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Initial Data TransferInitial Data Transfer

• You must be running Client AccessYou must be running Client Access 
software to communicate with the AS400.

Your version of Client Access may vary from– Your version of Client Access may vary from 
the version in this presentation.
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Initial Data Transfer (continued)Initial Data Transfer (continued)

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

selection fieldselection field.
• Make sure the caseload report has 

completed and is accuratecompleted and is accurate.
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Initial Data Transfer (continued)Initial Data Transfer (continued)

• Create a folder on your desktop namedCreate a folder on your desktop named 
“Caseload”

Right click on your desktop– Right click on your desktop
– Select New → Folder
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System NameSystem Name

From the top menu chooseFrom the top menu, choose 
Communication → Configure
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System NameSystem Name

Make note of your system nameMake note of your system name.
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System NameSystem Name

Close the Configure boxClose the Configure box.
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Data TransferData Transfer

From any screen on the AS400 click theFrom any screen on the AS400, click the 
“Receive Files From Host” icon.  

If you do not have icons, choose “Actions” 
from the top menu bar and then “Receivefrom the top menu bar, and then Receive 
file from host…”
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Data TransferData Transfer

Step 1 - Enter your system name.

Step 2 - Enter the file name:  
OSMXCSDB/CLOADP4400 
substituting your court ID and number 
for P4400.  For example:

•Circuit: C4803 (C+Circuit#+County#)

•Juvenile: J4400 (J+County#+00)

•District: D7600 (D+District#+00)District: D7600 (D District# 00)

Step 3 - Click “Browse” to select the 
folder where the file will be stored.
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1.  From the drop 
down list, change the 
folder to save this file 
in the Caseloadin the Caseload 
folder on your 
desktop.

2.  Change the file name 
to correspond to your 
caseload report with thecaseload report with the 
extension of .txt
This will be the file that 
you upload to the CRS 
websitewebsite.

3.  Then click “Open”.
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Click Details
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1.  Click “Overwrite 
Existing File”

2.  From the drop 
down list, select 
“Comma Separated 
Variable (CSV)”Variable (CSV)

3.  Click OK.

12Screen Shot 6



Click Transfer
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Displayed is the 
number of rows that 
transferred.  

Click OK.
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Click File then 
l t “S A ”select “Save As”

15Screen Shot 9



1 From the drop1.  From the drop 
down list, Change 
the folder to save 
this file in the 
Caseload folderCaseload folder 
on your desktop.

2.  Change the 
fil tfile name to 
correspond to the 
report transfer.

3.  Click Save.
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Click to Close.
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O th F ld th t t dOpen the Folder that you created 
and verify that 3 files exist.

Name of File.FDF
N f Fil TXTName of File.TXT
Name of File.DTF
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Double Click the “.TXT” file to open it.
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Verify that this is the report for the 
correct quarter and year that you 
need to upload.  Then close the file.
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Upload to CRSUpload to CRS

• Sign on to the Michigan Supreme CourtSign on to the Michigan Supreme Court 
Applications Portal (MCAP) at:

– http://courts.mi.gov/mcap
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MCAP LoginMCAP Login

Enter your User Name and 
P d d li k L iPassword and click Login.
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Access CRSAccess CRS

Choose CRS from the drop 
d d li k Gdown menu, and click Go.
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Upload Caseload Data FilesUpload Caseload Data Files

Choose Upload Caseload Data Files
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Upload Caseload Data FilesUpload Caseload Data Files

Turn off popup blockers.

Click Browse to locate the .txt 
file in your caseload folder.
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Upload Caseload Data FilesUpload Caseload Data Files

Navigate to the 
“Caseload” folder,

Select the 
“Caseload.txt” file

Click “Open”

26



Click “Upload”p

CRS Upload 3



CompletionCompletion

• JIS recommends that you confirm:JIS recommends that you confirm:
– Successful completion of the upload

Accuracy of the figures– Accuracy of the figures

F i t ith• For assistance with 
– MCAP call 517-373-0130
– JIS call 888-339-1547
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