Best Practice Guide for MHP Citation Imports
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1. Click on the Import/Export pull down from the main menu bar.

STANDARD MHP CITATION IMPORT INSTRUCTIONS

2. Click Citation Import

3. Click
The Select
Import File
appear.
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Import Citations

Select Citation Import File
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5. Navigate to 0:\Xx100\x100_OAC_Download\ and select the folder containing the current import .txt

Import Citations
select Citation Import File

Logk in: | 3 JUD BAS - 81310 <] « @ o} B-

4., Browse to file location

File name: | Open I

Cancel

Files of type: I Cita

file, images and Bond received excel spreadsheet



6. NOTE: This step may not be necessary on all systems. In some cases you will automatically see all files. If not,
click the “Files of type:” pull down menu and choose “All Files (*.*)”. This will allow you to view the import text

Select Citation Import File EH ]
Look jn: | 7 JUD BAS - 8.19.10 x| & B ck EE-

[EJia50 MHP 2010 August 17 715 txt ‘

File narne: IX#ED_MHF‘_EEH 0 August_15 0715 bt Dpen I
Files of type: | All Files 7] | Cancel |

file.
7. Click on appropriate daily .txt file

8. Click “Open”

9. You will see messages flash by on the screen indicating whether the files were successful or not.

Examples of Messages & Errors:

There are 5 main messages you will receive:

1. MESSAGE - All records imported successfully

MESSAGE - Some records imported successfully and some records errored

ERROR - Invalid statute number

ERROR - Officer not found

ERROR - Multiple entries for Citation XXXXXXXX exist. Verify Citation XXXXXXXX manually.

vk wN

These Messages and Errors will each be outlined individually below.



Import Citations

File Import |

L.
\I\_') 6 records of 6 total records imported,

Brimt Report Help
1

MESSAGE #1 - All records imported successfully

Import Citations

Import completed

Prirt Report |

Click OK and the next window will be presented
Click Print Report — This will print the report of successfully imported citations and will include the following
information: Citation Number, Party Name, Statute Cited, Appearance Date and Time, Case Number

(automatically generated by FullCourt), Mailing Address, Date of Birth, and License Information.

Example below:



Date: 08/19/2010 Judith Basin Justice Court User: SUPPORT
Time: 12:43 PM Citation Import Page 1 of 1
Imported 08/19/2010
No hearings have been set

Citation Name Statute Appearance Date
Case Number Address lssue Date License
DOB
w Cole, Andrew R 61-13-103 08/25/2010 09:15 AM
TK-2010-00068573 Mailing: 4639 Conestoga 08/16/2010 C4000168820108 WI
Cottage Grove Wl 53527 06/01/1988
A15458T E Edgar, Michael Andrew 61-8-312(1)(b) [1] 08/25/2010 09:15 AM
TK-2010-0006574 Mailing: Po Box 82 08/15/2010 105149-033 AB
Sundre AB TOM1XD  07/11/M1986
A20253TE Elmore, Michele Lynn 61-8-309(1) 08/27/2010 09:156 AM
TK-2010-D006570 Mailing: 3803 Rainbow Drive 08/17/2010 ELMORML262PT WA
Loon Lake WA 99148 10/2711874
A202538 E Harant, Paul John 61-B-309(1) 08/27/2010 09:15 AM
TK-2010-0006571 Mailing: 2201 River Ave 08/17/2010 5168011130000 MT
Black Eagle MT 52414 09/14/1962
AZ02518 E Hill, Amilee Marie 61-8-309(1) 08/25/2010 09:15 AM
TK-2010-0006575 Mailing: 7 Miles Ne Of Geyser 08/15/2010 5161152180000 MT
. Geyser MT 59447 03/03/1973
A202539E Thomas, David Graves 61-8-309(1) 08/27/2010 09:15 AM
TK-2010-0006572 Mailing: 5601 Hanover Rd 08/17/2010 1003819584128 MT
Lewistown MT 59457 10/28/1958




MESSAGE #2 -- Some records imported successfully and some records errored

Import Citations

File Processing Eq |
\i’r) 5 Fecards read
-

2 Irvalid records Found

Wiould You Like To Conkinue?

Brint Repo fes

| |

This message means:
e There were 5 citations in the file
o 3 oftherecords were valid and will import successfully
o 2 of the records will error

Say YES to continue and the next window will be presented:

Import Citations

File Import |

Erint Report Help
1




e Shows the 3 records that imported correctly
e C(Click OK and the citations that err’d will print out. NOTE: This is the only chance you get to get your
errors. The errors only print in hard copy and cannot be recreated.

Click Print Report — This will print the report of successfully imported citations and will include the following
information: Citation Number, Party Name, Statute Cited, Appearance Date and Time, Case Number
(automatically generated by FullCourt), Mailing Address, Date of Birth, and License Information.

Import Citations

Import completed

Close Helgp

Print Regport |




Date: 08/19/2010 Judith Basin Justice Court User: SUPPORT
Time: 12:43 PM Citation Impaort Page 1 of 1
Imported 08/19/2010
No hearings have been set

Citation Name Statute Appearance Date
Case Number Address lssue Date Licanse
I poB
(A154586 E ) Cole, Andrew R 61-13-103 08/26/2010 09:15 AM
TK-2010-0008673 Mailing: 4639 Conestoga 08/15/2010 C4000168820108 WI
Cottage Grove Wl 53527 06/01/1988
A154587 E Edgar, Michael Andrew 61-8-312(1)(b) [1] 08/25/2010 09:15 AM
TK-2010-0006574 Mailing: Po Box 82 08/15/2010 105149-033 AB
Sundre AB TOM1XD  07/11/M1986
A20253TE Elmore, Michele Lynn 61-8-3089(1) 0B/27/2010 09:15 AM
TK-2010-D006570 Mailing: 3803 Rainbow Drive 08/17/2010 ELMORML262P7 WA
Loon Lake Wa 99148 10/2711874
A20253BE Harant, Paul John 61-B-309(1) Q872772010 09:15 AM
TK-2010-0006571 Mailing: 2201 River Ave 08/1772010 5168011130000 MT
Black Eagle MT 59414 08/14/1962
AZ02518 E Hill, Amilee Marie 61-8-309(1) 08/25/2010 09:15 AM
TK-2010-0006575 Mailing: 7 Miles Ne Of Geyser 08/15/2010 5161152180000 MT
. Geyser MT 59447 03/03/1973
A202539 E Thomas, David Graves 61-8-309(1) 08/27/2010 09:15 AM
TK-2010-0006572 Mailing: 5601 Hanover Rd 08/17/2010 1003819584128 MT
Lewistown MT 58457 10/28/1958

NOTE: The citation number is AXXXXXX E (circled in RED above). The important part to remember is the space E.
The E distinguishes the ticket as an electronic citation.
e When searching for the citation in FC you can either enter in Axxxxxx and retrieve or enter in Axxxxxx E and
retrieve. Remember there is a space between the last number of the citation and the E.
e If a citation needs to be entered into the system manually you must enter the citation number as Axxxxxx E
(remember the space). If an import is done later that contains the same citation number, it will not find a match
and you will end up with two cases for the same citation.



IMPORT ERRORS

IMPORT ERROR #1 - Statute not found

Date: 08/20/2010 Judith Basin Justice Court User. SUPPORT
Time: 08:50:24 Citation Import of 08/20/2010 Page 2 of 3
File Import Error List
ffEme Invalid statute number 61-6-301 [4J[1s_H J
Record: 10
Paﬂ'y: Juvenila? M
Name Address: Description:
Last name: KERSHNER Sireet: Soclal securlty:
First name: JACOB City: Date of birth: 0318nem
Middle name: LEE State: Sex: M
Sufilx: Zip: Helght: 510
Full name: Walght: 176
Home phone: 4054538440 Malling: 2900 ANA DRIVE Race: White
Drivers license: 0304015714119 Clty: GREAT FALLS Ethnicity:
State: MT State: MT Hair: RED
Commoarcial: N Zip: 59404 Eyws: BLU
Company Name: SUMMIT PLUMBING
Charge:
Statule numbar: 61-8-301(4)[1st] Viclation date: 082010 10:09:00 Vehicle plate: 2C-396T9
Citation number: A141070 B Appearance date: DBrAN2010 08:15.00 Vahicle plate year:
Pollce reference: Posted speed: Vahicle plate stata: MT
Charge number: Citad spead: Vehicle make: Chevrolet
Accident Involved: N Pounds Over: Vahicle model:
Commerclal vehicla: ] BAC: Vahicle type: Suy
Construction zone: M Domestic vielence: Vehicle color:
School zone: N Default points: Vehicla year:
Hazardous Materlal: N Law kay: Vehicle Vin:
Location of Incident: US 87 MP 48 EB
Location street: Mumber: Name: Type:
Location intersection: Location |dentifier:
Comment:
Data Entry Date: Summons Mall Date: Mandatory Apearance: N
Officer:
Last name: Badge: HP 1180
First name: Sequence: 59
Middie name:
Sufflx:

e This error means the statute that was chosen by the officer through SmartCop does not match the statute that
exists in FullCourt.

e In this situation the citation will need to be entered manually into the system and you will choose the correctly
formatted statute number.

e Remember when entering the citation manually to enter the citation number with the space E.

e The case can be entered into the system either from the information on the error report or from a printout of
the citation pdf.

NOTE: Hopefully, throughout the pilot phase of the project these types of errors will be minimized through close

communication with the Montana Highway Patrol participants.
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IMPORT ERROR #2 - Officer does not match
Date: 08/20/2010 Judith Basin Justice Court User: SUPPORT
Tirme: 08:50:24 Citation Import of 08/20/2010 Page 3of 3
File Import Error List
- — ___""-»._
l:Errors: Officer not fou nd.}
“-a..___\_\_____ _____,.---"
Record: 17
Party: Juvenile? N
Name Address: Description:
Last name: WIEDER Streat: Soclal security:
First name: BRADLEY Clty: Date of birth: a/oor1983
Middle namae: ALAN State: S M
Suffix: Zlip: Helght: 508
Full narma: Walght: 1556
Home phone: Mailing: 27415 GREY WOLF DR Race: While
Drivers license: 0405718634108 City: ARLEE Ethnlcity:
State: T State: MT Halr: BRO
Commercial; Y Zip: 58821 Eyas: BRO
Company Name:
Charge:
Statute number: B1-8-312(1)(b) [1] Viclation date: 08182010 13:34:00 Vehicle plate: P48022
Citation numbear; AITZ180 E Appearanca date: 087302010 09:15:00 Vehicle plate year:
Police reference: Posted speed: &0 Vehicle plate state: MT
Charge number: Cited spead: 70 Vehicle make: Intl
Accldent involved: N Pounds Over: Vahicle model:
Commercial vahicle: N BAC: Vahicle type: PiU
Construction zone: M Domestic viclence: Vehicle color:
School zone: N Default points: [i] Vehicle year:
Hazardous Material: N Law kay: Vahicle Vin:
Location of incldent: Us a7 MM 18
Locatlon street: Mumber: Narme: Type:
Location intersection: Location identifier:
Commant:
Data Entry Date: Summons Mall Dabe: Mandatory Apearance: N
Officer:
Last name: Badge: HP 8888
Flrst name: Sequence: O
Middle name:
Sufflx:

e This error means that the officer badge number provided through SmartCop does not exist in the FullCourt
Agency table.

e The officer and badge will need to be added to the table. Remember to format the badge number as follows:
HP xxxx (it is important there is a space between the HP and the #)

e In this situation the citation will need to be entered manually into the system.

e The case can be entered into the system either from the information on the error report or from a printout of
the citation pdf.
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IMPORT ERROR #3 - Multiple citations exist

Date: 08/20/2010 Judith Basin Justice Court User: SUPPORT
Time: 08:51:17 Citation Import of 08/20/2010 Page 1 of 17
File Import Error List

L\I?zoru: Multiple entries for Citation #A128932 E exist. Verify Citation #A128932 E manuallfy\

Record: 1
Party: Juvenile? N
Name Address: Dascription:
Last name: BELLLUOMINI Strest: Soclal security:
First name: BRUCE City: Date of birth: 12M14/1956
Middle name: RALPH State: Sox: L]
Sulfix: Zip: " Helght: 509
Full name: ‘Wolight: 176
Homa phone: 4067354996 Mailling: SMILES S Race: White
Drivers llcensa: 1204819564114 City: GEYSER Ethnlcity:
Stabe: MT Stata: MT Hair: GRY
Commoercial: N Zip: 50447 Eyes: BRO
Company Name: SELF EMPLOYED THROUGH RANCH
Charge:
Statute number: B1-3-312 Violation date: 08/19/2010 14:11:00 Vehicle plate: J6TB435
Citation number: A128832 E Appearance date: 0B/30M2010 0%:15:00  Vehicle plate year:
Police relerance: Posted spead: Vehicle plate state: MT
Charge number: Cited spesd: Vahicle make: Fard
Accident involved: N Pounds Over: Vehicle model:
Commerclal vehicle: N BAC: Vehicle type:
Construction zona: N Domestlc violence: Vehicle color:
School zone: N Default polnts: 0 Vehicle year:
Hazardous Material: N Law key: Vehicle Vin:
Location of Incident: US 8TE MILEPOST 15 (EB)
Location straet: Number: Nama: Type:
Location intersection: Location identiflar:
Comment:
Data Entry Date: Summons Mail Date: Mandatory Apearance: N
Officer:
Last nama: Badge: HP 1403
First name: Sequence: 120
Middle nama:
Suffix:

e This error means that the citation has already been entered into the system, mostly likely it was entered
manually because an officer brought the hard copy to the office.

e When the import runs if it makes an exact match on the citation number (which would include the space E) then
the system is going to produce this error.

e The citation will not need to be entered into the system as it already exists.

12



Imported Cases in FullCourt

In FullCourt you can search for the imported cases a number of different ways. Using the Citation Import report:
e (Case Search
e Search by Defendant Name
e Party Case Search
e (Citation Search

CITATION SEARCH
e Search Pull Down Menu

} Citation Search M= E3 I
Citation number: |IM 54586 I
Mumber Case Defendarnt Charge Agency 1 Citation
T AMS4586E  TK-2010-0006573 Cole, Andrew R 61-13-103 Montana Highway Patrol

Detsil | Eetrlevel Close |

e (Citations (Citations can be entered in one of two ways)

u

[ citation Search =]
Citation numkber: I'M 54586 E
Mumber case Defendant Charge Agency 1 Citation
7 AM54586 E  TK-2010-0006573 Cole, Andrew R 61-13-103 Montana Highway Patrol

Detsil | ﬂetrlevel Close |

OR

The citation can be searched with or without the E.

13



The case indicates that it was created through the import process:

4§ Ticket case |_ (O] x|
(- TH-2010-000657 3 ~Case options ———— =
Pending 0 Caze Time Limits -
Judge: Larry Carver Appellate case number: | ENARSE 5_'“1"3
Proszecutar:  [mone] |_ Appealed Appeal date: 0 Consolidated Cases
Fiing date:  j08:19,2010 W Physical fle  Remand date: Ll
Under advisement: 00000000 || 1Judge
Ledger
Amount dus: 0,00 Physical File
0 Progecutors
File locafi Re st Brevi | 0 Reminders
ile: location: osito revious caze:
! . e Status History -
cmment: 0 Witnesses B
Created by: Import on 05 202010 1212 PM* Updated by: Import on 057 952010 1210 P
~Defendant options ——
Defendant |.&greement | 0 Arrest Warrants
0 Attorn Alt K
Detendant 1 of 1 hdoney due Extension date Hold date eys (Alt Ky
) 0 Bench Warrants
| Cole, Andrew R j00/00/0000  j00.00/0000  00./00/0000 e (Al Q)
Attorney: [none] 1 Charge (Alt 2)
Speedy Trial date ﬁnmnmunn I]ispusgitiun Entry
Igrtzl ipp;:tr: . EHl].l'l]l].l'l]l]l]l] I- Attormey wwaiver  Amourt due: 0,00 0 Documnent Service
M:NDS' ¥ U I one 0 Hearings
) 0 Minutes
Bond ardered: 20.00 overdue History
Probation officer: [none]
(@ Mon-jury trial held l]P Officer Subpoenas
€ Jury trial held Party
" Notrisl held Probation
Appearance { Hearing date: 08/25:2010 09:15 AM [ Overdue FTA b
0 Summons
0 Time Limits
0 Victims
Created by: Import on 0810201012212 P *—— Updated by: mport on 024 9520104 2:10 P
Lakel | Print | Cazehdail |Change Casze T\y'pel RFeset Appear Date Images | [ Esny | Zave | Delete | Clozse

14



Each tab of the charge window indicates it was created by the import process:

n Criminal Charges =] B3
Casze: TK-2010-0006573 Defendant. Cole, &Andrew R
Statuz: Case is Pending
Charge: 200608 61-13-103 Seatbelt Wiolation
Charge 1 of 1 _ -~ Options:
Citation: E154ﬁﬂﬁ E Ho Fine /fee assessedl
Appear datedfime: .r]ﬂ.l‘ZE.l‘ZlMl] 09:15 AM
Cited speed: I Pounds Cwer wt: I
Posted speed: I Licensze surrendered: [
Drivers licenze {C4000168820108 State: [wA ~|  commerciallicense: [ 0 Other
sentences
Yehicle plate: |AHI]454 State: |MT LI Commercial vehicle: I_
Finesfees summary
Make: |Chevrolet | Type: I vI
I number: | US.DOT# | M # |
Hazardous matetial: I_ Mucleat material: I_
School zone: I_ Construction zone: I_
Accident: I_ Fatal: I_ Appeatance reguired: I_
Created by Import on 050 972010 1212 P *_._ Updated by Import on 05M 952010 12:10 Phi

Statute Lookugp

MEwl gavel Qeletel Cloze

NOTE: The citation number is entered with a space E indicating that the citation is an electronic citation as opposed to a

hard copy citation.
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Attaching Images to Imported Citations

1. Open Case
J Ticket Case M=l 3
Case: TH-ZI]1I]-I]I]I]BS?3 ~Cage optiong ——————
Pending 0 Case Time Limits
Judge: Larry Carver Appelate case number: | el Sl
Frozecutor,  [none] [T appealed Sppesl date: L Cur!s!:nlldated Cases
Filng date:  0819/2010 ¥ Physicsl fle  Remand date: _0 Ezhibits
Undler advisemert: jo0/000000 || 1dudge
Ledger
Amount due: 0,00 HTEED) E
0 Prosecutors
File location:  Reposito Previous case: | L Eeminders
i postory ; Status History
SmmErt 0 Witnesses
Created by: Impoart on 084 2020101 2:12 P Updated by: Import on 084 902040 1210 P
~Defendant options ——
Defendant | Agreement | 0 Arrest Warrants
0 Attorn Alt K
Defendant 1 af 1 honey due Extension date Hold date eys (Alt K)
) 0 Bench Warrants
| ¢ Cole, Andrew R 0000/0000 00000000 J00/00,0000 "0 Bonds (Al 0}
Attorney: [none] 1 Charge (Alt Z)
Speedy Trial date ﬁnmumnun Disposition Entry
grtzl ipp;:tr: E“l].l'l]l].l'ﬂl]l]l] |_ Attorney weaiver  Amount due: 0,00 0 Document Service
usto (L one
R i | 0 Hearings
) 0 Minutes
Bond ardered: 20,00 overdue History
Probation officer. [mone]
& Man-jury trial beld l]POfﬁcer Subpoenas
™ Jury trisl held Party
" Ma trial held Probation
Appearance fHearing date: 08/25:2010 09:45 AM [ Overdus FTA T
0 Summons
0 Time Limits
0 Victims
Created by: Import on 054952010 1212 PW Updated by: Impart on 081952010 1210 P
Lakbel | Prirt | Cazehlail |Change Case Typel Rezet Appear Date | Images | ey | Save | Delete: | Cloze

2. Click “Images” button at bottom of case window

16



j) FullCourt Imaging Case Documents Hi=] E3
—Image ¥iew Tools ————— ~&nnotation Tools

[ RREA S| [PRROZ A = elew el [+l <

IR

|_}'\_|»|| r|<|p«|

s ols
page size: (¢ Letter © Legal ( User Defined WIS.SD hf11.00
Select Scanner | Set as Default

Document 1D Entry UserlD Scan/Entry Date Document Title

< |

ROA Date ROA Code ROA Text I

BestFit | Fittowidth | Fitto Height | L

Brint: | Send Email_l Send Reminderl [elete Filel Acd Fi\el iy | Save | Cloze | Help |

SoEET T T Ty o T TReT T TR T

T e T T T ouTeTTeTere T

3. Click on “Add File” button at bottom of imaging window

4. Browse to 0:\fullcrt\x100\x100_OAC_Download\, choose the directory for the citation images

17



Select File E I

Laok i | [ 2010_August_19_0715

-] & & e BE-

/510 4010173 E.pdF
510 4126929 E.pdf
T|510 4126930 E.pdf

1510 A154556 E.pdf

<

T1)510 4126932 E.pdf
/510 4126933 E.pdf

File name:

=510 4126934 E.pdf
/510 A141079 E.pdf
)510 4141080 E.pof
510 A141081 E.pdf
510 A172169 E.pdf
510 A172170 E.pof

|5'I 04128331 E.pdf

Files of type: [ Al Files %)

2
Open I
j Cancel |

5. Click on the corresponding citation image.

Look in:

Import Citations

Select Citation Import File

E‘ temp

File name

Filez of ty

@ Desktop

My Documents
Q ty Computer
age Local Dizk [C:]
Iy FULLERT_IMG
&
H‘J, DWD-Rak Drive (D)
G Datavol [F)
G Oracle (0]
ige Conwve Backup M)
‘ég dataval on ‘judhlnoacsrs [v']
i frproot on ‘judhlnrepl [£:]
=# Con DOAISDETES
g by Metwork Places
I 2010 Jury baster
|5 cascade files
I==h Citepay Beta Setup Stuff
|5 Gallatin MHP Test Files
I jup 27.01712

I overdue

[ | Y R X LI T P

18
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| 20 vI Cancel |

IC5) YELLOWSTOME COMBINE .-’-'-.EEEILIN-




Select File EH |

Lack irc | 5 2010 _August_19_ 0715 ] « =

T-1510 AD10173 E.pdf 7510 A128934 E.pdf
1510 4128929 E.pdf 7510 A141079 E.pdf
T|510 4128930 E.pdf TL510 A141080 E.pdf
0510 A154536 E.pdfi TLI510 A141081 E.pdf
/510 4128932 E.pdf TL510 A172169 E.pdf
T-/510 4128933 E.pdf TH510 A172170 E.pdf
a | i
File name:  [510,4128931 E.pdf —— | Open |
Files of type: I,-’.'-.II Files [%.%] j Canicel |

Note: The citation number will be identified on the Citation Import Report as noted previously, Page 8. Or, it can be
found on the Charge Window, Citation Tab (shown below).

6. After selecting the appropriate citation image, Click “Open”

ﬂ Criminal Charges |_ O] | I
Case: TK-2010-0006573 Detendant. Cole, Andrew R
Status:  Casge iz Pending
Charge: 200608 61-13-103 Seatbelt Yiolation
Charge | Dizposition | Confinement | Prabation '
Charge 1 of 1 ~ S
Citation: F154586 E * Ho Fine /fee assessed|
Appear datetime: Pﬁs‘zﬁ.l?l]ﬂ] 09:15 AM [»\\g
Cited speed: I Pounds Cwer wi: I
Posted speed: I License surrendered: [ |
Drivers icenze  |C4000168820108 State: W1 w|  Commerciallicense: [ 0 Other
SENtENCES
Yehicle plate: jAHD454 State: |MT v|  Commercial vehicle: [
Finesfees summary
Make: |Cheurulet ﬂ Type: I vl
WM number; | Us.DoT# | M #: |
Hazardous material: |- Muclear matetial: |-
School zone: [T comstruction zome: [
Accident: [ Fatal [T appesrance required: [
Created by: Import on 03492010 1212 PM Undated by: Import on 0849520101210 PM

7. Click “Yes” to index document to the case
19



Imaging Storage E |

Do you wank to index document: 510 A122891 E.pdf

\\I’)
-
to case: TK-2009-0007164 7

20



}) FullCourt Imaging Case Documents | _ (O]
—Image View Tools ——————— — Annotation Tools Redactions
[l Elelsol =l o) [ -]=]=lelss[u] [ 2] «[<] 7
C
[
[CAILAJ A [« [ ]
pageze: Ler " Legal  User Defined WW hi141.00 Rewe 1 ot 1

BestFit | Fittowidth | Fitto Heigkt |

This file cannot be displayed (file type)

Select Scanner | Set as Default

|Do|:umen‘l ID  Entry UserlD
=t wT 0

JEntry Date Document Title

<] |

ROA Date ROA Code ROA Text I

Prirt | Send Email_l Send Reminderl Delete Filel Acic] Filel !iewl Save | Close | Help |

8. Double Click in Doc ID Column and hit Control+C on your keyboard

9. Click “Close” at bottom of window

10. Go to the ROA Window
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M= |

‘D Reqgister of Actions
TK-2010-0006573 Cole, Andrew R Case is Pending
_[_relnsnsrznm |HEwA _~ |Hew Case Filed, Citation Import [ ROA zealad
|Caruer, Larry LI [ Document sealed
. § . Created by: Import on 0584 952010 12:12 P
Micrafil bet; I o it 0 |
icrofim number. | MFEIEIE] ClETEin Upeiated by Impart on 08 962010 12:10 Ph

° Mewest Eirstl Zoom In | Zoom Qutl Prirt | Imiace | [ | Save | Qeletel ansel

—

11. Click into the Imaging Document ID field of the NEWI ROA

12. Hit Control+V on your keyboard to paste the image id into the field

13. Change the Judge on the ROA (THIS WILL ONLY HAVE TO BE DONE IF THE COURT HAS MULTIPLE JUDGES)

14. Save and Close

Case With Multiple Charges

If you have a case with multiple charges:
1. Create a new ROA “NEWI”

2. Save

3. Repeat Imaging steps 2 - 14
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Reconciliation Messages

=
S5
il

-

X100 MHP Citations Mot Yet Imported - Message (Plain Text)

©

Insert

X

Delete

Message Format Text

i i

& = =3

Reply Reply Forward
to All
Respond

= B L N =

This message has extra line breaks.
Judicial_Broker@mt.gov

Wangen, Marty

Wangen, Marty; Mader, Lisa; Pierce, Kelly
¥100 MHP Citations Mot Yet Imported

Options Developer

3 Move to Folder ~
Lﬁ-Create Rule

2] Other Actions ~
Actions

F@ Block Sender = »
= v (e

&, safe Lists ~
Categorize Follow Mark as Find
1Mot Junk - Up~ Unread -

F] Options F]

Junk E-mail

From: Sent:
To:
Cc

Subject:

Mon 058/30,2010 02:24 PM

Good Aftermoon,

310 A105790 E - Cycle:
310 A105791 E - Cycle:
310 A105792 E - Cycle:
310 A105793 E - Cycle:
310 A105794 E - Cycle:
310 A132217 E - Cycle:
210 A132218 E - Cycle:
210 A132219 E - Cycle:
310 A132220 E - Cycle:
210 A132221 E - Cycle:
510 A132222 E - Cycle:
210 A132223 E - Cycle:

CQluestions can be direct

2010_August_20_0715
2010_August_20_0715
2010_August_20_0715
2010_August_20_0715
2010_August_20_0715
2010_August_19_0715
2010_August_24_0715
2010_August_24_0715
2010_August_24_0715
2010_August_24_0715
2010_August_24_0715
2010_August_24_0715

ed to the Judicial Help Desk at 1-800-284-6017]

The below Montana Highway Patrol citations have not yet been imported successfully by your court.

Please gxpidite the import of these citations and ensure the correct image is attached to an ROA.

| » &5

1|

If receive an email message similar to the following:

One of four (4) things are wrong:

1. The citation did not get imported successfully and the user has not manually entered the citation into the
system. When manually entering the citation, remember to format the citation number correctly, see Page 9.
2. The citation was manually entered into the system but the citation number was not entered /formatted

correctly, see Page 9.
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3. The citation was imported correctly but the pdf image has not yet been indexed to the case and attached to the
ROA (Imaging Document ID). See instructions on Pages 16 thru 21.

=] SCEnner Controls
page size: % Letter { Legal ( User Defined WIB.SD 14 .00
Select Scanner | Set az Default Fowe 1 of 1

Document I Emtry UserlD Scan/Entry Date Document Title
SLUPPORT 09001 22010 10:01 Ahd

4| | i

ROA Date ROA Code ROA Text I

Prirt | Send Email_l Send Reminderl Delete Filel Acld Filel Eiewl SavE | Cloze | Help |

4. The citation was imported correctly but the incorrect pdf was indexed to the case and attached to the ROA, i.e.
the document title does not match the citation number on the citation screen of the charge window. Notice in
the examples below the two numbers are different:
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Correction of Scenario #4 - Incorrect PDF Indexed to Case

B Ticket case
Caze TI{-2I]1I]-I]I]I]49?B
Open
Judge: Wanda Drusch Appelate case number: |
Prozecutar: [none] I_ Appealed Appeal date: 00000000
Filing date: Fis;‘31.l‘2ll1ll |7 Phy=ical file Remand date: 00000000
Under advisement: 00000000
Amourt due;  0L00
File location:  Repository Previous case; |
Comment:

Created by: Import on 083172010 0218 P Updated by: Import on 083152010 0218 PM

Alternate Mame |

Extension date Hold date
[00/00/0000 00000000

Defendant |Agreemerrt |
Detendant 1 of 1

__[_"'." Stewart, Higel Leon
Attorney: [none]

Speedy Trial date iil].l’l]l].flll]l]l]

faney due
jo0/00/0000

Initial Appeat: ﬁl].l‘ﬂl].fﬂl]l]l] I_ Attorney waiver  Amount due: 000
Custody status:  Hone

LS |

Bond ardered: 20.00

Probation officer. [mone]

T Mon-jury trial held
= dupy trial held
" Mo trial held

Appeatance f Hearing date: 09072010 09:15 AM I_ Overdue FTA

|_ Mo anline partial payments

0 Victims
Created by: Import on 05531/2010 02:15 Ph Updated by: Import on 05553122010 0215 P
Label | Print | Cazebail |Change Caze T',-'pel Reset Appear Date | Images | ey | Save | Delete | Cloze |

S[=] E3

—Caze options
0 Cage Time Limits
Change Status
0 Consolidated Cases
0 Exhibits
1 Judge
Ledger
Phy=ical File
0 Prosecutors
0 Reminders
Status History
I Witnesses

[1]

—Defendant options ——
0 Arrest Warrants
0 Attorneys (Al K)
0 Bench Warrants
0 Bonds (Alt Q)

1 Charge (ARt £}
Disposition Entry

0 Document Service

0 Hearings
0 Minutes
Overdue History

0 Officer Subpoenas
Party

Probation

1 ROA

0 Summons

0 Time Limits

—
—

Pounds Cwver wi I

Cited zpeed:
Pozted speed:

Licenze surrendered: I_

Driverslicense 0303519904119 State: [MT =] commercial license: |

Yehicle plate: |22l]?93A State: m Commercial vehicle: I_

hake: |Purrtiat: LI Type: |CAR -

YIN number: | usoots [ mex|[
Hazardous material [ Muclear material H

School zone: I_ Construction zone: |_

Accident: I_ Fatal: |_ Appearance reguired: I_

Click on images button on the front of the case.
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j) FullCourt Imaging Case Documents

' Image Wiews Tools Annotation Tools

IS[=] E3

BRI R ERNE

ol T

[

“-*I elﬂ [

|~ |=] =] of ] & ]

EEECDR

nner Controls

page size: (+ Letter ( Legal  User Defined WIS.SD hl11 .00

Select Scanner | et az Default

Rowe 1 of 1

l

ocument 1D Entry UserlD

e

Scan/Entry Date Document Title

T a1

e

| i

ROA Date

ROA Code

ROA Text for DocumentlD: 155145

08312010

BestFit | FittoWidth | Fitto Height |

MEW

Mewy Case Filed, Citation Import

This file cannot be displayed (file type)

Delete File \

—:' s |

Are you sure wou wank to permanently delete
the selected File ?

Print | Send Email_l Send Reminderl Delete Filel A Filel !iewl Save | Close | Help |

Be sure the incorrect doc id is highlighted

Click the Delete File button at the bottom of the screen

Say Yes to permanently delete the selected file
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This action also removes the incorrect number from the associated ROA

Now go through the steps to add the correct image, Pages 15 thru 20.

Voided Citations

If receive an email message similar to the following:

}) Register of Actions =] I
TK-2010-0004975 Stewart, Higel Leon Case is Open
083172010 [HEW > |Hew Case Filed, Citation Import [ Roa sealed
|I]rusch, Wanda ;l [ Documert sesled

flicrafim number: | Imaging document lreated by Import on 08731 /2010 0215 P
: e pelsted by: SUPPORT on 0861 /2010 0227 P
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|'/ﬁg;| @YU as = FW: MHP Citations Voided - Message (Plain Text) - = X
T | =
IMessage 7]
i i\k % x Y _3@ % Safe Lists ~ o ¥ HAFind
« - Yok o = o 2 Related -
Reply Reply Forward | Delete Moveto Create Other Block | Mot Junk Categarize Follow Mark as
to All Folder = Rule Actions~ || Sender - Up~ Unread || W Select~
Respond Actions Junk E-mail Fi Options (] Find
From: Wangen, Marty Sent: Tue 10/26/2010 2:00 PM
To: Mader, Lisa
Coc
Subject: FW: MHP Citations Voided
-

Marty Wangen
Developer
Judicial Branch
841-2968
439-8295 (Cell)

————— Original Message-----

From: Judicial Broker@mt.gov [mailto:Judicial Eroker@mt.gov]

Sent: Saturday, October 23, 2818 B87:45 AM

To: cathy.bender@gallatin.mt.gov; debbie.overstreet@pgallatin.mt.pgov; sheri.bishop@gallatin.mt.pgov;
lynn.petty@eallatin.mt.gov

Cc: Wangen, Marty

Subject: MHP Citations Voided

Good Morning.

MHP has wvoided a citation previously sent to you. An image reflecting this (518 A185815 E_v.pdf) has been
placed in your OAC_Download\Woided Citations directory. The MHP Officer involved should be contacting your
county attorney regarding this and we recommend that you do the same. Questions can be directed to the Judicial
Help Desk at 1-888-284-6817

ol

A citation that was previously sent to you has been voided. Use the below steps to enter the voided citation information
into FullCourt.

1. Go to the case and enter a Finding on the charge(s) of “Voided by Agency”. This will create an automatic ROA
with the ROA code FNDVAGY.

2. Attach the image of the voided citation to the case using the following steps. Use the document title “Voided by

Agency”.
a. Open Case
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b. Click “Images” button at bottom of case window

}) Ticket Case

S-S | TK-2011-0000005

Created hy: SUPPORT on 01272011 10:55 &AM

Pending

Judge: Hancy Luth Appellate caze number:
Prosecutor:  [none] [ appesled Appeal date: ﬁumnmunu
Filing date: ﬁ1 21201 [+ Physical file Remand date: ﬁumnmunu

Under advizement: 00000000
Armnount dus: 0,00
File location: Repository Previous case:
camtnent:

Updated by SUPPORT on 0152772011 10055 AM

Case options
0 Case Time Limits

Change Status

0 Consolidated Cases

0 Exhibits
1 Judge

Ledger

Physical File

0 Prosecutors

0 Reminders

Status History

0 Withesses

Defendant ‘Agreement l
Defendant 1 of 1

[% Cole, Hatalie

Attorney: [none]

Speedy Trial date iil].l'l]l].l'ﬂlll]l]
Initial Appear: ﬁl].l'l]l].l‘l]lll]l]

Custody status:  Hone

Money due

Extension date Hold date

100/00/0000

PR |
Band ardered: 285.00

Probation officer; [none]

00/00/0000

00/00/0000

[ attorney waiver  Smourt due 0,00

Defendant options
0 Arrest Warrants

0 Attorneys (Alt K)

0 Bench Warrants

0 Bonds (Alt Q)

1 Charge (Alt Z)

Disposition Entry

0 Document Service

0 Hearings

0 Minutes
Overdue History

0 Offi Sub

" Mon-jury trial held O TR [ T

£ Jury trial held Party

" Mo trial held Probation

Appearance [ Hearing date: 1/27/2011 09:00 AM [ Owerdus FTA 1 ROA
0 Summons
0 Time Limits
0 Victims
Created by: SUPPORT on 012752011 10:55 &AM Updated by: SUPPORT on 0152772011 10; I
Lakel | Prirt | Cazehail |Change Caze Type Reszet Appear Date Images | [y | Save |Qe|ete‘ Close |
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c. Click on “Add File” button at bottom of imaging window
}) FullCourt Imaging Case Documents

Image “ieww Tools Annaotation Tools Redactions
= RN EE R olo|x] 8] |||«
=] Scanner Controls
page size: (¢ Letter  Legal  User Defined w h
Current scanner: WA-fi-51 30k | et az Default |
Document ID  Entry UserlD Scan/Entry Date Document Title
£ >
ROA Date ROA Code ROA Text
Bie=t Fit Fit to Width Fit to Height
| | Send Reminder | | Acdd File | | | Close | Help |

d. Browse to 0:\fullcrt\x100\x100_OAC_Download\, choose the directory for the Voided
Citation Images
T 1<

Lack i |2 temp x| - £ E2-
@' Dezktop

=) My Documents
,J by Computer
g Local Digk [C:]
 FULLCRT_IMG
3 temp
DUD Rak Drive (D]
b;p Data"v"cul [F 1

I prewauslyc:n:nnverted an ‘judhilnzre-p
5 Con JUDHLMSRY-FS Dpen

Flesofyy = O onJUDHLNSAV-FS _ 4|

File name

5 F on JUDHLNSRV-FS Cancel

=% 0 on JUDHLNSRY-FS
h.:_.} My Network Places
o 20100 ury M aster
[ cazcade files

Citepay Beta Setup Stuff

lestFit__| g Gallatin MHP Test Files
e 2701712
I overdue
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e. Click on the corresponding citation image

Select File

Lack in: | £ ¥OIDED CITATIONS ]« @ ek E-

TS0 A189531 E_y fm—

File name: |
Files of type: |,-i'-.|| Files [*7] j Cancel

f. After selecting the appropriate citation image, Click “Open”

Select File

Look in: | = YOIDED CITATIONS - e ®m ek E-

510 4189531 E_y

File name: {510 4189531 E_v Open

i

d

Files of type: |,-i'-.|| Files [*7] j Cancel

g. Click “Yes” to index document to the case

Imaging Storage X

:/- Do ywou wank to index document: 510 4139531 E_v.pdf
[ ]

to case: TK-2011-0000005 7

Yes Mo
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h. Select the document title “Voided by Agency” from the drop down list. You may need to scroll to the

right in order to make the drop down arrow visible in the window.
}) FullCourt Imaging Case Documents

Imae Yiew Tools Annotation Tools

EIR R ERNE I EEFEEE

Redactions

FE Y

WV

[

| |~|m| oo

page size: ¢ Letter ¢ Legal ¢ User Defined w h
Currert scanner: ViA-fi-6130¢) | Set as Detaut | Raw 1 of 1

% UserlD Scan/Entry Date Document Title

Move the scroll bar to the right in order to view and
select the document title from the drop down.

< 3
ROA Date ROA Code ROA Text
Be=t Fit Fit to Width Fit to Height |
This file cannot be displayed (file type) Print | Send Email_| Send Reminder | Delete File | Acled File | View | Save | Close | Help |
i. Click Save
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Copy the voided citation document ID number to the ROA FNDVAGY, using the following steps.

a. Double Click in Doc ID Column and hit Control+C on your keyboard
}) FullCourt Imaging Case Documents

Imae Yiew Tools Annotation Tools

21Q]K e )| R o] 2] 1[er] ||~ oo

Redactions

AENEEEY

[

BEEEERRR
= Scanner Contrals
page gize: (« Letter ¢ Legal ¢ User Defined w h

Currert scanner Vi&-fi-5130c) | Set as Detaut | Raw 1 of 1

Document ID  Entry UserlD Scan/Entry Date Document Title

E SUPPORT 0142772011 11:40 AM |aided by Agency

< >

ROA Date ROA Code ROA Text

Best Fit Fit to Width Fit to Height |
This file cannot be displayed (file type) Prirt | Send Email_| Send Retminder | Delete File | Al File: | View | | Cloze | Help |

b. Click “Close” at bottom of window
c. Gotothe ROA Window
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d. Click into the Imaging Document ID field of the FNDVAGY ROA

J] Register of Actions
TK-2011-000000% Cole, Hatalie Case is Pending
017272011 [NEWI _¥|Mew Case Filed, Auto Import [ ROA sealed
ILuth, Hancy =] [ Document sealed
e — e e ) Created by SUPPORT on 01272011 1158 &M
’ £irg ’ Updated by: SUPPORT on 0102772011 11:55 AW
01272011 [FHDVAGY | [voided by Agency [ ROA sealzd
ILuth, Hancy =] [ Document sealed
e — e e ) Created by SUPPORT on 01272011 12:00 P
’ £irg ’ Updated by: SUPPORT on 0102772011 12:00 Pk
Meswwest First|  Zoom In ‘ Zoom St | Prirt | Image Save | Delete | Cloze

e. Hit Control+V on your keyboard to paste the image id into the field
f. Save and Close

Multiple Citations Transmitted on Different Days

When multiple citations for the same defendant are transmitted on different days then two cases may be created in
FullCourt when it should only be one case with multiple charges.

If this happens and there are no fines and fees added to the case that got created but should have been a charge on a
previously imported case, the recommended practice is as follows:

1. Add charge to the original case

2. Clean out the extra case

3. Keep track of the number of the case that was cleaned out

4. Use the empty case for manually entered tickets
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Email Notification of No MHP Citations for that Day

An email notification will be sent to all courts that did not receive any MHP citations on a given day. If you receive an
email message similar to the following, no further import action is necessary that day.

r

i °:~'\‘| Hevae = FW: Mo MHP citations for your court today - Message (Plain Text) - = X
- Message L7
2 T | | 34 Find
i ) E& :K: E e g s — &, safe Lists - - \QP ¥
= ity Safe Lists |
" ] e/ == ] 2y Related -
Reply Reply Forward | Delete Moveto Create Other Block Mot Junk Categorize Follow Mark as
to All Folder~ Rule Actions= || Sender - Up~ Unread || ki Select~
Respond Actions Junk E-mail P Cptions P Find
From: Mader, Lisa Sent: Thu 2/10/2011 9:07 AM
To: Frohlich, Margaret
Co
Subject: FW: No MHP citations for your court today

----- Original Message-----

From: Judicial Broker@mt.gov [mailto:Judiciasl Broker@mt.gowv]
Sent: Thursday, February 18, 2811 7:31 AM

To: Wangen, Marty; Carver, Larry

Subject: Mo MHP citations for your court today

Good Morning.

Your court had no MHP Citations for Cycle - 2811_February_8%_8738.

Questions can be directed to the Judicial Help Desk at 1-88©-284-6017

ol
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