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Initial Collections Data System TransferInitial Collections Data System Transfer

• To use these instructions you must be runningTo use these instructions, you must be running 
Client Access software to communicate with 
the AS400the AS400.
– Your version of Client Access may vary from the 
version in this presentation.version in this presentation.
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Initial Collections Data System TransferInitial Collections Data System Transfer

• Run the Outstanding Receivables Report onRun the Outstanding Receivables Report on 
your JIS application.

• Make sure the report has completed and is• Make sure the report has completed and is 
accurate.
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Initial Collections Data System TransferInitial Collections Data System Transfer

• Create a folder on your desktop namedCreate a folder on your desktop named 
“Outstanding Receivables Report”

Right click in an empty 
spot on your desktopspot on your desktop

Select New → Folder
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Note your System NameNote your System Name

From the top menu chooseFrom the top menu, choose 
Communication → Configure
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Note your System NameNote your System Name

Make note of your system nameMake note of your system name.

6



Note your System NameNote your System Name

Close the Configure boxClose the Configure box.
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Transfer Data from JIS to Desktop:Transfer Data from JIS to Desktop:

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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Transfer Data from JIS to Desktop:Transfer Data from JIS to Desktop:
Enter your system name.
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Transfer Data from JIS to Desktop:Transfer Data from JIS to Desktop:

E t th filEnter the file name: 
OSMXCSDB/CDSLDXXX00
substituting your court number for 
XXX.  For example:p

Clinton County Juvenile Court 
(J19) would enter the file name:  

OSMXCSDB/CDSLDJ1900OSMXCSDB/CDSLDJ1900 

Clinton County Circuit Court 
(C29) would enter the file name:  

OSMXCSDB/CDSLDC2900
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Transfer Data from JIS to Desktop:Transfer Data from JIS to Desktop:

Select “Browse” to select the 
Outstanding Receivables Report
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Outstanding Receivables Report 
folder you created earlier.



Transfer Data from JIS to Desktop:Transfer Data from JIS to Desktop:

From the drop down list, select 
the “Outstanding Receivables 
Report” folder you created onReport folder you created on 
your desktop.
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Transfer Data from JIS to Desktop:Transfer Data from JIS to Desktop:

Change the file name to:g
ORReport.txt
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Transfer Data from JIS to Desktop:Transfer Data from JIS to Desktop:

Select “Open”.
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Transfer Data from JIS to Desktop:Transfer Data from JIS to Desktop:

Select “Details”.

15



Transfer Data from JIS to Desktop:Transfer Data from JIS to Desktop:

Choose “Overwrite Existing File”
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Transfer Data from JIS to Desktop:Transfer Data from JIS to Desktop:

From the drop down list, select 
“Comma Separated VariableComma Separated Variable 
(CSV)”
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Transfer Data from JIS to Desktop:Transfer Data from JIS to Desktop:

Select “OK”.
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Transfer Data from JIS to Desktop:Transfer Data from JIS to Desktop:

Select “Transfer…”.
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Transfer Data from JIS to Desktop:Transfer Data from JIS to Desktop:

The “Transfer to File Complete”The “Transfer to File Complete” 
box will display the number of 
rows that were transferred.

Select “OK”
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Transfer Data from JIS to Desktop:Transfer Data from JIS to Desktop:

We ant to sa e this transferWe want to save this transfer 
setup to use again next year.

Select File  →  Save As…
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Transfer Data from JIS to Desktop:Transfer Data from JIS to Desktop:

From the drop down list, select 
the “Outstanding Receivables 
Report” folder you created onReport folder you created on 
your desktop.
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Transfer Data from JIS to Desktop:Transfer Data from JIS to Desktop:

Change the file name to:Change the file name to:
ORReport Transfer.dtf
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Transfer Data from JIS to Desktop:Transfer Data from JIS to Desktop:

Select “Save”Select Save .
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Transfer Data from JIS to Desktop:Transfer Data from JIS to Desktop:

Close the “Data Transfer from 
iSeries” window
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Open the Outstanding Receivables 
Report folder you created on your 
desktop and verify that 3 files exist:

ORReport Transfer dtfORReport Transfer.dtf
ORReport.FDF
ORReport.txt
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Double-click the ORReport.txt file to 
open it.
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The data in this file is what you will upload to 
MCAP.  C
1. Be certain that the file contains: 

1. The correct date.  This year’s data 
should have 06/30/2009.

2. The correct court.  (Note: Juvenile 
Courts will see an “F” for family division, 
followed by their circuit court and city.)  

2 Close the file

28

2. Close the file.



Transfer Data from Desktop to MCAP:Transfer Data from Desktop to MCAP:

• 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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Transfer Data from Desktop to MCAP:Transfer Data from Desktop to MCAP:

Enter your User Name, Password 
and select “Login”.
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Transfer Data from Desktop to MCAP:Transfer Data from Desktop to MCAP:

Choose “Collections Data System 
(CDS)” from the drop down menu, 
and then select “Go”.
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Transfer Data from Desktop to MCAP:Transfer Data from Desktop to MCAP:

Ch “U l d C ll ti D tChoose “Upload Collections Data 
directly from your computer”
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Transfer Data from Desktop to MCAP:Transfer Data from Desktop to MCAP:

Select “Browse…”
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Transfer Data from Desktop to MCAP:Transfer Data from Desktop to MCAP:

Navigate to the OutstandingNavigate to the Outstanding 
Receivables Report folder on your 
desktop.
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Transfer Data from Desktop to MCAP:Transfer Data from Desktop to MCAP:

Select ORReport.txt and select 
“Open”
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Transfer Data from Desktop to MCAP:Transfer Data from Desktop to MCAP:

Select “Upload Data”
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Transfer Data from 
k f lDesktop to MCAP Successful

You will receive a messageYou will receive a message 
stating that the upload was 
processed successfully.
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• 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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