond Transferred to Another Court
BD98  Bond Escheated

02 - Restitution XXRP Restitution Paid

03 - Trust XXTP Trust Paid

04-99 Trust & Agency
Defined by court. See Code Files
Update, Trust & Agency, in the Cash
User Guide.



Chapter 8: Bond & TrustTraffic/Criminal/Probation - 2007

Page 8-9

The example above shows the paydown of a bond. If the posting were restitution,
the Pay Code would be XXRP (restitution paid); if it were a trust posting, the Pay
Code would be XXTP (trust paid).

Only the payee field can be modified once the paydown has been entered.
Corresponding changes are reflected on the Check Register and Bond/Rest/Trust/
T-A Reports. See Cash User Guide for a detailed explanation of these reports.

The Bond Balance field no longer appears when the balance reaches zero. Notice
in this example that Bond Amount now equals Paydown Total.

Status is CLOSED
after a refund of the

bond.  Since the 
closure occurred on
the BND screen, the

close date is the
date the screen was

updated, not the
date of the check.

031104
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Deleting a Bond 

Bond records can be deleted by voiding the bond posting receipt or by pressing F23
- Delete Record on the BND screen. Either of these methods will create an audit
trail on the Deleted Bonds Report which is created when Traffic/Criminal Daily Date
Generated Notices are requested. 

To delete a bond record on the BND screen:

• Retrieve the record 

• Press F23. You will get a message: 
CONFIRMING - F23 to DELETE Entire RECORD. 
If you pressed F23 in error, pressing ENTER will discontinue your
attempt to delete the bond posting.

• Press F23 again to confirm the delete and receive the message: 
T/A Record Has Been Deleted. 
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Deleting a Bond Paydown

Bond paydowns can be deleted by voiding the bond paydown receipt through the
Cash module or through the BND screen. To delete a paydown using the BND
screen:

• Type a D in the Del field 

• Press ENTER. A message will display:
CONFIRMING PAYDOWN DELETE - Enter to Proceed. 

• Press ENTER to delete the paydown. A new message will display:
Payment Deleted.

Bond paydown deletes are maintained on the BND screen and noted on bond
reports, such as the All Activity Report and Open Bond List.

Warning! Deleting a bond paydown that closed a bond will change the 
status to Open. This has an impact on the Open and Closed Bond Lists.
Bonds that were once closed will appear as though they were always open.
See the JIS Cash User Guide for more details.
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Bond Inquiries
Access to the bonds, restitution, trust, and trust & agency records can be specific to
the type of record posted or include all types posted. All of the inquiries have a similar
screen format. The only difference is in the column for Type and Code.

Bond Alpha Inquiry (BDI)

This inquiry displays all cases that have bond records attached to a defendant or civil
party, and is sorted by last name. Only bond records (Type 01) are included in this
inquiry.

• Type BDI in the NXT field on the hop line
• Type a name or partial name in the Inq field
• Press ENTER

The result of this inquiry shows the first bond record found where the last name
started with JACKSON.

All codes are bond 
postings, 

i.e. BT01, BT02; 
all types are 01
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Restitution Alpha Inquiry (RSI)

This inquiry displays all cases that have restitution records attached to a defendant
or civil party, and is sorted by last name. Only restitution records (Type 02) are
included in this inquiry.

• Type RSI in the NXT field on the hop line
• Type a name or partial name in the Inq field
• Press ENTER

The result of this inquiry shows the first restitution record found where the last
name started with GREEN.

All RSI inquires have
a Code of MYRS 

and a Type of 02
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Trust Alpha Inquiry (TRI)

This inquiry displays all cases that have trust records attached to a defendant or civil
party, and is sorted by last name. Only trust records (Type 03) are included in this
inquiry.

• Type TRI in the NXT field on the hop line
• Type a name or partial name in the Inq field
• Press ENTER

The result of this inquiry shows the first trust record found where the last name
started with B.

All TRI inquires have
a Code of MYTR and a

Type of 03
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All Alpha Inquiry (AAI)

This inquiry displays cases that have all types of trust records attached to a defendant
or civil party, and is sorted by last name. 

• Type AAI in the NXT field on the hop line
• Type a name or partial name in the Name field
• Press ENTER

The result of this inquiry shows the first trust & agency record found where the
last name starts with BISHOP.

AAI Inquiries include
all Trust and Agency

Code Types
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Once you have done an inquiry, you may access more information about the record
by placing your cursor anywhere on the line of the record and pressing F7-Bond
Inquiry from Line. This will move you directly to the BND screen where further 
updating and inquiry can be made.

See the Cash User Guide for more detailed information about bonds and reports.

Using your mouse or your Up Arrow
key, position your cursor anywhere 
on the line of the case you want to

access and press F7.

___   _______  ___________     ___________    ____________________________________________
_____  _______  ___________     ___________    ____________________________________________
_____  _______  ___________     ___________    ____________________________________________
_____  _______  ___________     ___________    ____________________________________________
_____  _______  ___________     ___________    ____________________________________________

Now you are on the Bond
Update screen and can make
further inquiry, modify case
information, pay down the

bond, etc.

SchollC
Text Box
Line numbers have been added to the BDI, RSI, TRI and AAI screens. Type BND and the line number on the hopline then press ENTER to go to the Bond/Rest/Trust/T&A Inquiry/Update screen.
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Bond Forfeiture Tickler

The Bond Forfeiture Tickler is generated when Date Generate Notices are produced.  

The purpose of this report is to alert court staff that bond records are eligible for
forfeiture.

Cases will appear on the report automatically 28 days after the generation of the Order
Forfeiting Bond (OFB) form, and will be removed from the list when the bond is closed.
You can add or delete cases from the report using the Bond Forfeiture Tickler
Delete/Update Screen (BFT).

To access the Bond Forfeiture Tickler, type BFT on the hop line and press ENTER.

Bond Forfeiture Tickler Delete/Update screen

See Appendix A for complete list of
field descriptions used on this screen.
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To remove a record from the Bond Forfeiture Tickler, you must fill in the following
fields:

•  Forfeit Date
•  Receipt Number
•  Receipt Date
•  Case Number
• Party
•  Count

To add a record to the Bond Forfeiture Tickler, you must also fill in the following fields:

•  Defendant
•  Charge
•  Purpose
•  Appearance Date
•  Bond Type
•  Bond Amount
•  Form Date

Tip:   A case will remain on the Bond Forfeiture Tickler until the bond is closed or 
the entry is deleted using the Bond Forfeiture Ticker screen (BFT).

An example of the Bond Forfeiture Tickler is shown below:

Bond Forfeiture Tickler
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9Code Files 

The Code Files store information that is used throughout the system.
You can update or print each of the Code Files.

Code File Type Features

Attorney File

Michigan attorney bar numbers with the street and email
address, telephone/fax # and firm name.  You may also add
codes for other professionals such as magistrates, 
probation officers, etc.

Code File

Four character alpha-numeric codes including the following:
Plea, Disposition, Scheduling, Warrant, Appeal, Bond, Misc., etc.
The Z-Record, which controls the automatic date generated
notices schedule and default court dates is also part of the Code
File.

Holiday File Court holidays and vacation start/end dates and times.

Officers File Law enforcement agency and officer numbers.

Statute File Local ordinance and statute offenses with fine/cost information.

Vehicle Make File Vehicle make codes.
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To inquire into or update a Code File:

1)  From the Traffic/Criminal Subsystem Menu, Type a 3 in the Option field.
2)  Press ENTER.

The Code File Inquiry and Update screen will be displayed. You may choose which
code file you want to update from this screen.

Updating Code Files

From this screen,
you can choose

which File to
update.

Type an X in front
of the File you
want to update

and press ENTER.
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This file stores information such as address, phone number, email address, fax 
number and name of firm for attorneys.  You can also store information for other 
professionals, such as magistrates or probations officers.

You can view, add, change or delete any record from the Attorney File.

To access the Attorney File, place an X in the Attorney File field on the Code File
Inquiry and Update screen and press ENTER.

When the Attorney (Professional) File is first displayed, the records are listed in bar
number order.  You can display records in numeric order (by bar number) or alphabetic
order (by last name).  Press F7-Alt Seq to toggle between numeric and alphabetic 
listings.

Attorney file listed numerically

Attorney file listed alphabetically

Attorney (Professional) File

To inquire by bar
number:  Type bar
number in Position
to: field and press

ENTER.  Results will
be in numeric order.

To inquire by name:
Type last name in
Position to: field
and press ENTER.
Results will be in
alphabetic order.
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Attorney File Options

Option When to Use Result

1=Select

This option is available if 
F4-Prompt is used to access
the Attorney File from the Case
Entry screen (CAS), Scheduling
screen (SCH) or Disposition
screen (DSP).

Bar number will be inserted in the field
you prompted from.

2=Change

Use to change any existing
information, i.e. address, 
telephone number, etc.

Information will be changed on all 
existing cases.

In addition, the date of the change and
the user id of the person who made the
change will be displayed.

4=Delete

You should NEVER delete a
record from the attorney file
unless you added one with an
incorrect bar number and no
cases were ever entered using
that bar number.

The attorney file is shared by Circuit,
Probate and District Court when they all
use the same AS/400.  Deleting a record
will affect all cases in all courts on your
AS/400 that have used that bar number.

5=Display

Display the name, address and
phone number for the attorney.

This is display only.  You cannot make
any changes to the record using this
option.
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Adding a Record to the Attorney File

There may be times when you need to add a record to the Attorney File, especially in
the case of an attorney who has a recent bar number.

To add a record:

1)  Press F6-Add from the Professionals Selection screen.

You will see a screen with blank fields.  

To add a new record:  
1)  Type the information in the fields, using the field description chart found on 

the following page.
2)  Press ENTER.

Press F6-Add from any
Professional Selection

screen to add a new record
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Field Descriptions for Attorney File

Field Name Description

Bar No.
The five-digit bar number of the attorney.  The “P” is not
allowed.  When you create records for other professionals, it
is recommended that you use less than four digits.

Type
J = Judge                    M = Magistrate    
P = Probation Officer    Blank = Attorney

Last Name The last name of the attorney or professional.

First & MI The first name and middle initial:  e.g. George W.

Name Sfx The name suffix, e.g. Jr., Sr., III, IV, etc.

Address
The first two lines are for the street address.  The third line is
for city, state and zip.

Firm The name of the firm.  This is display only and will not print.

Telephone/Ext. The telephone number (area code first) and extension, if any.

Fax The fax number.  This is display only and will not print.

E-Mail The e-mail address.  This is display only and will not print.

Mail Code A five-character, court defined code for display only.

Last Chgd/Chg By

These fields are display only.  The system will automatically
update the date the last change was made to this record and
the user id of the person who made the change.  If the last
update was made by the State Bar of Michigan, the word
STATEBAR will appear in the Chg by field.

Attorney File Updates from State Bar

Updates from the State Bar are included with each JIS software release.  JIS will 
compare the changed date given by the State Bar with the date in the Last Chgd: field.
If the State Bar’s change is dated prior to the Last Chgd: date, JIS will not change the
attorney information.  If the State Bar’s change occurred after the Last Chgd: date, the
information from the State Bar will be used to update the record.
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Maintaining the Professional File

Many courts add probation officers, non-attorney magistrates and other professionals
to the Attorney File for scheduling, calendar and report purposes.

Attorney records and Professional records are stored in the same file.

Follow the same steps outlined in the Attorney File instructions to maintain the
Professional File. 

In order to avoid problems using numbers for professionals that will be used at some
point in time for attorneys, it is recommended that you use four-digit numbers for 
professionals.
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This file stores all of the codes that are used on the system for updating the Case
Entry (CAS) screen, Scheduling (SCH) screen, Disposition (DSP) screen and
Probation Scheduling (PRB) screen.

You have access to update or add some codes; there are other codes which are
reserved for use by JIS. See page 9-16 for a list of codes which can only be updated
by JIS.

To access the Code File, place an X in the Code File field on the Code File Inquiry and
Update screen and press ENTER.

Viewing a Code in the Code File

When the Code File Record is first displayed, all fields will be blank.  To access a 
specific record:

1)  Type four character alpha-numeric code in the Code: field
2)  Press ENTER.

Code File 

You may use the Page/Roll keys to move forward/backward through the file.

Code File

To view a specific record, 
type four-character code 
here and press ENTER.
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Adding a New Code in the Code File 

To add a new code:

1)  Start with a blank Code File Inquiry & Update Screen
2)  Enter the 4-character alpha-numeric code, code listing group, short and long 

description
3)  If applicable, add begin date.
3)  Press F2-Add.

Field Descriptions, Code Listing Groups and Codes that have been Reserved for Use
by JIS are listed on pages 9-14, 9-15 and 9-16.

An example of adding the code NPIS, with a begin date of 1/1/07 is displayed below.

Adding a code to the Code File

You will receive this
message after code 

has been added
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Modifying a Code in the Code File

WARNING: Modifying a code will affect every time it has been used on the 
system.  You also have the ability to reuse codes, by using begin/end dates that 
do not overlap.  More information about reusing codes can be found on pages 
9-11 and 9-12.  Typically, you would only modify a record if you were making 
minor typographical-type changes that would not affect the processing of a 
case.

To modify a code in the Code File:

•  Display the record you want to change.
•  Type over the information you want to change.
•  Press F3-Update.

The date of the change and the initials of the person who made the change will appear
in the Last Chgd: and By: fields.

Type over information to be changed
(in this example the Long Description)
and press F3-Update to make changes

to the code

Modifying a code in the Code File



Chapter 9: Code FilesTraffic/Criminal/Probation - 2007

Page  9-11

Reusing Codes in the Code File

You can reuse codes by designating begin and end dates for a code.  Begin/End dates
cannot overlap.  The system will look at proceeding date or action date when 
deciding which code to use, except for scheduling codes (AJ codes) which are based
on the scheduled date.

To reuse a code, the first step is to add an expiration date to the current code.  

1)  Access code record through Code Files.
2)  Type date in End (Effective Date:) field.
3)  Press F3-Update to modify the record.

Reusing Codes - Step 1: Add End date to current code

Add end date;
press F3-Update
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Next, add the information for the new code:

1) Bring up a blank Code File screen.
2)  Type information in all applicable fields.  Refer to the chart on the following 

pages for field descriptions.
3)  Be sure to use a Begin date that is after the End date on the current code.
3)  Press F2-Add.

Reusing Codes - Step 2: Add new code with a Begin date

Important Reminders When Reusing Codes:

• You cannot use Begin/End dates that overlap.
•  The system will look at proceeding date or action date when deciding which 

code to use, except for scheduling codes (AJ codes) which are based on the 
scheduled date.

Type information
for new code,

using Begin date
that is after End
date on current

code; press 
F2-Add.
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Deleting a Code from the Code File

WARNING:  You should ONLY delete a code from the Code File if you are 
certain that it never has been used.  If you want to limit use of the code 
in the future, add an end date for the code, don’t delete it.

To delete a code in the Code File:

•  Display the code you want to delete.
•  Press F23-Delete.   
•  A message will be displayed asking you to confirm that you want to delete 

the record.  
•  Press F23-Delete again.

Deleting a code from the Code File 

To delete a code, press 
F23-Delete.  You will receive 

a message confirming that you
want to delete code; press 

F23-Delete again.
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Field Descriptions for Code File

Field Name Description

Code A four-character alpha-numeric code.  

Code Listing Group

A two-character, alphabetic code designating the
Code Listing Group.  

A chart of all Code Listing Groups can be found on
the following page.

Short Description

A short description of the code up to 12 characters.
This short description will appear on many screens
and reports throughout the system where there is a
space limitation such as the Name Inquiry screen,
Calendar, various forms, etc.

Long Description
A more complete description of the code than the
short description, up to 72 characters.  This 
description appears on the Register of Actions.

Effective Date Enter the date the code becomes effective in the begin
date and/or the date the charge is no longer valid as
the end date.  If you are reusing codes, the dates
cannot overlap. 

The system will look at proceeding date or action
date when deciding which code to use, except for
scheduling codes (AJ codes) which are based on the
scheduled date.

See pages 9-11 and 9-12 for more information on
reusing codes.

Last Changed/By The initials of the person who added or last changed
the record and the date of the change.  This is added
by the system and cannot be changed.
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Tip:  If you are adding court specific codes, use code group AD when adding
Scheduling Codes AJ50 - AJ80, and BJ when adding Miscellaneous Actions.

Code Listing Groups

Code Type of Code

AA Individual Court Codes

AD Scheduling Codes (AJ)

AG Amount Type Codes

AJ Appeal Codes

AM Arraignment Codes

AP Bond Action Codes (BD)

AS Bond Type Codes (BT)

AV Computer Generated Codes

AY Dismissal Codes - OTHER Dispo.

BA Disposition Codes (DS)

BD Jail Codes

BG Mandatory Court Codes

BJ Miscellaneous Actions 

BM Motion Codes

BP Order Codes

BS Payment/Bond Reversal Reason

BV Petition Codes

BY Plea Codes (PL)

CA Probation Codes/Conditions

CG Proceeding Codes (PO)

CJ Reason for Adjournment Codes

CM Request for Adjournment Codes

CP Driver License Codes

CS Alcohol/Treatment Program Codes

CV Waiver Codes

CW Warrant Add Codes

CX Warrant Delete Codes

CY All Other Warrant Codes

DA Notice Codes (postcard forms)
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Codes Reserved for JIS Use

Codes Type of Codes

AB00-AB99 Abstract Action Codes

AJ Adjournment Codes *

AP Appeal Codes

BD Bond Action Codes

BT Bond Type Codes

DS Disposition Codes

DICS 7411 Dismissal

DISA Spouse Abuse Dismissal

DIYT YTA Dismissal

FAC0-FAC9 FAC Action Codes

FLDT File Date

NC01-NC99 Notice and Forms Generated Codes

PL01-PL99 Plea Codes

PO Proceeding Codes

WCRC Warrant Recalled

WR Warrant Codes

PE07 Motion for Bench Warrant - Failed to Appear

Z Miscellaneous Codes

* Codes AJ50-AJ80 are available for specific court-defined 
scheduling codes.

The chart below lists all codes that have been reserved for JIS use.  You may view the
following codes, but you cannot modify or delete these codes.

SchollC
Text Box
DF (Deferral Codes) are also reserved for JIS Use.
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Y-Record

The Y-Record is stored in the Code File. It determines whether or not the FAC records
can be viewed and/or modified on the system.  It creates the FAC file which can be
sent electronically to DOS for immediate posting and clearing of FACs on driving
records.  It also can be used to create a delay between the creation of an FAC and the
electronic send to DOS.

To access the Y-Record:

1)  Place an X in the Code File field on the Codes File Inquiry and Update
Menu. 

2)  Press ENTER.  

Then, from the Code File Inquiry and Update Screen:

1)  Type Y and the three digit court designation (i.e. Y990) in the Code: field. 
2)  Press ENTER.

Accessing the Y-Record

Accessing the Y-Record

Example: To access Y-Record for 99th
District Court, enter Y990 in the Code:

field and press ENTER.
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Three examples of completed Y-Records are shown below.

Example of Y-Record - FACs being electronically sent to DOS without delay

Example of Y-Record - FACs not being electronically sent to DOS

Example of Y-Record - FACs being electronically sent to DOS with one day delay
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The Z-Record is stored in the Code File.  It is used in the Traffic/Criminal Module to
control the automatic date generated notices schedule and default court dates.  In the
Civil Module it is used to control the review date schedule.  The notices are 
generated based on the case due date or court date and not the offense date or
filing date.  Each notice is produced independently from all other notices!

This record is usually set up at the time of implementation.  It can be changed at any
time if the user has the system authority and the court administration deems it 
necessary.

To access the Z-Record:

1)  Place an X in the Code File field on the Codes File Inquiry and Update
Menu. 

2)  Press ENTER.  

Then, from the Code File Inquiry and Update Screen:

1)  Type Z and the three digit court designation (i.e. Z990) in the Code: field. 
2)  Press ENTER.

Accessing the Z-Record

Accessing the Z-Record

Example: To access Z-Record for 99th
District Court, enter Z990 in the Code:

field and press ENTER.

Warning! Please contact JIS before making any changes to your court’s 
Z-Record.

Z-Record
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Displayed below is an example of the completed Z-Record for 99th District Court.  The
numbers displayed in this example are set based on Caseload reporting requirements
and MCL 257.321a.  Your numbers may be different.  Please contact JIS prior to 
making any changes to your court’s Z-Record.

Example of “Z” Record

Tip:  If you do not have a number of days entered for a particular type of notice, 
that notice will not be produced.

The following chart lists descriptions for the notice abbreviations used in the Z-Record.

Abbreviations Used for Notices in the Z-Record

Abbreviation Type of Notice

DFJ Default Judgment

ABS Default Abstract

FDC 14-Day Civil Infraction Notice

FAC FAC/FCJ/FCPV

FDM 14-Day Misdemeanor Notice

WAM Warrant Misdemeanor

WAN Warrant Notice

NNC Notice of Non-Compliance

FAD Pre-judgment Suspension (FAC) for Drunk Driving Cases

FJD Post-judgment Suspension (FCJ) for Drunk Driving Cases

20% 20% Late Penalty Assessment

DUE Due date for Civil Infractions or Misdemeanors based on the
ticket offense date.

RVC Civil Module Review List
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Tip:  Post-judgment suspensions will generate automatically on alcohol cases if 
all of the following conditions are met:

•  Guilty disposition and sentence date have been entered
•  No previous FAC or FCJ suspension.  If there was a previous 

suspension that has been cleared, you can make the case eligible for 
post-judgment suspension by typing an E in the FAC/FCJ/FAD field on 
the Scheduling (SCH) screen.

•  An amount is currently due on the charge
•  The FJD field has been updated in the Z-Record.  (This was a new 

field in the Spring 2004 Release)

With your cursor in the WAN, FJD  or 20% field, press F4-Prompt to display a window
that allows you to enter an effective date for that notice.  An example of the prompt 
window is shown below:

Prompt Window for FJD notice

Warning! Please contact JIS before making any changes to your court’s 
Z-Record.

Tips: The effective date for WAN notice is based on case offense date.  The 
effective date for FJD and 20% notices are based on charge disposition 
date.

To add or modify an Effective Date, type the date in the Effective Date
field and press ENTER.  You will return to the Notice Days Inquiry &
Update Screen. Press F3-Update to update the code.  You will receive a 
message “CODE HAS BEEN UPDATED” at the bottom of the screen.
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Holiday File

This file is shared by the Traffic/Criminal, Probation, Civil and Cash modules, so
updates are only required in one module. The Holiday File is used to designate court
hours, weekend schedules, court holidays, and to block off time for individual judges, 
magistrates and probation officers.

Court holidays must be updated on a yearly basis. It is recommended that the Holiday
File is updated prior to any scheduling of court cases into a new year.

To access the Holiday File, place an X in the Holiday File field on the Code File Inquiry
and Update screen.

Court Schedule Inquiry & Update screen (Holiday File)

Press ENTER from this screen to get the Days/Times Blocked Off screen, which is 
displayed on the following page.

Court hours are 7:00 am to
11:00 pm by default.  Each

court may change this setting
and specify the hours they
want the system to use for

editing all forms and update
screens for data errors.

Weekend scheduling will
default to NO.  To allow

weekend scheduling,
change the “N” to a “Y”

and press ENTER.
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Days/Times Blocked Off Screen

This screen is used to designate court holidays and to block off times for individual
judges, magistrates and probation officers.  

This screen can also be accessed from using F-11 Block Hrs/Date from the Month at
a Glance calendar.

See following page for field descriptions used on this screen.

Days/Times Blocked Off screen

Press F2-Date to move 
cursor to the Position To:

field at top of screen

Press F7 to toggle between two views:  
1) Court and ALL bar numbers, and 

2) Court and one specific bar number.

The entire court is closed
from 1:00 pm to 5:00 pm

for staff meeting.

Judge Crockett (P12345)
is on vacation, but the

court is open.
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Field Descriptions for Days/Times Blocked Off screen
Field Name Description/Format

Court Location The number in the upper left hand corner is determined when you
sign on to the system.  Courts with more than one location can
access this screen in each location by changing the court location
number.

Position to Date If a date is entered into this field and ENTER is pressed, the first
page that contains that date will be displayed.  

Bar No. View When this field is left blank, only the court holidays will be displayed.
When this field contains a bar number, all days (full and partial) for
that bar number will be displayed together with all court holidays.

Opt Enter a D to delete an entry.

Bar No. The bar number of the judge or magistrate, or the assigned number
for the probation officer.  The days and times blocked off apply to the
entire court when no bar number is entered.

Date Enter the date that the day or partial day needs to be blocked off.
(Example: 010207).  Valid for today’s date or a future date.

All Day Mark with an X when the entire day should be blocked off.

From Time to
Time

Enter the beginning and ending times, including A for AM or P for
PM.  (Example:  0100 P    0500 P). 

Entry is not valid if there is an X in the All Day field.

Description A brief description of the holiday or reason for blocking off the day or
times.  This description appears on the Week at a Glance calendar
and the Holiday File when it is printed.

If the description field is left blank when adding or changing a
record, the description immediately above it will be copied to that
line.

Clrk The system adds the initials of the person who added or changed
the record.  The initials cannot be changed. 
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Officers File

This file should include officers for every law enforcement agency in the court’s 
jurisdiction.  When a new case is entered on the Case Entry (CAS) screen, the officer
badge number and agency number are filled in and will the appear on various reports,
forms and notices such as the Register of Actions, Notice to Appear form and
calendars.

To access the Officers File, place an X in the Officers File field on the Code File Inquiry
and Update screen and press ENTER.

Officer Maintenance screen (Officers File)

Tip: For instructions on retiring or re-assigning an officer badge number, see
Professional File Reassignment in the JIS Administrative User Guide.
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Officers File Options
Option When/How to Use Result

Inquiry Type in the Agency and Badge
numbers and press ENTER.

The officer information will appear
on the screen.  You may use the
Page/Roll keys to move
forward/backward through the file.

F2-Add Type information in all applicable
fields and press F2-Add.  See
chart below for Field Descriptions.

Record will be added.

F3-Update First do an inquiry.  When the 
officer information is on the screen,
tab to the field(s) you wish to 
modify and type over the incorrect
information.  Press F3-Update.

Information will be changed on all
existing cases where that same
badge/agency number was used.

F4-Delete You should NEVER delete a
record from the Officer File unless
it has not been used. 

To delete a record, first do an
inquiry.  When the officer 
information is on the screen, press
F4-Delete.  You must press 
F4-Delete again to confirm that
you want the record deleted.

Deleting an officer record will
remove that officer’s name from all
cases that the officer was assigned
to on the system.

See Administrative User Guide for
information on Professional
Reassignment of officer badge 
numbers. 

F5-Review
Venues

If you are adding or updating a
record, press F5-Review Venues
to display available venue 
numbers and names.

Will display the venue file, with
venue numbers and names. 

Field Descriptions for Officers File

Field name Description/Format

Agency The Law Enforcement Agency number within the court’s jurisdiction
(usually part of or the entire agency ORI number)

Badge # The badge or identification number of the officer

Name The name of the officer as you would like it to appear on the ROA,
e.g. JONES/RAY or JONES/OFFICER

Venues The venues are municipalities for which an agency is authorized to
issue tickets and complaints.  Venues must be designated in the
Venue File through the Cash Module.  They are always in two digit
format, i.e. 01, 02, 03, etc.

Venue numbers should only be added to Header Records, not to
individual officer records.
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Creating Header Records

It is suggested that each department have a Header Record with just the Department
Name, i.e. Wayne County Sheriff Department.  This can be added by entering the 
following information:

•  Enter the agency number in the Agency field.
•  Enter the Department Name in the Name field.
•  Enter all applicable venue numbers in the Venue field.  If an agency is 

authorized to issue tickets and complaints for all venues, then leave the
Venue fields blank.

•  Leave the Badge # field blank.
• Press F2-Add to add the record.

Creating a Header Record

Leave Badge # field blank when
creating a Header Record
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Statute File
This file contains all charge/offense codes for your court, both local ordinances and
state statutes.  This file also includes the following information:

•  Fine/cost information for payable offenses
•  Penalty amounts for charges if not paid within a certain time period
•  Ordinance or PAAM number for each charge
•  SOS code
•  14-Day Notice flag
•  Whether offense is drug, drunk driving or crime victim reportable
•  Begin and end effective dates for charge

You can view, add, change or delete any record from the Statute File.

To access the Statute File, place an X in the Statute File field on the Code File Inquiry
and Update screen and press ENTER. 

You can also access the Statute File by pressing F4-Prompt from the Charge or
Additional Charges: field of the Case Entry (CAS) screen or from the charge section of
the Added Count or Reduce/Amd/Chg field of the Disposition (DSP) screen. 

The screens and options for viewing, modifying, adding or deleting charge codes are
different depending on if you access the Statute File through the Code Files or from a
prompt window. Information will be provided for each of the screens in the following
section. 

SchollC
Text Box
In Spring 2007, the statute file was updated to allow courts to mark "Payable Misdemeanors". This will allow courts to enter dispositions and collect money on misdemeanors which do not require an arraignment. For more information on this change, please refer to the Spring 2007 Announcement.
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When the Statute File is first displayed, all fields will be blank.  To access a specific
record:  

1)  Enter an L for Local Ordinance Table or M for State Statute Table in the 
Table field.

2)  Enter the charge code in the Charge field.
3)  Press ENTER.

Viewing a Record in the Statute File (From Code Files)

Statute File for Careless Driving (Code 1810 in the L table) viewed through the Code File
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Viewing a Record in the Statute File (From Prompt
Window)

You can access records in the Statute File by pressing F4-Prompt from the Charge or
Additional Charges: field of the Case Entry (CAS) screen or from the charge section of
the Added Count or Reduce/Amd/Chg field of the Disposition (DSP) screen.  The first
screen is a list of all charges that are currently in the Statute File.  Charges that are
expired are listed with an asterisk (*) in front of the charge; charges that are not yet
effective are listed with a caret (^) in front of the charge.  There are separate lists for
the L Table and the M Table.

If you had a charge code listed in the Charge field when you pressed F4-Prompt, the
list will begin in that table (L or M) with that charge code, and the records will be listed
numerically. If you did not have a charge code listed in the Charge field when you
pressed F4-Prompt, the list will start at the beginning of the L Table, and the records
will be listed alphabetically by description.  Use F7-Alt Seq to toggle between the two
views. 

You can display the list beginning at any point in the list by typing the charge code in
the Position to: field (if list is displayed numerically) or by typing the beginning of the
description in the Position to: field (if list is displayed alphabetically) and L (Local
Ordinance) or M (State Statute) in the Statute Type field.

Statute File listed by Description

Statute File listed by Charge Number
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Once the charge you want to display has been located in the list, type a 5 in the Opt
field and press ENTER.

Statute File for Careless Driving (Code 1810 in the L table) viewed through a Prompt Window

You will see:

Notice that you cannot make any
changes from this screen.  This

screen is for display purposes only.
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Adding a Record in the Statute File (From Code Files)

To add a record in the Statute File:

•  Display a blank Statute File screen.
• Type information in all applicable fields.  Refer to the chart on pages 9-40 and 

9-41 for field descriptions.
•  Press F2-Add. 

Adding a Record to Statute File (through Code Files)

The initials of the person who added the charge and the date the charge was added
will appear in the Last Chgd: field.

Tip:  Begin and End dates for charges with the same charge code cannot 
overlap.  See pages 9-36 and 9-37 for information on reusing charge codes.

To add a new record to the
Statute File, type in all applicable

fields and press F2-Add



Chapter 9: Code FilesTraffic/Criminal/Probation - 2007

Page  9-33

Adding a Record in the Statute File (From Prompt
Window)

To add a record in the Statute File:

•  Press F6-Add from the list that is displayed when the prompt window is 
accessed.

Then, 

•  Type information in all applicable fields.  Refer to the chart on pages 9-40 and 
9-41 for field descriptions.

•  Press ENTER.

Adding a Record to Statute File (through Prompt Window)

Press F6-Add to
display screen to
add new charge

To add a new record
through a prompt window,
type in all applicable fields

and press ENTER

Tip:  Begin and End dates for charges with the same charge code cannot 
overlap.  See pages 9-36 and 9-37 for information on reusing charge codes.
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Modifying a Record in the Statute File (From Code Files)

WARNING: Modifying a record will affect the charge code every time it has
been used on the system.  You also have the ability to reuse charge codes, by  
using begin/end dates that do not overlap.  More information about reusing 
charge codes can be found on pages 9-36 and 9-37.  Typically, you would only 
modify a record if you were making minor typographical-type changes that
would not affect the processing of a case.

To modify a record in the Statute File:

•  Display the record you want to change.
•  Type over the information you want to change.
•  Press F3-Update.

The initials of the person who made the change and the date of the change will appear
in the Last Chgd: field.

Type over information to be changed (in
this example the Ordinance #) and

press F3-Update to make changes to
charge code

Modifying a code in the Statute File through the Code Files
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Modifying a Record in the Statute File (From Prompt
Window)

WARNING: Modifying a record will affect the charge code every time it has
been used on the system.  You also have the ability to reuse charge codes, by 
using begin/end dates that do not overlap.  More information about reusing 
charge codes can be found on pages 9-36 and 9-37.  Typically, you would only 
modify a record if you were making minor typographical-type changes that
would not affect the processing of a case.

To modify a record in the Statute File:

•  Type a 2 in the Opt field in front of the charge you want to make changes to.
•  Press ENTER.

Modifying a code in the Statute File through a Prompt Window

Then,

•  Type over the information you want to change.
•  Press ENTER.

Type over the information you
want to change (in this example
wording was added to the long
description) and press ENTER
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Reusing Charge Codes in Statute File

You can reuse charge codes by designating Begin and End dates for a charge.
Begin/End dates cannot overlap.  The system will always look at date of offense when
deciding which charge to use.

To reuse a charge code, the first step is to add an expiration date to the current charge
code.  

1)  Access statute record through Code Files.
2)  Type date in End (Effective Date) field.
3)  Press F3-Update to modify the record.

Reusing Charge Codes - Step 1: Add End date to current charge

Tip:  It is recommended that you do a print screen so that you can copy the 
information that will remain the same to the new charge code.

Add End
date; press 
F3-Update
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Next, add the information for the new charge code:

1) Bring up a blank Statute File screen through Code Files.
2)  Type information in all applicable fields.  Refer to the print screen you have 

for the expired charge, and the chart on pages 9-40 and 9-41 for field 
descriptions.

3)  Be sure to use a Begin date that is after the End date on the current charge.
3)  Press F2-Add.

Reusing Charge Codes - Step 2: Add new charge using same charge code

Important Reminders when Reusing Charge Codes:

•  You cannot use Begin/End dates that overlap.
•  The system will always look at date of offense when deciding which Charge 

Code to use.
•  It is recommended that you access the Statute File from Code Files when

modifying codes or adding new codes.    

Type information
for new charge,
using Begin date
that is after End
date on current
charge; press 

F2-Add.
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Deleting a Record from the Statute File (From Code Files)

WARNING:  You should ONLY delete a code from the Statute File if you are 
certain that it never has been used.  If you want to limit use of the charge 
in the future, add an end date for the charge, don’t delete it.

To delete a record in the Statute File:

•  Display the charge you want to delete.
•  Press F23-Delete.   
•  A message will be displayed asking you to confirm that you want to delete 

the record.  
•  Press F23-Delete again.

Deleting a Record from the Statute File (through Code Files)

To delete a record, press 
F23-Delete.  You will receive 

a message confirming that you
want to delete record; press 

F23-Delete again.
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Deleting a Record from the Statute File (From Prompt
Window)

WARNING: You should ONLY delete a code from the Statute File if you are 
certain that it never has been used.  If you want to limit use of the charge in the 
future, add an end date for the charge, don’t delete it.

To delete a record from the Statute File:

•  Enter a 4 in the Opt field in front of the charge you want to delete.
•  Press ENTER.

Deleting a Record from Statute File (through Prompt Window)

The charge you want to delete will be displayed.  Press ENTER to delete record.

Press ENTER to
delete charge
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Field Descriptions for Statute File

Field Name Description

Table L = Local Ordinance Table      OR     M = State Statute Table

Charge The charge/offense code number that is assigned by the court for a 
particular offense.  The local ordinance charge is usually set up to
resemble the SOS offense codes numbering sequence, but it can be
any other number the court designates.

Fel/Mis/Civ F = Felony         M = Misdemeanor        C = Civil Infraction

Case Types One or two different case types can be used for each charge.  For
example, Careless Driving can be entered as either an OI or SI case
type.  Based on which case type is entered on the Case Entry screen,
the appropriate fine/costs breakdown information will be assessed to the
case.  F4-Prompt is available on this field.

Valid Case Types are:

FY . . . . . . . . . . . . . . . .Felony
FT . . . . . . . . . . . . . . . .Felony traffic
FD  . . . . . . . . . . . . . . .Felony drunk driving
SD, OD . . . . . . . . . . . .Misdemeanor drunk driving
SM, OM  . . . . . . . . . . .Non-Traffic misdemeanor
ST, OT  . . . . . . . . . . . .Traffic misdemeanor
SN, ON . . . . . . . . . . . .Non-Traffic civil infractions
SI, OI  . . . . . . . . . . . . .Traffic civil infractions
SK, OK  . . . . . . . . . . . .Parking
EX  . . . . . . . . . . . . . . .Extradition

Ordin. The local ordinance number for the offense, if applicable.

PAAM# The PAAM (Prosecuting Attorneys Association of Michigan) number for
the charge, if applicable.  This number has a period after the first three
digits, e.g. 257.6251-A.

SOS The four-digit Secretary of State code for the offense, if the offense is
abstractable or suspendible.

Drug
Reportable

If this offense is eligible for reimbursement from the Drug Case
Information Management Fund (MCL 257.323d), enter an X.  If it is not
eligible, leave field blank.

14-Day
Notice

Only enter an X in this field if the current charge should be eligible for a
14-Day Notice and does not have a 4-digit SOS code.  If no 14-Day
Notice is necessary, or if there is a 4-digit SOS code, leave this field
blank. 

Drunk
Driving
Reportable

If the offense is eligible for reimbursement from the Drunk Driving
Caseflow Assistance Fund (MCL 257.625h), enter one of the following
codes:
V = Motor Vehicle B = Minor BAC M = Marine
S = Snowmobile O = Off Road Vehicle (ORV)
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Field Descriptions for Statute File (Continued)
Field Name Description

Crime Victim
Reportable

If the offense is eligible for the Crime Victim fee, enter one of the 
following codes:
X = Specified Misdemeanor      S = Serious Misdemeanor
A = Accident *

* NOTE: A specified misdemeanor becomes serious when an 
accident is involved.

Short
Description

A short description of the charge up to 12 characters.  This short 
description will appear on many screens and reports throughout the 
system where there is a space limitation such as the Name Inquiry
screen, Calendar, various forms, etc.

Long
Description

A more complete description of the offense than the short description, up
to 72 characters.  This description appears on the Register of Actions.

Fine/Costs section

Code A four-letter code that has been assigned to represent a type of fine,
costs or fee that is taken on a payable offense.  This code must first be
set up in the Cash Codes File before it can be entered in the Statute
File.  For all payable offenses, there should be an assessment for Penal
Fines (MYSF) and Penal Costs (MYFE).  See Combined Ordin Fine &
Costs below.  There is room for up to eight additional assessments for
each record.  

Amount The assessment amount for each code.  This field should not be filled in
if a default amount has been established in the Cash Code File for the
code.

Default You do not fill in this field.  If a default amount has been established for
the code in the Cash Code File, that amount will be displayed here.

Combined
Ordin Fine &
Costs

If the charge code for a payable offense could be a local ordinance 
violation, enter MYOR in this field.  Then when a local ordinance case
type is designated on the Case Entry screen, the amount of money
assessed for Penal Fine (MYSF) and Penal Costs (MYFE) will be 
combined and assessed as Ordinance Fine and Costs (MYOR).

Penalty This is a one time, pre-disposition amount that is assessed if a court/due
date is missed. It is typically the amount assessed at the time a default
judgment is entered on a civil infraction.  Enter the amount of the penalty
in the Amt field and the number of days after the missed court/due
date when penalty should be assessed in the Days field.

Effective
Date

Enter the date the charge becomes effective in the begin date and/or the
date the charge is no longer valid as the end date.  If you are reusing
charge codes, the dates cannot overlap. The system will always look
at the date of offense when determining which charge to use.  See
pages 9-36 and 9-37 for more information on reusing charge codes.

Last
Changed/By

The initials of the person who added or last changed the record and the
date of the change.  This is added by the system and cannot be
changed.
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Vehicle Make File

This file contains a listing of the most common vehicle makes that will be used on the
Case Entry screen (CAS).  This file contains a 3 or 4 letter code and a description for
each make of vehicle.

To access the Vehicle Make File, place an X in the Vehicle Make field on the Code File
Inquiry and Update screen and press ENTER.

When the Vehicle Make File is first displayed, the records are listed alphabetically by
code.  The records can also be displayed alphabetically by make.  Use F7-Alt Seq to
toggle between the two views.

Vehicle Make File Options

Option When to Use Result

2=Change Use to view and/or change code
or description for an existing
record.

Information will be changed on all
existing cases that use that code.

4=Delete You should NEVER delete a
record from the Vehicle Make File
unless you added an incorrect
code and no cases were ever
entered using that code.

Deleting a vehicle make will remove
that vehicle make from all cases
that have used that code.
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Adding a Record to the Vehicle Make File

Although most of the common vehicle make types are already listed in the Vehicle
Make File, there may be times when you need to add a record.  

To add a record:

1) Press F6-Add from the Vehicle Make File screen.

You will see a screen with blank fields.

•  Add the LEIN/NCIC three or four character code in Code field.
•  Type make of vehicle in Make field.
•  Press ENTER.

Press F6-Add to
add a new record
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Printing Code Files
To print any Code File:

1)  From the Traffic/Criminal Subsystem Menu, select option 4 . 
2)  Press ENTER.

The Codes File Print screen will be displayed. See next page for descriptions of print
options.
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Print Options for Code Files

Code File Print Options/Descriptions

Attorney File X - print the Attorney File sorted in numeric order (by bar number).

Code File X - print Traffic/Criminal Code Files.

Include expired records? - You have the option of including expired
records.  This will default to N for no, but may be changed to Y for
yes.

Holiday File A - print complete Holiday File, including Days/Times Blocked Off 
calendar for the court and all individuals.

C - print only the Days/Times Blocked Off calendar for the court 
only. 

P - print the Days/Times Blocked Off calendar for the court and one 
bar number.  You must put either a bar number, hotkey or the 
word ALL in the Bar No. field.  If you enter ALL, a separate list 
for each bar number and the court will be printed. You may 
press F4-Prompt on the Bar No. field to access the Attorney 
File.

Include Prior Records? - You have the option of including records
for three months prior to the current date.  This will default to N for
no, but may be changed to Y for yes.

Officers File X - print the Officer File sorted first by agency number and then by 
officer number within each agency.  Other sorting options are 
available using Report Generator.

Statute File L - print the Local Ordinance table in numeric order (by offense
code).

M - print the State Statute table in numeric order (by statute 
number).

X - print separate reports for the Local Ordinance table and State 
Statute table in numeric order.

A - print separate reports for the Local Ordinance table and the 
State Statute table in alphabetic order.

Include expired records? - You have the option of including expired
records.  This will default to N for no, but may be changed to Y for
yes.

Vehicle Make File X - print list of vehicle makes in alphabetic order (by vehicle make 
code).

Tip: The Code File, Attorney File and Statute Files will print on 11”X14” paper
(*STD).  The Holiday File, Officers File and Vehicle Make File will print on 
8.5”X11” paper (8X11).
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This space is reserved for your notes.



Page 10-1

10Abstract/FAC
Processing
The information in this chapter is for courts that process their abstracts
and FAC/FCJ/FCPV records electronically.  This means that the Daily
Date Generated Notices program will create an Abstract and FAC file
which is then transferred electronically to JIS, who then sends the file to
Department of State (DOS) to update driving records.

Traffic/Criminal Subsystem Menu

Electronic processing replaces the need for printed Abstracts and FAC/FCJ/FCPV 
suspensions and allows more flexibility in correcting errors.  Courts are not required by
statute to keep printed abstracts or suspensions on file.  However, you may print a
“hard copy” of an abstract or suspension to keep with the ticket or file if necessary.

To access the Abstract and FAC/FCJ/FCPV Menu, select option 6 from the
Traffic/Criminal Subsystem Menu.

To access the Abstract &
FAC/FCJ/FCPV Menu, type
a 6 in the Option: field and

press ENTER.
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Create Media

When you create media, you will be sending a file to JIS which contains the abstracts
and FAC/FCJ/FCPV suspensions that have been created for all JIS courts sharing the
same AS/400. JIS will then forward the file to Department of State (DOS).  It is 
recommended that this process be completed daily.

To create the electronic file containing Abstract and FAC records, type an X in the
Create Media field on the Abstract & FAC/FCJ/FCPV Menu and press ENTER.

Abstract & FAC/FCJ/FCPV Menu

To create
media, type

an X and
press ENTER.

The information in this section is for Distributed Courts only.  Abstracts and
FAC/FCJ/ FCPV suspensions are automatically picked up by JIS for On-Line
Courts.
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Create Media screen

To transfer records to JIS, type an X in the Abstract and/or FAC/FCJ field.  Abstract
and FAC/FCJ records can be submitted separately or at the same time. Press
ENTER to transfer the file.
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When the abstract and/or FAC/FCJ transfer process is complete, a message will be 
displayed on the screen indicating the transfer has been completed, and the number of
records included in the transfer will be displayed.  Each of the transferred records will
have an X in the Produced field, and the date the media was created in the Production
Date field on the Abstract Update screen (ABS) and FAC/FCJ/FCPV Update screen
(FAC).

Messages displayed for media successfully created

Process
Complete
Message

Number of
records

transferred

After this transfer process is complete, two separate reports will be produced.  An
example of the Abstracts Sent to SOS List is shown on page 10-18; the
FAC/FCJ/FCPV Sent to SOS List is shown on page 10-23.  These reports will be
stored in the designated output queue for each court until they are released for 
printing.
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Display Media History File

To view a log of abstract and FAC/FCJ records electronically sent to JIS, type an X in
the Display Media History File field on the Abstract & FAC/FCJ/FCPV Menu.

Abstract & FAC/FCJ/FCPV Menu

To display the Media
History File, type an X

and press ENTER.

There are two screens for the Media History File.  Examples of both screens are
shown on the following page, and highlighted fields are described in the chart at the
bottom of the page.

The information in this section is for Distributed Courts only.
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Media History File - 1st screen

Media History File - 2nd screen

DISPLAY MEDIA HISTORY FILE 

Column heading Data contained in column

File Type (Both screens) ABS = Abstracts    FAC = FAC/FCJ/FCPV Suspensions

Created Date, Time and
User ID (Both screens)

Date, time and user ID of person who performed the
Create Media function.

# Records
(First screen only)

Total number of records sent  to JIS for all JIS courts 
sharing the same AS/400.

Comments
(Second screen only)

If records were successfully received by JIS, the message
“Process Completed” will appear. If any other message
appears, please contact JIS for further instructions. 

Press F11 to view second screen.
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Update Abstract Records

See Appendix A for complete list of
field descriptions used on this screen.

You may access the Abstract Update screen two different ways:

1)  Type an X in the Update Abstract Option from the Abstract & FAC Menu and
press ENTER;

OR
2)  Type ABS in the NXT field and the case number in the Case field on any 

hop line and press ENTER.

See chart below for information on locating and viewing abstracts using both of these
methods.

Abstract Update screen

Working with Abstract File

How Abstract Update
Screen was Accessed

Locating/Viewing Abstracts

Abstract & FAC Menu 

To view all abstracts created on a specific date, type the date in
the Abstract Date field. Press Page Down key to view all
abstracts created on that date.

Hop Line
If multiple abstracts have been created for a case, press Page
Down key to view additional abstracts.  
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Tip: If an abstract has been produced (sent to DOS), there will be a date in the  
Production Date field and an X in the Produced field.

Correcting an abstract

If an abstract has not been produced, correct the information and press F3-Update.

If an abstract has been produced, type COR in the Use field, correct the information
and type a comment in the Comment #1 field.  Press F3-Update.

Deleting an abstract

If an abstract has not been produced, F23-Delete will display as an option at the 
bottom of the screen.  You can press F23-Delete twice to delete an abstract.

If an abstract has been produced, type DEL in the Use field and a comment in the
Comment #1 field of the screen and press F3-Update.

Putting an abstract on hold

You can only place an abstract in Hold status if it has not been produced.  An abstract
in Hold status will not be sent to DOS.  Press F7-Hold to put an abstract in Hold 
status.  An H will appear in the Produced field when an abstract is in Hold status.  To
remove the abstract from Hold status, press F3-Update.  

Tip:  If an abstract is listed on an Error Report from DOS and it is not posted to
the driving record, nothing is needed in the USE field.  Correct the  
information on the abstract and press F3-Update.  

SchraderC
Text Box
Beginning with 2009/1 release, if the DOB, DLN or Name fields are changed on the ABS screen (using F3-Update or F7-Update/Hold), the Case Entry (CAS) screen will be updated and a comment will write to the ROA. See Fall 2009 Release Announcement for details.
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Types of Abstracts

Type Type of Cases When Produced How to Produce What it Does

“A”
Adjudication

Drug offenses When sentencing
variables are entered

Automatically produced

Adds information to
driving record

Alcohol 
dismissals

All other
abstractable
offenses

At time of 
dismissal

When disposition is
entered

Request Audit Abstract on
Disposition screen (DSP).

Automatically produced

“S”
Sentencing

Alcohol and
repeat 
offender 
convictions

At time of 
sentencing

Request Audit Abstract on
Disposition screen (DSP).  For
multi-count cases, an audit
abstract should only be
requested for one count.

Reports statistical 
information for DOS
audit report

“B”
Both

Adjudication
and

Sentencing

Drunk driving
and repeat
offender 
convictions

When plea and 
sentencing occur at
the same time

System will automatically 
produce abstract on a single
count case when disposition
and sentencing information is
updated the same day.  For a
multi-count case, request
Audit Abstract on Disposition
screen (DSP) for the count
that needs audit abstract.

Adds information to
driving record and
reports 
statistical 
information for DOS
audit report

Abstract Use Codes

Code Description

AMD Use to amend the original restricted license.

COR Use to correct an abstract that has been posted to a driving record.  You
must also enter a comment to support the correction.  "Corrected Abstract"
followed by the comment will appear on the ROA.

DEL Use to DELETE an abstract record from a person's driving record once it has
been produced.  It has been produced if an X appears in the Produced field
on this screen.  You must also enter a comment to support the deletion.
"Abstract Removed" followed by the comment will appear on the ROA.

DLN Used for an abstract for a Michigan resident not having a driver license 
number or a driver with a Michigan address who has an out-of-state license.
JIS inserts this code automatically.

DUP Use for an abstract that was reported by DOS as “POSSIBLE DUP ON
DISK” when it was, in fact, a separate occurrence on the same date with the
same offense code.

NOD An abstract with a valid license number that was submitted previously to
DOS, but was in error due to not having the record on file, i.e. a removal of
an abstract not on disk.  DOS will then create a header record for the 
individual.

OSN An abstract for an out-of-state resident with an out-of-state license number or
no license number.  JIS inserts this code automatically.

Abstract Use Codes

These three-character special handling codes are used for electronic exception 
processing. Leave the Use field blank if not an exception.  Any other exceptions will
need to be reported manually to the District Court Records Section of DOS.  The date
generated notice process will automatically assign the DLN and OSN handling codes.
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Update FAC Records

See Appendix A for complete list of
field descriptions used on this screen.

To access the FAC/FCJ/FCPV Update screen, type FAC in the NXT field and the case
number in the CASE field on any hop line and press ENTER.  You cannot access the
FAC/FCJ/FCPV Update screen from the FAC/FCJ/FCPV Update Menu.  

FAC/FCJ/FCPV Update screen

Tips: If multiple suspensions have been created for a case, press Page Down
key to view additional suspensions. 

If a suspension has been produced (sent to DOS), there will be a date in the 
Production Date field and an X in the Produced field.

Deleting an FAC/FCJ/FCPV suspension

If a suspension has not been produced, F23-Delete will display as an option at the 
bottom of the screen.  You must press F23-Delete twice to delete a suspension.

If a suspension has been produced, type DEL in the Use field and press F3-Update.

Putting a suspension on hold

You can only place a suspension in Hold status if it has not been produced.  A
suspension in Hold status will not be sent to DOS.  Press F7-Hold to put a suspension
in Hold status.  An H will appear in the Produced field when a suspension is in Hold
status.  To remove the suspension from Hold status, press F3-Update.  



Chapter 10: Abstract/FAC ProcessingTraffic/Criminal/Probation - 2007

Page 10-11

FAC/FCJ/FCPV Use Codes

Code Description

COR Use to correct an FAC/FCJ/FCPV record that has been posted to a driving
record.  "FAC/FCJ/FCPV UPDATED ON FAC FILE " will appear on the
ROA.

DEL Use to delete an FAC/FCJ/FCPV record that was submitted in error once
it has been produced.  It has been produced if an X appears in the
Produced field on this screen. "FAC/FCJ/FCPV UPDATED ON FAC FILE"
will appear on the ROA.

DLN Used for a Michigan resident not having a driver license number or a 
driver with a Michigan address who has an out-of-state license.  JIS
inserts this code automatically.

DUP Use for an FAC/FCJ/FCPV that was reported by DOS as “POSSIBLE
DUP ON DISK”, when it was, in fact, a separate occurrence on the same
date with the same offense code.

NOD An FAC/FCJ/FCPV with a valid license number that was submitted 
previously to DOS, but was in error due to not having the record on file,
i.e. a removal of a record not on disk.  DOS will then create a header
record for the individual.

OSN An FAC/FCJ/FCPV for an out-of-state resident with an out-of-state license
number or no license number.  JIS inserts this code automatically.

FAC/FCJ/FCPV Use Codes

These three-character special handling codes are used for electronic exception 
processing. Leave the Use field blank if not an exception.  Any other exceptions will
need to be reported manually to the District Court Records Section of DOS.  The date
generated notice process will automatically assign the DLN and OSN handling codes.

SchraderC
Text Box
Beginning with 2009/1 release, if the DOB, DLN, ST (state) or Name fields are changed on the ABS screen (using F3-Update, F7-Update/Hold or F12-Clearance/Updated), the Case Entry (CAS) screen will be updated and a comment will write to the ROA. See Fall 2009 Release Announcement for details.
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Processing Immediate FAC/FCJ/FCPV Clearances

Courts have the ability to process immediate clearance requests directly to Department
of State if F12-Clearance/Update appears at the bottom of your FAC/FCJ/FCPV
Update screen. The response time from DOS for acknowledgement of the request is
approximately the same length of time that it takes to run a driving record.  If an 
immediate clearance is accepted by DOS, it will be posted immediately to a 
defendant’s driving record.  F12-Clearance/Update will appear on the Update 
screen if:

•  the court has a direct connection to JIS 
•  the court is using SOS on the hop line to access SOS/LEIN
•  the court is sending FAC’s electronically
•  the court has not restricted a particular terminal from using SOS
•  the court has given FAC Update security (authority) to the clerk who is signed 

on to the terminal

Tips:  In order to clear a suspension immediately on a out-of-state driving record, 
you must use the Michigan DLN # that has been assigned by DOS.   

Clearances can be automatically generated from the Cash program when 
paying cash codes DLRF and DLRJ in full.  See Cash User Guide for more 
information on this time saving feature.
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If an immediate clearance request is accepted by DOS, the following actions will
occur:

•  The Date Cleared field on the FAC Update screen will be updated with the 
current date

•  The driver’s copy of the clearance will print automatically
•  The following comments will appear on the ROA:

“SOS CLEARANCE REQUESTED”, with the date and time
“FAC/FCJ/FCPV CLEARANCE PRINTED”
“SOS CLEARANCE ACCEPTED”, with the date and time

•  An immediate confirmation from DOS will print on the assigned DOS printer.

If an immediate clearance request is rejected by DOS, the following actions will
occur:

•  The following comments will appear on the ROA:
“SOS CLEARANCE REQUESTED”, with the date and time
“FAC/FCJ/FCPV CLEARANCE PRINTED”
“SOS CLEARANCE REJECTED”, with the date and time

•  An immediate confirmation from DOS will print on the assigned DOS printer.

If the clearance request is rejected and you are unable to correct the problem and
resubmit the request, you should print an immediate clearance using either 
F9-Print 1 on 3 pages or F10-Print 3 on 1 page and give one copy to the defendant
and send a hard copy to DOS.  See examples on following page.

Tip:    An immediate clearance request will be rejected by DOS if the suspension 
has not yet been posted to the driving record.
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Example of F9-Prt 1 on 3 pages

Example of F10-Print 3 on 1 page

Cut
along
dotted
lines to

separate
copies
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Display Printer Outque

Type an X in the Display Printer Outq field of the Abstract & FAC/FCJ/FCPV Menu to
view the output queue for the printer that has been assigned to your terminal. 

Abstract & FAC/FCJ/FCPV Menu

You can print, view, delete, etc. any of the reports that are listed in the output queue.

Press F3-Exit to return to the Abstract & FAC/FCJ/FCPV Menu.

For more information about working with the output queue, refer to Chapter 13 -
Printing.

To view records in the
printer output queue,
type an X in Display

Printer Outq field and
press ENTER.
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Clear Abstract/FAC Production
This program allows the ability to clear a previous processing date when it is 
necessary to reproduce an electronic send for either Abstracts, FAC/FCJ/FCPV 
suspensions, or both.  Although it is very rare, you may need to clear production
because of technical difficulties at JIS, DOS or the court.    

To clear production for a particular date, type an X in either the Clear Abstract
Production or Clear FAC Production field and the production date in the Date field and
press ENTER.  The Clear Production function would clear records for ALL courts 
sharing the same AS/400.

A query program is available for courts to check if the abstract media or electronic
send has been created for a given date or to check the last time an abstract media 
electronic send was created or cleared.

To run this query program, type ABSCONTROL from any IBM command line and
press ENTER.  The screen will display the following information:

•  The date the media was created
•  The type of process:  P = Production    C = Production Cleared      D = Delete
•  The number of abstract records
•  The initials of the clerk who created the media

An example of the Abstract Control Record is shown below:

Abstract Control Record
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Reports and Lists

Abstract and FAC/FCJ/FCPV Reports and Lists

Report Description

Abstract Sent to
SOS List

This report is automatically generated when you create media. It lists all
abstracts that were included in the file that was created and sent to DOS.

Abstract List A list of all abstracts that have been generated.  This report is automatically
produced when Date Generated Notices are requested.  You can also
request it at any time for a specific date or a date range.  If you leave the
date field blank when you request the list, you will receive a list of all
abstracts that have been created, but not yet electronically sent (produced).

Abstract Error
List

A list of abstracts that have errors in the Name, DLN or DOB that may
cause the abstract to be rejected by DOS.  This report is automatically 
produced when the Abstract List is produced, if there are any errors to be
reported.

Audit Review
List

A list of all cases that qualify for an Audit Abstract.

Abstract Held
List

A list of all abstracts that have been put on hold.

FAC/FCJ/FCPV
Sent to SOS List

This report is automatically generated when you create media, and it lists
all FAC/FCJ/FCPV suspensions that were included in the file that was 
created and sent to DOS.

FAC/FCJ/FCPV
List

A list of all suspensions that have been generated.  This report is 
automatically produced when Date Generated Notices are requested.  You
can also request it at any time for a specific date or a date range.  If you
leave the date field blank when you request the list, you will receive a list of
all suspensions that have been created, but not yet electronically sent 
(produced).

FAC/FCJ
Immediate
Clearance List

A list of all FAC/FCJ/FCPV immediate clearances that have been 
requested.  This report is automatically produced when Date Generated
Notices are requested, but can be reprinted at any time.  This report will
indicate whether the request was accepted or rejected by DOS.  This can
be requested for a specific date or a date range. 

FAC/FCJ/FCPV
Held List

A list of all FAC/FCJ/FCPV suspensions that have been put on hold.
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Abstracts Sent to SOS List

Abstracts Sent to SOS List

This report is automatically produced when you create media.  See pages 10-2
through 10-4 for more information on Creating Media.

This report is listed in the output queue with a File Name of SOSPRT, and User Data
of ABSTAPELST.
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Abstract List

Abstract List - Numeric

The Abstract List includes all abstracts which have been generated on a specific date.
The list is automatically produced when Date Generated Notices are requested. You
can reprint a list at any time.  The list can be printed in alphabetic or numeric order.
You can specify a particular date or a date range when requesting the list.  If the date
range is omitted, you will receive a list of all abstracts which have been generated, but
don’t have an X in the Produced field yet.

This report is listed in the output queue with a File Name of SOSPRT, and User Data
of ABSPRT.
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Abstract Error List

Abstract Error List

This report lists all abstracts that have errors in the Name, DLN or DOB that may
cause the abstract to be rejected by DOS.  These cases did not pass the built-in
Name/DOB/DLN edit on the Case Entry Screen.  See Chapter 3 - Case Entry for more
information on the edit.

The following error messages may be displayed on this report:

BLANK DIGITS IN DLN NO
LAST NAME: 1ST-CHARACTER INVALID
POSSIBLE DOB ERROR - CHK
UNEQUAL COMPUTED NUMBER

This report is automatically produced when the Abstract List is produced, if there are
any errors to be reported.

This report will be listed in the output queue as SOSERR.

SchraderC
Text Box
Effective September 12, 2009, the Michigan Department of State (DOS) implemented changes in issuing Driver Licenses and Personal Identification Cards. When a driver changes their name, or corrects a date of birth, the driver will no longer be issued a new Driver License Number (DLN). 
Abstracts on cases where the DLN does not comply with the previous edit will appear on this list with an error of UNEQUAL COMPUTED NUMBER however these abstracts should still be submitted to DOS without modification.
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Audit Review List

Audit Review List

This report contains information for all cases that qualify for an Audit Abstract.  You can
request a specific date or a date range when requesting the report.  The date used
for the report is the date of offense.

Generating this report on a regular basis is an excellent way to determine if an Audit
Abstract (“S” type abstract) has been requested on cases where adjudication and 
sentencing occur at different times.  It would be especially helpful to run this report
prior to the Department of State’s annual Drunk Driving Audit Report, which is 
published each spring, so that corrections could be made prior to the publication of
that report.

This report is listed in the output queue with a File Name of H8x11, and User Data of
ABSALCS.
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Abstract Held List

Abstract Held List

This list will include all abstracts that have been placed in a Hold status. When an
abstract is in Hold status, it will not be included in the file that is created when you 
create media.  Abstracts cannot be put on Hold status if they have been produced (an
X appears in the Production field).

To put an abstract on hold, press F7-Hold on the Abstract Update Screen (ABS).  An
abstract that is in Hold status will have an H in the Produced field.  To remove an
abstract from Hold status, press F3-Update on the Abstract Update Screen.

This report is listed in the output queue as ABSHELD.
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FAC/FCJ/FCPV Sent to SOS List

FAC/FCJ/FCPV Sent to SOS List

This report is automatically produced when you create media.  See pages 10-2
through 10-4 for more information on Creating Media.

This report is listed in the output queue with a File Name of FACRPT, and User Data
of FACPRODTPE.
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FAC/FCJ/FCPV Case List

FAC/FCJ/FCPV Case List - Numeric

The FAC/FCJ/FCPV List includes all suspensions which have been generated on a 
specific date.  The list is automatically produced when Date Generated Notices are
requested. You can reprint a list at any time.  The list can be printed in alphabetic or
numeric order.  You can specify a  particular date or a date range when requesting the
list.  If the date range is omitted, you will receive a list of all suspensions which have
been generated, but don’t have an X in the Produced field yet.

This report is listed in the output queue with a File Name of FACRPT, and User Data
of FACNAMLST if it was requested alphabetically, and FACCASLST if it was 
requested numerically.
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FAC/FCJ/FCPV Immediate Clearance List

FAC Electronic Clearance List - Numeric

The FAC/FCJ/FCPV List includes all immediate clearances which were requested on a
specific date.  The list is automatically produced when Date Generated Notices are
requested. You can reprint a list at any time.  The list can be printed in alphabetic or
numeric order.  You can specify a  particular date or a date range when requesting the
list.

The column on the far right will display whether the request was accepted or rejected
by DOS. If a record was rejected, try your request again after you have resolved the
reason for the rejection, or produce a hard copy FAC clearance form and mail it to
DOS.  More information on producing immediate clearances can be found on pages
10-12 through 10-14 of this User Guide. 

This report is listed in the output queue as FACCLR.

SchollC
Text Box
Effective Fall 2008, a second report, "Clearance Requests Not Sent to SOS List" will also generate. Please refer to Fall 2008 Announcement for Details. 

SchraderC
Text Box
Effective November 2010, when a suspended ticket is paid online (for courts that have web cash), the system will submit an electronic clearance. These will also appear on either the "FAC Electronic Clearance List" or the "Clearance Requests Not Sent to SOS List".
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FAC/FCJ/FCPV Held List

FAC/FCJ/FCPV Held List

This list will include all suspensions that have been placed in a Hold status. When a
suspension is in Hold status, it will not be included in the file that is created when you
create media.  Suspensions cannot be put on Hold status if they have been produced
(an X appears in the Production field).

To put a suspension on hold, press F7-Update/Hold on the FAC Update Screen
(FAC).  A suspension that is in Hold status will have an H in the Produced field.  To
remove a suspension from Hold status, press F3-Update on the FAC Update Screen.

This report is listed in the output queue with a File Name of FACRPT, and User Data
of FACHELDLST
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11Report Generator

This chapter will provide information on creating reports where you
select the criteria.

Report Generator Options

Type of
Generator

Description

Case Selection
Retrieve case information including defendant, charge and
disposition information.  This is the most commonly used
report generator in the Traffic/Criminal Module.

Officer File
Selection

Access information from the Officer File, including agency
number, badge number and officer name.

Docket File
Selection

Retrieve information for Traffic, Criminal and Probation
cases that have been scheduled on the court’s calendar
(docket).  Data selections include, but are not limited to,
docket date, type of hearing and judge.

Purge File
Selection

Retrieve information from cases which have been purged.
If a purge has never been performed, there will not be any
information in this file.

The report generator program gives courts flexibility in obtaining database information
that may not be contained in other system reports.  Each court has the ability to create
their own reports based on specific selection criteria.

There are four types of Report Generators, which are described below.

Tips:  One basic principle to remember is that when a report is submitted, the  
entire database will be checked for information.  It is always best to have 
some limiting factor(s) selected to narrow the search, so the report will 
complete sooner, i.e. use of date ranges, case types, case status, etc.

All cases listed on a report will be in numeric order unless the sorting 
feature has been used.

The best way to understand report generator is to practice using it!       

SchollC
Text Box
Calendar File
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To access the Report Generator, choose option 7 from the Traffic/Criminal Subsystem
Menu or option 4 from the Probation Subsystem Menu.  The example shown below is
from the Traffic /Criminal Module.

Report Generator Menu

To retrieve a report that has already been created,
type an X in the Retrieve Reports ?? field.

To create a new report, leave field blank.

Enter option 
number for the
type of report
generator you
want to use.

Traffic/Criminal Subsystem Menu

For more information on retrieving reports, see next page.

To access Report
Generator, type a 7
in the Option field
and press ENTER.

SchollC
Text Box
Calendar File
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Retrieving Reports

Report Generator Saved Reports List

To retrieve a report generator which has already been created, type an X in the
Retrieve Reports ?? field on the Report Generator Menu.  You must also enter an
option number 1, 2, 3 or 4 in the Enter Option field.

Report
name Court ID and user initials

Tip:  Reports will be sorted alphabetically under each user’s initials.  The user 
initials are determined when a report is saved.    

To select a report, type a 1 in front of the report and press ENTER.
To delete a report, type a 4 in front of the report and press ENTER.
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See pages 11-9 through 11-13 for Report Generator Field Descriptions
See pages 11-14 through 11-18 for Report Generator Selection Options

Case Selection

1st screen of Case Selection report generator

This is the most commonly used Traffic/Criminal Report Generator.  

•  There are two screens of field names, a total of 90 fields to choose from.
•  Up to 35 fields of information can be printed on a report.
•  A report will print seven fields of data on each line; the data will print on 

subsequent lines if more than seven fields are being printed.
•  When printing an address, it will count as seven fields and always print on 

one full line. 
•  Defendant name, Victim/Desc, DLN and VIN all count as two fields.

The first screen contains mostly case information and is displayed below.

Report Generator Options

SchollC
Typewritten Text
CDL  _
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See pages 11-9 through 11-13 for Report Generator Field Descriptions
See pages 11-14 through 11-18 for Report Generator Selection Options

2nd screen of Case Selection report generator

Use your Page/Roll keys to access the second screen.

The second screen of the Case Selection Report Generator contains mostly disposition
information.

Tips:  Fields with a blank after them may be selected, printed or sorted (e.g., 
Case Type).

Fields without a blank after them may only be printed and sorted (e.g., 
Name).

You may print and select a range for fields with a “______ - ______” after 
the field name.  
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Officer File Selection

See pages 11-9 through 11-13 for Report Generator Field Descriptions
See pages 11-14 through 11-18 for Report Generator Selection Options

Officer File report generator

This report generator can be used to access information stored in the Officer File.

Tips:  Fields with a blank after them may be selected, printed or sorted (e.g., 
Agency).

Fields without a blank after them may only be printed and sorted (e.g., 
Badge Number and Name).     
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Docket File Selection

See pages 11-9 through 11-13 for Report Generator Field Descriptions
See pages 11-14 through 11-18 for Report Generator Selection Options

Docket File report generator

This report generator can be used to access information for cases which have been
scheduled on the court’s docket (calendar).  Traffic, Criminal and Probation cases are
included.  Note: Non-case (supplemental) docket entries are not included in the
Docket File, and therefore will not appear in a requested report.

Tips:  Fields with a blank after them may be selected, printed or sorted (e.g., 
Case Number, Docket Date, etc.).

Fields without a blank after them may only be printed and sorted (e.g., 
Name).

You may print and select a range for fields with a “______ - ______” after 
the field name.  

SchollC
Text Box
Calendar File

SchollC
Text Box
This was renamed to Calendar File in Spring 2007
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Purge File Selection

See pages 11-9 through 11-13 for Report Generator Field Descriptions
See pages 11-14 through 11-18 for Report Generator Selection Options

Purge File report generator

Tips:  Fields with a blank after them may be selected, printed or sorted (e.g., 
Case Number, Xreference #).

Fields without a blank after them may only be printed and sorted (e.g., 
Name, Charge).

You may print and select a range for fields with a “______ - ______” after 
the field name.  

This report generator can be used to access information found in your purged case
file.  If a purge has never been performed, there will not be any information in this file.
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Report Generator Field Descriptions

Field Name Gen type &
location*

Description/Format

Accident/Injury C1L You can choose one of the following:
P - Property Damage   I = Personal Injury    D = Death

Action D Up to four scheduling codes can be entered.  A list of scheduling codes
can be found in Appendix E.

Address C1R Address of the defendant.  Printing of the address on a report will
count as seven columns, and take one entire print line.

Agency O Agency number from the Officer File. You may select a specific
agency by typing that number to the right of the Agency field.

Agency #1 C1L Agency number for Officer #1.

Agency #2 C1R Agency number for Officer #2.

Appointed C1L Can be used to identify cases where the current attorney of record was
appointed. You must have an option in the Attorney field when using
this field.

Arraignment C2L Date or date range that an arraignment was held.

Attorney C1L Five-digit bar number of the attorney of record.

Authorize Date C1R Date that was entered in the Authorize Complaint Date field on the
Case Entry Screen (CAS).

Badge Number O Badge Number from the Officer File.

Balance Due C1R Specific amount or range of amounts of balances still owed to the court
entered in whole dollars. e.g. type 200 - 500 for $200.00 - $500.00.

Birthdate C1R, PL Defendant’s date of birth.  You can use a specific date or a date range.

Case Number C1L, D, PL Case number.  A wildcard can be used in this field.  Use an 
asterisk (*) in the field after the common denominator, i.e. 06-*

Case Type C1L, D, PL You can specify up to four case types.
(FY, FT, FD, SD, OD, SM, OM, ST, OT, SN, ON, SI ,OI, SK, OK, EX)

CCW# C1L The pistol permit number on concealed weapons violations.  A wildcard
can be used in this field.

Charge PR Short description of the charge.

Civ/Misd/Fel C1L, PL You can choose one of the following:
C - Civil Infraction        M - Misdemeanor         F - Felony

Close Date C2R The date, or date range, that a case was put in closed (C) status.

Community
Service

C2L Number of days of community service that a defendant has been 
sentenced to complete.  A range of days can be specified.

CTN C2L Criminal Tracking Number.  A wildcard can be used in this field.

Current
Att/Cons/Sol

C1R You can choose one of the following for the current charge:
A - Attempt            C - Conspire             S - Solicit

Current Charge C1R Current charge code.  This would be different from the Original Charge
field if there has been a reduction or amendment in the charge. You
can use wildcard feature in this field.  (See Original Charge)

Current SOS C1R Four-digit SOS code associated with the current charge. This would be
different from the Original Charge field if there has been a reduction or
amendment in the charge. You can request up to four codes.  Not all
charges have an SOS code associated with them.  Use wildcard AA
(all alcohol) in the first field to the right of Original SOS to access 
information on all alcohol-related cases.

*Gen Type: C = Case Selection    O = Officer File    D = Docket File    P = Purge File
Location: 1 = 1st screen   2 = 2nd screen   L = Left column   R = Right column
Example: C1R = Case Selection, 1st screen, Right column; PL = Purge File, Left column
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Report Generator Field Descriptions (Continued)

Field Name Gen type
& location*

Description/Format

Deferred C2R Used to identify cases that are currently in deferred status.  You can
choose up to four of the following codes to identify cases that are 
currently in a specific deferred status:  01 - 7411, 02 - HYTA, 03 -
Spouse Abuse, 04 - PUI, 05 - MIP, 06 - Drug Court

Delayed C2L Cases where sentence has been delayed pursuant to MCL 771.1.
Note: If a subsequent dismissal has been entered on a case, the case
will no longer be considered as a delayed sentence.

Disposed Code C2L Two-digit disposition code. You can select up to four different codes.
A list of disposition codes can be found in Appendix F.

Disposed Date C2L Date or date range that a charge was disposed.

Disposition C2L The case disposition date. If a case has more than one charge, this is
the date which the last disposition was entered.  This is the date used
for caseload statistics.  A specific date or date range can be selected.

Disposition Code PR Two-digit disposition code. You may select up to four different codes.
A list of disposition codes can be found in Appendix F.

Disposition Date PL Date or date range that a case was disposed.

DLN State C1R,PL Two-letter state abbreviation for the state that issued the driver license.
A list of state abbreviations can be found in Appendix M.

Docket Date D Date or range of dates that an event is scheduled on the calendar
(docket).

Driver License C1L, PL Defendant’s driver license number.  A wildcard can be used in this
field.  This field will use two columns to print.

Entry Date C1R The system date the case was actually entered into the system. You
can use a specific date or a date range.  Keep in mind that the entry
date is not always the same as the offense date, filing date or issue
date.

Event Clerk C2R The two or three-character initials of the clerk who entered the code
requested in the Event Date and/or Event Code fields.

Event Code C2R A four-character code for an action that occurred on the case.  You can
find the code used by looking at the Action screen (ACT).  You must
specify one, two, three or four codes to the right of the Event Code
field.  If multiple codes are selected (S) or printed (P), your report will
reflect all cases that contain any of the specified codes.  If you want a
report that lists only cases in which all of the selected codes have
been used, type an A in front of Event Code.  A wildcard can be used
in this field.

Event Date C2L Date or date range that a proceeding or action occurred on a case.
When selecting a date range, it is recommended that the date range
be small (e.g. 010106 - 013106) to facilitate processing.

Event Term C2L Numeric term associated with an event code, e.g. jail term, community
service term, etc.  Type a D in the space following the number to 
indicate days.

F&C Suspended PR Will indicate whether or not fines and costs were suspended.

FAC Date C2R Date or date range that a FAC/FCJ/FCPV suspension was generated.

*Gen Type: C = Case Selection    O = Officer File    D = Docket File    P = Purge File
Location: 1 = 1st screen    2 = 2nd screen    L = Left column    R = Right column
Example: C1R = Case Selection, 1st screen, Right column; PL = Purge File, Left column
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Report Generator Field Descriptions (Continued)

Field Name Gen type &
location*

Description/Format

Filing Date C1R Date that appears or was entered in the Filing Date field on the Case
Entry screen (CAS).  You can enter one specific date or a date range.
Keep in mind that the filing date is not always the same as the offense
date, issue date or entry date.

Immob Days C2R Number or range of days that a vehicle was ordered immobilized.

Immob Start Date C2L Date or date range that the vehicle immobilization was ordered to
begin.

Issue Date C1R Date that appears or was entered in the Complaint /Iss Date field on
the Case Entry screen (CAS).  You can enter one specific date or a
date range.  Keep in mind that the issue date is not always the same
as the offense date, filing date or entry date.

Jail Location C2R Jail location code.

Jail Suspended PR Whether or not the jail term was suspended.

Jail Term C2R, PR The number of days of a jail sentence.  A range of days can be 
specified.

Judge D Bar number of the judge for the next scheduled event.

Judge of Record C1L Bar number of the judge of record, if it was entered on the Case Entry
screen (CAS).

Name C1L, D, PR Defendant’s name.  When sorted, this field will be in alphabetical order
by last name.  This field will use two columns to print.

O Officer’s name from the Officer File.

Next Action C2R A four-character scheduling (AJ) code that corresponds to the date(s)
in the Next Date field.  You can request up to four codes.  A list of
scheduling codes can be found in Appendix E.

Next Date C2R A date or date range signifying the last event scheduled for the case.
If only one event is scheduled, that event will be the “Next Event” 
scheduled on the case.

Next Judge C2R The bar number of the judge that is associated with the Next Action
field or the Next Date field. Type a P in the first position of the field,
without any numbers, to print whatever judge is associated with the
next action or next date.

Non-Public C2R, PR Enter a Y to the right of Non-Public to select only cases that are in
Non-Public status.

Offense Date C1R, PL Date of offense, i.e. 042206.  You can enter one specific date or a date
range.  Keep in mind that the offense date is not always the same as
the filing date, issue date or entry date.

Offense Time C1R Time of the offense, i.e. 0800A.  You can enter a specific time or a time
range.  You must include A for am or P for pm.

Officer #1 C1L Name of Officer #1.

Officer #2 C1R Name of Officer #2.

Optional Jail
Term

C2R, PR Number of days of optional jail time. A range of days may be specified.

Original
Att/Cons/Sol

C1L You can choose one of the following for the original charge:
A - Attempt            C - Conspire             S - Solicit

*Gen Type: C = Case Selection    O = Officer File    D = Docket File     P = Purge File
Location: 1 = 1st screen    2 = 2nd screen    L = Left column    R = Right column
Example: C1R = Case Selection, 1st screen, Right column; PL = Purge File, Left column
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Report Generator Field Descriptions (Continued)

Field Name Gen type &
location*

Description/Format

Original Charge C1L Original charge code entered for the case.  You can use a wildcard in
this field, e.g. 257* would give you all cases where the original charge
code begins with 257.

Original SOS C1L Original 4-digit SOS code associated with the charge. You can request
up to four codes.  Not all charges have an SOS code associated with
them.  You can use wildcard AA (all alcohol) in the first field to the right
of Original SOS to access information on all alcohol related cases.

Paper Plate C2L Paper plate information for repeat offender cases.  Type an X to the
right of this field to request all cases that had a paper plate issued.

Phone Number C1L Defendant’s telephone number.

PIN Number C1R Police Identification Number.  A wildcard can be used in this field.

Plate # State C1R Two-letter abbreviation for the state that issued the license plate.  A list
of state abbreviations can be found in Appendix M.

Plate # /Year C1R License plate number and year, e.g. 490LTR 06.

Plea Code C2L Two-digit plea code.  You can enter up to four plea codes.  A list of plea
codes can be found in Appendix F. 

Plea Date C2L Date or date range that the LAST plea was entered on the system.

PO Judge C1L Bar number of the proceeding judge or magistrate.

Prob End Date C2R This date is automatically calculated from the date of sentencing plus
the probation term.  A specific date or date range can be selected.

Probation Officer C2R Bar number assigned to a probation officer.

Probation Term C2R, PR The number of months of the probation term.  A range of months can
be selected.

Prosecutor C1L Five-digit bar number of the prosecutor of record.

Purge Date PL Date or range of dates that a case was purged.

Race C2L The race of the defendant, if it has been entered on the Case Entry
screen (CAS).
W - White  B - Black I - Indian  A - Asian/Pacific Islander  U - Unknown 

Recall Date C2L Date or date range of a warrant recall.

Rehab C2R Up to four of the following codes can be entered:
1 - Alcohol Highway Safety Education Program
2 - Outpatient Treatment Program
3 - Residential Treatment Program
4 - Inpatient Treatment Program
5 - Mental Health Program

Restitution C2R The amount of restitution that the defendant was sentenced to pay.  An
amount range can be selected.

Restriction Days C2L The number of days of a restricted license.  This is valid for “X” and
“W” type suspension.  A range of days can be specified.

Sentence Date C2R Date or date range that sentencing occurred and/or fine, costs, jail, pro-
bation or community service was assessed.  The case must be 
disposed to have a sentencing date.

Service in Lieu C2L Number of days of community service in lieu of jail that a defendant
was sentenced to complete.  A range of days can be specified.

Sex C2L M - Male    F - Female 

*Gen Type: C = Case Selection    O = Officer File    D = Docket File    P = Purge File
Location: 1 = 1st screen    2 = 2nd screen    L = Left column    R = Right column
Example: C1R = Case Selection, 1st screen, Right column; PL = Purge File, Left column
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Report Generator Field Descriptions (Continued)

Field Name Gen type &
location*

Description/Format

SID C2R State Identification Number.  A wildcard can be used in this field.

Status C1L You can select up to four statuses:
O = Pending D = Disposed C = Closed
P = Probation W = Warranted

Suspension C2L Valid options for suspension information are:
Y - Revoke license/CCW Permit indefinitely
S - Suspend license/CCW Permit
R - Revoke CCW Permit
W- Suspend license with concurrent restrictions
X - Suspend license followed by restrictions

Suspension Days C2L Number of days associated with the suspension field.  A range of
days can be selected.

TCN C2L Transaction Control Number.  A wildcard can be used in this field.

Time D Time or range of times that an event appears on the calendar 
(docket).

Total F & C C1L This amount is taken from the statute file for a payable offense or
from the amount ordered by the judge at sentencing for mandatory
appearance offenses.  The amount is entered as whole dollars, e.g.,
type 200 for $200.00.  This is the total of all fine, costs and 
assessments.  An amount range can be specified.

Total Fine PL Total amount or range of fine and costs assessed.

Veh Forfeit C2R Vehicle forfeiture.  Type an X to the right of this field to request
cases that have had vehicle forfeitures.

Veh Year C2R Vehicle model year if entered on the Case Entry screen (CAS).

Vehicle Make C2R Vehicle make if entered on the Case Entry screen (CAS).

Vehicle Type C1R Up to four, two-character codes for vehicle type.  A listing of all valid
vehicle types can be found in Appendix K of this User Guide.  You
can use wildcard TR for all truck types.

Venue C1L Venue number from the Case Entry screen (CAS).

Victim/Desc C1R Name of the victim or the description or location of the offense, if it
was added on the Case Entry screen (CAS).  A wildcard can be
used in this field.  This field will use two columns to print. 

VIN C2L Vehicle identification number.  A wildcard can be used in this field.
This field will use two columns to print.

Warrant Code C2L Enter up to four, two-digit warrant codes.  You can enter a + in the
first field to the right of the Warrant Code field to select all open 
warrants; a - in the first field to select all closed warrants.
Open warrant codes: 01, 02, 07, 08, 09, 10, 18, 19, 20, 21, 30
Closed warrant codes:  16, 17, 22, 23, 31 

Warrant Date C2L The date or date range of the warrant action.

Xreference C2L,PR The cross-reference number that was entered on the Case Entry
screen (CAS).  You can use a wildcard in this field, i.e. 06-1*.

Zip Code C1L Defendant’s zip code.  You can use a wildcard in this field, i.e. 48*.

*Gen Type: C = Case Selection    O = Officer File    D = Docket File    P = Purge File
Location: 1 = 1st screen    2 = 2nd screen    L = Left column    R = Right column
Example: C1R = Case Selection, 1st screen, Right column; PL = Purge File, Left column
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Report Generator Selection Options

Option Function

Sort

Sort the data.  This function does not change the order the columns will print, but does affect
how the data is sorted.  

Examples

All reports: A 1 in front of the Name field will sort the data in alphabetical order by last name;
1 in front of Case Type field will sort the data by case type. 

Case Selection:  A 1 in front of Offense Date field and a  2 in front of Name field will produce a
report that is sorted alphabetically within each separate offense date.  You may use options 
1-9 to sort.

Officer File: A 1 in front of Department Number and a 2 in front of Name will sort the report in
alphabetic order within each department number.  You may use options 1-3 to sort.

Docket File: A 1 in front of Docket Date and a 2 in front of Name will sort the report in 
alphabetic order for each date (earliest through latest).  You may use options 1-7 to sort.

Purge File: A 1 in front of Purge Date field and a  2 in front of Name field will produce a
report that is sorted alphabetically within each separate purge date.  You may use options 1-9
to sort.

P Print and Select a given field.

S

Select a field but do not print a column for that information.
Example: An S in front of the Status field and a W after the Status field, will produce a report
that includes all cases in warrant status, but there would not be a column printed with the word
“Warrant” for each case.

X
Include cases on the report that have that data item.
Example: An X in front of CTN field will produce a report only listing cases that have a CTN
number added on the Case Entry screen (CAS).

O
Include cases on the report where the field is blank or zero.
Example: An O in front of the Plea Code field will print cases that do NOT have a plea
entered.

A

Include cases with this information AND that information.  This selection can only be used in
the Event Code field on the Case Selection Report Generator.  
Example: An A in front of the Event Code field, and then list two, three or four codes after the
Event Code field.  A report will be produced listing cases that include all of the codes listed.

For information about using the wildcard feature, see page 11-19.
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Report Generator Selection Options (Continued)

Field Name & Generator Type:
C - Case, O - Officer, 
D - Docket, P - Purge

Print/
Wild

Select/
Wild

Sort
C - 1-9, O - 1-3,
D - 1-7, P - 1-9

P S X O A

Accident/Injury (C) Y Y Y Y Y

Action (D) Y Y Y

Address (C) Y/by City Y Y Y

Agency (O) Y Y Y

Agency #1 (C) Y Y Y Y Y

Agency #2 (C) Y Y Y Y Y

Appointed (C) Y Y Y Y

Arraignment (C) Y Y Y Y Y

Attorney (C) Y Y Y Y Y

Authorize Date (C) Y Y Y Y Y

Badge Number (O) Y Y

Balance Due (C) Y Y Y Y Y

Birthdate (C, P) Y Y Y Y Y

Case Number (C, D, P) Y Y Y Y Y

Case Type (C, D, P) Y Y Y

CCW# (C) Y Y Y Y Y Y Y

Charge (P) Y Y

Civ/Misd/Fel (C, P) Y Y Y

Close Date (C) Y Y Y Y Y

Community Service Y Y Y Y Y

CTN (C) Y Y Y Y Y Y Y

Current Att/Cons/Sol (C) Y Y Y Y Y

Current Charge (C) Y Y Y Y Y

Current SOS (C) Y/AA only Y/AA only Y Y Y Y Y

Deferred (C) Y Y Y Y Y

Delayed (C) Y Y Y Y

For descriptions of selection options and examples, see page 11-14.
For information about using the wildcard feature, see page 11-19. 
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Traffic/Criminal Report Generator Selection Options (Continued)

Field Name & Generator Type:
C - Case, O - Officer, 
D - Docket, P - Purge

Print/
Wild

Select/
Wild

Sort
C - 1-9, O - 1-3,
D - 1-7, P - 1-9

P S X O A

Disposed Code (C) Y Y Y Y Y

Disposed Date (C) Y Y Y Y Y

Disposition (C) Y Y Y Y Y

Disposition Code (P) Y Y Y

Disposition Date (P) Y Y Y

DLN State (C, P) Y Y Y Y Y

Docket Date (D) Y Y Y

Driver License (C, P) Y Y Y Y Y Y Y

Entry Date (C) Y Y Y

Event Clerk (C) Y Y Y

Event Code (C) Y Y Y Y Y Y

Event Date (C) Y Y Y

Event Term (C) Y Y Y Y Y

F&C Suspended (P) Y Y Y Y Y

FAC Date (C) Y Y Y Y Y

Filing Date (C) Y Y Y

Immob Days (C) Y Y Y Y Y

Immob Start Date (C) Y Y Y Y Y

Issue Date (C) Y Y Y

Jail Location (C) Y Y Y Y Y

Jail Suspended (P) Y Y Y Y Y

Jail Term (C, P) Y Y Y Y Y

Judge (D) Y Y Y

Judge of Record (C) Y Y Y Y Y

Name (C, D, P, O) Y Y

For descriptions of selection options and examples, see page 11-14.
For information about using the wildcard feature, see page 11-19. 
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Traffic/Criminal Report Generator Selection Options (Continued)

Field Name & Generator Type:
C - Case, O - Officer, 
D - Docket, P - Purge

Print/
Wild

Select/
Wild

Sort
C - 1-9, O - 1-3,
D - 1-7, P - 1-9

P S X O A

Next Action (C) Y Y Y Y Y

Next Date (C) Y Y Y Y Y

Next Judge (C) Y Y Y Y Y

Non-Public (C, P) Y Y Y Y Y

Offense Date (C, P) Y Y Y

Offense Time (C) Y Y Y Y Y

Officer #1 (C) Y Y Y Y Y

Officer #2 (C) Y Y Y Y Y

Optional Jail Term (C, P) Y Y Y Y Y

Original Att/Cons/Sol (C) Y Y Y Y Y

Original Charge (C) Y Y Y Y Y

Original SOS (C) Y/AA only Y/AA only Y Y Y Y Y

Paper Plate (C) Y Y Y Y Y

Phone Number (C) Y Y Y Y Y

PIN Number (C) Y Y Y Y Y Y Y

Plate # State (C) Y Y Y Y Y

Plate # /Year (C) Y Y Y Y Y

Plea Code (C) Y Y Y Y Y

Plea Date (C) Y Y Y Y Y

PO Judge (C) Y Y Y Y Y

Prob End Date (C) Y Y Y Y Y

Probation Officer (C) Y Y Y Y Y

Probation Term (C, P) Y Y Y Y Y

Prosecutor (C) Y Y Y Y Y

Purge Date (P) Y Y Y

For descriptions of selection options and examples, see page 11-14.
For information about using the wildcard feature, see page 11-19. 
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Traffic/Criminal Report Generator Selection Options (Continued)

Field Name & Generator Type:
C - Case, O - Officer, 
D - Docket, P - Purge

Print/
Wild

Select/
Wild

Sort
C - 1-9, O - 1-3,
D - 1-7, P - 1-9

P S X O A

Race (C) Y Y Y Y Y

Recall Date (C) Y Y Y Y Y

Rehab (C) Y Y Y Y Y

Restitution (C) Y Y Y Y Y

Restriction Days (C) Y Y Y Y Y

Sentence Date (C) Y Y Y Y Y

Service in Lieu (C) Y Y Y Y Y

Sex (C) Y Y Y Y Y

SID (C) Y Y Y Y Y Y Y

Status (C) Y Y Y

Suspension (C) Y Y Y Y Y

Suspension Days (C) Y Y Y Y Y

TCN (C) Y Y Y Y Y Y Y

Time (C) Y Y Y

Total F & C (C) Y Y Y Y Y

Total Fine (P) Y Y Y Y Y

Veh Forfeit (C) Y Y Y Y Y

Veh Year (C) Y Y Y Y Y

Vehicle Make (C) Y Y Y Y Y

Vehicle Type (C) Y/TR only Y/TR only Y Y Y Y Y

Venue (C) Y Y Y Y Y

Victim/Desc (C) Y Y Y Y Y Y Y

VIN (C) Y Y Y Y Y Y Y

Warrant Code (C) Y/+ only Y/+ only Y Y Y Y Y

Warrant Date (C) Y Y Y Y Y

Xreference (C, P) Y Y Y Y Y Y Y

Zip Code (C) Y Y Y Y Y Y Y

For descriptions of selection options and examples, see page 11-14.
For information about using the wildcard feature, see page 11-19. 
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Using a Wildcard

The purpose of using a wildcard is to narrow down the selection of data for a report.
For example, you could use the wildcard 06-* in the Case Number field, your report
would be limited to cases numbers that begin with 06-.

To use the wildcard feature, type an asterisk (*) at the point on a field where 
information would be different.  There are different wildcard options available in the
Current SOS, Original SOS, Vehicle Type and Warrant Code fields.  See chart below
for more information. 

Field Name Wildcard Example/Result

Case Number * 04*

CCW# * 3394*

CTN * 3300*

Current Charge * 750*

Current SOS AA All alcohol offenses

Driver License * D400*

Event Code * AJ*

Original Charge * 257*

Original SOS AA All alcohol offenses

PIN * 04-* or MSP*

SID * 184*

TCN * 4400*

Vehicle Type TR All truck type vehicles

Victim/Desc * Corner of * or Smith*

VIN * 8493GE*

Warrant Code + or -

+ all open warrant codes 
(01, 02, 07, 08, 09, 10, 18, 19, 20, 21,

30)
- all closed warrant codes 

(16, 17, 22, 23, 31)

Xreference * 04-* or MSP*

Zip Code * 488*
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Saving and Generating a Report

Report Generator Save/Print screen

After completing the Case, Officer, Docket or Purge screen, press ENTER.  The 
following screen will be displayed.

Save/Print Screen Options

Field Name Description

Save Report ?
Type an X if you want to save this report for future use.  If you do not
want to use this report again, leave the field blank.

Enter Report Name

Type the name of the report if you are saving the report.  This will be
the name stored on the Report Generator Saved Reports screen. It
is usually abbreviated from the title given on the title line of the
report.

Number of Spaces ?
Type the number of blank spaces you want between the cases.  1-9
are valid options.

8 x 11 paper ?
Type an X if you want the report to be formatted for 8x11 paper.  If
left blank, it will format for standard 14x11 paper (STD).  

Summary Only ?

Leave this field blank if you want the report to print the detail you
specified.  If you only want to know how many cases meet the 
criteria you specified, type an X in this field for just the count of
cases, not the detail.  For example, a report that contains only the
number of domestic abuse cases filed during a specific time period.

After completing this screen, press ENTER to submit the report.

SchollC
Text Box
Additional printing and saving options were added in 2007.
Spring: Paper sizes & the option to save without running. Fall: Ability to select the order of the columns printing on the page.  Please refer to the Spring and Fall 2007 Announcements for further details.



Page 12-1

12

Batch Show Cause Processing allows you to generate multiple
Orders to Show Cause based on criteria you select.

Batch Show Cause
Processing

To access the Batch Show Cause Processing screen, select option 8 from the
Traffic/Criminal Subsystem Menu.

Traffic/Criminal Subsystem Menu

To work with Batch
Show Causes, type an
8 in the Option: field

and press ENTER.
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Show Cause Notice Screen

There are three sections to this screen:  Select, Selection Criteria, Civil/Criminal
Contempt.  Each section is described on the following pages.

Tips: You must request at least one option in each of the three sections to 
generate batch Orders to Show Cause.

Only disposed cases qualify for Batch Order to Show Cause Processing.

Cases that are in Probation status will not be included in Batch Order to 
Show Cause Processing.
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Batch Show Cause Processing
Select Options

Option Description

Number of Cases
Meeting Criteria
(Count Only)

This option will give you totals only.  It is the summary 
number of cases meeting the criteria specified on this
screen.

Pre-List of Cases This option will give you a list of cases that would have an
Order to Show Cause generated if you selected Notice
Generation using the same criteria. In addition to this
report, a print screen of selected criteria will be generated.
An example of the Pre-List is shown on page 12-7.

Labels 
(for customized
Notices)

This option will produce labels.  The case number, 
defendant’s name and address will appear on the label.

Notice Generation Use this option to generate the actual Orders to Show
Cause.  The service page of the Order to Show Cause will
not be printed.  The charge description and balance due will
print on each notice.  In addition to these orders, a print
screen of the selection screen and Motion & Order to Show
Cause screen, each showing the selection criteria 
requested, will be generated. More information about this
option can be found on page 12-8.

Clear Show Cause
Flag

If this option is selected, the Show Cause flag on the cases
that meet the selected criteria will be cleared.  This means
that you can request batch Order to Show Cause notices on
cases more than once.

Batch Show Cause Select Options

Tip: You can only choose one option in the Select section, except if you are 
requesting labels and notices.  You can request both Labels and Notice 
Generation at the same time.

Select Options
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Batch Show Cause Selection Criteria

Batch Show Cause Processing
Selection Criteria

Option Description/Format

Case Number You can use this option to select a range of case numbers. You
must indicate a From: and Thru: number.  You may use the 
wildcard feature in this field, similar to the wildcard function 
available in Report Generator.  For example, to run all cases that
begin with 03, type 03* - 04*.

Case Type You can select between one and six case types. If no case types
are selected, all case types will be included.

Last Name Initial You can select a range of last name initials.  For example, A-D.

Offense Date You can use this option to select a specific date of offense, or a
date range.  To select a specific date, type the same date in both
fields following Offense Date.

Balance Due Use this field to select a balance due, or range of balances due. 

Next Action Date This is a mandatory field. You must specify a date or date
range for this field. For a specific date, type the same date in
both fields following Next Action Date.  Cases will qualify if the
last date scheduled on the case falls within the date range or on
the date specified.

Agency Use this field if you want to select a specific police agency.  Type
the agency number in the field following Agency.

Judge Use this option to select a specific judge.  The program will look
at Judge of Record, then Judge.  To select a specific judge, type
an X in front of the Judge field and the judge’s bar number in the
first field following Judge. 

Note: A magistrate’s bar number may not be selected.

You may type either an X or 1-7 in front of an field.  X will select the criteria, 1-7 will
select and sort.  Using 1-7 will determine the order the cases appear on a list, or the
order the notices are printed.

Selection Criteria
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Civil/Criminal Contempt

Civil/Criminal Contempt Options

You must select what type of cases you want included in the Batch Order to Show
Cause process.  You can select Civil Infr (for civil infractions), Misdemeanor or Felony.
You can select one, two or all three types of cases.

The fields which are marked for Civil/Criminal Contempt correspond to the fields that
will be marked on the Order to Show Cause form.  The options displayed can be
changed if necessary.
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After making selections in each of the three sections, press F9-Prt to generate the
Summary (Number of cases meeting criteria), Pre-List, Labels and/or Notices.

Number of Cases Meeting Criteria (Count Only)

Printing Summary, List, Labels, Notices

Number of Cases Meeting Selection Criteria Report

This report is listed in the output queue as TCRSCSUM.

Tip:  If a case reflects a magistrate as PO Judge or Judge of Record, the case will 
be included in the totals for “No Specific Judge”.
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Pre-List of Cases

Pre-list of Cases

Example of Print screen of Selection Criteria

This report is listed in the output queue as TCRSCLST.

In addition to the Pre-List,  a print screen of the selection screen with the criteria you
selected will print.  An example is shown below.

Tip:  Each charge that meets the selected criteria will be listed separately on the 
Pre-List.
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Motion & Order to Show Cause screen

JIS

Notice Generation

Print Options

F7 - Print Print form.  Appearance Date and Time, and Reasons will not appear on ROA.

F9 - Print/
Update

Print form.  Appearance Date and Time, and Reasons will appear on ROA. 

Notes: With each print option, it will be noted on the ROA that the form was generated. 

When the notices are produced, you will also receive print screens of the criteria 
you selected on the two Batch Show Cause screens for your reference. 

Tips: Notices will be generated by Judge of Record or Judge, regardless of what 
is entered in the Bar No. field on this screen.  If no Judge of Record or 
Judge has been entered on the case, whatever bar number is entered on 
this screen will print on the notices.

An Order to Show Cause is generated for each count on a case which 
meets the selected criteria.

If you remove the X from the
Update show cause flag field,
you will be able to generate
subsequent batch Orders to
Show Cause forms for these
cases.  Leave the X here if
you don’t want subsequent

Orders to generate.

If you have selected Notice Generation and you press F9-Prt, the following screen will
appear.

Typing an Appearance
Date and Time on this
form will not add the 
case to the calendar.
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Clear Show Cause Flag

This report will be produced when you select the Clear Show Cause flag option.  

This report is listed in the output queue as TCRSCCLR.

Clear Show Cause Flag Report
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This space has been reserved for your notes.
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In this chapter you learn how to work with the IBM AS/400 Output
Queue, printing options, submitted jobs, and printer messages.

There are three ways to access printing options:

• From the District Selection and Operator Menu (below)

• Using the Attention/Esc key on your keyboard 

• Pressing F13-Outq from any form screen (Option 9 not included)

Accessing Print Options

Your default printer name is displayed
here. You may redirect your output to
any printer by typing over the default
printer name and pressing ENTER.

Printing options 3-9 are discussed in this chapter.

Printing
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District Selection & Operator Menu Options

Option # Option Name Description

1
District

Selection Menu
Use this option to proceed to the District Court System
software menu.

2
Printer

Writer/Output
Queue

This field displays the user’s default printer name. It may
be changed to direct the output to any printer.

3
Start Printer

Writer

Use this option when your printer has been turned off or
there has been a power loss. After typing 3 and pressing
ENTER, the 3 will disappear and the printer should be
restarted.

4
Work with

Printer Writer
If Option 3 does not restart the printer, use this option to
retrieve a hidden printer message.

5
Work with

Output Queue
Use this option to work with your print jobs, e.g. print,
hold, delete or display a file.

6
Display

Messages

Use this option to display your terminal and/or user 
messages on a daily basis. A message indicator will
appear at the bottom of your screen if your terminal has
a message.

7
Work with

Submitted Jobs
Use to check on the status of a batch report requested
from your terminal.

8
Work with all

Spooled Files
Use to check on the status of other batch reports you
requested.

9 Report Archives
Retrieve batch reports or notices that have been deleted.
Reports remain in Archives until the next time that 
specific report/notice is produced in a batch report cycle.

As a user you can release print files to the printer, answer printer messages, display
files before or instead of printing, put files on hold, send files to a different printer, and
specify which pages of a file to print.

To work with print files, type a 5 in the Enter Option field and press ENTER.
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Working with the Output Queue

Displayed below is an example of the Work with Output Queue screen. 

Options Column (Opt*)

Option # Description

2 Change printers or select specific pages to print.

3 Put a print file on hold.

4 Delete a print file.

5 Display/view the print file on the screen.

6 Release a held print file to the printer.

7 Answer printer messages.

Note:  Options 1, 8 and 9 will not be covered in this manual.
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File, User, User Data and Form 
Type columns identify your print job.

The Sts column displays the
printing status of the file.

Status Column (Sts)

Status Description

MSGW
No file will print until the message is answered (7-Messages) or the file is
put on hold (3-Hold).

RDY
The file is ready to print after the current file is finished, or once your printer
is made operational.

HLD The file is on hold. 

SAV The file has printed once and is saved. You may delete it or reprint it.

PND
The status is pending while the form image and data are merging. This will
only appear on AFP/HPT printers.

WTR The file is in the process of printing.

*CHG The spooled file attributes have changed in some way.

Form Type

*STD
Formatted to print on 11 x 14 (green bar) paper or landscaped on a laser
printer.

8x11 Formatted to print on 8.5 x 11 paper.

Various
Brief description of the form type, e.g. postcard notices, pre-printed forms,
labels, mailers, etc.
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Function Keys

F3-Exit
Returns you to a previous screen. Unlike the JIS software screens, in
the output queue F24 does not take you to the previous menu.

F5-Refresh

This function key is not displayed at the bottom of the first view of the
Work with Output Queue screen. F5 is used to update (refresh) the
screen after you have printed, deleted, answered a message, etc. Use
it every time you work with print files.

F9-Retrieve

Shows the last command(s) you typed on the command line, along with 
any parameters you included. By pressing this key once, you will
retrieve the last command you entered. By pressing this key twice, you
will receive the next to last command that you entered, and so on.           

F11-View 2
Switches to a second view of the screen that displays the date and time
of the creation of the spooled file.

F12-Cancel Cancel the request and return to the previous menu or display.

F17-Top
Press this key (or Shift+F5) to quickly move to the top of the output
queue.

F18-Bottom
Press this key (or Shift+F6) to quickly move to the bottom of the output
queue.

Loading Paper (Most Dot Matrix Printers)

• Unload paper or form by pressing the LOAD/UNLOAD key.
• Remove the paper/form and place new paper/form in printer; press the

START/STOP (green) button. Both the Ready and Power lights should
be solid green.

• Set the forms thickness lever according to the forms used.

Adjusting Printer Settings (IBM 4226 and 4227 Dot Matrix Printers)

• If the form type is *STD (11x14) and you want to reduce the print to fit on
8x11 paper, press the FONT button until the word DRAFT with a lock
symbol appears. All settings are stored first individually without a lock
symbol, so continue to press FONT until it appears in a lock mode. 

• Press the PITCH button until 17.1 CPI with a lock symbol appears.
• Once the report is printed, change the FONT and PITCH back to the

original settings (Courier 10 CPI with a lock symbol, for example).

You will not be using all of the available function keys listed at the bottom of the
screen.  The function keys used most often are noted in the chart below.
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Printing from the Output Queue - Laser Printer

1. Exit to the menu entitled “District Selection and Operator Menu”. Verify/change
the Writer/Output Queue to the name of the queue containing the forms or
reports you wish to print. 

2. Type a 5 in the Enter Option field to Work with Output Queue; press ENTER.

3. If held, type a 6 (release) in front of the report/forms you want to print; press
ENTER. You may release more than one file at a time.

4. Press F5 to refresh the screen. This moves the released reports/forms to the top
of the list. It may be necessary for you to press F17 (Shift+F5) to get to the top
of the list.

5. If MSGW appears in the Sts column, type a 7 in front of the first report to display
the message; press ENTER.

6. If the message is “Load form type...”, answer the load paper message by 
typing the letter i (ignore) on the Reply line; press ENTER.

7. Press ENTER or F3 to return to the output queue.

8. Press F5 to refresh the screen. Go back to #3 above to print the remaining
reports.

9. Once a report is printed it will be in a SAV (saved) status. You should then delete
it from the output queue. To delete a report, type a 4 in front of the report(s) you
want to delete; press ENTER. Press ENTER again to confirm the delete or F12
to cancel the request.
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Printing from the Output Queue - Dot Matrix Printer

1. Exit to the menu entitled “District Selection and Operator Menu”. Verify/change
the Writer/Output Queue to the name of the queue containing the forms or
reports you wish to print.

2. Type a 5 in the Enter Option field to Work with Output Queue; press ENTER.

3. If held, type a 6 (release) in front of the report/forms you want to print; press
ENTER. You may release more than one file at a time.

4. Press F5 to refresh the screen. This moves the released reports/forms to the top
of the list. It may be necessary for you to press F17 (Shift+F5) to get to the top
of the list.

5. If MSGW appears in the Sts column, type a 7 in front of the first report to display
the message; press ENTER.

6. If the message is “Load form type...”, load the correct form and type a G (go)
and press ENTER. Press ENTER again to continue.

There will be another message waiting. Typing a 7 (messages) in front of the
report and press ENTER.

If the message is “Verify alignment...”, verify that the form is lined up correctly
and type an i (ignore) to continue printing; press ENTER. Press ENTER again to
continue.

7. Press F5 to refresh the screen. Go back to #3 above to print the remaining
reports.

8. Once a report is printed it will be in a SAV (saved) status. You should then delete
it from the output queue. To delete a report, type a 4 in front of the report(s) you
want to delete; press ENTER. Press ENTER again to confirm the delete or F12
to cancel the request.
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1. Determine what pages you need to print. See Working with 5-Display on page
13-10.

2. Type a 2 (change) in front of the report you wish to print; press ENTER.

3. Press F10 (additional parameters).

4. Page Down (or Shift/Roll). At the top of the screen you should see the following:

5. Release to the printer by typing a 6 in front of the report; press ENTER. 

6. Press F5 (refresh).  Answer messages by typing a 7 (messages) in front of the
file; press ENTER. 

Reply to messages: Use G if message is “Load form type...” and paper/form is
loaded; use i if message is “Verify alignment...” and form is lined up correctly;
press ENTER.

Printing Specified Pages of a Report

Change the starting and/or ending page number; press ENTER.
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Moving Files from One Printer to Another

1. Type a 2 (change) in the Opt field in front of the file(s) you want to move.

2. On a command line type: outq(prtxx) substituting prtxx with your target printer 
name. In the example below, it is being changed to prt04.

3. Press ENTER.

The status changes from HLD
to *CHG.

4. Release the file to the new output queue by typing a 6 (release) in the Opt field.

Note: If you press F5 (refresh) before entering a 6 to release, the file will be changed
to your target printer. To work with the file at that point press F3-Exit, change your
Printer Writer/Output Queue to your target printer name, press ENTER. Then choose
Option 5 to Work with Output Queue and release the file from that output queue.
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Working with 5-Display

Use 5-Display to view a spooled file. Here are a few great timesaving features:

Search within spooled file. Type what you are
looking for in the Find field and press F16.
Press F16 again to find the next occurrence.
Upper/lower case?  Use the format that is in
the report to find an exact match.

If not found, message will be “String not found”.

Type option in Control field and press ENTER.
Common options are:
B - go to the bottom (last page) of the report.
T - go to the top (first page) of the report.
P6 - go to page 6 (or the page you indicate). 
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Upper right corner of screen indicates
which page and line number you are
viewing.

Function Keys

Key Description

F3-Exit Return to previous screen.

F19-Left Allows you to see the information to the left of the current display.               

F20-Right Allows you to see the information to the right of the current display.
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If Printer Will Not Print!

1. At the District Selection and Operator Menu type a 5 to Display Output
Queue. Check the Sts column to see if there is a message waiting.

2. Verify that the printer is ready (both lights solid green); check for error mes-
sages on printer.

3. At the District Selection and Operator Menu type a 3 and press ENTER to
start the writer. Type a 5 to display output queue and try again.

4. Make sure the status in the upper right corner of the screen is not HLD. It
should be RLS/WTR. If it is HLD, go to the command line at the bottom of the
screen and type: RLSOUTQ PRTxx (where PRTxx is the name of the
Writer/Output Queue); press ENTER.

5. If the printer is still not working, contact your IT Department or call JIS
Operations Department at 1-888-339-1547, Option 5 for additional help.
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Working with Submitted Jobs

To check on the status of a batch report, e.g. Date Generated Notices, reports, labels,
etc., go to the District Selection and Operator Menu of the terminal or PC where the
job was requested. Select 7-Work with Submitted Jobs; press ENTER. 

The following screen will be displayed. No data entry is required on this screen. 

Press ENTER to continue to the Work with Submitted Jobs screen.
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Check the Status column
to determine the status
of the job/report.

Job Status

Status Description

OUTQ The job is finished running and is waiting in an outqueue to be printed. You
may select 8-Work with Spooled Files. The file or report can then be
released to the printer.

JOBQ The job has not started running yet. Another job is ahead of this one. Most
jobs run in order of request, not simultaneously.

ACTIVE The report is running now but has not finished. Press F5 to refresh your
screen or wait for the message indicator to tell you that the job has finished.

MSGW There is a problem with the job. Call your Data Processing Department or
JIS for assistance.

EOJ The job is just finishing.
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Using this print option from the AS/400 Operational Assistant Menu is similar to the
Work with Output Queue on the District Selection and Operator Menu. When viewing
the output from this screen, the name of the screen is Work with All Spooled Files.

An added benefit to using the Setup/Attn (Esc) key is that there is a column for Device
or Queue and you can see all of the output queues/printers on one screen. However,
you may only view items requested by your user profile.

On a dummy terminal the Setup/Attn key is in the upper left-hand corner of the 
keyboard. On a PC, the Esc (escape) key is located in the same position and 
possesses the same functionality.  

After pressing the Setup/Attn (Esc) key, the AS/400 Operational Assistant (TM) Menu
will appear. This menu simplifies some tasks such as working with printer output, 
submitted jobs, terminal messages and changing your password. The biggest 
advantage is that you may press this key wherever you are on the system without
backing out to the District Selection and Operator Menu.

Note: These options may not be available if the court is using Office Vision or if it has
been intentionally disabled by your systems administrator or court administrator.

Using the Attention/Escape Key - Operational Assistant

Menu option 1 - Work with printer output
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Menu option 1-Work with printer output - gives you the Work with All Spooled
Files screen.

Press F11 to see View 2.

View 2 shows creation
date and time
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Menu option 2 - Work with jobs

This is similar to the Work with Submitted Jobs on the District Selection and Operator
Menu. Selecting this option allows you to check on the status of a batch job or report
that was requested by the user signed on to PC or terminal. 

Once the job is in outq status, type an 8 (Work with spooled files) in the Opt field and
press ENTER. This will take you to the Work with Spooled Files screen where you may
release your file to the printer, answer messages, delete files, etc.

Work with User Jobs screen

Menu option 3 - Work with messages

Select 3 from the AS/400 Assistant Operational Menu to get the system messages for
your terminal. This is the same as 6-Display Messages, from the District Selection
and Operator Menu.

System messages notify the user that a batch job has completed and, occasionally,
may require a user response.

A message symbol at the bottom of the screen means a message is waiting. Unless
the messages are deleted regularly, they will continue to accumulate and you will not
be notified of new messages as they occur.
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Then, press F13 to remove all messages, or
F11 to remove one at a time.

First, verify that the job(s) 
completed normally.
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Menu option 4 - Send messages

Select 4 from the AS/400 Operational Menu to send a message to another terminal. 

Field Descriptions

Message needs reply . . . Defaults to N-No. If you change it to Y-Yes, the 
message will include a reply line.

Interrupt user . . . Defaults to N-No. If you change it to Y-Yes, the 
message you send will appear on their screen (not
just the message waiting symbol at the bottom of the
screen!)

Message text . . . Type your message here.

Send to . . . Type the user profile(s) here. If you do not know the
user’s i.d., press F4 for a list.

Press F10 to send the message.

On the next page is an example of a message that requires a reply. 
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LLIINNDDAA

Type your reply
here and press
ENTER.

Type your reply and press ENTER. Press F3 to exit this screen. If you do not need to
respond to the message, press F3 to return to the screen you were on when you were
interrupted.

Menu option 5 - Change your password

Select 5 from the AS/400 Operational Assistant Menu to change your password. 

Type in your current
password. Then type
your new password
(twice, to verify);
press ENTER.

The password fields
will not be visibly 
displayed on the
screen for security
reasons.

The message: Password Changed Successfully should appear at the bottom of the
screen if the password change was accepted. The new password will be valid the next
time you sign on to the system.

02/07/07
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Other IBM AS/400 functions exist that are designed for the system administrator and
will not be covered in this manual. Your AS/400 Operational Assistant Menu may differ
from the one shown earlier in this chapter. There are two more functions that may be
helpful.

Menu option 75 - Information and problem handling

You may be asked to provide your work station display name on a troubleshooting call.
You can use option 75 from the AS/400 Operational Assistant Menu, then select option
3-Display work station user.

This is your work station.
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Menu option 80 - Temporary sign-off

Select 80 to temporarily sign off your work station. When you sign back on to the same
work station, you will return to the screen you were on when you signed off.

W a r n i n g ! Do not use this feature on Cash.  Ever!
Do not use this feature to sign off at the end of the day.
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AAppendices

These appendices are referenced throughout this User Guide. They
include information about codes, fields, function keys, etc.  You may
find it helpful to print some or all of these Appendices to use as a
guide when using the JIS Traffic/Criminal and Probation Modules. 

Appendices for Traffic/Criminal

A Master List of Field Descriptions

B Function Keys

C Hop Codes

D Case Type Codes

E
Proceeding Codes (PO)
Scheduling Codes (AJ)

F

Plea Codes (PL)
Disposition Codes (DS)
Deferral Codes (DF)
Dismissal Codes (DI)

G
Bond Type Codes (BT)
Bond Action Codes (BD)
Bond Paydown Codes

H
Warrant Codes (WR)
Appeal Codes (AP)

I Code Listing Groups, Report Codes

J LEIN Entry Codes

K DOS Vehicle Type Codes

L DOS Inquiry Key

M State/Province/Country Abbreviations

N Crime Victim Fee Offenses

O Help Desk Fax Sheet

P JIS Enhancement Request Form

Q Request for JIS Training

R Frequently Asked Questions
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Master List of Field Descriptions

Field Name Screen(s) Description/Format

# of Days 
or #Days

DSP
ABS

The number of days of immobilization.

#2 Eff Date PRC The date the conditions are to become effective pursuant to MCL 765.6b.

$Code DSP The cash code that represents an assessment.  For example, MYOR
(Ordinance Fines and Costs).  See your Cash Codes List for a complete
listing of your court's cash codes.  Hotkeys can be used.

$ Due ACT The amount of money still due for the case.

20% Late
Penalty

SCH Twenty-percent late penalty assessed according to your court's Z-record.
Use one of the following codes:

S - to STOP a late penalty from being assessed.
E - to make the case ELIGIBLE for a late penalty
I - to indicate that a late penalty had been ISSUED PREVIOUSLY

Note:  If you are entering S (Stop) or I (Previously issued) on a multi-count
case and are not count specific on the hop line, the action will apply to all
counts for the case.

A/C/S OR
ACS

A - Attempt      C - Conspire     S - Solicit 

Abstract CAS
SCH

S - to STOP an abstract from being generated
E - to make the case ELIGIBLE for an abstract
X - to REQUEST an abstract the next time Date Generated Notices

are requested
I - to indicate that an abstract was ISSUED PREVIOUSLY

On CAS screen, request is for count one; to request an abstract for other
than Count 1, use the Scheduling screen (SCH).

On SCH screen, if you are entering S (Stop) or I (Previously issued) on a
multi-count case and are not count specific on the hop line, the action will
apply to all counts for the case.  You MUST be count specific when 
entering  X (Request Notice).

Note:  An abstract does not usually need to be requested or made eligible.
By entering the disposition code, an abstract will automatically be produced
unless previously stopped.

Abstract Date ABS The date the abstract was created through Date Generated Notices.

Abstract
Type

ABS A one-character code indicating the type of abstract.  For non-alcohol 
related offenses, the Abstract Type should always be A.  For alcohol and
repeat offender related offenses, the choices are:

A - Adjudication Abstract (at time of plea)
B - Sentencing Abstract (assessment of money, jail, community 

service, or probation)
S - Both (adjudication and sentencing occur at the same time)

Acc Type CAS If the offense involved an accident, enter the appropriate accident type:
P - Property Damage             I - Injury             D - Death
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Action SCH A two-character code to describe the type of bond action occurring.  A list of
Bond Action Codes can be found in Appendix G.  Prompt is valid on this
field.  

Note:  Any posting (BD10) of monetary bond must be done through the
Cash system or the Bond Update Screen (BND).

Actions Date RLF The date that is used for any actions generated.

Activity Supp Cal Type a brief description of the scheduled activity.

Actn ACT A four-character code to describe the action.  This field cannot be modified.

Added Count DSP The count field on the hop line must be blank to display this field.  Enter the
next consecutive count number in the first field and the valid offense code
for the additional count in the second field.  Prompt is valid on the second
field.

Additional
Bond ( )

OFB This field will either be marked with an N (no additional bonds) or a Y
(additional bonds). 

Additional
Charges

CAS If the case has more than one count, you can add charge codes for Counts
2-5 in these fields when the case is initiated.  Additional counts, or counts
not added at case initiation must be added through the DSP screen.
Prompt is valid on this field. 

Note: The one character field following the field the charge is entered on
can be used for A - Attempt, C - Conspire, S - Solicit.

Additional
Restrictions

RLF Type an X in front of any/all of the situations that apply.   Options are:
Interlock, To/From Alcohol Program, Community Service, Probation,
Medical Treatment, To/From School.

Addr The defendant’s address.  This is a display-only field.

Address WAR

Forms

There are two Address fields on the screen.  You can type the Police
Agency address, if needed.  The defendant’s address will be displayed.

The defendant’s address.  This is a display-only field.

Address 1/
Address 2

Bindover Two lines for the address of the person who posted the bond.

Adjctd Date RLF The adjudication date.  If incorrect, you can change this date and the
Suspnd/Restrd days will be recalculated.  This will not change the case 
disposition date.  

Note:  When charge that has a DOS code of 9200 is disposed, the date of 
sentencing will be retrieved in this field.

Adjourned
From

NTA If desired, enter the date that is being adjourned.  Typing a date in this field
will not update the calendar or the case record.

Adjud Date NOA The adjudication date. 

Adjudicate ABS The adjudication date.  The adjudication (conviction) date must not be less
than the violation date or greater than the abstract date.  This must be the
sentencing date for DOS codes 9200 and 1710.

AGAINST: JBF Type the name of the defendant or depositor who forfeited the bond
amount.

AGC PBW Police agency. This is a display-only field.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Agency 
OR

Agency #

CAS

Forms

Type the officer agency number.  Numbers are stored in the Officer File and
should appear on the ticket.  Prompt is valid on this field.

The name of the arresting agency will display, but can be modified if
necessary.

Agency File
#

PRC The Police Incident Number will be displayed if entered previously on the
CAS Screen.  It can be modified or erased.

Agency
Name and
Address

SAE Type the name and address of the agency performing the evaluation.

Agency ORI Ticket
Upload

The ORI and name of police agency who issued the ticket.  This field 
cannot be changed.

Agency
Report
Due...

SAE The date the evaluation report is due to the court.

AKA Bindover Two fields indicate an alias name.  The format is LAST/FIRST/MIDDLE or
LAST/FIRST/MIDDLE JR.

Alcohol
Content
Level

SAE Enter the alcohol content level, e.g.  .15%.

Alcohol
Program

ABS Alcohol program, if ordered by the judge.  Y (yes) or N (no) will appear on
the abstract.

Alt Court
Address

NTA Type an X if the court location is different from the one listed at the top of
the form (standard court location).  Type the address of the alternate court
location.

Alternate
Court

Address

CIN
VIO

Type the alternate location for the hearing, if applicable.

Amd/#2 Eff
Date

PRC Type an X if there is an amended effective date for the conditions in Item
#2 on this form.  Then type the date the conditions are to become effective
pursuant to MCL 765.6b.

Amd/Ord
Exp Date

PRC Type an X if there is an amended expiration date of the order.  Then type
the expiration date.

Amended JGS Type an X if it is an amended Judgment of Sentence.

Amount SCH
ACT

BND

Type dollar amount of the action.  A decimal point and zeros are not
required if the amount is in whole dollars.

Note:  You cannot add, change or delete an amount from the ACT screen.
Any correction of monetary assessments must be done through the DSP
screen or the Cash Module.  Any amount added or deleted on the ACT
screen will not update the database.

Type the amount of the check used to paydown the record.

Amount
Deposited

JBF
OFB

The amount of bond that was deposited and will be forfeited.

Appeal SCH Used to describe the reason the case is being appealed.  An entry of 1-7 on
this field will cause the case to be listed on the Appealed Case List; 
however, notices will not automatically be stopped.  An entry of 8 will
remove the case from the Appealed Case List. Prompt is valid on this field.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Appearance
Date

BFT The date of the last appearance. This field must be filled in to add a record
to the Bond Forfeiture Tickler.

Appearance
Date and

Time

SCS If the show cause was scheduled on the SCH or PRB screen, the date and
time will appear here.  These fields can be modified.

Note:  Adding or changing a date and time in the field will not update the
calendar.   To update the calendar, changes must be made on the SCH or
PRB screen.

Appointed Bindover Y (Yes) or N (No) will appear based on a previous entry if the attorney is
appointed.  This field may be modified.

Arrearage
Amount/Date

NPR The amount of the arrearage will be displayed as of the current date.
These fields can be modified.

Arrest Date PRC

OFP

The date of offense will be displayed, but can be modified if necessary.

This field will be blank, but a date can be entered if necessary.

Arresting
Agency

OFP The name of the police agency listed in the Agency field of the CAS screen
will be displayed if a header record exists for the agency in the Officer File.
It can be modified on the form if necessary.  See Chapter 9 for more 
information on creating header records.

Arrgn/Comm SCH A four-character code used to describe incarceration of a defendant at any
time other than sentencing. Entry of these codes are not necessary if your
court prints the Pre-Trial Release/Custody form (MC240). Valid codes are:

COMM - Committed
COPR - Pre-Sentence Commitment Filed
CORJ - Remanded to Jail
RFCS - Removed from Custody

A posted bond will remove a case from the custody status for the purposes
of the Speedy Trial and 120-Day Report.  If a bond is not posted through
Cash, use the code RFCS to remove a case from custody status.

Assessment DSP The amount of the assessment.  If the associated cash code has a default
amount, do not enter anything in the Assessment field.  If the associated
cash code does not have a default amount, enter the dollar amount in the
Assessment field.  A decimal point and zeros are not required if the amount
assessed is in whole dollars.  Refer to your court's Cash Codes List to
determine which codes have a default amount.  

You can add up to fourteen cash codes on this screen.

Note:  When more than 14 assessments exist, the screen will display the
following message:  "Unable to display all assessments for this charge".
The total fine and amount due is correct and reflects all assessments and
payments, including the codes that may not be displayed.

AT: SCS Type an X in front of appropriate choice for court location.  You can type
information after the courtroom number and other field to further describe
the court location if needed.

Attached
to...

WAR This field is for police disposition of the warrant.

Attempt FAC The word Attempted will appear if the offense was attempted.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Attorney SCH Type the attorney's bar number.  An A should be entered following the bar
# if the attorney was court appointed, or leave it blank for a retained 
attorney.  This field should only be used for assigning or changing the 
attorney of record.  If you need to remove an attorney of record, use the
Removal screen (REM).  Prompt is valid on this field.

Atty CAS
ACT

JGS

Bindover

The five-digit bar number of the attorney of record.  Prompt is valid on this
field on the CAS screen.

Note:  An attorney of record must be entered through SCH or CAS screen,
and can only be deleted through the Removal Screen (REM).   Adding or
removing the bar number from the ACT screen will not update the case
record.

The amount of money that has been assessed for court appointed attorney
fees. This can be modified.

The attorney of record bar number will appear.  Another bar number may
be typed in if needed.

Audit/Dism
Abs 

DSP Type an X in this field to request a Sentencing Abstract (Type "S") or a
Dismissal Abstract on an alcohol-related or repeat offender case.  An
abstract will automatically be generated the next time Date Generated
Notices are requested.  Leave field blank if plea and sentencing occur at
the same time.   

Additional Audit Abstracts can be requested at any time after sentencing.

See pages 3-54 through 3-57 for more information about processing 
alcohol-related or repeat offender cases.  

Authorize
Complaint

Date

CAS &
Warrant
Request

The date of the authorization of the complaint by the prosecutor.  The date
cannot be earlier than the Offense Date.

Balance Due JGS
CIJ

If any payments have been made, the balance due will print on the form.  If
any changes are made to the assessments on JGS screen, press ENTER
to recalculate Balance Due.

Balance of
Judgment

JBF The system will calculate this amount.  It is the Total Amount of Judgment
minus the Less Amt of Cash Deposited.

Bar No
Bar#

Forms

NTA

CAL

The bar number of the Judge of Record will appear.  If there is no Judge of
Record, the bar number of the Proceeding Judge or Next Judge will
appear.  You can modify or erase the number.

At the bottom of PRC, you must enter the judge's bar number if the release
is subject to conditions pursuant to MCL 765.6b.

If a judge will sign the WAR, enter the bar number for that judge.  If
entered, the Clerk field must be blank.

The bar number of the Next Judge on the case.  If there is no Next Judge,
the Judge of Record or Proceeding Judge will appear.  This can be 
modified or erased.

To view or print a specific Month at a Glance calendar, enter the hotkey or
5-digit bar number of the judge, magistrate, probation officer, etc. 
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Field Name Screen(s) Description/Format

Batch # Ticket
Upload

The batch number for a group of tickets on a particular diskette from the
law enforcement agency.

BGN ACT
Supp Cal

Type the date which you want to begin looking for actions or entries, e.g.
072506.  

Birth ABS The six character numeric field for date of birth (MMDDYY).  Prompt is
valid on this field to modify the birth century.

Bnd Type OFB
PRC

The type of bond will be displayed if previously entered, or can be entered
or modified here.  Available bond types are:  Cash/Surety, PR,
Cash/Surety/10% (PRC only), 10% (OFB only), Real Property, Proof of
Value Required (PRC only).

Body Style IMP Type the body style of vehicle to be impounded, i.e. 4-door.

Bond Amt
OR

Bond Amount

PBW

PRC

BND
BFT

If a bond amount has been set on the SCH screen, that amount will appear.
If not, enter the bond amount.

The total amount of outstanding bonds or a bond set amount will display.
This field can be modified.

Type the amount of the Bond, Restitution, Trust or Trust & Agency record.
A decimal point is not needed for whole dollar amounts. This field must be
filled in to add a record to the Bond Forfeiture Tickler.

Bond
Balance

BND The balance of the bond still outstanding.

Bond Denied PRC If the bond code BD38 has been entered in the Bond Action field on the
SCH screen, this field will be marked with an X.  If not, type an X in this
field if bond has been denied.

Bond
Depositor

JBF If there is a third party depositor on file, the name will display.  Type the
address of the depositor in the space provided.

Bond Forf
Abs

SCH A Bond Forfeiture Abstract should be requested if a disposition has not yet
been entered on an abstractable misdemeanor or felony charge and the
bond is being forfeited. Type an X for a Bond Forfeiture Abstract to be 
generated the next time Date Generated Notices are requested.  You must
be count specific on the hop line if there are multiple counts.  The request
for the Forfeiture Abstract will be noted on the ROA.  

Bond Forf.
Amt.

CIJ Amount of bond to be forfeited and applied to fine and costs.

Bond Type BFT The description of the type of bond that is being added to the tickler, e.g.
cash, PR. This field must be filled in to add a record to the Bond Forfeiture
Tickler.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Case

Bindover

Case number.

District Court case number.  This is a display-only field.

Case
Number

FAC

BFT

Type the case number in this field unless you have previously entered it on
the hop line.  Once a number is entered, you can scroll forward and 
backward through the FAC file with the Page/Roll keys.

The case number.  This field must be filled in to add or delete a case from
the Bond Forfeiture Tickler.  The case number must be in the system if
adding a tickler record. 

Case/Ticket
Number

DHU The case or ticket number. 

Case Type Type a valid case type from the list found in Appendix D. Prompt is valid
from the CAS screen.

CCW CAS

JGS

Type the concealed pistol license number provided on the citation.  Valid
only if offense date is on or after 7/1/01.

If CCW permit suspension was noted on the DSP screen, the number of
days of suspension will appear in the Susp ____ days field. If CCW permit
revocation was noted on DSP screen, an X will appear in the Revoke field.
If CCW permit # was entered on CAS screen, that number will appear in
Permit # field.  Type county name in the County field.  These fields can all
be modified if necessary.

CDL
CAS
ABS

Commercial Driver License.  Valid options are Y - Yes, N - No or   
U - Unknown. This is a required field on CAS screen if a Michigan driver
license number is entered in the DLN field and the case contains an
abstractable offense.

CDL Sanct ABS A Y will appear in this field if it is an alcohol-related offense that occurred
while the defendant was operating a commercial vehicle.

Certificate of
Service

CIJ Type an X to indicate if the defendant was served personally or by mail.

Change
Case no.

TRN Type an X to change the case number.  You must also fill in the New Case
ID field. 
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Charge

CAS

BFT

DHU

Ticket
Upload

Warrant
Request

On most screens, the short description of the charge will be displayed.

Type the offense code that is obtained from the local ordinance or state
statute file.  If the charge is a complaint for a violation of state law, the
PAAM number indicated on the warrant may be used.  Corrections to the
charge are made on the Disposition Screen.  Prompt is valid on this field.

NOTE:  When entering a PAAM #, do not enter the period in the 4th 
position, i.e. 750.81A would be entered 75081A.  

A brief description of the charge.  This field must be filled in to add a record
to the Bond Forfeiture Tickler.

Type a brief description of the charge.

The charge displayed in this field is retrieved in the order displayed below;
however, a different number/code may be entered to be returned to the
Case Entry screen (CAS).

•  SOS Code      •  PACC Code     •  MCL Code

The charge code will be displayed.  It may be modified if necessary.

Charge
Description

Ticket
Upload

A short description of the charge.

Check No BND The check number used to paydown the record.

Circuit Plea Bindover PLG - Guilty     NOC - No Contest     PMI - Mentally Ill

City The name of the city.  Do not use punctuation when entering this field.

Clerk

NTA
SUB
WAR

STS

For NTA & WAR, the clerk's name will display if a security record has been
established for that user.  If not, enter the name or initials of the clerk
preparing the form. For SUB, the clerk's name will not be displayed, but can
be added if needed.   For SUB & WAR, if a judge will be signing the form,
the judge's bar number should be typed in the Bar No. field and the Clerk
field must be blank.

The initials of the clerk who made the entry.  If an entry has been deleted,
there will be an date in the Del Date field and the initials of the clerk who
deleted the entry will be displayed in the Clerk field.

Clerk/
Administrator

FAC The name of the court administrator or clerk.

Clk RPT
The initials of the clerk making the request.  The initials are retrieved from
the user profile and cannot be changed.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Close/
reOpen/Prob

DSP
SCH
PRB

Select a code to change the status of a case.  
C - Closed     O - reOpen     P - Probation.  

Closing the case removes any future proceedings from the calendar.
However, once a case is closed, a new court date can be scheduled and will
appear on the calendar.  

Reopening a case does not reschedule previously scheduled future 
proceedings.  If you re-open a case, the program will determine the correct
status:  PEND, DISP, PROB or WRNT.

If you enter a Probation Term on Part 2 of the Disposition Screen, the case
status will automatically change to Probation.

Cnt

ACT

RPT

JGS

Count number.

This field is display-only and lists which count the action applies to.

The specific count number.  If the count field is left blank for adding a
request for FLB, LBL, ROA, ROAF, NTAA, NTAB, NTAD, then the count is
defaulted to 01.

Count number.  Up to three charges will be displayed.  Charges with a
deferred or dismissal disposition code, or undisposed charges will not 
automatically be displayed. You may add/change number in Cnt field in the
top portion of the screen to produce a judgment for any charge on a case.
Type the charge number in the Cnt field and press ENTER. The charge
description will be displayed in the top portion of the screen, and the
assessments for that count will display in the payment portion of the screen.

Cnts ACT The number of counts for a case.  This is a display-only field.

Code DHU

RPT

ABS

STS

A two-character disposition code.  A list of disposition codes can be found in
Appendix F.

A two-character scheduling code.  A list of scheduling codes can be found
in Appendix E.

The code (below) regarding restricted driving for up to two employers.
1 - Can drive to and from work only
2 - Can drive to, from and during work
3 - Can drive during work only

Note:  As of 10/1/99, DOS will determine the length of suspension and the
restriction on all offenses except drug and insurance-related charges.
Courts can still determine the length of suspension and restriction on drug
and insurance-related offenses, but not the specific restriction days, times
and locations.

A four-character code used to describe the action that occurred.

Color IMP Type color of vehicle to be impounded.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Comment(s) ACT

DEL

TRN

CIN
NLP
NTA
PRB

Type additional information about the case.  This information will appear on
the Register of Actions (ROA).  

Note:  If you type a C in the Del field, information from the line above will be
copied if a field is left blank.  If you are entering several lines of text with the
same date, you can type the date on the first line, and then type C in the
Del field for each line after that (and leave the Date field blank).  When you
press ENTER the date will be copied from the first line to each line that you
had typed C.

You must enter a reason for the deletion.  This reason will print on the
Delete Audit Report.

If left blank the following comments will update to the Delete Audit Report:
Transfer from Court ____ to ____    OR    Change case ____ to ____

You can enter your own comment if you prefer.

Additional lines for entry of comments.  Use the short lines to enter four digit
codes.  Use the long lines for typing additional comments.  See 
information for specific forms in Chapter 4 of this User Guide to see if 
comments can be transferred to ROA.

Comment#1 ABS Two lines for comments about the abstract.  If you are submitting a COR or
DEL type abstract, you must type comments in this field.

Committed DSP

JGS

Type an X if the defendant was committed to jail or if credit was given for
time served.  Type an O if the defendant was committed on an optional jail
term (pay or stay).

Type an X if defendant is being committed to jail.  This field will be marked
with an X if the commitment was designated on the DSP screen.

Community
Service

ABS The number of days of community service.

Complainant
Name

CIN The complainant name and address can be entered, if necessary.

Complaint/
Iss Date

CAS The date that the complaint was issued by authorized court personnel.  This
date cannot be earlier than the Offense Date or the Authorize Complaint
Date.  If a ticket was issued on a date other than the offense date, use this
field to indicate the date the ticket was actually issued.  This field can be
modified after entry.

Condition/
Item#

PRC Type conditions on the blank line, or press F4-Prompt for the list of Other
Conditions that are standard for this form and make your selection from the
list.

Conditional CIJ
JGS
ORD

PBW

SCS

Enter an X in this field if you only want the paragraphs/items that apply to
this case to print on the 8x11 form.  If the X is removed, all paragraphs of
the SCAO approved form will be printed. 

Enter an X to print only the first copy of the bench warrant.  The Court
Memo Copy will not print.

An X will automatically be displayed in this box, and the first page of the
Order to Show Cause will be printed. To print the second page (service
page) of the Order to Show Cause, remove the X.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Conditions Bindover This field must have an X in it if bond conditions exist for the case.

Contempt PBW Type an X in front of fail to appear or following reasons field.

Copies Cal Prt Include how many copies you want to print; valid choices are 1-9.

Count The count to be accessed.  For most screens, this field defaults to Count 01
if not otherwise specified.

Court

ABS

FAC

This field is located in the upper left portion of the screen.  The number is
determined when you sign on the system.  Courts with more than one
location can access data in each location by changing the court 
identification number.  Example:  Court 0, 1, 2.

Located in the upper left hand corner of screen, the four digit Court ID code.
This field cannot be changed.

The first three positions are a numeric city code established by DOS 
showing the court location.  The fourth character is an alpha character
denoting the type of court, e.g.  D = District Court.

Court Code NOA The first three positions are a numeric city code established by DOS 
showing the court location.  The fourth character is an alpha character
denoting the type of court, e.g.  D = District Court.

Court Date CAS &
Ticket
Upload

RPT

FAC

Enter the date that the defendant should appear or the due date for payable
tickets.  The date cannot be earlier than the offense date or an invalid court
date, i.e., Saturday, Sunday or a court holiday.  If the court has a standard,
pre-printed number of days for a due date on payable tickets, and that time
has been established in your court’s Z-Record, this field can be left blank
and the system will calculate the due date as long as the other required
information has been entered in the Ticket Information Section, e.g.  vehicle
information. If the due date has been established in the Z-Record, the 
following message will appear immediately after Ticket Information on the
CAS screen: Default Due Date is XX Days from Offense Date.

The date of a Notice to Appear for a previously scheduled event.  If this
field is left blank, the system will retrieve the first future scheduled court
date for this case.  If the event has not been previously scheduled on
another screen, you can enter the information on this screen in order to pro-
duce the postcard Notice to Appear.  However, this WILL NOT update the
calendar and the event must also be scheduled on the SCH screen.

The date which the defendant either failed to appear or pay fine and costs.



Appendix A - Master List of Field Descriptions Traffic/Criminal/Probation - 2007

xiii

Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Court/Due
Date

SCH The Court/Due Date is used to calculate all date generated notices and
penalties.  This date will appear in the Court Date box on the
FAC/FCJ/FCPV form.

If you are requesting an FAC/FCJ/FAD, the Court/Due Date must be at
least:

•  7 days prior to today for pre-judgment alcohol offenses.

•  14 days prior to today for post-judgment alcohol offenses.

•  39 days prior to today for parking offenses.

•  42 days prior to today for non-alcohol offenses.

You can make changes to the date if necessary.

Court Finding ABS
NOA

A description of the case disposition, e.g. guilty as charged, judgment 
rendered, disposed on guilty plea, etc.

Court
Location

Cal Prt

The location number in the upper left hand corner is determined when you
sign on to the system.  Courts with more than one location can access 
calendars in each location by changing this court location number.

Used in multiple-setting courts.  It may be changed to any location defined in
the court’s system file.

Court Name
and Address

ABS The court name and address, city, state and zip code.

Court
Reporter

Bindover Name of Court Reporter.  Format is:  LAST/FIRST/MIDDLE.

Court Time RPT The time of the scheduled event for a Notice to Appear.  Enter the time and
then indicate A (AM) or P (PM).  Example:  0900 A.  Military time is not
used. 

Courtroom CIN
NTA

Enter the courtroom number, if applicable.

Credit Days JGS The number of days of jail credit defendant was given.  If this information
was entered on the DSP screen, it will be displayed. It may be modified if
necessary.

Crime JGS Long description of the charge will be displayed.

Crime/Victim ORD The amount of crime victim costs assessed.  This can be modified.

Crm Vic JGS The amount of crime victim costs assessed.  This can be modified.

Crt CD ABS The first three positions are a numeric city code established by DOS 
showing the court location.  The fourth character is an alpha character
denoting the type of court, e.g.  D = District Court.

CTN Criminal Tracking Number.

CTN/TCN Criminal Tracking Number/Transaction Control Number.  Forms that have
this dual field will print the CTN or TCN number if it is the only number that
has been entered on the Case Entry screen (CAS), or the CTN if both 
numbers have been entered.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

D FAC When processing a clearance, type an X in this field if the clearance fee
was dismissed because the prosecutor or city attorney asked for the 
dismissal because the case was too old to prosecute.

Damage to
Property

Ticket
Upload

A Y for yes or N for no will appear as indicated by the officer. If a Y appears,
then a P will be placed in the Accident Type field on the CAS screen.  This
field cannot be changed on the Ticket Upload screen.

Date

Cal Prt

BND

The date of the offense, an action, event or proceeding, or a due date, e.g.
092406.

Note:  On the SCH & DSP screen, if the Date field which follows the PO
Code field is left blank when entering a proceeding code (PO code), the
system will default to the current date.

Enter the date range to view or print the calendar.  You can access up to 90
days of calendars prior to the current date.  If left blank, the system will
automatically use the current date for viewing.

Top portion of screen:  The date of the receipt you want to access
Paydown Update/Delete section:  The date of the check used to paydown
the record.

Date
Cleared

FAC If using the immediate electronic clearance feature, the date the 
suspension was cleared.  The date will be filled in automatically by JIS.

Date
Generated

Notices

SCH Includes the following notices - DFJ  Form (Default Judgment), Abstract
(Abstract), FDN (14-Day Notice), NNC (Notice of Non-Compliance),
FAC/FCJ/FAD (Suspension), WAM (Warrant - Misdemeanor), WAN
(Warrant Notice), Late Penalty (1st late fee), 20% Late Penalty (after 57
days past due). Each notice is described separately in this chart.

The following codes can be entered in the Date Generated Notices field:
S - to STOP all notices from being generated
E - to make the case ELIGIBLE for all notice
I - to indicate that all notices have been ISSUED PREVIOUSLY

Note:  If you are entering S (Stop) or I (Previously issued) on a multi-count
case and are not count specific on the hop line, the action will apply to all
counts for the case.

Date
Notified

WAR Type the date the police agency was notified of the recall.

Date of
Court

Appearance
/Time

VIO Date and time of next scheduled court date will be displayed.  This can be
modified if necessary.  

Note:  Adding or changing a date and time in the field will not update the
calendar.   To update the calendar, changes must be made on the
Scheduling (SCH) or Probation Scheduling (PRB) screen.

SchollC
Text Box

SchollC
Text Box
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Date of
Probation

AMD
DCG

The date the defendant was sentenced to probation will be displayed, but
can be modified.

Date Signed Forms The current date will be displayed, but can be modified or erased.

Date Susp FAC The date the FAC/FCJ/FCPV was generated.

Date/Time DSP Type a specific date and time that a payment is due, if the Pymt Schedule
field is not completed.  Format is: 021007 0800 A.

Days
Allowed

ABS Work days are entered in the following day or combination formats:
SU M TU W TH F SA or   M-F MWF ALL

Note:  As of 10/1/99, DOS will determine the length of suspension and the
restriction on all offenses except drug and insurance-related charges.
Courts can still determine the length of suspension and restriction on drug
and insurance-related offenses, but not the specific restriction days, times
and locations.

Days
Community

Service

DSP Enter the number of days of community service. (This will be combined with
Days Community Service in Lieu of Jail for the DOS Drunk Driving Audit
Report.)

Days
Community
Service in
Lieu of Jail

DSP Enter the number of days of community service imposed in lieu of jail.
(This will be combined with Days Community Service for the DOS Drunk
Driving Audit Report.)

Days Jail DSP The number of jail days to which the defendant has been sentenced.  If the
defendant is actually committed to jail, the Committed field must be marked
on this screen in order to accurately reflect the jail sentence on the DOS
Drunk Driving Audit Report which is published yearly.

Days Jail
Credit

DSP The number of jail days the defendant has already served.  This will be
deducted from the full jail sentence on the Judgment of Sentence (JGS)
form.

Days
Restricted

DSP Enter the number of days that the license is restricted.  This field MUST be
used if there is an X or W in the Rev/Susp field.  

Note:  As of 10/1/99, DOS will determine the length of suspension and the
restriction on all offenses except drug and insurance-related charges.
Courts can still determine the length of suspension and restriction on drug
and insurance-related offenses, but not the specific restriction days, times
and locations.

Days
Suspended/

CCW
Revoked

DSP Enter the number of days that the license or CCW permit is suspended.
This field MUST be used if an S, R, X or W is in the Rev/Susp field.

Note:  As of 10/1/99, DOS will determine the length of suspension and the
restriction on all offenses except drug and insurance-related charges.
Courts can still determine the length of suspension and restriction on drug
and insurance-related offenses, but not the specific restriction days, times
and locations.

Death Ticket
Upload

A Y for yes or N for no will appear as indicated by the officer. If a Y
appears, then a D will be placed in the Accident Type field on the CAS
screen.  This field cannot be changed on the Ticket Upload screen.

Deduct
SOS?

JGS Type an X if you want the system to deduct the Driver License
Reinstatement Fee from the total judgment amount on the form.

SchollC
Text Box

SchollC
Text Box
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Def Atty NTA If there is an attorney of record, the name and address will appear.
Changes to the attorney of record must be done on the Scheduling screen
(SCH).  Removing an attorney of record must be done on the Removal
screen (REM). 

Def Atty 
Bar #

JGS
PBM

The defense attorney's bar # and name will be displayed if previously
entered.  You can enter a bar number here for printing of the form, or 
modify or erase the number currently displayed; however the attorney will
not be added as attorney of record.

Defendant or
Defendant

Name

NTA
CIN

BFT

Warrant
Request &
Bindover

The defendant's name and address will appear.  By positioning your cursor
anywhere on the defendant's name and pressing F4-Prompt, a window will
appear that will allow you to add or change the address, SID number and
telephone number.

Name of defendant.  This field must be filled in to add a record to the Bond
Forfeiture Tickler.

Name of the defendant.  This is a display-only field.

Defendant
poses...

ORD Type an X if applicable.

Defer DSP You must be count specific on the hop line to enter a deferral.  Use this
field when entering a disposition for a case that has a deferred status.
Options are:

01 - 7411,   02 - HYTA,   03 - Spouse Abuse, 
04 - PUIL,   05 - MIP,   06 - Drug Court

See page 3-51 for more information on processing deferred disposition
cases.

Def in
Custody

Bindover Enter a Y (Yes) or N (No) to indicate whether the defendant is in custody at
the time of the bindover.

Del “D” ACT

RPT

Supp Cal

BND

Type a D to delete that line from the ACT screen and related information
which prints on the ROA.  You will not be updating the database.
ALWAYS use the Scheduling screen (SCH), Disposition screen (DSP) or
Removal Screen (REM) to correct actions which affect the case record.

Type a D to delete the report request.  An action will be written to the ROA,
with the exception of deleting Label and ROA requests.

Type a D to delete an entry from the Supplemental Calendar.

Type a D to delete a paydown transaction.

Del Date STS The date an entry was deleted from the system.  The clerk’s initials who
performed the delete will appear in the Clerk field.

Delayed DSP Type an X in this field when a disposition is entered but the sentence is
delayed under MCL 771.1.  See page 3-52 for more information on pro-
cessing 771.1 cases.

Delete
Case/Delete

Count

DEL Type an X to delete case or count displayed on screen.

Delivered
to...

WAR This field is for the police disposition of the warrant.

SchollC
Text Box
Type a C to copy date, code and/or text information from the line above.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Depositor BND The name of the person who posts the bond is the depositor.  Unless
someone other than the defendant posted the bond, the defendant's name
will appear in this field.  When adding or modifying a name in this field, it
must have two slashes and be formatted as follows:
WILLIAMS/SAMUEL/THOMAS JR

Dept. Ticket
Upload

Officer agency number.  Numbers are stored in the Officer File.

Description DSP
ACT

A short description of the cash code or action will be displayed.  This is a
display-only field and cannot be modified.

DFJ Form SCH Default Judgment.  Enter one of the following codes:
S - to STOP a default  from being generated
E - to make the case ELIGIBLE for a default
X - to REQUEST a default during the next notice cycle
I - to indicate that a default was ISSUED PREVIOUSLY

Note:   The E (Eligible) option will not produce another default notice form if
one had been previously generated.  To get a subsequent default, you
must enter X in this field.

If you are entering S (Stop) or I (Previously issued) on a multi-count case
and are not count specific on the hop line, the action will apply to all counts
for the case.  You MUST be count specific when entering X (Request
Notice).

Dism DSP An entry in this field is used to further explain a dismissal disposition code.
A list of Dismissal Codes can be found in Appendix F.  Prompt is valid on
this field. 

DispCd Bindover Disposition code.

Dispo Date JGS The disposition date will appear, but can be modified.

Div BND Division number.       T - Traffic/Criminal       C - Civil         M - Misc.

DLN Driver license number.  The two-character state abbreviation followed by
the full license number.  Example:  MI P390294388928.

When entering a new case on Case Entry screen (CAS), an edit will occur,
similar to the edit performed by DOS, to verify that the defendant's name,
date of birth and driver license number are correct.  If one or more of these
fields is incorrect, all three fields will be highlighted and the following error
message will be displayed:  Possible error in Name/DOB/DLN.  Make any
corrections that are needed.  If you are sure that the DLN, Name and DOB
are correct, press ENTER two times.  The following message will appear:
Possible error in Name/DOB/DLN - F8 to accept Name/DOB/DLN.  If F8
is pressed, the following message will be written to the ROA:
NAME/DLN/DOB OVERRIDE.

DOB The defendant's date of birth.  On the CAS screen this field is edited so
that juvenile misdemeanors are rejected and DOB cannot be the same as
the offense date.  Prompt is available to specify the century of birth, if 
necessary.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Driver Address ABS The driver's current street address, city, state and zip code.  

Driver Lic.
ABS
NOA

The driver license number.  For a Michigan driver license, the first character
must be alphabetic and the remaining 12 characters are numeric, i.e.,
A500239283983.  The line following this field must be filled in with a 
two-character state code abbreviation if it is an out-of-state driver.  It must
be left blank for a Michigan driver license.  Valid state codes are found in
Appendix M. 

Driving
To/From

ABS

Type a Y if the driver is allowed to drive to and from one or more of the 
following:
Prb (Probation)      Com (Community Service)      Alc  (Alcohol Treatment)  

Med (Medical Appointment)      Sch (School)  

Note:  As of 10/1/99, DOS will determine the length of suspension and the
restriction on all offenses except drug and insurance-related charges.
Courts can still determine the length of suspension and restriction on drug
and insurance-related offenses, but not the specific restriction days, times
and locations.

DS DSP
A two-character Disposition Code used to describe the type of disposition
that has occurred.  A list of Disposition Codes can be found in Appendix F.
Prompt is valid on this field.

Dt Bindover Disposition date.

Due date for
payment

ORD
Type an X in field in front of 6a, and fill in the date the total amount
assessed is due.

Edit ORI
Tkt

Upload

When X is typed in this field and ENTER is pressed, the court ORIs of the
ticket records will be compared to the ORI of the court that the user is
signed on to. If any tickets have different ORIs, the message “*DIF ORI*”
will appear in the charge description, and those tickets will be ineligible for
selection.  The ticket’s ORI# and description will appear on the top of the
Ticket Selection Detail screen.

Eff Dt OR
Effective Date

Enter the date the amendment/order becomes effective.

Entry Dt STS The date an entry was updated on the system.

Entry Tm STS The time an entry was made on a case

Evaluation
Date

SAE The date of the evaluation.

Exp Dt or
Expiration

Date
Enter the date the amendment/order will expire.

Eye(s) Enter a code for eye color.  See Appendix J for LEIN codes.

F&C Susp DHU Type an X in this box if all the fine and costs were suspended.  

FAC/FCJ/
FAD

SCH

Suspension.  Enter one of the following codes:
S - to STOP a suspension from being generated
E - to make the case ELIGIBLE for a suspension
X - to REQUEST a suspension during the next notice cycle
I - to indicate that a suspension was ISSUED PREVIOUSLY

Note:  If you are entering S (Stop) or I (Previously issued) on a multi-count
case and are not count specific on the hop line, the action will apply to all
counts for the case.  You MUST be count specific when entering X
(Request Notice).
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Field Name Screen(s) Description/Format

FDN SCH Fourteen Day Notice.  Enter one of the following codes:
S - to STOP a notice from being generated
E - to make the case ELIGIBLE for a notice
X - to REQUEST a notice during the next notice cycle
I - to indicate that a notice was ISSUED PREVIOUSLY

Note:  If you are entering S (Stop) or I (Previously issued) on a multi-count
case and are not count specific on the hop line, the action will apply to all
counts for the case.  You MUST be count specific when entering X
(Request Notice).

Fel/Mis/Civ DHU F - Felony            M - Misdemeanor             C - Civil Infraction

Filing Date CAS The date the ticket or case was filed with the court.  If left blank, it will
default to the current date for a ticket or the date in the Complaint/Iss field
for a complaint and warrant.  This field can be modified.  It is used to 
identify New Cases Filed for caseload purposes.

Final Chrg Bindover Final charge code.

Fine ABS The total fine/costs on a case minus any restitution, attorney fees, or
probation screen fees assessed.

Fine & Costs JGS
ORD
CIJ

DHU

The amount of fine and costs.  If a local ordinance charge, this is a 
combined figure.  If a state law violation, fine and costs are reflected as 
two separate amounts.  These fields can be modified.

The total amount of fines and costs that had been assessed.

Fines/Costs
Suspended

DSP Type an X in this box if all the fine and costs have been suspended.  If all
fine and costs have been suspended, the assessment fields on DSP screen
should be deleted and a reason entered in the Other Actions field.

First
Appearance

PRC If an event was scheduled on the CAS, SCH or PRB screen, the date, time
and purpose of the next appearance will be displayed.  It can be modified,
if necessary.  Adding or updating a date or time on this screen will not
update the calendar.

Flag 
Non-Public

Cal Prt These selections affect only cases that are in Non-Public status.
X - Print the word “Non-Public” in the charge field
N - Print nothing in the charge field

If the field is left blank, the charge will be printed in the charge field.

FOR: JBF The unit of government who receives the bond forfeiture money, e.g.  City
of Southfield.

Forfeit Date BFT The date that the bond will forfeited.   This will be 28 days after the Form
Date.  This field must be filled in to add or delete a case from the Bond
Forfeiture Tickler.

Forfeiture DSP Type an X if the vehicle is to be forfeited.

Form Date BFT The date the Order Forfeiting Bond was generated or signed by the judge.
The case will appear on the Bond Forfeiture Tickler 28 days after this date.

For the
following
reasons:

SCS Type the reasons for the Order to Show Cause, if needed.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Full Bail
Amount

JBF
OFB

If there is a bond on the system, the face value will display.  If not, enter the
face value amount of the bond.

GO TO CAL To view or print a specific day, enter the month, day and year, i.e., 
MMDDYY.  It will default to the current month and year, but the dates can
be changed by typing over them.

To view the Month at a Glance calendar for another month, enter the month
and year (without a day) of the calendar you wish to view.

Hair Type a code for hair color.  See Appendix J for LEIN codes

Has been 
fingerprinted

JGS Type an X in this field if applicable.

Has not 
complied...

SCS The date of non-compliance.  Disposition date will be displayed, but can be
modified if necessary.  

Height ORD Type the height of the defendant, e.g.  6 02.

HIV testing... JGS Type an X in this field if applicable. 

HT Type the height of the defendant, e.g.  6 02.

I am 
interested...

SCS Type the relationship of the person requesting the hearing, e.g.  probation
officer, court clerk.

Immobilize/
Forfeit

JGS An X will appear in this field if the vehicle was ordered immobilized or 
forfeited on the JGS screen. This field can be modified if necessary.

Incident Date OFP Date of offense.  This field cannot be modified.

Include
Supplemental

Entries

Cal Prt This field defaults to X (include supplemental entries on the calendar).
Remove the X to omit the entries. This option is not valid with the Party
Calendar.

Injury Ticket
Upload

A Y for yes or N for no will appear as indicated by the officer. If a Y
appears, then an I will be placed in the Accident Type field on the CAS
screen.  This field cannot be changed on the Ticket Upload screen.

Installments ORD Type an X in field in front of 6b, and fill in the four fields following
Installments.  First field is for amount of payment, second field is for 
frequency of payment, third field is for date first payment is due, fourth field
is for final payment due date.

Intrlck ABS Type a Y in this field if an Interlock Device has been ordered.

Issuance
Date

RLF The date the restricted license form is generated.  This date will default to
the current date, but can be changed.

Jail DHU

ABS

JGS

Number of days of jail time, i.e. 10 D.

The number of days of a committed jail sentence up to 365.

If defendant has been sentenced to report to jail, type time in the Report at
field.  If the defendant is being released from jail for a specific time and 
purpose, press F4-Prompt and a window will be displayed listing the
options that apply.  Type release times if release is for Work, School,
Medical, or Other reasons.   Type the purpose for release if release is for
Other reasons.

SchollC
Text Box

SchollC
Text Box
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Jail Begin
Date

JGS Type the date the defendant is to report to jail, i.e. 021007.

Jail Days JGS The number of days defendant was sentenced to jail.  If this information
was entered on the DSP screen, it will be displayed. It may be modified if
necessary.

Jail Location DSP Type a two-digit jail code to indicate the location of incarceration.  Prompt
is valid on this field.

Jail Susp DSP
DHU

Type an X if the total jail term is to be/was suspended.

Jail
Suspended

JGS An X will appear if the Jail Susp field was marked on the DSP screen.  It
may be modified if necessary.

Judge CAS

DSP

SCH
ACT

RPT

Cal Prt

ABS
NOA

Bindover

Type the bar number or hotkey of the magistrate/judge who signed the 
warrant or issued the complaint.  Prompt is valid on this field.

Enter the bar number of the judge/magistrate involved in a proceeding.
Hotkeys can be used.  This field should be used every time a judge or 
magistrate is involved in the proceeding that is being entered in the PO
field and must be used on alcohol offenses.  Magistrate bar numbers are
only valid on drinking/driving charges if the disposition code DS25 (Nolle
Prosequi) has been entered.   Prompt is valid on this field.

The bar number of the judge or magistrate involved in a proceeding or
action.  Hotkeys can be used on the SCH screen.

The bar number of the judge or magistrate associated with the scheduled
event.

Enter the five-digit bar number or hotkey of the judge, magistrate, probation
officer, special calendar or court clerk whose calendar you want to view or
print.  If you leave this field blank, you will get all the cases in your court
that do not have a judge assigned.  You can also display or print all judges,
magistrates and probation officers calendars by typing the word ALL in the
judge field.  When using ALL, the date range must not exceed 14 days.

The bar number for the judge or magistrate associated with the disposition.

Judge of record.  This is a display-only field.

Judge of
Record

CAS The bar number or hotkey of the judge or magistrate assigned to a case
pursuant to MCR 8.111. An entry in this field will determine which bar 
number to count the case under for Caseload Part 4.  In a one-judge court,
this field may not be necessary if a proceeding judge is always assigned. In
a multi-judge/magistrate court, it can be useful if different judges and/or
magistrates preside over different stages of the case.  The judge of record
will appear on the ROA and any forms that need to be signed.  Prompt is
valid on this field.

Judge/Atty
Bar No

SUB The bar number of the Judge of Record.  If there is no Judge of Record,
the Next Judge or Proceeding Judge bar number will appear.  You can
modify the number with an attorney bar # or erase.  If this field is used, the
Clerk field must be blank.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Judgment is
Deferred

ORD Enter a 1, 2, 3, 4, 5 or 6 if judgment of guilt is deferred under:
1 - Controlled Substance Act (7411)     
2 - Holmes Youthful Trainee Status (HYTA)   
3 - Spouse Abuse Act  
4 - Practicing Under the Influence (PUI)
5 - Minor in Possession (MIP)
6 - Drug Treatment Court

The field will automatically be filled in if a disposition was updated with a
deferral code on the Disposition screen (DSP).

Jump to Count Bindover On a case with more than two counts, information on the count specified
will be displayed by entering the count number and pressing ENTER.
Information on counts 1 and 2 will automatically appear.

Label CAS Request for label to be printed in batch cycle.   

X or F -  Print a file label; You can request up to 9 file labels by 
typing 1-9 in this field.

The file label will include the Defendant's name, the case number, case
type and a short description of up to three charges.  If there are more than
three charges on the case, the word "MORE" will also print on the label.

A - Print an address label for the defendant.

Labels can be requested at any time during the day.  Requests will display
on Report/Requests screen (RPT) and printing can be requested from the
Traffic/Criminal Daily Reports Screen (Traffic/Criminal Subsystem Menu -
Option 2).

Late Penalty SCH First Late Fee.  Enter one of the following codes:
S - to STOP a late penalty from being assessed
E - to make the case ELIGIBLE for a late penalty to be assessed
I - to indicate that a late penalty was ASSESSED PREVIOUSLY.

Note:  If you are entering S (Stop) or I (Previously issued) on a multi-count
case and are not count specific on the hop line, the action will apply to all
counts for the case.

Less Amt 
of Cash

Deposited

JBF Type the amount of deposit, if applicable.  This amount will be subtracted
from the Total Amount of Judgment to calculate the Balance of Judgment.

License plate
number

IMP License plate of vehicle to be impounded.

License
Sanctions

JGS If license is revoked, an X will appear in the Rev field.  If the license is
suspended or restricted, the number of days of suspension/restriction will
appear in the Susp or Restr field.

Lic. Plate # IMM License plate of vehicle to be immobilized.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Make IMM
IMP

Make of vehicle to be impounded or immobilized. 

MCL Code Ticket
Upload

The PACC code entered by the police officer at the scene, if applicable.
This field cannot be changed, but if it is used in the Charge field, it can be 
modified there.

Misc. ACT

CIJ

Further comments on an action, e.g. a date that a future event is 
scheduled, all counts notation, etc.

Amount of money assessed for cash codes that are not designated as
fines or costs.

MMDDYYYY Prompt This is used for the century date of birth in month, day, four-digit year.
(03261974)

Model IMP Type model of vehicle to be impounded; i.e. Taurus

Motion &
Affidavit

VIO Type reasons for probation violation.

Motion for
Discharge

DCG Type the reasons for the Motion for Discharge.

Motion to show
cause why:

SCS Type an X in front of either field, if applicable.

Name CAS
DHU
BND

Warrant
Request

DSP
SCH
PRB

Forms

RPT

ABS
FAC
NOA

Type the name with two slashes as follows:  last name/first name/middle
name.  Two slashes must always be used, e.g. SMITH/JOHN/ROY. 
If there is a name suffix, it is entered after the middle name and preceded
by a space, e.g. SMITH/JOHN/ROY JR
If there is no middle name, do not put a space before the name suffix, e.g.
SMITH/JOHN/JR
Non alpha characters are not allowed except a hyphen.  For example:  
GEORGE-HAMPTON/CYNTHIA/ANN, 
OBRIEN/MICHAEL/PATRICK, 
STLOUIS/JUDITH/RUTH

NOTE:  On the BND screen, if the case has been entered on the system,
you can leave this field blank and the system will retrieve the information
when adding a new record.

This is a display-only field. On SCH, DSP, PRB, CIN, NTA, and PBM
screen, by positioning your cursor anywhere on the defendant's name and
pressing F4-Prompt, a window will appear that will allow you to add or
change the address, telephone number or SID.

The name of the defendant.  This field will be displayed after adding your
report request to the screen and pressing ENTER.

The driver's name in first, middle, last name order.  No multiple spaces
and no punctuation except a dash, e.g. Courtney Ann Thorne-Smith.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Nature of
Offense

ABS
NOA

A 30-character offense code description.  This is taken from the Long
Description field on the Statute File.

New Case # Warrant
Request

Ticket
Upload

The default will be a portion of the CTN number. If not correct, enter the
correct case number.

This is the number assigned by the program.  The default number is a 
prefix (current year), the ticket number, and a suffix (A, B or C for 
multi-charge tickets).  For example, if the officer enters ticket number
123456 on a multi-charge ticket, the program will assign the New Case #
as 07123456A, B or C.  If the default year and/or suffix indicator are
changed at the top of the screen, the case number can be re-set for all 
displayed records.  The New Case # may be modified if necessary.   Any
number can be entered, however, the New Case # cannot already exist on
the system or an error message will display upon return to the Case Entry
screen (CAS).

New Case
ID

TRN Type the new or correct case number.  You must also type an X in the
Change Case No field.

New Court
Location

TRN Type the court location identification number for the court to which the case
is being transferred.  You must also fill in the Transfer Case field.

Next Event ACT Scheduling code (AJ code) for next scheduled event.  A list of scheduling
codes can be found in Appendix E.

Next Judge SCH
PRB 

The bar number or hotkey of the judge or magistrate on whose calendar
this case should appear.  If this field is left blank, entries will appear on the
“No Specific Judge” calendar. Prompt is valid on this field. 

Next
Scheduled

Dates

NTA Up to four different dates, times and scheduling codes will be displayed.
These fields can be modified or erased for the printing of the form.   Adding
or modifying dates in these fields will not update the calendar or the case
record.

NNC SCH Notice of Non-Compliance.  Enter one of the following codes:
S - to STOP a notice from being generated
E - to make the case ELIGIBLE for a notice
X - to REQUEST a notice during the next notice cycle
I - to indicate that a notice was ISSUED PREVIOUSLY

Note:  If you are entering S (Stop) or I (Previously issued) on a multi-count
case and are not count specific on the hop line, the action will apply to all
counts for the case.  You MUST be count specific when entering X
(Request Notice).

Non-Public DSP

DHU

Type a Y to indicate if a case is designated non-public or an N to remove a
case from non-public status.

Type an X to indicate if a case is designated non-public.  You can remove
the X to remove the case from non-public status.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Not 
purchase...

ORD Type an X if applicable.

NTA CAS
SCH
PRB

If you want a postcard Notice to Appear generated during the next batch
report cycle, enter:

A - Notice to Appear for attorney
D - Notice to Appear for defendant
B - Notice to Appear for both attorney and defendant

A comment will be written on the ROA that the request was made.  
If you do not mark this field at the time of scheduling, you can request a
postcard Notice to Appear on the Report/Requests screen (RPT).

Num STS The sequence number for events occurring on the same PO date.

Nxt Judge CAS The bar number or hotkey of the judge or magistrate on whose calendar
this case should appear.  Prompt is valid on this field. 

OFC PBW Name of Officer #1.  This is a display-only field.

OffCd ABS
FAC

This is the four-digit DOS offense code, e.g. 1000, 2000, 2100, etc.  The
fifth digit will be blank or "A":  An "A" in this position means the driver was
convicted of an attempted offense.

Offense FAC A brief description of the charge.  This is taken from the Long Description
field on the Statute File.

Offense
Code

NOA This is the four-digit DOS offense code, e.g. 1000, 2000, 2100, etc.  The
fifth digit will be blank or "A":  An "A" in this position means the driver was
convicted of an attempted offense.

Offense
Date

The offense date, i.e., 010207.  

Note: This date cannot be changed on CAS screen after the case has
been entered. If an error in this field is discovered after case entry,
the entire case must be deleted and completely re-entered.

Offns date RLF Date of offense.  This is a display-only field.

Officer #/
2nd Officer

#

The officer badge number.  Numbers are stored in the Officer File and
should appear on the ticket. Prompt is valid on this field.

Ofn Date ACT Date of offense.  This is a display-only field.

Opt Prompt

Warrant
Request &

Ticket
Upload

1 - Select the code   
2 - Make a change to the existing code  
4 - Delete a code from the file  
5 - Display more information about the code

1 - Select a warrant or batch or ticket
D - Delete from list
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Opt Jail DHU Number of days of optional jail time, i.e. 10 D.

Optional
Days Jail

DSP The number of optional jail days to which the defendant has been 
sentenced.  Use this field if the defendant is given the option of paying
fine/costs or serving time in jail (pay or stay).

Ord Exp
Date

PRC Expiration date for conditions in Item #2 of the form pursuant to MCL
765.6b.

Order
Amending
Probation

AMD Type the amendments to the original Order of Probation.

Order
Regarding:

PRC Type an X in one of the following fields: Pretrial Release, Custody or
Amended.

Order to
show cause

why:

SCS Type an X in front of appropriate field.  You can type reasons in the For the
following reasons field if needed.

ORI OFP Originating Agency Identifier of police agency for LEIN purposes.  If known,
type number in this field.

Orig Chg ABS
NOA

The four-digit DOS code that the driver was originally charged with. 

Orig Chrg Bindover Original charge code.

Other CIJ

JGS

IMM
PBM

ORD

AMD
ORD
PRC

Type any additional comments that you want to appear on the CIJ form.
When a payment due date is entered through Cash or on the DSP, SCH or
PRB screen, the first item in this field will be:  Payment Due (date).  This
comment can be modified or erased.

Under the assessment portion of the screen, type any other amounts
assessed.  
On the long lines at the bottom of the second page of the JGS screen, type
other conditions of sentencing or commitment are not contained on screen.  

Type any additional order that is not specifically stated on the form.

Under the assessment portion of the screen, type any other amounts
assessed. 
Type the specific orders of probation.  There are seven blank lines on the
first screen.  If your printer is a non-AFP printer, use your Page/Roll keys to
access second screen.  There are an additional 17 blank lines for 
additional orders on the second screen.  If this second screen is used, the
Order of Probation will print on two pages.

LEIN Information:  Type other distinguishing marks.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Other
Actions

DSP Comments typed on the long lines will appear on Register of Actions
(ROA).  You must type comments here if you are reducing monetary
assessments.

Four-character codes typed on the short lines will print the text associated
with that code on ROA.  Your court may have court-specific codes to use in
these fields.  See Chapter 9 - Code Files for more information on creating
these codes.

Override
DLN

Verification 

FAC Type an X if you want to override the Driver License Verification, e.g.  if you
know the number is correct but it won't pass the built-in edit. 

PACC Code Ticket
Upload

OFP

The PACC code entered by the police officer at the scene, if applicable.
This field cannot be changed, but if it is used in the Charge field, it can be 
modified there.

If you were count specific on the hop line when accessing the OFP screen,
PACC Code for count specified will be displayed.  If you were not count
specific, PACC Code for Count 1 will be displayed.  This field may be 
modified if necessary.

Paper Plate CAS Type an X in this field if a paper license plate was issued to the defendant.
You must also fill in VIN, Vehicle Year and Vehicle Make fields if a paper
plate was issued.

Paper Size Cal Prt X - Print calendar on 8X11 paper.
B - Print calendar on 11X14 (*STD) paper (or landscaped on a laser 

printer).

Party Defendant Number.  This field defaults to D01.

Party(s) or
Comment(s)

Supp Cal Enter additional information about the event, such as names of the people
in the wedding party, location of the meeting, etc.

Pay Code BND Enter the paydown code that has been established in the Cash Module.  A
list of paydown codes can be found in Appendix G.

Paydown
Total

BND The total of the paydowns to date for this record.

Payee BND Type the name of the person who is receiving the check.  If you are 
refunding a bond to the depositor, you can leave this field blank. 

Payment
Due or days

jail

JGS The date payment is due or the number of days of jail if payment is not
received (optional jail), along with the jail start date.  This information will be
retrieved from the DSP screen, but can be modified here if needed.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

People of Forms The venue will appear but can be modified.

Person
Notified

WAR Type the name of the person at the law enforcement agency that was 
notified of the recall, along with the date and time of notification.

Personal
Service

CIN Type an X if personal service has occurred.

Petition AMD Type the petition language. 

Petitioner PBW Type the name and position (if desired) of the person requesting the 
petition, i.e. Sue Smith, Court Clerk.  That information will print below the
Signature line in the Motion & Affidavit.

Phone The phone number, area code first and then the seven digit phone number.
When entering information in this field, use numbers only.

PIN CAS Police Identification Number, up to 10 characters.  This number will print on
various forms and is used for the PIN Inquiry. It will populate the OCA field
on the Enter Judgment (EJD) screen.

Place PRC This will default to "At Court Address Above" but can be modified.

Place of
Storage

IMP Type the name and address of the location where the vehicle will be stored.

Plaintiff Forms The venue will appear, but can be modified.

Plate # ABS
NOA

The vehicle license plate number.  On ABS screen, this field is updated only
if a paper plate is issued or vehicle immobilization ordered.

Plate #/ 
Year/State

Ticket
Upload

The license plate number of the vehicle involved in the offense, the plate
expiration year and two-character state abbreviation.

Plate
Number/ 

Year/State

CAS The license plate number of the vehicle involved in the offense, the plate
expiration year and two-character state abbreviation.  

If a paper plate was issued and there was no license plate number, enter
two slashes // in the first two positions of this field.

PL or
Plea

DSP
SCH

A two-character Plea Code used to describe the type of plea.  A list of Plea
Codes can be found in Appendix F.  Prompt is valid on this field.  If a plea
was previously entered and has not changed, leave this field blank.

Plus Costs JBF Type in the amount of costs assessed, if applicable.  This amount will be
added to the Full bail amount for the Total Amount of Judgment.

PO Code DSP
SCH

The two-character Proceeding Code used to describe an event or 
proceeding that has occurred.  You must fill in this field when adding
information on these screens. Prompt is valid on this field.  See
Appendix E for list of codes.

PO Date STS Proceeding date. 

Police
Agency

RFL
WAR

Type the police agency name.  The address can also be added if 
necessary.

Police
Incident No.

JGS If the Police Identification Number has been entered on the CAS screen, it
will be displayed here.  It can be modified if necessary.

Police
Report No.

Forms If the Police Identification Number has been entered on the CAS screen, it
will be displayed here.  It can be modified if necessary.
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Field Name Screen(s) Description/Format

Position to Prompt

Ticket
Upload

Type the data you want to start your search with.  Check the window 
heading to determine if the sorting sequence is alphabetic or numeric.
Press F7-Alt Seq to toggle between the two different sorting types.

Type the ticket number you want to start your search with.

Position to
CTN

Warrant
Request

Use this field to locate a CTN number.  Enter the full or partial CTN number
(with no dashes) and press ENTER to find that number.

Post Code BND Valid Posting codes for the four types are:
•  Type 01 - BT01 (Cash),  BT02 (10% Deposit),  BT06 (Interim),  

BT08 (Security Deposit),   BT09 (Cash/Surety)
•  Type 02 - MYRS
•  Type 03 - MYTR
•  Type 04-99 - Defined by court

Posted Amt Bindover The amount of bond that has been posted.  This field may be modified if
necessary.

Posted By Bindover Name of the bond depositor.  This field may be modified if necessary.

Print CTN #
instead of

XREF#

Cal Prt X - Print CTN instead of X-Ref #.
If field is left blank, X-Ref # will be printed.
This option is only available when option B is selected for paper size.

Print Page 1
only

SUB Remove the X to print second page (service page) of form.

Print Part 1
only

AMD
ORD

Remove the X to print LEIN Copy of the form.

Print
Sequence

Cal Prt Use to determine how entries will be sorted within same time period.  
A - Alphabetic    N - Numeric

Print
Summary

Cal Prt X - Print the Courtroom Calendar and the Calendar Summary
O - Print the Calendar Summary only

Further information about the Calendar Summary can be found in Chapter
7 - Calendar of this User Guide.

Probation DHU

PBW

The number of months of probation. i.e. 12 M.

Type an X in this field if applicable.

Probation is
revoked

JGS Type an X in this field if applicable.

Probation
Term

JGS The number of months of probation.

Probation
Officer

The probation officer number.  Hotkeys can be used on the DSP & PRB
screens.  On the AMD, DCG, NPR, ORD & VIO screens, the name will be
displayed, but can be added or modified if necessary.

Produced ABS
FAC

An X will be displayed in this field if the record shown has been transferred
electronically.  An H will be displayed if the record has been put on hold.

Production
Date

ABS
FAC

The date the abstract record was transferred electronically.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Programs DSP Type up to three codes to indicate the probation program, treatment 
program or conditions of probation.   Some of the more common codes are:  

CJWP - County Jail Work Program, Work Release
DCWP - District Court Work Program
FOCS - Order for Community Service filed
PBCS - Community Service in Lieu of Fine and Costs
PBJT - Community Service in Lieu of Jail Term

There are additional codes listed in the on-screen Help text.  Additional
codes can be added or defined by individual courts.  See Chapter 9 for
more information on creating codes.

Proof of
Value

Required

PRC Type an X if Proof of Value and Interest in Real Property is required for
release or bond.

Prosc ACT The prosecutor's five-digit bar number. 

Note:  A prosecutor bar number must be entered through SCH or CAS
screen, and can only be deleted through the Removal Screen (REM).
Adding or removing the bar number from the ACT screen will not update
the case record.

Prosecuting
Official 
Bar No

NLP The bar number of the prosecutor.  If the bar number was entered on the
CAS or SCH screen, it will appear here.  It can be modified if necessary.

Prosecutor CAS &
Warrant
Request

SCH

NTA

The bar number of the prosecutor who authorized the charge(s).  Prompt
is valid on this field on the CAS screen.

Enter the prosecutor's bar number or hotkey.  This field should only be
used for assigning or changing the prosecutor of record.  If you need to
remove a prosecutor of record, use the Removal screen (REM). Prompt is
valid on this field.

If there is a prosecutor of record, the name and address will appear.
Changes to the prosecutor of record must be done on the Scheduling
screen (SCH).  Removing a prosecutor of record must be done on the
Removal screen (REM). 

Pty The party designation, e.g. D01.

Purge Date DHU The date a case was purged from the system.

Purpose CIN
PRC

BFT

A short description of the scheduled event.

The type of hearing that was scheduled last, e.g.  Trial. This field must be
filled in to add a record to the Bond Forfeiture Tickler.

Pymt
Schedule

DSP If the defendant has been given time to make payment, enter the payment
schedule in days, weeks or months e.g. 021 D, 004 W, 002 M.  Entering a
future date will make the case eligible for a 14-day notice or a notice of
non-compliance unless:

•  The notices were previously stopped     OR
•  There is a balance due for cash code DLRF (Driver License 

Reinstatement Fee)

Race W - White      B - Black      I - Indian     A - Asian     U - Unknown  

Rcpt Receipt number.
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Field Name Screen(s) Description/Format

Reason WAR Type the reason for the warrant recall, if needed.

Reasons for
arrearage

NPR Type the reasons the defendant is in arrears.

Receipt
Number/Date

OFB

BFT

The receipt number and date of the bond that will be forfeited.  When
accessing this screen and there has been a bond posted through Cash or a
bond record added through the Bond screen, the bond information will be
displayed.  If there is more than one bond and the bond you wish to forfeit
is not displayed, type in the receipt number/date of that bond and press
ENTER.  If the bond you wish to forfeit is not on the system, enter the
receipt number/date and the monetary information for the bond that you
want to forfeit in 28 days and print the form.

The bond receipt number and date.  This field must be filled in to add or
delete a case from the Bond Forfeiture Tickler.

Reduce/Amd/
Chg

DSP The count field on the hop line must specify a count to display this field -
even if there is only one count on the case!  Type an R to reduce, A to
amend or C to change a charge in the first field and the valid offense code
for the new charge in the second field.  Prompt is valid on this field.

Note: If you are changing, reducing or amending charge and not adding
any other information on the screen, you do not need to enter a DS code.

Rehab? DSP
JGS

A one-digit code to represent the Alcohol Rehab Program.  The Alcohol
Code will appear on the Judgment of Sentence (JGS) and Register of
Actions (ROA).  Valid rehab codes are:

1 - Alcohol Highway Safety Education Program
2 - Outpatient Treatment Program
3 - Residential Treatment Program
4 - Inpatient Treatment Program
5 - Mental Health Services

As of January 1, 1992, if 1-5 is entered in this field, a Y will appear in the
Alcohol Program field on the Audit Abstract.  If no entry is made, an N will
appear on the Audit Abstract.  Prompt is valid on this field on the DSP
screen.

Release JGS If the defendant is being released from jail for a specific time and purpose,
press F4-Prompt and a window will be displayed listing the options that
apply.  Type release times if release is for Work, School, Medical, or Other
reasons.   Type the purpose for release if release is for Other reasons.

Remaining
Jail Days

JGS The number of days defendant was sentenced to jail minus the number of
days of jail credit.  If this information was entered on the DSP screen, it will
be displayed. It may be modified if necessary.

Request
License/
Amend
(AMD)

Abstract? 

RLF Type an X to request an Amended Abstract (AMD).  Also type an X in the
Restricted License Type, Amended Action field.

Rest JGS

ABS

The amount of restitution assessed.  This can be modified.

The number of days of restriction in the first four positions.  The fifth 
position will contain a blank or an X depending on the type of restrictions.

Blank - Suspension with concurrent restrictions (W on DSP screen)
X - Suspension followed by restrictions

Restitution ORD The amount of restitution assessed.  This can be modified.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Restrd Days RLF The number of days the license has been restricted. This is a display-only
field.

Restricted
License Type

RLF Type an X in either the Original or Amended Action field.  If you mark
Amended Action, you must also type an X in the Request Lic/Amend (AMD)
Abstract? field.

Rev ABS If the driver license is revoked, this field will be marked with a Y (yes).
DOS will determine the correct revocation length based on the driving
record.

Rev/Susp DSP Valid codes for this field are listed below.  Prompt is valid on this field.
R - Revoke CCW Permit
S - Suspend license/CCW Permit
W - Suspend license with current restrictions
X - Suspend license followed by restrictions
Y - Revoke license/CCW Permit indefinitely

Note:  As of 10/1/99, DOS will determine the length of suspension and the
restriction on all offenses except drug and insurance-related charges.
Courts can still determine the length of suspension and restriction on drug
and insurance-related offenses, but not the specific restriction days, times
and locations.

Review Date DSP Enter the probation review or termination date, if desired.  An entry in this
field will prevent any late notices from generating until this date has
expired.  Entering a future date will make the case eligible for a 14-Day
Notice or a Notice of Non-Compliance unless:

•  The notices were previously stopped     OR
•  There is a balance due for cash code DLRF (Driver License 

Reinstatement Fee)

ROA CAS
DSP
SCH

Request for ROA to be printed in batch cycle.  Requests will display on
Report /Requests screen (RPT) and printing can be requested from the
Traffic/Criminal Daily Reports Screen (Traffic/Criminal Subsystem Menu -
Option 2).

X - Will print all counts on 8X11 paper
F - Will print up to two counts on SCAO forms (DC250, DC251)
A - Will print separate Register of Actions for each count on 

SCAO forms (DC250, DC251)

You can select ROA from the Reports Menu at any time during the day
to print the batch requests.

Rpt RPT The three or four character report code.  See Appendix I for list of codes.

Rstr RLF The dates the license will be restricted.  This is a display-only field.

Same
Incident

CAS DOS is able to determine same incident violations; however, you can type
an X to mark a ticket as a same incident violation.  (DOS no longer
requires that this field be filled in.)  You can also mark this field with an A to
alert DOS than an offense should NOT be considered a same incident 
violation and points should be assessed.  An A in this field will convert to
an 11 in the SI/BF field on the abstract.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Schedule for SCH
PRB

Enter a two-character code to describe the type of event being scheduled.
A date, time must also be filled in. A bar number or hotkey should be typed
in the Next Judge field to place the matter on a specific judge’s calendar. If
the Next Judge field is left blank, the matter will appear on the “No Specific
Judge” calendar.  

Entering a future date will make the case eligible for a 14-day notice or a
notice of non-compliance unless:

•  The notices were previously stopped     OR
•  There is a balance due for cash code DLRF (Driver License 

Reinstatement Fee)

To remove an entry from the calendar, use scheduling code 99 with the
same date, time and next judge as the previously scheduled date.  A list of
Scheduling Codes can be found in Appendix E.  Scheduling codes AJ50 -
AJ80 have been reserved for local court usage.  See Chapter 9 for 
information about creating codes.  Prompt is valid on this field.

Scheduled
Date/Time

CIN The date and time of the scheduled appearance will be displayed if 
previously entered on the SCH screen.  These fields can be modified or
erased for the printing of the form.   Adding or modifying dates in these
fields will not update the calendar or the case record.

Sentence
Judge

ABS The sentencing judge's bar number will appear on "S" and "B" type
abstracts, even if it is the same judge as adjudication for audited cases.

Seq. FAC The sequence number for keeping track of how many FAC's have been
generated for a particular case number, e.g. 1, 2, 3, etc.  By paging down,
you will see the different FAC sequence numbers for each case, if any.

Sequence ABS Each abstract is assigned a sequence number in the overnight batch
process and that number is displayed on the ROA, the Abstract List and the
Abstract Error List.  

Served SCS Type an X to indicate if the defendant was served personally or by mail.
Type the number of days prior to the hearing that service must be 
accomplished.

Set Amount Bindover Amount of bond set.  This field may be modified if necessary.

Set Aside
Disp

DSP
SCH

You must be count specific on the hop line to set aside a disposition.  Type
an X to set aside a previously valid disposition, or when a case is
remanded on a bindover from circuit court.  Do not use this field to 
correct errors. Use the Removal Screen (REM) to correct errors. See
Chapter 3 of this User Guide for further information.

Set For CAS The two-character scheduling code e.g.  01 = Arraignment, etc.  A complete
list of scheduling codes can be found in Appendix E. Prompt is valid on
this field.

Sex M - Male  or  F - Female
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

SI/BF ABS SI - (Same Incident)  
Type 01 in this field for the lesser point value when multiple abstracts are 
submitted to DOS for tickets that were issued at the same time.
Type 11 in this field to indicate that violations occurring on the same day
are NOT same incident violations and points should be assessed on all 
violations.

BF - (Bond Forfeiture)
Type 04 in this field if the abstract is for bond forfeiture.  Also, DUP must be
typed in the Use field for any bond forfeiture.  For subsequent bond 
forfeitures on the same case, a comment is recommended.

If none of the above, the field should be left blank.

SID State Identification Number, if applicable.

Soc Sec # Bindover  

Ticket
Upload

The social security number can be entered, if available.

Social Security number.  This is a display only field.

SOS
Assessed

JGS The amount of driver license reinstatement fees assessed.  This can be
modified.

SOS Code Ticket
Upload

The SOS code entered by the police officer at the scene, if applicable.  This
field cannot be changed, but if it is used in the Charge field, it can be 
modified there.

SOS Due JGS The amount of driver license reinstatement fees currently due.

SOS-Inquiry CAS Type an X to request for an "overnight" driving record from DOS.  An
unedited driving record will be produced by DOS at 8:15 a.m.  
(according to your AS/400's clock) on the following day.

Spaces Cal Prt Choose the number of blank spaces you want between cases when you
print the calendar; valid choices are 1-9.  If this field is left blank, you will
have no blank spaces between cases when the calendar is printed.

Specify JGS

PBW

Enter a specific rehab program.

Type reasons for bench warrant.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Speed ABS
FAC
NOA

For speeding offense codes 2000 and 2100, the first three positions are
vehicle speed at the time of ticket issuance, the last two positions are the
posted legal speed limit, e.g.  50 mph in a 40 mph zone = 05040.  

For speeding offense code 2200, the first three positions are vehicle speed
at the time of the ticket issuance, the last two positions are the former 
energy speed limit.  This field is only valid for energy speed offenses prior
to April 1, 1997.

For all other offenses, the Speed field must be blank. 

Speed
Charged/
Allowed

CAS When entering a speeding offense, this field is mandatory. The two portions
of this field are:

•  the speed that the defendant was charged with
•  the speed that was allowed in that zone

*Note:  Energy Speed violations can still be entered using the Disposition
(DSP) screen.

Speed
Charged/
Allowed/
Energy

Speeds

DSP
& Ticket
Upload

ACT

For a speeding offense, this field must be entered on DSP screens. This is
a display-only field on ACT screen. The three portions of this field are:

•  the speed that the defendant was charged with
•  the speed that was allowed in that zone
•  the former energy speed, if an energy speed violation* 

*Note:  The Energy Speed section of the speed field can only be used if the
offense date is prior to April 1, 1997.

ST FAC The two character abbreviation for a state.  A list of state abbreviations can
be found in Appendix M. 

Start Date DSP
ABS

If the vehicle was ordered immobilized, the start date for immobilization.

State The two character abbreviation for a state.  A list of state abbreviations can
be found in Appendix M.

State Costs
OR 

ST Costs

CIJ
ORD
JGS

The amount of state minimum costs assessed.

Status PEND - Pending        DISP - Disposed     WARR - Warranted   
PROB - Probation      CLSD - Closed

Statute Type Prompt L - Local Ordinance table  (local ordinances, DOS codes)        
M - State Statute table (state statute misdemeanors, felonies)

Street The defendant's street address.  

Street,
Apt/Suite

FAC The defendant's full address.  Do not use punctuation or imbedded double
spaces.

Street/Apt CAS Defendant's street address and apartment number.  Do not use punctuation
when entering this field.  Any change to the address can be made by typing
over the existing information in the address fields and pressing ENTER.
The former address will be noted on the ROA. 

Supervision ORD The amount of probation oversight fees assessed.  This can be modified.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Supplemental
Actions

SCH The short lines are used for four-character codes to add information to the
ROA.  Court specific four-character codes can be added at the time of
implementation or at any time thereafter.  The following character prefixes
are not allowed:  AJ, AP, BD, BT, DS, PL01-PL99, PO and WR.  The long
lines are used for comments to describe some action that has taken place
on the case.  All supplemental actions appear on the ROA.  See Chapter 9
of this User Guide for more information on creating codes. 

Surety/Payer OFB The name and address of the person who posted the bond, if it is different
from the defendant.   The name will display if it was entered when the bond
was posted.

Susp ABS

FAC

RLF

The number of days the license is suspended, up to 2 years (0730 days).

The type of suspension will be noted as follows:
F - FAC (failure to appear in court)
J - FCJ (failure to comply with judgment)
P - FCPV (failure to comply with parking violations & state civil 

infractions)

The dates the license will be suspended.  This is a display-only field.

Suspnd Days RLF The number of days the license has been suspended. The is a display-only
field.

TCN Transaction Control Number.  This number is created when electronic 
fingerprints are taken using Live-scan.

Term DSP

ACT

ORD

Enter the number of months of probation.  An entry in this field will change
the status of the case to PROB for Probation.

The length of jail, probation or license restriction term.  The number will be
followed by a D for days or an M for months.

The probation term will be displayed, but can be modified.

Term of
Probation

AMD
DCG

The term of probation will appear, but can be modified.

The People
of

ACQ
SAC

The venue will appear but can be modified.

Threat to
Safety
(NCIC)

PRC Type an X if you are entering a Conditional Release bond.  You must 
complete the LEIN fields at the bottom of the screen, including the bar 
number of the judge or magistrate who set the bond in Bar # field.

Ticket OR
Ticket #

Ticket
Upload

The ticket number the officer enters at the scene.

Ticket
Number

FAC Ticket number.  If this is an FCPV suspension, the additional five ticket
numbers will appear on the five short lines above this field.

Ticket/Case The ticket number or case number.

Time

Cal Prt

Enter the time and then indicate A (AM) or P (PM).  Example:  0900 A.
Military time is not used.  This is a display-only field on ACT screen.

Enter the time range to view or print.  Use the following format:  0930 A.
Leave the time field blank if you want to see all cases for the entire day. 

Time Notified WAR The time the policy agency was notified of the warrant recall, i.e. 0300 P.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

To: SUB The defendant's name will appear.  If you are issuing the subpoena for
someone other than the defendant, type the name and address of that 
person here.

Total CIJ
JGS
ORD

The total of all monies assessed.  If any assessment field is modified on
JGS or ORD, press ENTER to recalculate the Total.

Total #
Records

Ticket
Upload

The total number of records that are included in the batch.

Total Amount
of Judgment

JBF The system will calculate this amount.  It is the Full Bail Amount plus the
Costs.

Traffic Crash Ticket
Upload

A Y for yes or N for no will appear as indicated by the officer.  This field
cannot be changed.

Transfer
Case

TRN Type an X to transfer a case to another court within the same jurisdiction.
You must also fill in the New Court Location field.

Trial ABS
NOA

The following disposition codes are used in conjunction with convictions
that require an audit abstract:

B - Bench trial (DS01, 02, 03)
J - Jury Trial (DS04)
P - Plea, case pled without trial (DS14, 15, 23)
A - Acquitted (DS05, 06)
M - Merit Dismissal (DS08, 16, 18)
N - Nolle Prosequi (DS25, 26)

Type

SCH

BND

Bindover

When this field follows the Charge field, the Case Type will be displayed.  A
complete list of Case Type codes can be found in Appendix D.

Field in the Bond Information section.  A two digit code to indicate the type
of bond.   A list of Bond Type Codes can be found in Appendix G.   Prompt
is valid on this field. 

The type of record:  01 - Bond   02 - Restitution   03 - Trust     
04 thru 99 - Trust and Agency

Two-digit code to indicate the type of bond.  Available options are:
01 - Cash       02 - 10%        03 - Surety      04 - Personal      06 - Interim
08 - Security Deposit (also used as Combination Bond for Oakland County)
09 - Combination      12 - Cash or Surety    13 - Cash/Surety/10%

Type of Bond JBF

OFB

If there is a bond on the system, the type of bond will display.  If not, enter
the type of bond.

The type of bond, e.g. Cash, 10%, etc.

Type of
Calendar

Cal Prt X - will display or print traffic/criminal and civil cases
T - will display or print traffic/criminal cases only
C - will display or print civil cases only
P - will print Party Calendar

Upon/At or
Near

Ticket
Upload

Location of offense as indicated by police officer.  This field cannot be
changed.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Use ABS
FAC

This three-character special handling code is used for exception 
processing.  Leave blank if not an exception.  The following exceptions can
be handled electronically.  Any other exceptions will need to be reported 
manually to the District Court Records Section of DOS.  The overnight
batch process will automatically assign the DLN and OSN handling codes.
ABS Codes:

AMD - Use to amend the original restricted license.
COR - Use to correct an abstract that has been posted to a driving 
record.  You must also enter a comment to support the correction.  
"Corrected Abstract" followed by the comment will appear on the 
ROA.
DEL - Use to DELETE an abstract record from a person's driving 
record once it has been produced .  It has been produced if an X
appears in the Produced field on this screen.  You must also enter 
a comment to support the deletion.  "Abstract Removed" followed 
by the comment will appear on the ROA.
DLN - Used for an abstract for a Michigan resident not having a 
driver license number or a driver with a Michigan address who has 
an out-of-state license.  JIS inserts this code automatically.
DUP - Use for an abstract that was reported by DOS as 
“POSSIBLE DUP ON DISK”  when it was, in fact, a separate 
occurrence on the same date with the same offense code.
NOD - An abstract with a valid license number that was submitted 
previously to DOS, but was in error due to not having the record on 
file, i.e. a removal of an abstract not on disk.  DOS will then create 
a header record for the individual.
OSN - An abstract for an out-of-state resident with an out-of-state 
license number or no license number.  JIS inserts this code 
automatically.

FAC Codes:
COR - Use to correct an FAC/FCJ/FCPV record that has been 
posted to a driving record.  “FAC/FCJ/FCPV UPDATED ON FAC 
FILE” will appear on the ROA.
DEL - Use to delete an FAC/FCJ/FCPV record that was submitted 
in error once it has been produced.  It has been produced if an X
appears in the Produced field on this screen.  “FAC/FCJ/FCPV
UPDATED ON FAC FILE” will appear on the ROA.
DLN - Used for a Michigan resident not having a driver license 
number or a driver with a Michigan address who has an 
out-of-state license.  JIS inserts this code automatically.
DUP - Use for an FAC/FCJ/FCPV that was reported by DOS as 
“POSSIBLE DUP ON DISK” when it was, in fact, a separate 
occurrence on the same date with the same offense code. 
NOD - An FAC/FCJ/FCPV with a valid license number that was 
submitted previously to DOS, but was in error due to not having the 
record on file, i.e. a removal of an abstract not on disk.  DOS will 
then create a header record for the individual.
OSN - An FAC/FCJ/FCPV for an out-of-state resident with an 
out-of-state license number or no license.  JIS inserts this code 
automatically.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Veh ABS A valid DOS vehicle type.  See Appendix K for complete list of codes.

Veh Forf ABS If the judge ordered the vehicle to be forfeited, Y will appear on the
abstract.

Veh
Immobilization

ABS Vehicle immobilization, if ordered by the judge.  Y (yes) or N (no) will
appear on the abstract.

Veh Make ABS
NOA

The 4-character code for vehicle make, e.g. CHRY = Chrysler.  On ABS
screen, this field is updated only if a paper plate is issued or vehicle 
immobilization ordered.

Vehicle Year/
Make/Color/

Style

Ticket
Upload

The vehicle year, make, color and body style.  Only the vehicle make can
be changed on this screen.

Veh Yr ABS
NOA

The 4-digit year of the vehicle plate.  On ABS screen, this field is updated
only if a paper plate is issued or vehicle immobilization ordered.

Vehicle
Description

IMP The vehicle year, make, license plate # and VIN will be displayed if the
information was entered on the CAS screen.  You can modify those fields
for the printing of the form, if necessary.  You can also add the following
information:

Model:  Taurus Body Style: 2-door Color: Blue

Vehicle Make CAS Four-character NCIC vehicle make codes.  Prompt is valid on this field.

Vehicle Type CAS &
Ticket
Upload

The two-character vehicle type designated by DOS.  See Appendix K for
complete list.  Prompt is valid on this field from the CAS screen.

Vehicle Year CAS Four-digit vehicle year.

Venue CAS

DSP

The municipality that issued the ticket or filed the complaint.  Some courts
have a separate venue for state law violations, so every ticket must be
checked to see whether the ticket was issued under local ordinance or
state law. Prompt is valid on this field.

Note:  If the court has only one venue, this field can be left blank and the
system will default to the correct venue.

The default venue will appear in this field. If the venue is incorrect, it can
be modified.

Victim/Desc CAS &
Warrant
Request

The name of the victim, a description of the event or the location of the
offense can be entered here without formatting constraints.  Use of this
field will vary for different courts.

VIN CAS
ABS

Forms

Vehicle Identification Number.  This field must be filled in on CAS screen if
a paper plate is issued.   It also must be filled in on ABS screen if vehicle
immobilization has been ordered. 

Viol Date OR
Vio Date OR
Violate Date

ABS
FAC
NOA

The six digit violation date (MMDDYY).

VPN ACT Vehicle type, plate, state and year.  This is a display-only field.

SchollC
Text Box
 year and

SchollC
Text Box
 make can be changed on this screen.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

W FAC When processing a clearance, enter an X in this field if the clearance fee is
waived.  

WAM SCH Warrant - Misdemeanor.  Enter one of the following codes:
S - to STOP a warrant from being generated
E - to make the case ELIGIBLE for a warrant
X - to REQUEST a warrant during the next notice cycle
I - to indicate that an warrant was ISSUED PREVIOUSLY

Note:  If you are entering S (Stop) or I (Previously issued) on a multi-count
case and are not count specific on the hop line, the action will apply to all
counts for the case.  You MUST be count specific when entering X
(Request Notice).

WAN SCH Warrant Notice.  Enter one of the following codes:
S - to STOP a notice from being generated
E - to make the case ELIGIBLE for a notice
X - to REQUEST a notice during the next notice cycle
I - to indicate that a notice was ISSUED PREVIOUSLY

Note:  If you are entering S (Stop) or I (Previously issued) on a multi-count
case and are not count specific on the hop line, the action will apply to all
counts for the case.  You MUST be count specific when entering X
(Request Notice).

Warrant SCH

PBW

Type a two-character code to describe the type of warrant action.  See list
of Warrant Codes in Appendix H.  Prompt is valid on this field.

Note:  Pre-adjudication warrant status is a method of disposition for 
caseload purposes.

The two-character code to describe the warrant action.  It will always
default to 10 - Bench Warrant Issued, but can be changed to any
+ Warrant Code.  The description of the code that is used will be 

transferred to the ROA, and can be used for Report Generator. See list of
Warrant Codes in Appendix H.

Warrant
Issue Date

CAS The date that a warrant was issued.  The date cannot be earlier than the
Offense Date.  An entry in this field at case initiation places the case in 
warrant status. 

Warrant No WAR Type the number of the warrant being recalled.
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Master List of Field Descriptions (Continued)

Field Name Screen(s) Description/Format

Weekends DSP Type an X if the jail commitment is to be served on weekends only.

Weight ORD Approximate weight of the defendant.

Work Hours ABS Type information for up to two employers in the following format:
0900A/0600P (9:00 am - 6:00 pm)

Work Name
and Location

ABS Type information for up to two employers with no special punctuation or
imbedded double spaces.  Valid characters are A-Z and 1-9, e.g.  Freds
Auto Repair Royal Oak.

Work
Restrictions

RLF Type a 1, 2 or 3 as appropriate on line A and/or B. 
Type up to 44 characters that best describe the employer name and 
location in the Company Description field.  No extra spaces between words
will be accepted by DOS. 
Type hours of allowed driving for employer in the Hours field.  The format
for hours is 0800A/0500P.
Type days of allowed driving for employer in the Days field.  Use the 
following abbreviations:  M, T, W, Th, F, Sa, Sun, M-F, Sa-Su, All, etc.
Updating information in the Work Restrictions fields will transfer the 
information to the ROA and will update the Restriction portion of the case
record.

Note:  As of 10/1/99, DOS will determine the length of suspension and the
restriction on all offenses except drug and insurance-related charges.
Courts can still determine the length of suspension and restriction on drug
and insurance-related offenses, but not the specific restriction days, times
and locations.

WT Approximate weight of the defendant.

X-Ref
X-Reference

XREF
XRef No

If added on the CAS screen, this field is entered to cross reference the
case number to another number such as the ticket number, or vice versa.
It can also be used to keep track of multiple defendants.  This number will
be used for the X-Ref Inquiry and will appear on the ROA and most forms,
reports and notices.  

Year 
OR Yr

IMM
IMP

Year of vehicle to be impounded or immobilized.

Zip The five digit zip code.  This field accommodates six characters for out of
country codes.
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Appendix B - Function Keys

Function Keys - Traffic/Criminal/Probation

Key Name Description

F1 Clear Screen or
Clear or Clr

Help

Top

Clear the screen without updating.  Move cursor to the hop line.

Additional on-screen help is available.

Display the top of the Register of Actions.

F2 Add

Add Tickler

Bar #

Bindover

Bottom

Date 

Extended Help

Page Back

Add record or code.

Add information to Bond Forfeiture Tickler. 

Moves cursor to Bar # field at top of screen.

Send this bindover to Circuit Court.

Display the bottom of the Register of Actions.

Moves cursor to Position to Date field at top of screen.  

Additional on-screen help is available.

Return to the previous screen.

F3 Exit

Prior

Update

Return to previous screen.

Return to previous screen.

Update an existing record or code.

F4 Delete

Detail from Opt

Prompt

Prompt Bar No.

Prompt
Conditions/
Terms

Tkt Dtl 

Delete the record.

Display more information for the warrant when the cursor is positioned in the
OPT field.

Display additional information or options.  This is available on any screen
where the field name is in bold.

OR
When displayed at bottom of inquiry screen (SDX, NAM, XRF, PIN, DLN,
VPN) it is valid for Name, DLN or VPN fields.  Based on cursor placement, it
will narrow the cases to an exact match and calculate a balance due.

Prompt on the Bar Number field for Holiday File.

Display window which lists Other Condition Item Numbers.

Display more information for the ticket when the cursor is positioned in the
OPT field.
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Function Keys - Traffic/Criminal/Probation (Continued)

Key Name Description

F5 Cashcode
Balances

Detail

Mod Case Info

Name list-match
on DOB

Page Back

Refresh

Retrieve

Review Venues

Sel Bch#

Supplemental
Entries

Verify Balance

War

Work w/Output

Show balances by cash codes.

With your cursor positioned in any day of the month, press F5 to display the
Courtroom Calendar for the Bar # specified.  If no cases are scheduled for
that day, the next date for which events are scheduled will be displayed.

Modify case, party or count information.

Display list of cases meeting name and date of birth criteria.

Return to the Month at a Glance calendar, the District Court Calendar or the
Officer Code File.

Refresh screen to show updated information.

Retrieve information from last message.

Display venue for an officer or an agency.

Display a listing of all the randomly assigned batch numbers of the group of
tickets on a particular diskette from the law enforcement agency.  A specific
batch may be selected for displaying on the ticket selection screen - or all
tickets in all batches may be displayed.

Add supplemental non-case entries to the court calendar such as marriages,
meeting, etc.

Verify the balance of the assessments on the screen before pressing
ENTER.  Modifications can be made prior to pressing ENTER.

Display a window to request or retrieve warrant data from the Prosecutor’s
Office by entering or selecting CTN numbers.

Work with printed reports or change Outq.

F6 Add

Detail

Detail Event

History all

Same Pty 

Summary

Add a new record.

Display the Courtroom Calendar for the same day.

Display the detail records from the Status screen (STS).

Display complete history for all cases meeting the name and date of birth 
criteria.

Copy selected case information for a defendant having more than one 
citation on a same incident stop.  After displaying the Case Action screen
(CAS) for the case with the information you want to copy, type CAS and the
new case number on the hop line.  Press ENTER, then F6-Same Pty.   The
case information from the original case will be retrieved and filled in.

Displays a summary of totals and types of events scheduled for that date.
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Appendix B - Function Keys 

Function Keys - Traffic/Criminal/Probation (Continued)

Key Name Description

F7 All Records

Alt Seq

Bindover

Bond Inquiry
From Line

Court Records

Hold

Inquiry From
Line

Prev Bar

Print or 
Print Only

Prt form/Upd

Restitution 
Inquiry From
Line

ROA From Line

TKT

Trust Inquiry
From Line

Update/Hold

Toggle between (1) records for one bar number plus court holidays and (2)
records for all professionals plus all court holidays.

Alternate sorting sequence (usually between alpha and numeric). On STS
screen, will alternate between sorting by PO Date and Entry Date.

Go to "Bindover Data to Circuit" screen.

Will display Bond/Rest/Trust/T&A Inquiry/Update screen for case which 
cursor is positioned on.

Toggle between (1) records for all professionals plus all court holidays and
(2) records for one bar number plus court holidays.

Place an abstract on hold.

Will display Bond/Rest/Trust/T&A Inquiry/Update screen for case which 
cursor is positioned on.

View a calendar for a judge, magistrate or probation officer with the next
lower bar number and a calendar entry.

Print form.  Note will be made on ROA that form was generated, but 
comments will not transfer to ROA and case status will not be updated.

Print the form on pre-printed Abstract/Restricted License/NOA form (DSI-22F)
and update the ROA.

Will display Bond/Rest/Trust/T&A Inquiry/Update screen for case which 
cursor is positioned on.

View ROA by positioning the cursor on the line for the case you want to view
and pressing F7.

Display a window of uploaded tickets for selection.

Will display Bond/Rest/Trust/T&A Inquiry/Update screen for case which 
cursor is positioned on.

Update suspension information and place on hold.

F8 Caseload

NextBar

Prt Form

Select Auth
Pend

Display the Caseload record from the Status screen (STS).

View a calendar for a judge, magistrate or probation officer with the next
higher bar number and a calendar entry.

Print FAC/FCJ/FCPV on a standard clearance form.

This will only display if there is a ticket which displays *ATH PND* in the
charge description on the current screen.  If there is indeed an authorization
for the offense code, press F8 with your cursor positioned in the OPT field to
upload that information to your Case Entry Screen.
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Function Keys - Traffic/Criminal/Probation (Continued)

Key Name Description

F9 Print

Print Def History

Print ROA

Print/Update OR
Print/Update/
Status

Print Week

Prt 1 on 3 pages

Prt 8x11/Upd

Upload Tkts to
Wdw

Print the document or print the balance(s) as displayed in the prompt 
window.

Print entire defendant history.

Print the Financial ROA.

Print the document and transfer comments to ROA and/or update case 
status.

With cursor positioned on any day of the week, press F9 to print the Week
at Glance calendar for the bar number specified.  The week will print from
Monday-Sunday.

Print 3 copies of FAC/FCJ/FCPV on individual sheets of 8X11 paper.

Print form on 8x11 paper and update the ROA.

This will only display if tickets have been uploaded to AS/400 but have not
yet been moved to the ticket window selection file currently being displayed.
Press F9 and the conversion will immediately take place.

F10 Print Options

Print/Update

Prt 3 on 1 page

Same FL DT

Sum

Go to the District Court Calendar screen for various print options.

Print form and update comments to ROA.  Case status will not be changed.

Print 3 copies of FAC/FCJ/FCPV on one sheet of 8X11 paper.

Retrieve the filing date from the previous case, similar to F6-Same Pty.
This is useful when the filing date is not the current date.

View a summary of event types scheduled for that day.
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Function Keys - Traffic/Criminal/Probation (Continued)

Key Name Description

F11 Alternate View or
Alt View

Block Hrs/Date

View 1 or 
View 2

Scan

Toggle between inquiry views.

View and update court holidays and times when a judge, magistrate or 
probation officer is unavailable.  See Chapter 7 of this User Guide for more
information about this feature.

View additional information for jobs on Outq.

This is an imaging feature which is available in some courts.  For more 
information about this feature, contact JIS.

F12 Cancel

Cancel Ext Help

Clearance/Update

Upd

Return to main menu.

Return to Help screen.

Transmit immediate clearance request to SOS.

Add the information entered on the screen to the ROA without printing the
form.

F13 View on-screen
help text. 

OutQ

View on-screen help text. 

Change printer or work with Outq.

F15 Dlt Delete restriction record information.

F17 Top Go to top of list of jobs on Outq.

F18 Bottom Go to bottom of list of jobs on Outq.

F20 Writers Go to Work with all Writers screen.

F22 Printers Go to Work with all Printers screen.

Appendix B - Function Keys 
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Function Keys - Traffic/Criminal/Probation (Continued)

Key Name Description

F23 Delete

Delete Record

Delete Tickler

Delete a record.  
Delete an abstract or suspension record before it is electronically transferred
to DOS.

Delete an entire record (Posting and all paydown entries).

Delete a tickler record.

F24 Cancel

End Job

Exit

More keys

Prev,
Previous Menu
or Prior 

Sign Off System

Cancel this transaction without sending the information to Circuit Court.

Exit screen without updating.

Return to previous screen.

View additional function keys.

Return to a previous menu or screen without updating.

Sign off JIS system.

Enter

Enter - Continue

Enter -  Inquiry

Enter - Name
List

Enter=Update

Enter-View
Calendar

Enter - w/out
select # - New
Name list

Enter-w/select #
- History

Inquire into or modify information. 

View next screen.

View requested record.

Return to name list.

Update record with corrected information.

View alphabetic calendar.

Display name list.

Display case history.

Help On-screen help text is available.  
For terminals:  Press Help key on bottom of keyboard.  Use Page/Roll key to
scroll through pages.
For PCs:  Press Alt+F1 on most PCs (or check your keyboard mapping for
location of Help key).  Use Page Up/ Page Down keys to scroll through
pages.

Page/Roll
Roll/Page

Scroll through the file, see additional menu options or view additional
screens. 
For Ticket Upload, will scroll through the list of tickets to transfer to the Case
Entry Screen.

Pageup/
Down=
More Names

Scroll through additional names.
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Appendix C - Hop Codes

HOP CODES

ENTRY SCREENS

ABS Abstract Update EWR Enter Warrant

ACT Action FAC FAC Update

CAS Case Entry MJD Modify Judgment

CJD Cancel Judgment PRB Probation Scheduling

DEL Delete REM Removal

DHU Defendant History Update SCH Scheduling

DSP Disposition TRN Transfer

EJD Enter Judgment

INQUIRY SCREENS

CAL Calendar  * NAM Name Inquiry

CCL Combined Calendar RPT Report Requests *

CNI Central Name Inquiry SDX Partial Name/Soundex Inquiry

DHI Defendant History Inquiry VPN Vehicle Plate # Inquiry

DLN Driver License XRF X-Reference

FIN Financial ROA

*Limited updating ability from this screen

FORMS

ACQ Order of Acquittal/Dismissal ORD Order of Probation

AMD Amended Order of Probation PBM Plea by Mail

CIJ Civil Infraction Judgment PBW Petition & Bench Warrant

CIN Civil Infraction Notice to Appear PRC Order for Pre-Trial Release/Custody/Bond

DCG Discharge Order RAP Register of Actions Print

IMM Order for Vehicle Immobilization RFL Removal from LEIN

IMP Order for Vehicle Impoundment RLF Restricted License

JBF Judgment after Bond Forfeiture ROA Register of Actions

JGS Judgment of Sentence ROF Motion and Order for Destruction of Fingerprints

NLP Order of Nolle Prosequi SAC Order on Application to Set Aside Conviction

NOA Notice of Adjudication SAE Order for Substance Abuse Evaluation

NPR Non-Payment of Restitution SCS Order to Show Cause

NTA Notice to Appear SUB Subpoena

OFB Order Forfeiting Bond WAR Warrant Recall

OFP Order for Fingerprints YTA Assignment to Youthful Trainee Status



Appendix D - Case Type Codes 

CASE TYPE CODES

FELONY

FY Felony FT Felony Traffic

FD Felony Drunk Driving

MISDEMEANOR

EX Extradition ST Statute Misdemeanor Traffic

SM Statute Misdemeanor Non-Traffic OT Ordinance Misdemeanor Traffic

OM Ordinance Misdemeanor Non-Traffic SD Statute Drunk Driving

OD Ordinance Drunk Driving

CIVIL INFRACTION & PARKING

SN Statute Civil Infraction Non-Traffic SI Statute Civil Infraction Traffic

ON Ordinance Civil Infraction Non-Traffic OI Ordinance Civil Infraction Traffic

SK Statute Parking

OK Ordinance Parking
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Appendix E - Proceeding & Scheduling Codes

SCHEDULING CODES (AJ)
01 Arraignment 20 Deferred Sentencing /Presentence Interview

02 Pre-Trial 21 Matter Under Advisement/Presentence Interview

03 Examination 22 Time Extended to Pay*

04 Trial 23 Time Extended

05 Hearing 24 Plea

06 Jury Trial 25 Adjourned

07 Review 26 Jury Selection

08 Sentencing 27 Preliminary Examination

09 Show Cause Hearing 28 Pre-Sentence Investigation

10 Payment Due* 29 Oversight Visit

11 Matter Under Advisement 30 Probation Reports Due

12 Deferred Sentencing 31 Discharge from Probation

13 Pre-Sentence Interview 32 Probation VIolation Hearing

14 Court Date 40 Settlement Conference

15 Due Date 41 Arraignment / Pre-Trial

16 Partial Payment Due* 42 Bond Forfeiture

17 Motion Hearing 43 Contempt Hearing

18 Informal Hearing 99 Removed from Calendar

19 Formal Hearing Codes 50 - 80 are available for local court usage.
* will update payment due date on the Civil Infraction Judgment (CIJ) and the Judgment of Sentence (JGS) forms

PROCEEDING CODES (PO)

AP Arraignment/Pre-trial Held * MN Monetary Transaction

AR Arraignment Held * MO Hearing on Motion Held

AW Arraignment Waived * MS Miscellaneous Action

BW Arraignment on Bench Warrant Held PE Pre-Examination Hearing Held

CC Hearing Held for Contempt of Court PL Plea Hearing Held

CH Competency Hearing Held PP Partial Payment Made

EV Evidentiary Hearing Held PT Pre-trial Held

EX Examination Held PV Probation Violation Hearing Held

FH Formal Hearing Held RH Review Hearing Held

HD Proceeding Heard RM Remanded from Circuit Court to District Court

HE Proceeding Held SC Order to Show Cause Hearing Held

IH Informal Hearing Held SH Sentence Hearing Held

JS Jury Selection Held TR Trial Held

JT Jury Trial Held VB Violation Bureau Action

* PO Codes AP, AR and AW can only be used one time (initial arraignment) for each case. 
Use of these codes will begin counting case age for Caseload Part 4, Delay in Criminal Proceedings 

and the Speedy Trial Report.



Appendix F - Plea, Disposition, Deferral and
Dismissal Codes 

PLEA CODES (PL)

01 Plead Guilty 08 Exam Waived

02 Plead Not Guilty 09 Admit Responsibility

03 Stood Mute 10 Admit Responsibility with Explanation

04 Not Guilty Entered by Court 11 Denied Responsibility

05 Plead Nolo Contendere 12 Examination Ordered by Court

06 Stood Mute and Plea of Not Guilty Entered by Court 13 Examination Demanded by Prosecutor

07 Examination Demanded 99 Plea Removed

DISMISSAL CODES (DI)
Valid only with Dismissal Disposition Codes 05, 06, 07, 08, 16, 25, 26 or 49 

DIAC Dismissed - Plead to Another Charge DIJP Dismissed - Jail Prior to Sentence

DIAP Dismissed Has Completed Audit Program DIJS Dismissed Best Interest of Justice

DICA Dismissed on Motion of City Attorney DIJU Dismissed Juvenile

DICH
Dismissed Proof of Purchase of Child Restraint
Shown

DINC Dismissed No Probable Cause

DINM
Administrative Dismissal - Non/Michigan Reg’d
VehicleDICN Complaining Witness Not Available

DICO Dismissed on Motion of Complainant DIPS Dismissed on Motion of Prosecuting Attorney

DICR Administrative Dismissal - Court DIPC Case Dismissed Upon Payment of Costs

DICS Dismissed, First Offense Controlled Substance DIPD Administrative Dismissal - Police Department

DICT Dismissed by Order of Court DIPJ Dismissed With Prejudice

DICW Dismissal of Complaint and Warrant DIPW Dismissed, No Prosecuting Witness

DIDD Dismissed Defendant Deceased DIRE Dismissed Upon Payment of Restitution

DIDE Dismissed on Motion of Defendant DIST Administrative Dismissal - Streets & Traffic

DIDF Deferred Dismissal

DEFER CODES (DF)

01 Deferred under 333.7411, Controlled Substance Act

02 Deferred under 762.14, Holmes Youthful Trainee Act

03 Deferred under 769.4a, Spouse Abuse Act

04 Deferred under 750.430, Practicing Under the Influence

05 Deferred under 436.1703, Minor in Possession

06 Deferred under 600.1070(1)(C), Drug Treatment Court

DISPOSITION CODES (DS)

SS Supplemental Sentencing
08 Dismissed 26 Dismissed by Party

09
Exam Conducted: Defendant Bound
Over 

40 Found Responsible at Hearing

01 Found Guilty as Charged 48 Transferred

02
Found Guilty - Added
Offense

10 Exam Waived: Defendant Bound Over 49 Directed Verdict

14 Disposed on a Guilty Plea 50 Extradition Hearing Held

03
Found Guilty - Included
Offense

15 Disposed on a Plea of Nolo Contendere 51 Defendant Referred for
Competency Evaluation16 Exam Conducted:  Charges Dismissed 

04 Found Guilty by Jury 19 Default Judgment 52 Found Incompetent to Stand Trial

05 Found Not Guilty by Judge 23 Judgment Rendered 53 Order to Stay Proceedings

06 Found Not Guilty by Jury 24 Found Not Responsible 98 Conviction Set Aside Pursuant to
MCL 780.62107 Dismissed - No Progress 25 Order of Nolle Prosequi Entered
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Appendix G - Bond Codes

BOND PAYDOWN CODES

Type of Bond Paydown Code(s)

01 - Bond

BD03  Bond Refunded
BD04  Bond Forfeited
BD31  Bond Transferred to Circuit Court
BD36  Bond Costs
BD37  Bond Applied to Fine & Costs
BD39  Bond Transferred to Another Court
BD98  Bond Escheated

02 - Restitution XXRP Restitution Paid

03 - Trust XXTP Trust Paid

04-99 Trust & Agency
Defined by court. See Code Files
Update, Trust & Agency, in the Cash
User Guide.

BOND TYPE CODES
+ BT01 Cash + BT08 Security Deposit

+ BT02 10% Deposit + BT09 Combination Bond

BT03 Surety BT10 Conditional

BT04 Personal BT11 Real Property

BT05 Driver License BT12 Cash or Surety

+ BT06 Interim BT13 Cash/Surety/10%

BT07 Insurance Card

+ indicates code to add a bond record  
All codes will be recorded in the Bond History section of the Register of

Actions (ROA).  Information for blank codes will be replaced by any 
subsequent + code bond type posted through Cash.

BOND ACTION CODES

- BD03 Bond Refunded BD33 Insurance Card Returned

- BD04 Bond Forfeited BD34 Security Deposit Posted by Complainant

BD05 Bond Canceled BD35 Security Deposit Returned to Complainant

BD06 Bond Continued BD36 Bond Costs

BD07 Bond Changed - BD37 Bond Applied to Fine and Costs

+ BD08 Bond Reinstated BD38 Bond Denied

+ BD10 Bond Posted - BD39 Bond Transferred to Another Court

BD20 Bond Not Posted BD54 Bond Assigned Case Number

BD28 Bond Set - BD98 Bond Escheated

BD29 No Bond Ordered

BD99

Will remove the following actions from the
Bond History section of the ROA: 
• all bonds set (BD28), or a 
• non-monetary bond posted through    

Scheduling screen (SCH)

BD30 Bond Lowered

- BD31 Bond Transferred to Circuit Court

BD32 License Returned

All codes except BD54 will be recorded in the Bond History section of Register of Actions.  
BD54 will be recorded in the Actions, Judgments, Case Notes section of the Register of Actions.

-----------------------
- bond paydown code
+ bond posting code



Appendix H - Warrant & Appeal Codes 

APPEAL CODES (AP)

1 Appeal to Circuit Court Filed

2 Appeal from Magistrate to District Court

3
Action Taken by Magistrate Superceded by Order of
District Judge

4 Appeal to Appellate Court Filed

5 Appealed Sentence

6 Appeal Denied

7 Appeal from Informal Hearing to Formal Hearing Filed

8 Remove from Appeal Status or Appeal List

Codes 1-7 add a case to Appeal List
Code 8 removes a case from Appeal List

WARRANT CODES (WR)
+ WR01 Defendant Failed to Appear on or Before Due Date

+ WR02 Defendant Failed to Appear in Court on Due Date

WR03 City Atty Misdemeanor Auth. Complaint & Warrant Filed

+ WR07 Bench Warrant Issued - Failed to Appear

+ WR08 Bench Warrant Issued - Fail to Execute Sentence

+ WR09 Bench Warrant Issued - Violation of Probation

+ WR10 Bench Warrant Issued

WR11 Recommendation of Warrant

- WR16 Warrant Returned

- WR17 Set Aside Bench Warrant

+ WR18 Warrant Signed & Issued

+ WR19 Bench Warrant Issued - Failed to Pay

+ WR20 Warrant Sent to Police Agency

+ WR21 Warrant Issued

- WR22 Bench Warrant Returned

- WR23 Warrant Recall Filed

WR24 Search Warrant Return Filed

WR25 Search Warrant Issued

+ WR30 Warrant Entered into LEIN

- WR31 Warrant Canceled from LEIN

WR32 Warrant Entry Requested

WR33 SYSIDNO (20:) Generated by LEIN

WR34 Warrant Rejected by MSP, Not Entered into LEIN

WR35 Warrant Cancellation Requested

WR36 Warrant Cancellation Accepted

WR37 Warrant Cancellation Rejected by LEIN

+ Adds case to Warrant status and includes on FAC/Warrant List.
- Removes case from Warrant status and removes from FAC/Warrant List.
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Appendix I - Code Listing Groups & Report
Codes

CODE LISTING GROUPS

Code Type of Code Code Type of Code

AA Individual Court Codes BS Payment/Bond Reversal Reason

AD Scheduling Codes (AJ) BV Petition Codes

AG Amount Type Codes BY Plea Codes (PL)

AJ Appeal Codes CA Probation Codes/Conditions

AM Arraignment Codes CG Proceeding Codes (PO)

AP Bond Action Codes (BD) CJ Reason for Adjournment Codes

AS Bond Type Codes (BT) CM Request for Adjournment Codes

AV Computer Generated Codes CP Driver License Codes

AY Dismissal Codes - OTHER Dispo. CS Alcohol/Treatment Program Codes

BA Disposition Codes (DS) CV Waiver Codes

BD Jail Codes CW Warrant Add Codes

BG Mandatory Court Codes CX Warrant Delete Codes

BJ Miscellaneous Actions CY All Other Warrant Codes

BM Motion Codes DA Notice Codes (postcard forms)

BP Order Codes

REPORT CODES (RPT)

Code Type of Report/Request

ABS Abstract

DFJ Default Judgment Form

DLN Driving record from Department of State

FAC FAC/FCJ/FCPV Suspension

FDN 14-Day Notice

FLB File Label

LBL Address Label

NNC Notice of Non-Compliance

NTAD Notice to Appear - Defendant

NTAA Notice to Appear - Attorney

NTAB Notice to Appear - Defendant & Attorney 

ROA Register of Actions on 8x11 paper 

ROAF Register of Actions Form 

WAM Warrant Misdemeanor

WAN Warrant Notice



Appendix J - LEIN Entry Codes 

LEIN ENTRY CODES

Race

A Asian or Pacific Islander

B Black

I American Indian or Alaska Native

U Unknown

W White

Hair

BLK Black

BLN Blonde/Strawberry

BLU Blue

BRO Brown

GRN Green

GRY Gray

ONG Orange

PLE Purple

PNK Pink

RED Red/Auburn

SDY Sandy

WHI White

XXX Unknown, Bald/Balding

Eye

BLK Black

BLU Blue

BRO Brown

GRN Green

HAZ Hazel

MAR Maroon

MUL Multicolor

PNK Pink

XXX Unknown
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Appendix K - DOS Vehicle Type Codes

DOS VEHICLE TYPE CODES
Cycle - 2 or 3 Wheel CY Passenger Auto PA

Low Speed Electric Vehicle LS Pickup Truck PU

Moped MO Van / Motor Home VA

Go Carts GC Snowmobile SM

Off-Road Vehicle, including 3 and 4-wheel, 
all-terrain vehicles

OR
Watercraft WC

Small Truck, all trucks under 10,000 pounds
and not listed above

ST
Medium Duty Truck, more than 10,0000 pounds but
not more than 26,000 pounds

MD

GROUP A VEHICLES
(any vehicle towing another vehicle or trailer, with the towed vehicle having a gross vehicle weight rating

over 10,000 pounds)
AA

Transporting hazardous materials AH Pulling two trailers AT

Tank body or tank trailer, towing two trailers 
hauling hazardous materials

AL
Tank body or tank trailer, hauling hazardous 
material

AX

Tank type body or trailer; used to transport
gas or liquid

AN
Tank body or tank trailer, towing two trailers AY

Towing two trailers (not tank type) hauling 
hazardous materials

AZ
Large bus towing an equipment trailer AS

GROUP B VEHICLES
(A single vehicle, including buses, 26,000 pounds or more)

BB

Hauling hazardous materials BH School bus 26,001 lbs or more BS

Tank body type BN Tank body hauling hazardous materials BX

Carrying passengers BP

GROUP C VEHICLES HAULING HAZARDOUS MATERIALS.
(A single vehicle under 26,001 pounds and is used for either of the following:

1.  Carries 16 or more passengers, including the driver;
2.  Transports hazardous materials for waste requiring the display of a placard.)

CH

Transporting passengers CP Tank body hauling hazardous materials CX

School bus less than or equal to 26,000 lbs CS



Appendix L - DOS Inquiry Key

DOS Inquiry Key
(use with “SYS” in Access Type; SOS# in Key)

To Look Up SOS
#

Key Information Example

Complete Driving Record
• 36 = edited record
• 42 = unedited record
• 42;3; = unedited record including MIP

deferments

36;1;
36;2;
42;1;
42;2;
42;3;

Driver License number
Complete name and date of birth
Driver License number
Complete name and date of birth
Driver License number

36;1;J500123456789.
36;2;JOHN ROY JONES;05051955.
42;1;J500123456789.
42;2;JOHN ROY JONES;05051955.
42;3;J500123456789.

Full Name & Date of Birth 49;2;

Partial Name and:
M = When Middle Name unknown
B = Birthdate is unknown
P = Middle name & DOB unknown
I = Birthdate is unknown

49;2;JOHN JONES;05051955;M.
49;2;JOHN R JONES;B.
49;2;JOHN JONES;P.
49;2;JOHN R JONES;I.

Repeat Offender Info
35;1;
35;2;

Driver License Number
Complete Name and Date of Birth

35;1;P500132443789.
35;2;JOHN ROY SMITH;10101950.

Prior Convictions PRIOR; PRIOR Susp/Rest Violations PRIOR;J500123456789.

Complete History Since Date Specified 38;1; DLN and beginning search date 38;1;J500123456789;010190.

License Information
39;1;
39;2;

Driver License Number
Complete name and date of birth

39;1;J500123456789.
39;2;JOHN ROY JONES;05051955.

Current Address
40;1;
40;2;

Driver License Number
Complete name and date of birth

40;1;J500123456789.
40;2;JOHN ROY JONES;05051955.

History of All Convictions
43;1
43;2;

Driver License Number
Complete name and date of birth

43;1;J500123456789.
43;2;JOHN ROY JONES;05051955.

History of All Open FACs
44;1;
44;2;

Driver License Number
Complete name and date of birth

44;1;J500123456789.
44;2;JOHN ROY JONES;05051955.

Vehicle Title Status 51;1; Vehicle I.D. Number (VIN#) 51;1;1G8ZG5595PZ319234.

Plate Registration Record 13; License Plate Number 13;459AKE.

Complete Plate Registration Information 14; License Plate Number 14;459AKE.

Vehicle Alpha File Information 15;
Name (Last, First, Middle Initial) OR
Name and Street Address
Alpha Search by page number

15;JONES JOHN R.
15;JONES JOHN R;123 MAPLE.
15;*123456. (123456 = SOS page #)

Watercraft Registration 21; Registration Number 21;0001AA.

Status Check
27;1;
27;2;

Driver License Number
Complete name and date of birth

27;1;J500123456789.
27;2;JOHN ROY JONES;05051955.

Boating Record
28;1;
28;2;

Driver License Number
Complete name and date of birth

28;1;J500123456789.
28;2;JOHN ROY JONES;05051955.

Snowmobile Registration 25; Registration Number 25;A000001.

Complete Financial Responsibility
Record

73;1; Driver License Number 73;1;J500123456789.

Status of LEIN on a Title or Registration 
54;1;
11;

Vehicle Identification Number (VIN)
Vehicle Plate Number

54;1;1G8ZG5595PZ319234.
11;1;456AKE.

Handicap Stickers
Handicap Permit

78;
79;

Handicap Sticker Number
Name - Last, first, middle initial

78;123456.
79;SMITH JOHN R.
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Appendix M - State/Province/Country

STATE/PROVINCE/COUNTRY ABBREVIATIONS

Alabama AL Montana MT

Alaska AK Nebraska NE

Arizona AZ Nevada NV

Arkansas AR New Hampshire NH

California CA New Jersey NJ

Colorado CO New Mexico NM

Connecticut CT New York NY

Delaware DE North Carolina NC

Dist. of Columbia DC North Dakota ND

Florida FL Ohio OH

Georgia GA Oklahoma OK

Hawaii HI Oregon OR

Idaho ID Pennsylvania PA

Illinois IL Rhode Island RI

Indiana IN South Carolina SC

Iowa IA South Dakota SD

Kansas KS Tennessee TN

Kentucky KY Texas TX

Louisiana LA Utah UT

Maine ME Vermont VT

Maryland MD Virginia VA

Massachusetts MA Washington WA

Michigan MI West Virginia WV

Minnesota MN Wisconsin WI

Mississippi MS Wyoming WY

Missouri MO

US TERRITORIES

American Samoa AS Puerto Rico PR

Guam GU Virgin Islands VI

N. Mariana Island CM

CANADIAN PROVINCES

Alberta AB Nova Scotia NS

British Columbia BC Ontario ON

Manitoba MB Prince Edward Island PE

New Brunswick NB Quebec PQ

Newfoundland NF Saskatchewan SK

Northwest Territory NT Yukon Territory YT

OTHER COUNTRIES FR

MILITARY ZIP CODES

340 AA 090XX - 098XX AE

962SS - 966XX AP



Appendix N -  Crime Victim Fee Offenses

*  If the violation involves an accident resulting in damage to another individual’s property or physical 
injury or death to an individual, the offense is classified as a “Serious” Misdemeanor instead of a 
“Specified” Misdemeanor.

Offenses for which Crime Victim Assessment and $45 Minimum State Cost Required
Violations of State Law or Substantially Corresponding Local Ordinance

Revised January 1, 2006
(List published by SCAO - Check www.courts.mi.gov/SCAO for updates)

Serious Misdemeanors [MCL 780.811]

Violations Charged as a Felony or Serious Misdemeanor, but subsequently
reduced to or pled to as a misdemeanor, are defined as a SERIOUS
Misdemeanor and are assessed a Crime Victim Fee.  [MCL 780.811(a)(xix)]

PACC Code Offense Description

257.601B2 Moving Violation – Causing Injury to Construction Worker
257.617A Failure to stop at scene of Personal Injury Accident

(MCL) 257.625 (Various PACC Codes)   If the violation involves an accident resulting in damage 
to another individual's property or physical injury or death to another individual.

324.801761 Marine Safety – OUIL - If the violation involves an accident resulting in damage 
to another individual's property or physical injury or death to another individual.

324.801763 Marine Safety – Impaired - If the violation involves an accident resulting in 
damage to another individual's property or physical injury or death to another 
individual.

(MCL) 436.1701 (Various PACC Codes)   If the violation results in physical injury or death to 
another individual.

750.115-A Breaking & Entering - Illegal Entry (without owners permission)
750.115-B Breaking & Entering - Enter Public Place where strictly denied
750.136B4 Child Abuse – 3rd Degree (High Court Misdemeanor)
750.136B5 Child Abuse - 4th Degree
750.145 Children – Contributing to the Delinquency
750.145D2A Computers – Internet – Communicating with Another to Commit a Crime
750.233 Weapons – Firearms – Aiming without Malice
750.234 Weapons - Firearms - Discharge While Aimed, without Malice & Injury
750.235 Weapons - Firearms - Discharge While Aimed, w/o Malice but with Injury
750.335A Indecent Exposure
750.411H Stalking
750.81 Assault or Assault and Battery
750.81A Aggravated Assault
750.812 Domestic Violence
750.813 Domestic Violence Second Offense
750.81A2 Aggravated Assault - Domestic Violence

Specified Misdemeanors [MCL 780.901]

*   257.6251-A Operating  While Intoxicated (Description change)
*   257.6253-A Operating  Impaired
*   257.6256B Operating  While Intoxicated/Impaired/With the Presence of a Controlled 

Substance - 2nd Offense Notice
257.626 Reckless Driving
257.9041B Operating  License Sus/Rev/Denied-Allowing suspended person to operate
257.9041C Operating  License Sus/Rev/Denied OR Allow suspended person to operate -

2nd or Subs Offense
257.9047 Commercial Motor Vehicles - Operating with Suspended/Revoked Vehicle 

Group Designation
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Specified Misdemeanors - Continued 

 

 259.185 Aircraft  OUIL/Per Se  

 259.1851 Aircraft  Operation Under the Influence  

 259.1852 Aircraft  Blood Alcohol Content 0.04% or more  

 259.1853 Aircraft  Operation Within 8 Hours of Drinking/Drugs   

 259.1857 Aircraft  OUIL - 2nd Offense Notice  
* 324.801761 Marine Safety  OUIL/Per Se  
* 324.801763 Marine Safety  OWI  
* 324.801771B Marine Safety  OUIL/Per Se - 2nd Offense Notice  
* 324.80177C-A Marine Safety  OUIL/Per Se - 3rd Offense Notice -Misdemeanor 
* 324.801781B Marine Safety  OWI - 2nd Offense Notice  
* 324.801781C Marine Safety  OWI - 3rd Offense Notice  

 324.81134 ORV  OUIL/Per Se  

 324.811341 ORV  OUIL 

 324.811342 ORV  Blood Alcohol Content 0.10% or More  

 324.811345 ORV  OUIL - 2nd Offense Notice  

 324.811351 ORV  Impaired  

 324.811353 ORV  Impaired - 2nd Offense Notice  

   324.821271 Snowmobile  OUIL/Per Se  

 324.821273 Snowmobile  OWI  

  324.821281B Snowmobile  OUIL/Per Se - 2nd Offense Notice  

 324.821281C-A Snowmobile  OUIL/Per Se - 3rd Offense Noti ce-Misdemeanor 

  324.821291B Snowmobile  OWI - 2nd Offense Notice  

  324.821291C Snowmobile  OWI - 3rd Offense Notice  

 333.74032C-A Controlled Substances - Possession (Schedule 5 & LSD, etc.)  

 333.74032C-B Controlled Substances - Possession (Substance added  to Schedule 5 by rule)  

 333.74032D Controlled Substances - Possession of Marijuana  

 333.74032F Prescription Forms - Possession  

 333.74042A Controlled Substances - Use (Narcotic or Cocaine)  

 333.74042B Controlled Substances - Use (Non-Narcotic)  

 333.74042C Controlled Substances - Use (Schedule 5 or LSD, etc.)  

 333.74042D Controlled Substances - Use of Marijuana  

 333.74051E Controlled Substances – Dispending Prescription from Out -Of-State Prescriber  

 333.7405A Controlled Substances – Licensee Prescription Vi olations (High Court Misdemeanor)  

 333.7405BX Controlled Substances – Manufacture/Distribute outside of License (High Court Misd.)  

 333.7405C Controlled Substances – Refusing Inspection (High Court Misdemeanor)  

 333.7405D Controlled Substances – Maintaining a Drug House (High Court Misdemeanor)  

 333.7407A-B Controlled Substances – Inducing Person to Violate (High Court Misdemeanor)  

 333.7407A-C Controlled Substances - Inducing a Person to Violate -Misdemeanor  

 333.7407A1-B Controlled Substances – Attempt (High Court Misdemeanor)  

 333.7407A1-C Controlled Substances - Attempt Misdemeanor  

 333.74102 Controlled Substances - Distribution without remuneration (Marijuana)  
 333.74104-C Controlled Substances – Possession on School Property (Schedule 5) (High Court Mis d) 

 333.74104-D Controlled Substances – Possession Marijuana on School Property (High Court Misd)  

 333.7453 Controlled Substances - Sale of Paraphernalia  

 333.7455 Controlled Substances - Sale of Paraphernalia to Minor  

* 436.17011-A Alcohol - Selling/Furni shing to Minor  

* 436.17011-B Alcohol - Selling/Furnishing to Minor - 2nd Offense Notice  

* 436.17011-C Alcohol - Failure to post sign describing violations/penalties  

 462.353 Operating a Locomotive  OUIL/UBAL  

 462.3534 Operating a Locomotive  OUIL/UBAL - 2nd Off Notice  

 750.1742 Embezzlement - Agent or Trustee - Less than $200  

*  If the violation involves an accident resulting in damage to another individual’s property or physical 
injury or death to an individual, the offense is classified as a “Serious” Misdemeanor instead of a 
“Specified” Misdemeanor.

Assessable Crime Victim Fee Offenses (Continued)
Revised January, 2006  
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Specified Misdemeanors - continued  

 

  750.1743A Embezzlement - Agent or Trustee - $200-$1000 
  750.1743B Embezzlement - Agent or Trustee - Less than $200 - 2

nd
 or subsequent offenses  

 750.2182 False Pretenses - Less than $200  

  750.2183A False Pretenses - $200-$1000 

  750.2183B False Pretenses - Less than $200 - 2
nd

 or subsequent offenses  

  750.3564A Larceny - $200-$1000 
  750.3564B Larceny - Less than $200 - 2

nd
 or subsequent offenses  

  750.3565 Larceny - Less than $200  

 750.356D Retail Fraud - Second Degree 

 750.356D4 Retail Fraud - Third Degree  

 750.359 Larceny From a Vacant Building  

 750.362A4A Failure to Return Rented Property - $200-$1000 
  750.362A4B Failure to Return Rented Property - Less than $200 - 2

nd
 or subsequent offenses  

750.362A5 Failure to Return Rented Property - Less than $200  

  750.3624A Larceny by Conversion - $200 or more but less than $1000  

 750.3624B Larceny by Conversion - Less than $200 - 2
nd

 or subsequent offense  

 750.3625 Larceny by Conversion - Less than $200  

  750.377A1C1 Malicious Destruction of Personal Property - $200-$1000 
  750.377A1C2 Malicious Destruction of Personal Property - Less than $200 - 2

nd
 or subsequent offenses  

  750.377A1D Malicious Destruction of Personal Property - Less than $200  

  750.3804A Malicious Destructi on of Building - $200-$1000 

 750.3804B Malicious Destruction of Building - Less than $200 - 2
nd

 or subsequent offenses  

  750.3805 Malicious Destruction of Building - Less than $200  

750.5354A Stolen Property - Receiving and Concealing - $200-$1000 
750.5354B Stolen Property - Receiving and Concealing - Less than $200 - 2

nd
 or sub. offense  

750.5355 Stolen Property - Receiving and Concealing - Less than $200  

 750.540E Telecommunication Services – Malicious Use  

 750.540E1A Telephone Call – Malicious Use to Threa ten 

 750.540E1B Telephone Call – False Message of Death or Inury  

 750.540E1C Telephone Call – Refusing to Disengage  

 750.540E1D Telephone Call – Obscene 

 750.540E1E Telephone Call – Calling and Hanging Up  

 750.540E1F Telephone Call – Unsolicited Commercial  Calls 

 750.540E1G Telephone Call – Repeatedly Interrupting Service  

 

Repealed PACC Codes  

 

The following violations should no longer be in use:  

 

 257.62510B Operating  While Impaired  - 2nd Offense Notice  

 257.62510C Operating  While Impaired - 3rd Offense N otice 

 257.6256D-A Operating  While Intoxicated - 3rd Offense Notice Misdemeanor  

 333.17766A1 Controlled Substances - Steroids - Use 

 333.17766A2 Controlled Substances - Steroids - Possession  

 462.3551  Operating a Locomotive  Impaired  

 462.3553  Operating a  Locomotive  Impaired - 2nd Off Notice  

 750.145A Children - Accosting for immoral purposes  

 750.362-B Larceny by Conversion - $100 or Less  

  

Assessable Crime Victim Fee Offenses (Continued)
Revised January, 2006
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Appendix O - Help Desk Fax Sheet

Help Desk Fax Sheet 
Fax copies are sometimes hard to read. Please print legibly or type the information.

Court

Name

Phone

Fax #

___________________________________

___________________________________

(_____) ____________________Ext._____

___________________________________

Problem Description:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Research Conducted:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Attachments:

ROA
Financial ROA

Other ______________________________________________

Fax to JIS: (517) 373-7451



Appendix P - JIS Enhancement Request

JIS Enhancement Request Form

Enhancement Classification

__ Traffic/Criminal
__ Civil
__ Bond/Trust/Cash
__ Probation
__ Other

Name:____________________________________
Court Administrator

Court: ____________________________________

Phone: (      ) _____ - ______________ Ext. ____

Date: ____________________________________

Enhancement/Change: _________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Reason for Enhancement/Change: _______________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

__________________________________________________________________

Fax to JIS: (517) 373-7451
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Appendix Q - Request for JIS Training 

Request for JIS Training

Requested by: __________________________________
Court Administrator

Court: ___________

Contact Person: __________________________________

Phone: (      ) _____ - _____________ Ext. ____

Please describe a general overview of training needs: _________________________

_____________________________________________________________________

Training Dates & Location:

Technical Services
Representative:

Tentative Schedule

Time Employees to be Trained/Topics to be Covered
Estimated
Time (Hrs)

Shaded Area to be completed by JIS

Fax to JIS: (517) 373-7451



Appendix R - Frequently Asked Questions

1. I disposed the wrong case by mistake. How do I make the correction?

Go to the Removal screen (REM) and remove the disposition code and other
sentencing variables that were entered in error.   Remember to re-enter all the
sentencing variables if/when you re-enter the disposition.

2. Why didn’t I get an abstract on my case?

The case must have a disposition code.  The guilty or responsible disposition
code creates the abstract.  If the abstract was “Stopped” on the Case Entry
screen (CAS) or Scheduling screen (SCH), no abstract will generate.  If a default
has occurred, a default abstract will not generate until the appropriate number of
days have elapsed since the disposition.  (Courts set their own notice dates in
the Z -Record).  No abstract will generate if the charge is non-abstractable.
Check your DOS Offense Code listing to see if the offense requires an abstract.

3. An abstract generated in error. How do I correct it?

If the abstract has been sent to DOS (there will be an X in the Produced field),
type DEL in the Use field.  Type a comment why the abstract should be deleted
from the driving record and press F3-Update.

If the abstract has not yet been sent to DOS (the Produced field will be blank),
press F23-Delete. No further action is required.

4. Someone deleted my daily reports from the output queue. How do I get
them back?

Go to the Archives option from the District Selection and Operator Menu.  Locate
the report(s) you need and type an R in front of it/them.  Then go to your output
queue and release/print as normal.  Note:  Only the most current report is stored
in Archives. When the report is reproduced, it will replace the archived report.

5. How and where do I amend or reduce a charge?

On the hop line, type DSP (for Disposition screen), the case number and the
count number, even if it is a one count case.  Type R or A in the
Reduce/Amd/Chg field and type in the new offense code to the right of that field.
Fill in other information on screen as needed.  Press ENTER.

Frequently Asked Questions
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Appendix R- Frequently Asked Questions

6. I entered the wrong offense date on a case.  How can I fix it?

You can’t.  The case must be deleted and re-entered from the beginning.

7. My Crime Victim’s Right Report has an * on several cases.  Why?

This report will * a case if:  

1) there is no disposition on the case; 
2) the charge is Attempted (A), Conspiracy (C) or Solicit (S) and date of 

offense is prior to May 1, 1994; 
3) the crime victim fee is not assessable by statute
4) the Crime Victim field is not updated correctly in your statute file;
5) there was more than one MYCV assessment on the case; or
6) the accident type that would make the charge eligible for this 

assessment was not updated on the Case Entry screen (CAS)

8. How do I get a dismissal abstract on an alcohol offense?

Type an X in the Audit Abstract field on page 1 of the Disposition screen (DSP)
or the Abstract field of the Scheduling screen (SCH).

9. I am trying to enter a case and the DLN, Name and DOB fields are 
highlighting on the Case Entry screen (CAS).  I know the number is 
correct.  What do I do?

All three fields must be checked for accuracy. Running a driving record to verify
the information may be necessary.  If you are sure all the information is correct,
press ENTER three times.  Then press F8 to override the edit and enter the
case information.

10. How should cases be counted for caseload on multi-count tickets?

Each offense should be counted as a separate case.  Affix an A, B or C to the
end of the ticket number, or, if preferred, some other unique identifier.

11. How many days after my 14-day notice generates will I get an FAC/FCJ?

This will vary by court.  The notice schedule can be found in the Z-Record for
your court, which is stored in the Code Files.  The number of days on this
schedule dictates when the notices will generated.  The systems calculates
dates based on the last DUE DATE, not the last notice date.  So, if an offense
occurs on January 1 and the due date is January 10, and you have 28 days for
the 14-day notice, the 14-day notice will generate 28 days after January 10,
which is February 8.

Frequently Asked Questions (Continued)
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12. How do I indicate a defendant is currently in the military service?

The Servicemembers Civil Relief Act, 50 USCS Appx 501,. et seq. was 
completely rewritten effective 12/19/03. If a defendant is on active duty in the 
military service...default judgment cannot be entered until the court takes certain 
steps.  We recommend the following procedures:

a. Create a 4-letter code in the Traffic/Criminal Codes File for military 
service, such as SERV (service) MILT (military) or ADMS (active 
duty military service), etc. Use group code BJ.

b. After adding a ticket that indicates that the defendant is on active 
military service, enter a disposition of DS53 - Order to Stay 
Proceedings and the 4-letter code you created.  Stop the FAC 
and/or 20% late penalty by typing an S in the FAC/FCJ/FAD and/or 
20% Late Penalty fields on the Scheduling (SCH) screen, if 
applicable.  DS53 reports the case as Inactive for Caseload.

c. Use Report Generator to create a list/report for follow up where 
the military code and DS53 were entered.

13. How do I dispose of a misdemeanor charge that is reduced to a civil 
infraction?

The following instructions were included in a memo from SCAO on September 
18, 2002:  “To accurately process and report the reduction of misdemeanors to 
civil infractions which is a practice of prosecuting officials as part of plea 
bargaining, the court should report the misdemeanor case disposed under 
“Dismissed by Party”, open a new civil infraction and dispose of the civil 
infraction using one of the disposition methods available for the particular civil 
infraction case type code. In most cases, this would be an “Admission of 
Responsibility.”

If you have questions on how to adopt this procedure, please contact the help 
desk.
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14.  When do I stop an abstract from generating for a No Proof of Insurance 
ticket?

Refer to the chart below which was prepared in accordance with 2004 Public
Act 52, effective May 1, 2004, and included in the 2004/1 Software Release 
Announcement.

Violation
Type

Appearance &
Insurance Status

Fine, Costs &
Assessments

SOS
Code

How to process on JIS

Civil
Infraction

Appear by due
date with proof
valid on violation
date.

Waive F&C and
JSTC. May
assess $25 NPI
fee.

N/A

Enter disposition code.

Stop abstract from generating
by entering an S in the
Abstract field on Case Entry
or Scheduling screen.

Appear after due
date with proof
valid on violation
date.

Assess F&C and
JSTC. Do not
assess $25 NPI
fee.

3100 Enter disposition code.

Appear at any time
without proof of
insurance valid on
violation date

Assess F&C and
JSTC. Do not
assess $25 NPI
fee.

3100 
or

3106** 

Enter disposition code.

Misd. 
No Insurance
Conviction
entered.

Assess F&C and
JSMO. Do not
assess $25 NPI
fee.

3108 Enter disposition code.

* See Appendix F or prompt on DS code field for list of disposition codes.
**Depending on your court’s policy to change or amend the charge.

15. When is an abstract sent to DOS on drug crimes?  An abstract is required 
at time of sentencing on drug crimes.  A sentencing abstract will generate 
when sentencing variables exist on a case.  The following are considered 
sentencing variables:

Any cash code that contains a Group Code of F, C, N, R or S.
-OR-

Data entered in any of the following fields on the Disposition screen (DSP):

Fines and Costs Suspended Community Service
Jail Days Community Service in Lieu of Jail
Optional Jail Days Vehicle Immobilization Start Date
Credit Jail Days Vehicle Immobilization # of Days
Jail Suspended Forfeiture
Jail Committed Probation Term
Jail Location Rehab

License Revoke/Suspend

Appendix R - Frequently Asked Questions



16. How do I indicate that a conviction has been set aside?

Once the Order on Application to Set Aside Conviction has been signed by the 
judge, type a a disposition code 98 in the DS field on the Disposition (DSP)
screen. Do not remove or set aside the original disposition.

17. How do I add a new hotkey, or change an existing one?

Hotkeys are maintained in the Cash Module.  See Chapter 4 of the Cash User 
Guide for more information.  
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SchraderC
Text Box
Make the case non-public when disposed with a DS98.
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