Best Practice Guide for
Court-Authorized Eligibility for a
Restricted Probationary
Driver License

The purpose of this guide is to demonstrate the use of the Restricted Probationary Driver
License form. Use of these steps will assure that the form is sent to MVD through an
automated process; therefore, the form will be sent electronically and clerks will no
longer need to mail or fax the document.

This quide includes the following sections:

Description of the form.........oi i e L

When to use the

form.. PPN =1 g o] o

Bookmark not deflned

Creating the Restricted Probationary Driver License form.. P
(Courts without scanners) Create document and image it to the (07 Y S 4
(Courts with scanners) Create document and scan image to the case......................8
(OPTIONAL for courts without scanners) Attach document image to ROA............ 13

Withdrawing eligibility using the

form.. covennenieiiennee G EFFOor! Bookmark not defined.
EmalllngtheW|thdrawaI form P L

Description of the form

The purpose of this form is to notify the Motor Vehicle Division that a convicted 2"
/3"/Subsequent DUI/BAC offender is properly eligible for a restricted probationary
driver license. When the instructions in this guide are followed, the form will then be
automatically picked up and delivered electronically to MVD.

Withdrawal of eligibility can also be reported using this form, although it will not be
delivered automatically.
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When to use the form

Note: use of the Restricted Probationary Driver License form does not take the place of
reporting the conviction. Report the conviction using your court’s normal process.

The Restricted Probationary Driver License form is to be used when eligibility is not
reported at the same time as the conviction (Ignition Interlock), or is not available at the
time of reporting the conviction (participation in 24/7 or SCRAM program or DUI
Court).

You may continue to report eligibility for a restricted probationary driver license at the
same time you report the conviction. If you use one of these methods, you should not be
submitting the Restricted Probationary Driver License form.

e The Manual Disposition Report includes Y/N field for Interlock Device and
Probationary License. You may also fill in the “comments” field indicating that
the defendant is eligible for a restricted probationary license.

e Electronically submitted dispositions will indicate if the FullCourt record fields
Probationary License Eligible and Interlock Required have been checked.

P Use the Restricted Probationary Driver License form if court-authorized eligibility is
not sent to MVD with the disposition at the time of conviction, as indicated above.

» Also, use the Restricted Probationary Driver License form when, perhaps months after
the conviction, the defendant engages in some activity for which the court will grant
eligibility, such as participation in DUI Court or a 24/7 or SCRAM program.

Note from MVD:
MVD discourages post-conviction submission of separate documents to report eligibility
for a restricted probationary driver license. These documents may include:
e Correspondence
Separate Court Orders
e An Amended Disposition, or
An A-C-T Referral form.

MVD requests that instead, you use the Restricted Probationary Driver License form.
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Creating the Restricted Probationary Driver License form

» The form does not use any additional information from the FullCourt
record.

Display the FullCourt Criminal case for which you want to report eligibility for a
restricted, probationary driver license.

bY] Ticket Case =3 EcR ===

(=T TH_2012-000001] Case options
Pending 0 Case Time Limits
Judge: Jay A Sheffield 540 Appellate case number: Change Status
Prosecuter.  Cassidy, Bernard [] appealed Appeal date: 00/00/0000 | | 0 Consolidated Cases
Filng date:  01/03/2012 Remand date: 00/00/0000 | | O Exhibits
Under advisement: 00/00/0000 | | 1Judge
Ledger
Amount due:  0.00 1 Prosecutor
0 Reminders
Previ . Status History
reviols case: S T—
Comment:
Created by: PCRAVER on 01/03/2012 09:15 AM Updated by: PCRAVER on 01/03/2012 0915 AM
Defendant options
Defendant | Agreement 0 Arrest Warrants
_ 0 Attorneys [Alt K)
Defendant 1 of 1 Money due Extension date Hold date
) 0 Bench Warrants
s Pinetree, Edna 00000000 00000000 00000000

0 Bonds (Alt Q)
3 Charges (Alt 7)
Disposition Entry

Attorney: [none]
Speedy Trial date 07/02/2012

Arraignment: 00000000 |:| Attorney waiver Amount due: 0.00 0 Document Service
Custody status: None -

— 1 Hearing

) ) 0 Minutes

Bond ordered: 1,655.00

Overdue History

Probation officer: [none]

- 0 Offi Sub
() Mon-jury trial held [EET SUDPOENAS
) Jury trial held Party
() No trial held Erhation
Appearance / Hearing date: 2/23/2012 01:30 PM D Overdue FTA Jury Trial SN
0 Summons
|:| No enline partial payments 0 Time Limits
0 Victims
Created by: PCRAVER on 01/03/2012 08:15 AN Updated by: PCRAVER on 01/03/2012 09:15 AM
’Lah&l ” Print ” CaseMail ”Chang& Case T'_.rp&] [R&s&tApp&ar Dat&] [ Images ] [ New ” Save ”D&I&t&” Clusel
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Courts without scanners will create the document and index the image

to the case.

If your court does not have a scanner, use the following steps to create the Restricted
Probationary Driver License document and index the image to the case.

Use the Docs F7 icon to bring up the Criminal Case Documents window, select the
Document: “Restricted Prob Driver License DCD” and click the Print button.

= B v E B K% M & |[[E| 2 = @ B | $
Exit Mames F2 Party Cage  Cit. Zearch Charge Entry Criminal F3 - Civil F4 Docz FT|  Payment F3 Civil Filing Tables Repaorts Pazswar
P
BY] Ticket Case [= || = ||E
}3] Criminal Case Documents [ = | e Case options
0 Case Time Limits
Case Type: Change Status
@ Criminal Civil bpeal date: |00/00/0000 0 Cor!s-.:)lidated Cases
mand date: [D0/00/0000 | | 2 Exhibits
Case#  TK-2012-000001 ldvisement: l0o/o0iooon | | 1Judge
Ledger
Defendant. Pinetree, Edna 1 Prosecutor
0 Reminders
. . - Status History
Document. |Restricted Prob Driver License DCD - -
0 Witnesses
-

Req of Compliance
ReqRevocation

Rulings on Motions
STA
SoBadCh

Res of Revoc
’ Restricted Prob Driver License DCD

32012 08:15 AN

Defendant options
0 Arrest Wiarrants

Hold date
00/00/0000

Created by: PCRAVER on 01/03/2012 09:15 AN Updated by: PCRAVER on 01/03/2012 09:15 AN

0 Attorneys (Alt K)

0 Bench Warrants

0 Bonds (Alt Q)

3 Charges [Alt Z)

Disposition Entry

0 Document Service

1 Hearing

0 Minutes

Owverdue History

0 Officer Subpoenas

lLﬂheI” Print ” CaszeMail ”Change CaseType]

[Resetﬁ\ppear Datel

10/17/2012

Non-jury trial held
Jury trial held Party
No trial held Probation
ial 3 ROA's
0 Summons
0 Time Limits
0 Victims
[ Images I [ New: " Save”Delete”Cluse]
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If the case has more than one charge, select the appropriate DUI charge, then click OK.
Select a Charge

| = 201110 61-8-401(1)( Driving Under The Influence Of Alcohol - 2nd Offense I
200110 61-6-301(4) [ Operating Without Liability Insurance In Effect - 1st Offense
201110 45-5-622(1) | Endangering Welfare Of A Child - 1st Violation

l Ok l |Cancel| ‘ Help ‘

You will get an automatic ROA to show that the Restricted Probationary Driver License
form was sent to Motor Vehicle Division.

Click OK.

[ﬂ Automatic Register of Actions @
TH-2012-000001 Pinetree, Edna
ROA date: hi}f{rEh'ZN Z Code: |DLPROB
Text: Court-Authorized Eligibility For Restricted

Probationary Driver License - Supplemental
Report sent to MVD.
Judge: Sheffield, Jay A 540 =
Document sealed Roa zealed
Kicrofim number:
Imaging Document 10:

[ OK ] |C.anu:&|| | Help |

The document will be created automatically. Check the appropriate boxes in Section 4,
completing only one of the sections:

e Ignition Interlock Waiting Period

e 24/7 Participant (this section is also used for SCRAM participation)
e DUI Court Participant

Add the date and electronic signature endorsement in the gray areas where indicated. Use
the following format for the signature line: /s Judge Name
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See the document below for an example:
COURT-AUTHORIZED ELIGIBILITY FOR RESTRICTED PROBATIONARY DRIVER LICENSE

Nt a Comeiction Dizpesition
Eepert Comviction 2z Required

SUPPLEMENTAL REPORT TO MVD
¥ _ 3P0 _ sybsequent DUT / BAC Conviction
(Mont Code Ann. £§ 61-5-208 - 44-4-1205 - §1-5-231)

COURT#: 540

1. COURT NAME: Lincoln County Justice Court

Nlzling Addrzs: 418 hlinaral Ava Talaphons: {404 283-TTE1
City Libby, Montana 59923 Email Addrass:
1.DRIVER

Mamsz: Edna Pinetree
Date of Birth: 1/3/1973

Diriver Address: P.O. Box xxxx
Trow, WT 59035

Diriver's License Number, 5162889080000
Diriver’s License State: MT
Gender: MM

3, CONVICTION INFORMATION

Court Case Number: TR-2012-000001

Conviction Date: 6/4/2012

Charg=1

D: 1

Citation Number {If Assignad in the Case): B 12071

Statute: 61-8-401(1)a) [Ind]

UVC: V3110 [ Vielation Diate: 1/12012

4. ELIGIBILITY FOR RESTRICTED PROBATIONARY DRIVER LICENSE: Inaccordancs with law, this
supplemental information iz reported by the court for the abovalizted wiclator and conviction. The cowrt has determined that if
othenwiza sligible in accordance with driver reconds retained b the Moter Vehicls Divizion, the vwiolator iz sligibls for a restricted
probationsry driver licanza,

Complete One /
Section Only
Ignition Interlock — Waiting Period
Ignition Interlock | O MVD-enforced 45 day waiting pericd O WVD-enforced 00 day waiting pericd
O Waiting Period | O Iznition Interlock
MCA§61-5-208 O Cm of bafore the end date of the equirsd one-vesr suspension peried, the vielator must provids
to the Moter Vahicls Divizion proof of complstion of A - C-T.
24/7 Participant
14/7 Participant [ Violatoriz arzignad to 24/7 progmsm estsblished by the Shariff
= Title 44 O Violator has swocessfilly complatad count-spproved chemical depondsncy trestment  prosfam
Chapter 4 (MCA & 44-4-1205).
Part11 El Violatos kas providad the court with proof of saquired moter wehicla lisbility insuranca.
DUT Court Participant
DUI Court O] Iexiticn Interlock
O Participant [ Om or bafors tha end data of tha rquirsd onavesr suspension pariod, tha viclator must provida

Supplemsantsl Feport Sant to KMVD | Deate: 1N0R2012

MCA §61-5-231

to the Moter Viehicla Division proof of complstion of A - C-T.

| siznaturs: 2 Jay A Sheffield

**SAVE the document at this time. You can use the save icon. =l

Next, click on the Image button in the Image toolbar.

FullCourt Imaging
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Answer Yes to index the image to the case and OK to the message that the document was

successfully indexed. .
Imaging Storage 3
FullCourt Imaging

f Py 1 Do you want to index document: SUPPOL.RTF r
- case TK.2012-000001 2 ‘_11) The documnent was successfully indexed.

You can now print the document if desired, and have the Judge sign next to the electronic
signature. This hard copy with the signature can be added to the case file.

Close the FullCourt Imaging window.
FullCourt Imaging

Cloze

Close the case document window.

» Now that the document is successfully imaged, an automatic process will pull the
Restricted Probationary Driver License form and send it to the Motor Vehicle
Division electronically.
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Courts with scanners may want to create the document, then print, sign

and scan the image to the case.

If your court has a scanner, you can use the following steps to create the Restricted
Probationary Driver License document, print and sign it, then scan the signed form to the

case.

Use the Docs F7 icon to bring up the Criminal Case Documents window, select the
Document: “Restricted Prob Driver License DCD” and click the Print button.

e ¥ B X W & | B ¥ = @ B ¢
Ezxit MNamez F2  Party Caze it Zearch Charge Entry Criminal F3 Civil F4 Docz FT) Pagment FA Civil Filing Tables Reparts Paszwar
E
BJ Ticket Case (= |[=] =
ke — ==
uj Criminal Case Documents EI E Case options

Case Type:
@ Criminal Civil

Case # TH-2012-000001

Defendant: Pinetree, Edna

Document.  |Restricted Prob Driver License DCD

Req of Compliance
RegRevocation

Rulings on Motions
STA
SoBadCh

Res of Revoc
’ Restricted Prob Driver License DCD

ppeal date: 00/00/0000
mand date: 00/00/0000
\dvisement: 00/00/0000

32012 09:15 AM

0 Case Time Limits

Change Status

0 Consolidated Cases

0 Exhibits

1 Judge

Ledger

1 Prosecutor

0 Reminders

Status History

0 Witnesses

Defendant options
0 Arrest Warrants

Hold date:
Q0000000

Non-jury trial held
Jury trial held
No trial held

ial

Created by: PCRAVER on 01/03/2012 08:15 AM

Updated by: PCRAVER on 0/03/2012 08:15 AM

0 Attorneys (Alt K)

0 Bench Warrants

0 Bonds (Alt Q)

3 Charges [Alt Z)

Disposition Entry

0 Document Service

1 Hearing

0 Minutes

Overdue History

0 Officer Subpoenas

Party

Probation

8 ROA's

0 Summons

0 Time Limits

0 Victims

[Label” Print ” CaseMail ”Change Ca,s.eTypel

’Resetﬁ\ppear Date]
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If the case has more than one charge, select the appropriate DUI charge, then click OK.

Select a Charge

| = 201110 61-3-401(1); Driving Under The Influence Of Alcohol - 2nd Offense
201110 81-6-301(4) | Uperating Without Liability Insurance In Effect - 15t Uffense
201110 45-5-622(1) | Endangering Welfare Of A Child - 15t Violation

[ox ]| [cance] [eb)

You will get an automatic ROA to show that the Restricted Probationary Driver License
form was sent to Motor Vehicle Division.

Click OK.
[ﬂ Automatic Register of Actions @
TH-2012-000001 Pinetree, Edna
ROA date: hﬂmwzm 2 Code: |DLPROB
Text: Court-Authorized Eligibility For Restricted
Probationary Driver License - Supplemental
Report =ent to MVD.

Judge: Sheffield, Jay A 540 [ ]
|:| Document sealed |:| Roa zealed

Microfim number:

Imaging Document ID:

(o ] | cancel] [er |

The document will be created automatically. Check the appropriate boxes in Section 4,
completing only one of the sections:

e Ignition Interlock Waiting Period

e 24/7 Participant (this section is also used for SCRAM participation)
e DUI Court Participant
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See the document below for an example:

COURT-AUTHORIZED ELIGIBILITY FOR RESTRICTED PROBATIONARY DRIVER LICENSE
e — SUPPLEMENTAL REPORT TO MVD

. tizn THspecition T _ 3R _ Suh t DUI / BAC Convicti

Fepert Comiction 1z Required (Momt, Code Amn. S5 §1.5.208 - 4441205 - 61.6231)

COURT#: £40
41, COURT NAME: Lincoln County Justice Court

Mailing Addrass: 418 Minsral Ave Telaphona: {4046 203-TTEL
City Libby, Montana 50823 Email Addrass:
1.DRIVER o
MNames: Edna Pingtree
Date of Birth: 1/5/1973 Diriver’s License Number 5169889080000
Dyiver Addrass: P.O. Box gz Diriver’s Licanse State: MT
Troy, MT 59935 (render: M
3. CONVICTION INFOEMATION
Court Case Number: TE-2012-000001 Conviction Date: 6/4/2012
Charz=10: 1 Citation Mumber {If Assignad in the Case): B 12071
Statute: 61-B-401(1){=) [2nd] UVC: V3110 | Violation Date: 1/1/2012

4, ELIGIBILITY FOR EESTRICTED PROBATIONARY DRIVER LICENSE: Inaccordance withlaw, this
supplementsl information iz repogtad by the cowrt for the above-listed violator and conviction. The couwrt has dstermined that if
otherrizaaligible in accordance with driver recosds retsined by the hotor Viehicls Divizion, the violator iz eligibla for 2 restrictad
probationary driver licsmea,

Complete One K

Section Only

Ignition Interlock — Waiting Period
Ignition Interlock | O MVD-enfosced 45 day waiting peried [ MVD-enforced 90 day waiting pericd
0 Waiting Period | O Iznition Intarlock
MCA §61-5-208 O Cm of bafivge the snd data of the raquired one-vesr suspsnsion pariod, the violator mnet provids
to the Motor Vahicle Divizion proof of complation of A — C-T.

24/7 Participant
24/7 Participant B Viclstoris aszigmed to 24/ 7 program sstsblished by the Sheriff
= Title 44 O Violator has swocessfilly complstad court-approvad chemical dependsncy trestment  proEmam
Chapter 4 (MCA § 44-4-1205).
Fart12 B Violator has provided the court with proof of mquited motor vehicla lishility insweranca.
DUT Court Participant
DUI Court O] Izzition Intarlock
O Farticipant O Om or bafoge the snd date of the required one-vesr suspsnsion peried, the violater must provida

MCASOL-S231 |\ 2 2 fotos Vahicls Division proof of complation of A — C—T.

Supplemants] Faport Sant to WVD | Diata: LNIVI012 ! Sigmatnge:

{Jndgilﬁ

PRINT the form and obtain the Judge’s signature on the form. This hard copy with the

signature can be added to the case file after it is scanned.

Scan the signed Restricted Probationary Driver License form to the case, using the

following steps.

Select the Scan option from the Imaging Menu:

Hport  Accounting Window Help (F1 for specifi

M & | B2  Scan window to appear.
Civil F4 D Document Retrieve Roparts
10/17/2012
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B The next three steps are:
1. Scan
2. Save

3. Index - indexing has three steps of its own

Image View Tools Annotation Tools

Redactions
[Z2|Q)Qenlay | [ o] 2] 1(e 1]~]m| o] & ||| #] <] 4

& scan I | B saten naex |

EREERERE
Scanning Tooks
=] T
|23 5
scan save
=] Scanner Controls
pagesize % Lefter { Legal (" UserDefined w i
Select Scanner | setas Defaut |

scan and save icons

Begin
End
Elapsed
Pages:

[~ Display Scanner Dialog
Best Fit Fit to Width Fit to Height

o om

B 1. Scan: place the document in the scanner with the printed side down and with the
top of the document feeding first. Push the scan icon:

Scanning Tools

o N

D 5| [ ;]1 L] It might take just a minute for the scanner
* + to start feeding the page.

can save

B 2. Save: once all of the pages are scanned, push the save icon.
Scanning Tools YcullCourt Imaging

:) :3 . f[;q NJ I \?/ Do you want to save the current scanned pages?

3
* * Yes No ‘ Cancel ‘
scan save
FullCourt Imaging
\i‘) The document was saved successfully.
10/17/2012
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. 3. Index: Click on the Index tab. Indexing consists of three important steps -
-2 IMPORTANT: Select the document title “Restricted Prob Driver License
DCD” from the drop down list. This is required in order to automatically
send the form to MVD.

- Select the DLPROB ROA. There may be more than one ROA available, so
make sure that you have selected the correct ROA. The selected one has
the pointing finger and is highlighted in bold.

- SAVE. You will get a message indicating that you have indexed the document
successfully. The document ID is stored with the ROA and is visible from
the Register page.

1] Scan [E=NECE =5

Image View Tools Annotation Tools Redactions

[eQd=al® BRG]~ =eek su [o<e
5 Index | G Batch ndex

A .
et e
&
2. pravER
' V)
‘ » E@ Scanner Controls Use the
drop-down
|-ri|.|;a.n...¢u||r,\m,_m|mlgc.xu.u TN _ Document ID : | 2956 fo Se_le':t
- B 1 Document Title : Restric‘ted Prob Driver License DCD El) Rthett.lt‘te'd
esiricte
Scan Date Time : |10/09/2012 02:50 PM | Index Action: @ Move () Copy Prob Driver
C_ase Type Case Number: TK-2012-000001 License
@ Criminal
- , | : Seal Document [ : Send Reminder [ DCD
uvenie
O Civil ROA: MNew () Existing @
Date Code | Doc. Seq./Text | - Select the
— +09/117/2012  DLPROB Court-Authorized Eligibiity For Restrictec ROA:
TCENSE PIates SOrTender Hequest o 50 -
DLPROB
Row 1 0f3

STATE OF MONTANA vs. Edna Pinetree

VibdaElghiny a0l Dme — Document state: unassigned
Best Fit Fit to Width Fit to Height
Peoe o [ rmacase |
Find Case || Save [} Close -
Ciose | e |

Click Close at bottom of scanning window.

» Now that the document is successfully imaged, an automatic process will pull the
DL Suspension form and send it to the Motor Vehicle Division electronically.
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(OPTIONAL for courts without scanners) Attach the document image to
the corresponding ROA.

P This step is a suggested best practice and is not necessary for the process to work, but
could be helpful when searching for documents on a case.

IMPORTANT: DO NOT change the Document Title in the images window as that
information is needed to process the form (electronically sending it to MVD).

From the case main screen, click on the Images button.

bY] Ticket Case =3 EcR ===
(=T TH_2012-000001] Case options
Pending 0 Case Time Limits

Judge: Jay A Sheffield 540 Appellate case number: Change Status
Prosecuter.  Cassidy, Bernard [] appealed Appeal date: 00/00/0000 | | 0 Consolidated Cases
Filng date:  01/03/2012 Remand date: 00/00/0000 | | O Exhibits

Under advisement: [00/00/0000 | | 1-Judge

Ledger

Amount due:  0.00 1 Prosecutor

0 Reminders
Status History
0 Witnesses

Previous case:

Comment:
Created by: PCRAVER on 01/03/2012 08:15 AN Updated by: PCRAVER on 01/03/2012 09:15 AN
Defendant options
Defendant | Agreement 0 Arrest Warrants
= 0 Attorneys [Alt K)
Defendant 1 of 1 Money due Extension date Hold date

. 0 Bench Warrants

i Pinetree, Edna 00000000 00000000 00000000 0 Bonds (Al Q)

Attorney: [none]

. 3 Charges (Alt Z)
Speedy Trial date 07/02/2012

Disposition Entry

Arraignment: 00000000 D Atterney waiver Amount due: 0.00 0 Document Service
Custody status: None B

e — 1 Hearing

) ) 0 Minutes

Bond ordered: 1,655.00

Overdue History

Probation officer: [none]

T Non-jury trial held B
() Jury trial held Party
() Mo trial held Probation

8 ROA's

Appearance / Hearing date: 2/23/2012 01:30 PM |:| Overdue FTA Jury Trial
0 Summaons

[T Mo online partial payments 0 Time Limits
0 Victims

Created by: PCRAVER on 01/03/2012 09:15 AM Updated by: PCRAVER on 01/03/2012 09: M

lLabeI” Print ” CazseMail “Change CaseType] [Rasetﬁ\ppear Date] [ Images } [ New H Save”Delete“Clusel

Locate and select the image titled Restricted Prob Driver License DCD from the list and
observe that there is a Document ID associated with the image. See the example on the
next page.
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”I FullCourt Imaging Case Documents EI\EI

Image View Tools Annotation Tools Redactions

2 @Qea)e [ T)](-elE s [ode

‘F_%»! b 4| e

= Scanner Contrals

page size: @ Letter (©) Legal () User Defined w 8.50 | h{11.00 Row 1 of€

[ Current scanner: WIA-fi-5120Cd] ”Set as Deiaun]

Document 1D Entry UserlD Scan/Entry Date Document Title -

2895 PCRAVER 010372012 0926 AN SobrietyProgram

2500 PCRAVER 01/03/2012 09:29 AN DUI 50

2501 PCRAVER 01032012 0941 AN Multi &0 =

2512 PCRAVER 01/04/2012 10:01 AN AA Jury Trial i
CZBS4 SUPPORT 10/09/2012 01:56 PM Restricted Prob Driver License DCD

m 3
Date ROA Code ROA Text

Best Fit Fit to Width Fit to Height

This file cannot be displayed (file type) [5end Emai | | send Reminder | [Deete File | [ Add Fie | Save

Copy the Document ID number by clicking in the Document ID field of the correct image
and using Control+C on your keyboard. Note: You can also right click on the Document
ID number and select Copy from the menu.

Open the ROA window and click into the Imaging Document ID field of the DLPROB
ROA.

Microfilm number: Imaging decument ID:
L[G:GBH 7/2012 | DLPROB IZ| Court-Authorized Eligibility For Restricted |:| ROA zealed
Sheffield, Jay A 540 Iz' Probationary Driver License - Supplemental 7] Document sealed

Report sent ta MVD. Created by: SUPPORT on 09/17/2012 12:11 PM
Updated by: SUPPORT on 09M7/2012 12:11 PM

m

Wicrofilm number: iImaging document ID: | | Paste the Document ID

K ’ into this field

=

[N&west First] ’ Zoom In l [ Zoom Out ] ’ Print l l Image ] l New l[ Delete] [ Close ]

Use Control+V on your keyboard to paste the Document ID into the field. Note: You
can also right click in the Imaging Document ID field and select Paste from the menu.

Save your changes. The image is now attached to the ROA and available for viewing by
using the Image button at the bottom of the ROA page.
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Withdrawing Eligibility for Restricted Probationary Driver
License

If the court determines that the defendant is no longer eligible for a restricted
probationary driver license due to any type of non-compliance, use a copy of the
originally submitted form and complete these two sections:

e fill in the date and Judge signature lines under the Withdrawn Eligibility section
near the bottom of the form. If you are using the /s Judge Name format to fill the
form electronically, remember to print the form and have a paper copy on file
with the Judge’s actual signature.

e Also fill in the CC: fields to indicate that this notice is being sent to MVD, as well
as to the violator, the prosecutor and any other agent who needs to receive notice.

(Judge)
Withdrawn Eligibility for Prob DL: Date:10/11/2012 Signature: /s Jay A. Sheffield W
The court has determined non-compliance and hereby directs the (Judge)
MVD to reinstate the remainder of driver license suspension period.
CC:compliance officer —_—» [ Prosecutor [ Violator ] MvD

The form must then be emailed to mvdcourtreports@mt.qgov or faxed to 406-444-1631 or

mailed to MVD, POB 201430, Helena, MT 59620-1430 as well as to those on the CC
line.
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How to email the withdrawal information to MVD

Emailing the form is recommended because it is secure and quick. To email the form,
you will need to:

Eal AN

create a copy of the original,

fill in the two required fields and save your work,
add the filled-in form to the images window, and
send the form via email.

Create a copy of the original form by going to the Images window from the main

case screen, selecting the document Restricted Prob Driver License, and clicking
the View button.

||7ﬁ»! b ||« | e

¢S Scanner Controls

page size: @ Letter (7) Legal (O) UserDefined w250 | h11.00 Row & of 6

[ Current scanner: Wla-Sansa Clip+ 3GB ][Set as Default]
Document ID  Entry UserlD Scan/Entry Date Document Title o
2899 PCRAVER 01032012 09:26 AM SobrietyProgram
2500 PCRAVER 0M/032012 09259 AN DUI SO
2801 PCRAVER 01/0342012 09:41 AN Multi 380 3
2912 PCRAVER 01/0472012 10:01 AN AA Jury Trial

=* EE G 10/09/2012 01:56 PM |Restricted Prob Driver License DCD i
4 | 1 | 3

ROA Date ROA Code ROA Text |

il
Print | [Send Email| | end reminder | |Detete File | [ Add Fie || Save
"

The document will be displayed in Word. Use the SAVE AS option in Word to save
your document to another name and location. Since this is only a temporary file, the
location is not important. In the example below, the file is saved to the desktop, with
name RescindProbDL.rtf. Important Note: DO NOT use the file name: Restricted Prob
Driver License at this time.
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@] savens) +— =X
@CJ@ Desktop » ) - | ¢¢| Search Desktop i |
Organize = New folder = ':E'
4[F Microsoft Office W i MName Size Item type Date medified s

. Templates 4 Libraries
= | cu3zal 3
4.7 Favorites 1% Computer
Bl Desktop y €l Network M
4 Downloads , msla File folder 5/14/201212:07 PM
15| Recent Places . deerlodge CitePay File folder 5/31/2012 3:04 PM
| misc screens File folder 8/5/2012 8:27 AM
4[5 Libraries J 5.3.0.8157 File folder 1/25/2012 9:53 AM
> [=] Documents il , daily logs File folder 10/8/2012 7:36 AM i
ile name: RescindProbDL.tf ) — .
Save as type: lRich Text Format (*.rtf) ']
Authors: Steppen Wirth Tags: Add atag TitletOURT CERTIFICATION /...
« Hide Folders Tools - G Save _D [ Cancel ]
g

2. The file you now have open on your screen, in Word, is the newly copied file.

Add the date and electronic signature endorsement in the gray areas where

indicated. Use the following format for the signature line: /s Judge Name, and

fill in the CC information indicating who will receive a copy of the notice.

(Judge)

Withdrawn Eligibility for Prob DL: Date:10/11/2012

The court has determined non-compliance and hereby directs the
MVD to reinstate the remainder of driver license suspension period.

CC:compliance officer

Signature: /s Jay A. Sheffield

W

(Judge)

—————» [ Prosecutor [ Violator ] MVD

SAVE the document at this time. You can use the save icon. = Close the document.
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3. Add the filled-in form to the FullCourt Images window. Use the “Add File”
button and browse to the location where you saved the file. In the example, the
file is found by looking in the desktop, for the file named RescindProbDL.rtf.

})] select File EHlE 1 = @& B ¢
ocsFT  PaymentF3 CivilFiling  Tables  Reports  Password
@ok in: Ml Desktop % T e <
Marme : * | Size Itern type Date modif =
2K mileage to Helena ... 26 KB PMGImage 12/16/2011 Redactions
[A8 PLSQL Developer 2KB  Shortcut 2/8/2012 9: ] .
INEEE e e
€O RescindProbDL.itf 124 KB Rich Text Format 1071072012 ) | | @) k| & [Ls S|E
[#); services 2KB  Shortcut 17127201220
B suppert_suppol.rf 124 KB Rich Text Format

€| 1

o

Filz mame: RescindProb DL.rif

10/10/2012 -
| 3

(=)

Files of type: [.NI Files ")

)

’ Cancel ]

[ BestFit ][ FittoWidth | [ Fitto Height |

This file cannot be displayed (file type)

A1 (%) (621w | ] e

%= Scanner Controls

page size: @ Letter (0) Legal () User Defined w|8.50 | h/11.00
[ Select Scanner HSet as Default]
Document ID  Entry UserlD Scan/Entry Date Document Ti
2899 PCRAVER 01/02/2012 09:26 AM SobrietyProgra
2800 PCRAVER 01/02/2012 03:23 AM DUI SO
2801 PCRAVER 01/02/2012 09:41 AN Multi S&0
2812 PCRAVER 01/04/2012 10:01 AM AA Jury Trial

m SUPPORT 10/08/2012 01:56 PM |Restricted Pro

4|

I

ROA Date ROA Code ROA Text

Print | [Send Email| | end Reminder | [Delete File | {(Add Fie

Answer “Yes” when asked if you want

to index the document to the case:

Imaging Storage

to case: TE-2012-000001 7

i 1 Do you want to index document: CopyRestrictedProbDL.rf

E3

You may now delete the temporary file that you may have saved on your desktop or other
hard drive location, since it is copied and saved in FullCourt.
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4. Send the completed form to MVD using the send email button. Highlight the
new image and click on the Send Email button.

Document I  Entry UserlD Scan/Entry Date Document Title -
2900 PCRAVER 01/0342012 09:29 AN DUl SO
2001 PCRAVER 01/032012 09:41 AN Multi S&0 b
2912 PCRAVER 01/042012 10:01 AWM A& Jury Trial 1
2084 SUPPORT 10/09#2012 01:55 PM Restricted Prob Driver License DCD r
2385 lsueeogt
4 Il | 3

Er Date | ROA Code ROA Text |

Highlight the document and click on Send Email.

. I_Eend Reminder | | Delete File | | Add Fiie | | View | | Save

When the email window opens up, add the email address mvdcourtreports@mt.gov to
the “To:” line. You may also add other email addresses if you want the report to go
to other individuals such as the defendant or court compliance agent.

Send Email - TK-2012-000001

@3 mvdoourtreports@mt.gav) -

0C:

Subject: Case: TK-2012-000004 - STATE OF MONTAMNA vs. Edna Pinetree - File Attached
Please enter your mezsage:

Name of Document: rescindprobdl - File Attached -

Aftached file | pEgCINDPROBOL.rtf

FullCourt Address El«u-ukl [Lﬂc:aIAdclress Bu-ukl [ Attach File I ’Rerru.we Filel II

10/17/2012 page 19


mailto:mvdcourtreports@mt.gov

You may need to answer “Yes” if this message appears:

Microsoft Office Outlook

' A program s trying o automatcally send e-maid on your
i1 behalf.
Do you want to allow this?

IF thes i unexpected, it may be a virus and you should
ichoose Ho”,

X

You will get an ROA in the case that the image was emailed.

Alternate method of emailing the withdrawn eligibility for courts with scanners.

If you have a scanner you may choose to print out the original, fill in the additional date,
signature and CC fields and then scan the completed form to the FullCourt case. Type in
an appropriate document title, such as “Rescind Prob DL.” Important: DO NOT use the
document title: Restricted Prob Driver License.

You may then use the Send Email button
as described on the previous page.

10/17/2012
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