» Best Practice Guide for Montana
Drivers License Suspensions and
Reinstatements <

The purpose of this guide is to demonstrate how to enter the driver license suspension

and reinstatement information into FullCourt. Suspensions and Reinstatements entered
using these steps will be sent to the DMV through an automated process, therefore, the
forms will be sent electronically and clerks will no longer need to mail the documents.
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» Entering a Drivers License Suspension <

1. Provide the information to the electronic record in FullCourt.

Display the FullCourt Criminal case requiring the driver license suspension. Open the
charges window and scroll to display the charge that has prompted the license
suspension. On the disposition tab, it is required to fill in the “License suspension

date” in order for this process to work.

P It is best practice to fill in the rest of the license suspension information to complete

the record as much as possible, but not required.

Save the changes.
ntriminal Charges
Caze TK-2010-0003994 Defendant: Bear, Yogi

Status:  Case is Pending
Charge: 201004 61-6-301(4)  Operating Without Liability Insurance In Effect - 15t Offense

Charge Confinement |Probation |C'rtation |
Fineing: [T

Charge1of2 =)

IS[=1 E3

~Options:

Ho Fine /fee assessed

0 Other
sentences

Fines/fees summary

Cther finding:
Disposition date: 00000000 YWears Months Days
Sentencing date; 00000000 License suspension: l— l— I—
Sentencing defer date; 00,00,0000 Indefinite: [v
Madified sentence: [~ joomoio000 Typs:  |Driver x|
Relinuished jurisdiction: [ q License suspension date: h1J"‘I2J‘2I]1I]
Retained jurisdiction; [ Days I 'I Zend license suspension notice: W
License suspension reported: rl1."‘l2."2ll1ll
Reazon: |T'rt|e 61 failure to appear or pos‘t;[ |—
Comment: License compliance date: W

Send license complisnce notice: l-

License compliance reported: ﬁnmnmunn
Reazan: | ;I

Collection date: Ellml]."l]llllll Collections repaorted date: ﬁnmumnnn

Created by: TRAIERT on 11242010 01::38 PM Upclated by: SUPPORT on 1201002010 03:58 A

|

Statute Lookup | e | | Save | Delete

Close




2a. (Courts without scanners) Create document and index image to the
case.

If your court does not have a scanner, use the following steps to create the DL
Suspension document and index the image to the case.

With the charges window still open and the charge with the license suspension
information displayed on the Disposition tab:

a. Click “Docs F7”.
b. Select the document titled “DL Suspension DCD.”
c. Click Print.

= B @+ B H * A & |51 = & B

Ezxit Mamez F2  Party Caze Charge Entry it Entry  Cit. Search  Criminal F3 Civil F4 duvenile F& | Does FT | Pasment F3 Civil Filing Tablez Reports

|5III"

Case: TK-2010-0003994

Judge; Pe Status:  Case is Pending

Prozecutor:  [nc Charge: 201004 61-6-301(3) Fperating Without Liability Insurance In Effect - 1st Offense

Filng dste: ~ fi1 Charge | Disposition | coniipeffent |Pr0bati0n ICitation |

j Criminal Case Documents Charge1of2 +/

| =l

Caze Type: I
’717 Criminal £ Ciyil Years Months Days
License suspension: I_ I— I_
Case # TK-2010-0003994 Inclefinite: v
Type: Driver
Defendant: Bear, Yogi License suspension date: 1122010

Send license suspension notice: |7

License suspension reported: F1I12I2l]1l]

Reasan: |T'rt|e 61 failure to appear or post;l —

License compliance date: ﬁumumunu

Send license compliance notice: |_

Document: |:|]L Suspension DCD

| 4
o

License compliance reported: 00050000
Reason: | LI

fte: ﬁumumunu
Print Close . .
C. | Updated by: SUPPORT an 0100752011 02:20 PR

il



You will get an automatic ROA to show that the DL Suspension was sent to Motor
Vehicle.

Click OK.
}] Automatic Register of Actions

TK-2010-0003994 Bear, Yogi

RO, date: 1242010 Code: FLEUEP

Text: L Suspension sent to Motor Yehicle

Judge: [Hernandez, Pedro R. |

[T Documert sealed [ Roa zealed
Microfilm number: |

Imaging Documerit [ |

0] Cancel | Helg |

The document will be created automatically. Check the appropriate box in section 1 for
your court. Check the box in section 3 to indicate if this is for Failed to Appear or Failed
to Comply.

Add the electronic signature indication in the gray area in section 4 that indicates the
judge’s signature. Use the following format: /s Judge Name



See the document below for an example:

COURT CERTIFICATION AND REQUEST FOR DRIVER LICENSE SUSPENSION

NON-APPEARANCE, NON-PAYMENT OF NON-COMPLIANC E
{Mont Code Ann. 55 61-5-214-215)

1. COURT NAME: YELLOWSTONE COUNTY JUSTICE COURT [ hwstice OCityMun. CODistrict COther COURT

#: 143
Judgze Pedro E. Hernardem Location Fellowstone
Maihing b ddress PO RO 35032 Telephone # 4067 256-2855
City Billings, MT Emal &ddress (opt.):
2.DRIVER
Hame: ¥ogi Bear
Drate of Birth: 1/1/1558 Diiver’s License Mamber: 1254 567591 958
Driver™s Current Address: PO Box 1245 Diver’s License State: MT Sex: M
Eilli MT
3 BASIS FOR SUSPEMSION:  Use One Certification and Fequest Form for One Couxt Case
Court Case Number: TK-2010-0003994 | Please check either Failed to Appear or Failed to Cornply
Charge ID: 1 Citation Mumber (IF Assigned inthe Case): A188188
_ . _ ] [ Failed to Appear IR
Stabute: 61-6-301(4) [Lsi] Winlatioe Diate: 100312010 v ¥yool17 ] Failed to Comply
Charge [D: 2 Citation Mumber (If Assigned in the Casel:
. . e . ] B Failed ta Appear OR
Stabate: 61-5-212(1 i) Winlation Diate: 104312010 TV V1170 [ Failed to Comply

4. SUSPENSION: I certify, under penalty of law, that, pricr to the submission of this reque st and pursaant to the requirerments of
Mont. Code Ann. § 61-5-214(3), a written warning from this court was mailed, fivst-class, postage prepaid, to the sbove-named personto
adwise that license mspension was inuninent, with its probable consequences, if’ the person did not appear or comply within a specified

mumber of days.
Diate Suspersion Sent to DMY: 117122010 Signatwre | fz Judoe Hernandez
. - (Judge) L
ook fon 14 s e rementacarion oo
Guide, RESC ; mark qud initial the to 0 Misippled by Cout - Remome wo Bt o (RRle)-Resand |

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

NOTE: It is recommended by the COLJ Automation Committee, that a hard copy of the
Drivers License Suspension form be printed, SIGNED BY THE JUDGE, and placed in
the case file.

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

FullCourt Imaging

Cloze




Answer Yes to index the image to the case and to OK when it says you’ve successfully
indexed the image.

Imaging Storage [ <] FullCourt Imaging

P Do you want ko index document: SUPPORT.RTE .
\:/ \ lr) The documnent was successfully indexed.
ta case: TE-2010-0003994 ¢ a

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 DL
Suspension form and send it to the Department of Motor Vehicles electronically.




2b. (Courts with scanners) Create document and scan image to the case.

If your court has a scanner, use the following steps to create the DL Suspension
document, print and sign it, then scan the signed form to the case.

With the charges window still open and the charge with the license suspension
information displayed on the Disposition tab:

a. Click “Docs F7”.
b. Select the document titled “DL Suspension DCD.”
c. Click Print.

Ezxit Mamez F2  Parky Caze Charge Entry ik Entry  Cik. Zearch Criminal F3 - Civil F4 duvenile FE | Does FT | Papment F3 - Civil Filing Tables Reports

TK-2010-0003994

Judge: Pe: Status:  Case is Pending
Prosecutor.  [nc Charge: 204004 61-6-301(4) Fperating Without Liability Insurance In Effect - 1st Offense

Fiingdete: 11/ o Disposition | confipe

Case:

Charge1of2 =+

j Criminal Case Documents

| =l

Caze Type:
’717 Criminal £ Ciwil Years Months Days
License suspension: I I I
Caze # TK-2010-0003994 Incietinite: v
Type: Driver -

Defendant:  Bear, Yogi License suspension date: 1422010
Send license suspension notice:

P

Documernt: I:m_ Suspension DCD License suspension reported: 1122010

| 4
o

Reasan: |T'rt|e 61 failure to appear or post;l —

License compliance date: 0000000
Send license compliance notice:
License compliance repartec: 00050000

i

Reazon: |

103 ﬁumumunu
Print Close . .
C. | Updated by: SUPPORT on 01072011 0220 P

|



You will get an automatic ROA to show that the DL Suspension was sent to Motor
Vehicle.

Click OK.
‘D Automatic Register of Actions

TK-2010-0003994 Bear, Yogi

RO, date: 1242010 Code: FLSUSP

Text: L Suspension sent to Motor Yehicle

Judge; |Hernandez, Pedro R. LI

|_ Document sealed |_ Foa sealed
flicrafilm number: |

Imaging Cocument 10: |

o] Cancel | Helg |

The document will be created automatically. Check the appropriate box in section 1 for
your court. Check the box in section 3 to indicate if this is for Failed to Appear or Failed
to Comply.



See the document below for an example:

COURT CERTIFICATION AND REQUEST FOR DRIVER LICENSE SUSPENSION
NON-APPEARANCE, NON-PAYMENT OR NON-COMPLIANCE
{Mont. Code Ann. §5 §1-5-214-216)

1. COURT NAME: YELLOWSTONE COUNTY JUSTICE COURT [ERustice OCityMun. ClDistrict OCther COURT

#: 123
Fadgze Pedro E. Hernande= Location Tellowstone
Mlailing 4 ddress PO EO 33032 Telephone # 4087 2562855
City Eillings, MT Email Address (opt.):
2.DRIVER
Hame: ¥ogi Hear
Date of Bith: 11/1858 Dirivar’s License Mumber: 1234 5873591 958
Diriver™s Current Address: PO Box 123 Diriver’s License State: MT Sex: M
Eilli MT
2 BASIS FOR SUSPENSION:  Use One Certification and Feque st Form for One Court Case
Court Case Nuniber: TE-2010-0003994 | Please cherl: either Failed to Appear er Failed to Comply |
Chatge ID: 1 Citaticn Mummber (If Assigned in the Case): A1S8188
] . ] ] [ Failed to Appear OR
Statute: 61-6-301(4) [Ist] Violation Date: 100312010 Uve: ¥yool17 O Failed to Comply
Chatge ID: 2 Citatice Mumber (IF Assigned in the Case):

. . s . ] B Failed to Appear OR
Statute: 61-5-212(1'%{) WViolation Date: 1043152010 UV V1170 O] Failed to Comply

4. SUSPENSION: I certific, under penalty of law, that, prior to the sibmission of this request and parsuant to the requirements of
Mont. Code Ann. § &1-5-214(5), awritten warning from this cowtwas mailed, first-class, postage prepaid, to the sbove-named persanto
advise that license mspension was inuninent, with s probable consequences, if the person did not appear or comply within a specified
rmmber of days.

Date Suspension Sent to DMV: 11123010 Signature

(Judge)

Compleie Section 1-4. Index the document in accordance Official TTse Only

with the DL Swpension/Reinstaienwnt Best Practices

G initial the top O Nfisapplied by Conmt — Remenre arfo Fee jials |~ Resaimd
™~ [ ] T

PRINT the form and have the judge sign in section 4 on the signature line. This hard copy
with the signature can be added to the case file after it is scanned.

Scan the signed DL Suspension form to the case, using the following steps.

Select the Scan option from the Imaging Menu:

District Court
ng Import/Export Accounfirg BIuERGN Window Help
& |E 1r =

luvenile F& Docs FT - Payment F3 Civil Filing

D CARL POTUS vs. no defendant Case is Closed -~
gment Entry From Prevailing Party [~ ROA sealed




Image View Tools

It might take just a minute for the Scan window to appear.

B The next three steps are:
1. Scan
2. Save

3. Index - indexing has three steps of its own

Annotation Tools

Redactions

BRI

RN ‘D’

[ o N R RS Y P T

qu:anl

} 4 Batch Index I

B

|-ﬁ‘}|»|| »| 1 ||«‘

scan

Scanning Tools

:3 L F"W <4—— scan and save icons

=] Scanner Controls
page size: (+ Letter ( Legal  User Defined w h)

save

Begin:
End:
Elapsed:

Select Scanner ‘ Set as Default ‘

Best Fit Fit to Width Fit to Height

Pages:

[” Display Scanner Dialog

o] o

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

)| 111N

=
i

*

can

4

save

It might take just a minute for the scanner to start feeding the page.

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

bl

Scanning Tools

MullCourt Imaging

\?/ Do you want to save the current scanned pages?

Yes No Cancel ‘

10



FullCourt Imaging

2%

The document was saved successfully.

B 3. Index: Click on the Index tab. Indexing consists of three important steps -

2 a. IMPORTANT: Select the document title “DL Suspension DCD” from
the drop down list. This is required in order to process the form.

- b. Select the DLSUSP 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.

FBEX
Image Vievy Tools Annotation Tools Redactions &
I AR RN K T e P N P R e Y A P Y
&izcan [ Index | £ Bateh nex l

Click on the
Index tab

COURT ('I:tll‘l('ll'ln.\ AND REQUEST FOR IRIVER LICENSE SUSPENSION
B AYMENT O S0 %-CTMILIAACE
PR

pens
- Ot

ILSTHCE CONRT 5

Page 1

“_:L\]‘@‘ 2‘ 5N| 4 ‘ 4 ‘N“ Scanner Controls

ID: | ﬂ)

Index Action: i* Move  Copy

Document Title : |DL Suspension DCD

Scan Date Time : |

Sehe

Document Title
"DL Suspension
DCD" from the
drop down list

SEIhe

DLSUSP ROA

Case Type Case Number : | TK-2010-0003994
{« Criminal _
~ Seal Document: [ Send Reminder : [
£ Civil ROA: | Hew Existing {+
| s
) Date Code | Doc. Seq Text |
02M16/2011 DLSUSP
Fiowy 1 of 1
= STATE OF MOMTARA v Yol Bear
e Document state: unag
Best Fit Fit to Width Fit to Height
Page 1 of 1 Find Caze Close Help

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 Department of Motor Vehicles electronically.

11




3. (OPTIONAL for courts without scanners) Attach document image to

ROA.

P This step is a best practice and is not necessary for the process to work, but could be

helpful when searching for documents on a case.

DO NOT change the Document Title as that information is needed to process the

form.

From the case main screen, click on the Images button to call up the images/documents

that are indexed to this case.

n Ticket Case
Case TK-ZI]1I]-I]I]I]3994
Pending
Judge: Pedro R. Hernandez Appelate caze number: |
Prozecutor:  [none] l_ Appealed Appeal date: 00000000
Filirg clate: 152472010 I_ Physical file Remand dste: j00/00/0000

Uncler advisement:

Amourt dug:  0.00

Previous casze: I

00/00/0000

Comment:

S[=] E3

~Case options
0 Case Time Limits
Change Status
0 Consolidated Cases
0 Exhibits
1 Judge
Ledger
Phy=ical File

0 Prosecutors
0 Reminders

Status History
0 Witnesses

Created by: TRAINER1 on 112402010 01::58 Pl Updated by: TRAINERT on 11/2452010 01:55 P
Defendant |Agreement | 0 Arrest Warrants
. 0 Attorneys (Alt K)
Defendant 1 of 1 Money due Extension date Hold date
. ) 0 Bench Warrants
|7 Bear, Yogi 00:00,0000  j00/00:0000  |00,00/0000 ey

Attorney: [none]

Speedy Trial date ﬁl].rl]l].l'l]l]l]l]
Initial Lppest: ﬁl]!l]l]rl]l]l]l]

Custody status:  Hone
TSNS |
Bond ordered: 285.00
Probation officer: [none]

|_ Aftorney waiver  Amount due: 0000

T Mon-jury trial held
€ Jury trial held
" Mo trial held

Appearance f Hearing date: 111002010 09:15 AM I_ Overdue FTA

Created by: TRAIMNERT on 112452010 01:558 PM

Upeated by: TRAINERT on 1172472010 0188 P

1 Bond (Al Q)

1 Charge (Alt £)

Digposition Entry

0 Document Service

0 Hearings

0 Minutes
|rEr e iy |
| STEET ST |
Pary =

Probation

T ROA's

0 Summons

0 Time Limits

0 Victims

Lakel | Print | Casehail |Change Caze Type Reszet Appear Date |

| Images I [y | Save |Qe|ete| gosel

12



Double click in Document ID column and click Control+C on your keyboard.
Note: You can also right click on the Document ID number and select Copy from
the menu.

Click Close at bottom of window.

}) FullCourt Imaging Case Documents

—Image Yiew Tools

BestFit | Fittowidth | Fitto Height |

This file cannot be displayed (file type)

=1 E3
——— ~Annotation Tools Redactions
QIR Rz A [ = olela s x| [#las I
=
E
AR ] < [
=] Scanner Controls
page size: % Letter  Legal ( User Defined WW hl11.00
Select Scanner | Set as Defaut Rowy 1 of 1
Document ID  Entry UserlD Scan/Entry Date I
ﬁﬁ SUPPORT

02162011 05:01 PM |DL Su

T

| 2l
ROA Date ROA Code ROA Text

Prirt | Send Email_l Send Reminderl Delete Filel Al Filel View | Save || Close I Help |

13



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

DLSUSP ROA.

Select Control+V on your keyboard to paste the image 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 and click Close at bottom of window.

P[] 3

n Register of Actions
TK-2010-0003994 Bear, Yogi Case iz Pending
M1/24:2010 |[TKHEW ;lriew Ticket Case Filed [~ ROA sealed
|Hernandez, Pedro R. ;ll [ Document sesled

Microfilm number: |

e (e uEEDE 62 I— Created byt TRAINERT on 11/2402010 01:358 Ph
e ' Upclated by TRAINERT on 1152472010 01: 58 Ph

f1:24/2010 [CBHDPST

_|[Cash Bond posted (Receipt 170774 Dated [T RoO& sealed

|Hernandez, Pedro R.

;I 1/24:2010 for 285.00) I_ Document sealed

Micrafilm number: |

{naing document [Cx I— Created by TRAIMER1 on 11242010 02:01 Phd
iy ' Updated by: TRAINERT on 1102472010 02:01 Phd

M1/24:2010 [CHGAFPPR

|Hernandez, Pedro R

;l itation Appearance Date Changed: 1110:2010 I_ RiOA sealed
LI 9:15 AM (61-6-301(4) [1st] Operating Without [ pocument sealed

iahilthsr Incuranco In Fffonrt Aot Mffancal

Microfilm number: |

e (e uEEDE 62 I— Created by TRAINERT on 11/2402010 02:03 Phd
iz ' Upcated by: TRAINERT on 1102472010 02:03 Ph

[ 01242010 DLSUSP

L[PL Suspension sent to Motor Vehicle [T RO& sealed

|Hernandez, Pedro R.

;l I [T Documert sealed

Micrafilm number: |

Newest[iratl Zoom In | Zoom Qutl Prirt | Imagel

{nasing document [Cx I— Created by SUPPORT on 021652011 04:45 Phl
iy ' Updated by: SUPPORT on D2M 62011 04:45 Phd

ey || Save | Qeletel

Cloze |

14




» Best Practice for Notifying DMV of DL Suspension Form
Errors <«

If a mistake is made on the DL Suspension or Reinstatement form the court must print the

original form from either the ROA or case Images window and complete by hand the
“Official Use Only” section on the bottom of the form. The form must be faxed to the
Department of Motor Vehicles at 406-444-1631.

Official Use Cnly
O Miszappliad by Court — Ramove wio Faa (Imitials)— Reseind
O Ratumead w/o Action—Reasom:

0 MoFseAdded [0 WoFze—CDL [ Suspand/Rsinststs—FazDus
Fax to 406-444-1631

15



» Entering a Drivers License Reinstatement <«

This portion of the Guide demonstrates how to enter the driver license reinstatement
information into FullCourt and have it sent to the DMV through an automatic process.
Through this process the forms will be sent electronically and the clerks will no longer
need to mail in the document.

There are two main steps in the driver license reinstatement process:

1. Provide the information to the electronic record in FullCourt.

Display the FullCourt Criminal case where the driver license needs to be reinstated. Open
the charges window and scroll to display the charge that has prompted the license
reinstatement. On the disposition tab, it is required to fill in the “License compliance
date” so it will populate correctly on the reinstatement form.

P Although only the License compliance date field is required, it is considered best
practice to include as much license compliance information as possible.

Click Save to save the changes.
n Criminal Charges (O] x|
Caze TH-2010-0003994 Defendant: Bear, Yogi

Stetus: Case is Pending
Charge; 201004 61-6-301(4)  Operating Without Liability Insurance In Effect - 1st Offense

Charge Confinement |Probation |C'rtation |

Charge 102 || Options:

Firncding; |Hnne ;l Ho Fine | fee azsessed
Cther finding:
Digposition date: 00,00/0000 Years Months  Days
Sentencing date: m License suspension: I_ I_ I_
Sentencing defer date: 00,00:0000 Indefirite: I 0 Other
Madified sertence: [~ |oomoin000 Type: Driver = sentences
Relinguished jurizdiction: |_ License suspension dste: 1M2/2010 Fines/fees summary
Retained jurisdiction: | Days: Iﬂ Send license suspension notice: [

License suspension reported: h1f12f201ﬂ

Reasan: |Ti'tle 61 failure to appear or pns’t;l —
Camment: ———b License compliance date: l‘m

Send license compliance notice:

License compliance reported: 210852010

Reazon; | |
Callection diate: M Collections reparted date: W
Created by: TRAINER1 on 11/24/2010 01:55 Phi Updsted by: SUPPORT on 124 72010 02:32 P

=

Qeletel Close |

Statute Lookup | ﬁewl gave

16



2a. (Courts without scanners) Create document and index image to the
case.

With the charges window still open and the charge with the license suspension and
compliance information displayed on the Disposition tab:

a. Click “Docs F7”.
b. Select the document titled “DL Reinstatement DCD.”
c. Click Print.

* W & | B | = @& B

5 Em H

[r-m"

Ezxit MNames F2  Party Caze Charge Entry  Cit, Entry it Zearch  Criminal F3 - Civil F4 Juvenile FE | DeezFT | Papment 3 Civil Filing Tables Reports

Caze! ITK-2I]1I]- Y) criminal charges
Case: TK-2010-0003994
Juclge: Pec cistus:  Case is Pending

Prosecutor.  [ND charge: 204004 61-6-304(4)
Filng cate: 172

Defepant. Bear, Yogi

gperating Without Liability Insurance In Effect - 15t Offense
Charge | Disposition | configeffient | Probeation | Citation |

Charge 1 of 2 =
-

Caze Type:
’717 Critminal = Ciwil Months
License suspension: I—

} Criminal Case Documents

=Z
[a]
a
s
L]

o]

Inclefinite:

Topee: Driver
License suspension date: 1422010
Send license suspension notice: v

Case # TK-2010-0003994

J I

Defendart. Bear, Yogi

P

License suspension reported: 1422010

Dacumert: I:IJL Reinstaternent DCD ~|b.

Reszon: |Title 61 failure to appear or post x| —

License compliance date: Fzmsrzmu
Send license complisnce notice: |_

License compliance reported: FZII]BQIHI]
Reason: | |

I_I = joo.o0/0000
Print

Close Updsted by: SUPPORT on 01/07 /2011 02:52 PM

[

17



You will get an automatic ROA to show that the DL Reinstatement was sent to Motor
Vehicle.

Click OK.
‘u Automatic Register of Actions E
TH-2010-0003994 Bear, Yogi
RO& date: F1J‘26J‘2l]1l] Code; FLREIHST
Text: L Reinstaterment Sent to Motor Yehicle ﬂ
=
Judge: IHernandez, Pedro R ;l
|_ Document sealed |_ Roa sealed
icrafilm number: |
Imaging Dacument I0: |

O Cancel | Helg |

The document will be created automatically. Fill out section 4 by choosing the
appropriate boxes next to the reason for reinstatement and which payment option applies.

Add the electronic signature indication in the gray area that indicates the judge’s
signature. Use the following format: /s Judge Name

18



See the document below for an example:

NOTICE OF DRIVERS LICENSE REINSTATEMENT
C OURT REQUIREMENTS MET
(Ment. Code Arm . 5§ 61-5-214--216)

1. COURT NAME: YELLOWS TONE COUNTY JUSTICE COURT [Ehustice O CityyDifn. O District O Other COURT

#1235
Fadze Pedro B Hemandes Locatiom elloarstome
Tifailivg Aaddrec: DO BOMZ5033 Telephiome A06) 355-33045
Citr Eilliyze, IT Email Address {opt.):
. DRIVER
Hame: ¥ogi Bear
Diate of Birth: 1710333 Crrrer's Licanse Fiamber: 1334 567801053
Criwer's Cumerit Addrecs: PO Boee 133 Crirer's Licance State: BT Sear B
Billinge, MT
3 BASIS FOR SUSPENSION: Tlse One Certification axd Fequest Formm for Ore Cort Case
Court Cas e Number: TE-I0L0-0003934 | Please check etther Failed to Appear or Failed to Conply
Charge II: 1 Citation Manber (I Aecigped mothe Caze) ALBE1EE
] e ] ] [ Failed to Appesr 58
Stahate: 61-6-201 () [151] Winlation Drate: 10S3L2010 mC: Y01y O Failed to Comply
Charge I 2 Citation Maonber (I Aeciged o the Case
] e ] ] [T Failed to Appesr 0R
Stante: 61-5-212 (L)) TWinlation Drate: 10312010 i W1170 01 Failed to Comply

Diate Sucpereion Sevd to DIV | TLARG010

4. REINS TATEMENT: Hotification ¥ hereter prorided that for the charges lsted for the Conmt Case § Docket Fiamber as it appears
wpon this form, the abore named driwer s
E fppesredipon e isared ammores, complairt or comt order OF. complied writh petaly, restrid i or corudition, of serterwce; and
O Eeeradriced ofreirstatemend fee requiremerd wmder either MCA § 61-5-213 (§ W0-rot applicable to commercial drirers jor MC A

§ 6 1-2-107 (F200-alcdho] ard other cpecified offinces ) — Paposent Requived to MVD Records and Drive Chppol Rurean, 4445289

O Determination of Budigawe : B accordarce with the stavdard setforth m MCA § 47-1-111, the comt hae determitied that the abore
ramed driver is frudigert.

O e the Departnert confinne paganerd of the Teinstatean ot fee aud wmmless the dhoge taned person is othenaris e not
erititled to 4 license , the driwver®s license or driving privilege of the aboge ramed person shoald be reinet sed.

Compliatwe Date: | 124800010 Signahme ’s ladge Hemande=

(Fudge)
Complete Seniom 4. ndex dee dooment in acoalance

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

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

FullCourt Imaging

Cloze
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Answer Yes to index the image to the case and to OK when it says you’ve successfully
indexed the image.

Imaging Storage [ <] FullCourt Imaging

P Do you want ko index document: SUPPORT.RTE .
\:/ \ lr) The documnent was successfully indexed.
ta case: TE-2010-0003994 ¢ a

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 DL
Reinstatement form and send it to the Department of Motor Vehicles electronically.
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2b. (Courts with scanners) Create document and scan image to the case.

With the charges window still open and the charge with the license suspension and
compliance information displayed on the Disposition tab:

a. Click “Docs F7”.
b. Select the document titled “DL Reinstatement DCD.”
c. Click Print.

= B @+ 6B ¥ £ W & | E | = @ B

Ezxit MNames F2  Party Caze Charge Entry  Cit, Entry it Zearch  Criminal F3 - Civil F4 Juvenile FE | DeezFT | Papment 3 Civil Filing Tables Reports

[r-m"

Caze! ITK-2I]1I]- Y) criminal charges
Case: TK-2010-0003994 Defegfant. Bear, Yogi

Juclge: Pec stetys:  Case iz Pending
Prozecutor.  [no Charge: 201004 61-6-301(4)

Filng ate: fi1: et |Prubaﬂon ICitatiun |

Charge1of 2 *|
-

gperating Without Liability Insurance In Effect - 15t Offense

Charge | Disposition | Confige

}) Criminal Case Documents

Caze Type:
’717 Criminal ) Civl Years  Months  Days

License suspension: I I I

Case#  TK-2010-0003394 et ¥
Topee: Driver -

Defendart; Bear, Yogi License suspenzion date: 1122010

. L]

Send icense suspension natice: |7
License suspension reported: F1J‘12.l‘2l]1l]

Dacumert: I:IJL Reinstaternent DCD ~|b.

Reszon: |Title 61 failure to appear or post x| —

License compliance date: 2108/2010
Send license complisnce notice:
License compliance reported: 2/08:22010

A

Reasan: |

I_I = joo.o0/0000
Print

Close Updated by: SUPPORT on 01/07/2011 0252 Ph

=l
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You will get an automatic ROA to show that the DL Reinstatement was sent to Motor
Vehicle.

Click OK.
}] Automatic Register of Actions E
TH-2010-0003994 Bear, Yogi
RO& date: F1J‘26J‘2l]1l] Code; FLREIHST
Text: L Reinstaterment Sent to Motor Yehicle ﬂ
=
Judge: IHernandez, Pedro R ;l
|_ Document sealed |_ Roa sealed
icrafilm number: |
Imaging Dacument I0: |

O Cancel | Helg |

The document will be created automatically. Fill out section 4 by choosing the
appropriate boxes next to the reason for reinstatement and which payment option applies.
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See the document below for an example:

NOTICE OF DRIVERS LICENSE REINSTATEMENT
C OURT REQUIREMENTS MET
(Wlomt. Code Arm . §5 61-5-214--216)

1. COUVRT NAME: YELLOWSTONE COUNTY JUSTICE COURT [EFastice [ City/Tba. Ol District [ Other COURT

#: 123
Fadgze FPedro B Hemandes Locatios, e lloarstozue
Tifnilivg Aaddress PO BOXIS053 Telephore & 406 356-2505
City Eillinge, KT Empnil Address (opt.):

1. DRIVER

Haume: ozi Bear
Date of Birth: 1711958 LCriwer's Licawe Fiamber: 1334 567801058

Criwer™s Current Address : PO.Boer 133 Crirer’s Licase State : HT Sep: I
Eillings, HT

3. BASIS FOR SUSPENSION: Tlee Orwe Certificatior atd Request Foomfor Orwe Conat Case
Court Cas e Number: TE-2010-0003994 | Please check etther Failed to Appear or Failed to Conply |

Charge ID: 1 Citation Fovber (If Secigped i the Caze)  ALBE1EE

Statite: 61-6-301 (4) [Ls1] inlation Date: 102172010 TV V01T S i’:ﬁgﬁ mﬂhﬂﬂ

Charge ID: 2 Citation Fomber (If Secigped i the Case):

] e ] ] [T Failed to Sppest OF
Stante: 61-5-213 (L) Wiolatiory Date: 10312010 TVE: V1170 O Fuiled to Cmply

Date Suspereim Serd to DIV | 112010

4. REINS TATEMENT: Hotification & herebr prorided that for the charges listed for the Conrt Case J Docket Himmber as it appesrs

it this form, the abomre named drirer has

E Appearedupon the isaied ammons, complaiit or cont order OF complied wrifh petaley, Testridion or condition of sertetce, and

O Eeeradwised of reitictatemerdt fee Tequirement et either MCA § 61-5-218 (§100-x0t applicable to commercial drimers jor MCA
§ 61-2-107 (F200-n1cchol ad oftwer cpecified cfferces | — Poyment Requived to MVD Records and Dviver Control Buyeay, 4445289

O Determination of Budigawce: B accordace wiftthe stadards set forth i MCA § 47-1- 111, the count has determited that the abore
ramed driwer is fudizent .

Orwce the Deparbmert confinne paptnert of the reinstatement fee ad mdess the dbove taamed person is othenaris e not

erititled to 4 licerce , the driwer’s licence or drivirgg privilege of the above tamed persor shonald be reinet sted.

Compliatce Date: | TEACHILD Sighatire |
(Fudge)

Comnplate Section 4. Bndex dhe doomuend in accerdance
vith the DL SuspensioRenstatened Bert Fractices Difficial Tze Onby

b P, FESCTNDG ONTY;, Hand arkesd gyt o g ot B

PRINT the form and have the judge sign in section 4 on the signature line. This hard copy

with the signature can be added to the case file after it is scanned.
Scan the signed DL Reinstatement form to the case, using the following steps.

Select the Scan option from the Imaging Menu:
District Court

ng Import/Export Accountirg” RInELLGE Window Help

& LB I =

luverila F&  DoceFT PaymentFS Civil Filing

Case is Closed

D CARL POTUS vs. no defendant
gment Entry From Prevailing Party | ROA sealed

23



It might take just a minute for the Scan window to appear.

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
(7&K el 5] [l #] 1] | ~= ool &) | | #] 4] 4
5 Scan I 1 % Batch Index I
[GIEsed CIRRE
Scanning Tools
:@ D.T [uﬂ 4—————— scan and save icons
scan save
= Scanner Controls Begin
page size: (% Lefter (" Legal (" UserDefined w|[oc0 h[11.00 Ent
Select Scanner | Set as Defaut | S
Pages:
‘ ‘ ‘ [ Display Scanner Dialog
Best Fit Fit to Width Fit to Height
Close Help

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:

Sggnning Tools

=
[l ﬂ-l)] ]

*

can

4

save

It might take just a minute for the scanner to start feeding the page.

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

hill 8

Scanning Tools

YullCourt Imaging

\?/ Do you want to save the current scanned pages?

Yes No Cancel ‘
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FullCourt Imaging

j) The document was saved successfully.

B 3. Index: Click on the Index tab. Indexing consists of three important steps -

=2 a. IMPORTANT: Select the document title “DL Reinstatement DCD”
from the drop down list. This is required in order to process the form.

- b. Select the DLREINST 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.

EEX)
Image View Tools Annotation Tools Redactions £
2 &Aool 2] T[] 1]~ o] s]u] || o] 4«
QScan Elndex

£ Batch Index ]

~
NOTICE O0F DRIVERS LI TATEMENT —3
CTHIRT I
e o A

Click on the VUSTIEE -._.:-.---::i::rfpurp
index tab

Name: Fogi
e i L0y

Page 1

——

LBASIE PR SUSFENSION,
P —

‘rﬁ|®| 2| DH| » | 4 |F«| Scanner Controls

o q
[hee: s Document ID :
e l ~.| Selectthe Document
[ Gocument Title : |:IJL Reinstatement DCD - Title "DL
[ .
: Scan Date /Time : | Index Action: + Move { cop{ Reinstatement DCD"
Case Type Case Humber : | TK-2010-0003994 from the drop down list
¢ Criminal B
~ Seal Document : [ Send Reminder = [
" Civil ROA: | Hew Existing +
/ ~.
Date code | Duc. Seq.Text [ ) 0
02M6/2011 DLREINST Select the
DLREINSTROA
\\ Fow 1 of 1 j
TETE OF MONT ENE v, vog Dear
: Document state: unass
Best Fit Fit to Width Fit to Height
Page 1 of 1 Find Caze Close Help

Click Close at bottom of scanning window.

Now that the document is successfully imaged, an automatic process will pull the DL
Reinstatement form and send it to the Department of Motor Vehicles electronically.
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3. (OPTIONAL for courts without scanners) Attach document image to
ROA.

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

DO NOT change the Document Title as that information is needed to process the
form.

From the case main screen, click on the Images button to call up the images/documents

that are indexed to this case.
nTicket Case M= E3
Case: ~Case options

Pending 0 Case Time Limits
Jucige: Pedro R. Hernandez Appellate case number: I Change S_tatus
Prosecutor:  [none] [~ appesled Appesl date: pomooos_ || 0 Consolidated Cases |
Filing ciate:  [11/2412010 [” Physicalfile  Remand date: 0 Eghibits
Under advisement: 1 Judge
Ledger
Amount due: 0,00 Physical File

0 Prosecutors

) 0 Reminders
Previous case: I T

Status History

0 Witnesses

Comment:

Created by: TRAINER1 on 11/24/2010 01:55 Phd Updated by: TRAIMNER1 on 112452010 01:58 P

Defendant |Agreement | 0 Arrest Warrants
0 Attorneys (Al K}

0 Bench Warrants

1 Bond (Al &)

1 Charge (Alt Z)

Defendant 1 of 1 Maoney due Extension date Hold date
I I I

__[_’%-' Bear, Yogi , , ,
Attorney: [none]

Speedy Trial date ﬁl].rl]l].l’l]l]l]ll

Initial &ppear: ﬁl].l’l]l].l’l]l]l]l] I_ Attorney waiver  Amount due: 0,00
Custody status:  Hone

MANS: |
Bond ordered: 285.00

Probation officer: [none]

T Nan-jury trial held
 Jury trial held
7 Mo trial held

Appearance ! Hearing date: 11M0/2010 09:15 AM I_ Overdue FTA

Created by: TRAINER1 on 11/24/2010 01:55 Phd Updated by: TRAIMERT on 112452010 0158 Ph

Disposition Entry

0 Document Service

0 Hearings

0 Minutes
Overdue History

0 Officer Subpoenas
Party

Probation
7 ROA's
0 Summons

0 Time Limits
0 Victims

Label | Print | Casehail |Change Case Type Reset Appear Datel

| Images | [denn | Save |Qelete| Qlosel
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Double click in Document ID column and select Control+C on your keyboard.

Note: You can also right click on the Document ID number and select Copy from
the menu.

Click Close at bottom of window.

}) FullCourt Imaging Case Documents

I[= B3
—Image Wiew Tools ———— —Annotation Tools Redactions
- ) ] Y B -
IzQMM%mM@mwdﬂraHAﬂdﬂ@MMﬂﬂﬂﬂl
=
=
=
53] ) 1 ] )
= Scanner Controls
page size: (+ Letter  Legal ( User Defined WIS.SD hl11 .00
Select Scanner | et az Default Rowe 2of 2
Document ID  Entry UserlD Scan/Entry Date Document Title
202644 SUPPORT 021672011 05:01 PM |DL Suspension DCD
021672011 05:46 PM (DL Reinstatement DCD
ROA Date ROA Code ROA Text I
BestFit | FittoWidth | Fitto Height |
This file cannot be displayed (file type) Print | Send Email_l Send Reminder | Delete File | Add File | View | Save " Close I Help |
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Open the case ROA window and click into the Imaging Document ID field of the

DLREINST ROA.

Select Control+V on your keyboard to paste the image 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 and click Close at bottom of window.

n Register of Actions

P[] E3

TK-2010-0003994 Bear, Yogi Casze iz Pending
11/242010 [TKHEW ;|r1ew Ticket Case Filed [~ RO& sealed
|Hernandez, Pedro R. ;ll [ Document sesled

Microfilm numker: |

Imaming document (D: I— Created by: TRAINER1 on 112452010 01:558 Pk
By : Updated by: TRAINERT on 1152472010 01:55 Phd

f11/24;2010 |[CBHDPST

iCash Bond posted (Receipt 170774 Dated |_ RiO& sealed

|Hernandez, Pedro R.

=
;I 1/24:2010 for 285.00) I_ Document sealed

Micrafilm number: |

Imaing document (Dr I— Crested by: TRAIMERT on 11/2452010 02:01 Pk
B : Updated by: TRAINERT on 1152472010 0201 Pr

M1/242010 [CHGAPPR.

|Hernandez, Pedro R.

;l itation Appearance Date Changed: 11102010 I_ RO& sealed
LI 9:15 AM (61-6-301(4) [1st] Operating Without [ pocument sealed

ishilihrs Incuranes In Effact Aot (ffancsal

Microfilm number: |

e T e (B2 I— Created by: TRAIMERT on 11242010 02:03 Ph
B ’ Updzted by TRAINERT on 11524/2010 0203 Pr

f1/242010 [DLSUSP

LlF"— Suspension sent to Motor Yehicle [~ ROA sesled

|Hernam:|ez, Pedro R

;” [ Document sealed

Microfilm numkber: |

Imacing document ID: I— Created by: SUPPORT on 02162011 D4:45 Ph
By : Updated by: SUPPCRT on 024 652011 04:45 Ph

[ 5 [1/26/2010 |DLREINST

;[pL Reinstatement sent to Motor Vehicle [~ ROA zealed

|Hernandez, Pedro R.

;” [~ Documert sealed

Microfilm numker: |

NewestEirstl Zoom In | Zoom Qutl Prirt | Imagel

Imaming document (D: I— Crested by: SUPPORT on D21 62011 0537 P
By : Updated by: SUPPORT on 024 652011 05:50 Pk

Save Qeletel Close |
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» Best Practice for Notifying DMV of DL Reinstatement
Form Errors <

If a mistake is made on the DL Suspension or Reinstatement form the court must print the

original form from either the ROA or case Images window and complete by hand the
“Official Use Only” section on the bottom of the form. The form must be faxed to the
Department of Motor Vehicles at 406-444-1631.

Official Use Cnly
O Miszappliad by Court — Ramove wio Faa (Imitials)— Reseind
O Ratumead w/o Action—Reasom:

0 MoFseAdded [0 WoFze—CDL [ Suspand/Rsinststs—FazDus
Fax to 406-444-1631
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