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1. eProsecutor Online guides

Choose one of the following documentation sets:

User guide

Learn how to navigate, use, and work with eProsecutor Online.

Business processes guide

Learn about eProsecutor Online processes and workflows.

Administrator guide

Learn how to administer an instance of eProsecutor Online.

Video library

Review eProsecutor Online training videos.
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2. User guide

What is eProsecutor Online?

A web-based case and matter management system with integrated document management.

Features

eProsecutor Online includes the following features:

Case management

» Supports Civil and Criminal Case Types.
» Basic Investigation Task Assignments.

e Codefendant or joined defendant and plaintiff tracking. When codefendants or
coplaintiffs are present in a single case filing.

« Conflict Checking of parties, withesses and codefendants for prior case involvements,
status of defendants as a witness in a pending case, and prior representation of
prosecution witnesses by the public defender or defense counsel. Also, conflict
checking of judge, defendant, defense counsel, and assigned prosecutor for personal or
professional relationships that would create a conflict situation.

» Discovery:

- Get and disclose case-related documents, email, files or police reports, scan and
assign to a case, notify a discovery clerk or investigator of the information received,
and in-person, email, or public portal disclosure of electronic or physical discovery
files to a defendant or their attorney.

- Track disclosure of all items, with dates of disclosure, so undiscovered/undisclosed
items can be easily identified.

» Asset Forfeiture: Property seized due to arrests or investigations can be recorded,
including serial numbers, descriptions, and estimated or assessed values. Dispositions
of forfeited property can be tracked through property sales records which can record
bids and final sale amounts.

- Evidence and Exhibits: Can be added to cases and a chain of custody can be
established by tracking dates, times, locations and custodians in possessions of the
evidence. Images of evidence can be attached.

- Subpoena generation process: System can generate physical subpoenas and
victim/interested party notification letters for event dates for a case, and as a “batched”
job of subpoenas for multiple cases.
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« Witness Planning Sheet: Provides a subpoena planning tool to direct the types of
subpoenas to be generated and the type of involved names to be subpoenaed for each
type of judicial event.

- Brief Bank for motions files and legal analysis of issues: Prosecutor-created
associated keywords that enable topical organization to documents so that the research
can be performed now and located at a later date when similar issues arise.

Document management

« Native access to all your documents in the system.
« Document repository input supported using drag and drop and file upload.

e Document generation uses JDA4 (Journal Document Automation), an example of
proprietary technology in eProsecutor Online.

e Supports document editing features including signatures, stamping, redaction,
annotations, and bookmarks.

* Provides full text searches.

» Microsoft Outlook Add-in facilitates direct association of emails and attachments to
case.

« Microsoft Word Add-in enables downloading, editing and uploading of Word files directly
to and from the system.

Administration

« Users with appropriate security privileges can:
- Manage document templates.
- Write custom searches.

- Add and manage other users in the system.

Prerequisites

* Preferred Browser: latest Chrome browser.

« Supported Browsers: latest Chrome, Firefox, Safari, Edge browsers, or Internet Explorer
11+,

Access eProsecutor Online
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Overview

eProsecutor Online is a web app securely managed by Journal Technologies, Inc. in the
AWS GovCloud [https://aws.amazon.com/govcloud-us/]. The web app can be accessed from:

« Desktop computers: Windows, Mac, or Linux.
« Smartphones: iPhone or Android.

« Mobile devices: iPad, Galaxy, Surface.
Users only need a web browser to securely access the system.

Login

Your administrator provides a link to eProsecutor Online and a set of user credentials to log
in with.

eProsecutor® Online

Username

Usemame

Password

Password
3 M Stay Logged In

4 | forgot my password

Joumnal® Technologies, Inc.
local, Release: 2020 19-b7

1. Enter your username and password.
2. Click [Login] to log in to eProsecutor Online.
3. Select Stay Logged In to stay logged in across browser sessions.

4. If you forget your password, click [I forgot my password]. You may be prompted to
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answer security questions. An email is sent to you with further steps to reset your
password.

Log out

eProsecutor® Online| B B

T Workspace Welcome, . Dashooard = & &

To log out, click in the top navigation bar.

Manage your user password

A user can change their password after logging in.

Procedure

1. If you are on a page other than the Dashboard, click the product identifier at the top left
to show the Dashboard:

eProsecutor® Online Prosecutor " e B 4 0

2. Click the User Settings icon, to the right of the Dashboard tab.

eProsecutor® Online

‘ Wﬂrkspace w,e_lcome’ admin D'aShb'Dard + %“
= Add l

3. Click the Security tab on the Dashboard.

Dashboard Preferences Notifications = Security | Location Calendar Search

4. Enter your Old password, New password, and Confirm new password in the form.
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My Account

Username
Real Name ~*

Email*

Old password

|Conﬁrm new password |

5. Click [Save & Close] to update the password:

Save & Close Close Settings

Navigation

Top navigation

The Top Navigation bar shows at the top of the screen. It identifies the product and
includes buttons for common actions.

o The top navigation bar has the same appearance for all users, regardless
of account permissions.

Left side

The left side of the top navigation bar should resemble the following screenshot:

eProsecutor® Online Prosecutor Search ...

Available actions and short descriptions:

Item Action

Dashboard Click to show the Dashboard.

Print icon Click to open a dialog to print the current
page.
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Item Action

Bell Icon Click to check your notifications.

Question Icon Click to show help documentation.

Door Exit Icon Click to log out.

Top navigation search bar Click to search all entities and resources.
Right side

The right side of the top navigation Bar includes links for recent case navigation.

 Click the Caseld Folder icon to show the most recent Case you accessed:

 Click the down arrow to show more quick-access Case actions:
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Summary

I 4
Case Involvements

4
4

Victim

Charges
Events

File Cabinet
Discovery
Financials
Investigation
Tasks
Communication

NC Financials

Reports

Left navigation

Different security groups affect the existence of items in the left navigation pane. For more

information, refer to User navigation.

Sections

Here is the complete left navigation section with all possible routes:
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T
= Workspace

Ezl“Recent Cases

'ﬂ Saved Searches
+ EH My Notebook

B Add Case
Q Searches & Reports

I Cashier

é- Accounting

S Financial Setup

#* System Administration

‘\ Tools

“

Workspace

& Workspace

Q'Recent Cases
" Saved Searches
EJ % My Motebook
“Note Snippets / Macros

» Recent Cases: Shows links to a few of your recent cases for quick access to the case
view.
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- Saved Searches: Review, run or edit your saved searches. Refer to Saved search
gadget for more information.

« My Notebook: Manage your notes and Shared Notes.

- Note Snippets / Macros: Manage text snippets for fast data entry or writing
prompts.

Add case

& Add Case

“Add Adult Case

« Add Adult Case: Shows the Add Case screen. Refer to Create a case for more
information.

Searches and reports

Q Searches & Reports

‘Search Case

‘Search Person/Business
E'Search Justice Personnel
: " Caseload

‘Search Scheduled Event
““VOCA Report

» Search Case: Search for cases.
 Search Person/Business: Search for a Person or Business.
« Search Justice Personnel: Search for Justice personnel.
- Caseload: Search for Justice Personnel caseload.
» Search Scheduled Event: Search for Scheduled Events.
« VOCA Report: Search for VOCA data.

Cashier
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=I-Cash Receipts
~Open Til
“Close Till

« Cash Receipts: Show the Cash receipts screen.
- Open Till: Open a Till for the current user.

- Close Till: Close the open Till for the current user.

Accounting

&- Accounting

=-Tills

~Till Management
~Till Search
- Till Participant Search
=-Payables
- “Vouchers
~~Checks
-~ Check Writing
~~Check Re-Print
- Search Printed Checks
=-Banking
. ““Create/Search Deposits

~~NSF Checks

“-Financial Reports

« Tills: Search Tills and Till users.
- Till Management: Search for and manage Tills.
- Till Search: Search and view existing Tills.

- Till Participant Search: Search for users with Tills.
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« Payables: Search Vouchers, Payables, and Checks.

- Vouchers: Search Vouchers and Payables.

- Checks: Search Vouchers or Search Checks.

- Check Writing: Search for money available to write a check.

- Check Re-Print: Reprint checks.

- Search Printed Checks: Search printed checks.
¢ Banking: Search and manage Deposits.

- Create/Search Deposits: Create or Search for existing Deposits.
* NSF Checks: Search for "not sufficient funds" checks.

« Financial Reports: Show various SSRS financial reports.

Financial setup
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$ Financial Setup

l';J Assessment Engine

! Natural Accounts
Distributions
Distribution Groups
Assessments
Assessment Groups
Assess. Group Map
Chart of Accounts
GL Account Segment

_ " Reference Tables

Agency

; Bank

l';J Payment Methods

| Monetary Instrument

_ : Non-Monetary

~Till Setup

= Conversion
--Search Converted
Invoices
Search Historical Non-
Case Payment

“Search Historical

“ouchers

« Assessment Engine: Search and manage General Ledger data.
- Natural Accounts: Search for and create natural accounts.
- Distributions: Search for and create distributions.
- Distribution Groups: Search for and create distribution groups.

- Assessments: Search for and Add Assessment ltems.

o

Assessment Groups: Search for and add assessment groups.
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- Assess. Group Map: Manage assessment group mappings.

- Chart of Accounts: Search for and add Case jurisdiction to natural account
connections.

- GL Account Segment: Add GL account segment items.

- Reference Tables: Create financial reference tables.

Agency: Manage agency accounts.

¢ Bank: Manage bank accounts.

Payment Methods:
- Monetary Instrument: Manage monetary payment types, like cash, credit, debit.

- Non-monetary: Manage non-monetary payment types.

Till Setup: Create Till groups, assign participants, add Till definitions, add Till stations.

Conversion:

- Search Converted Invoices: Search staging invoices from a data conversion.

- Search Historical Non-Case Payment: Search Non-Case payments from a data
conversion.

- Search Historical Vouchers: Search vouchers from a data conversion.

System administration

#* System Administration

Security

Lookup Lists

Document Definitions

l‘f'l Directory

l‘fl Statutes

Mews Gadget

Manage Special Statuses
l‘f'l Calendar Admin

#-Report Admin

« Security: Manage User accounts and Security groups.

* Lookup Lists: Manage Lookup lists.
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« Document Definitions: Manage Document definitions.

Directory: Manage Directory Persons and Organizations.
- People: Manage Directory Persons.

- Organizations: Manage Directory Organizations.

Statutes: Search Statutes.

- Search Statute Text: Search Statute text.

News Gadget: Manage content for the Dashboard News gadget.

Manage Special Statuses: Manage Case and Person Special statuses.

Calendar Admin: Manage Holidays and Test Calendar Sync.
- Holiday Calendar: Manage agency holidays.

- Calendar Sync Test: Test calendar synchronization with Google or Exchange.

Tools

"\ Tools

~Downloads

~Print Test

» Downloads: Download tools and Microsoft add-ins.

* Print Test: Test the printing service.
Double arrow
“

\{ Hide left tree navigation

Click to hide the Left navigation panel for more screen space.

Case navigation

A Case Navigation screen:
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% Confidential

Received 121/98 Bvr B
Felony ~ 12-814 Northa
2012-295 Moradin Laertes ~ UNLAWFUL USE OF A CONTROLLED SUBSTANCE Attomey NIA
sealed [ Defense NIA

(Cuovementd
Type Person Contact Information
Executive Legal Assistant Marcellus, The Silver Flame & A 161 llusion terrace, Ely, NV 89301 [Work Address] null
X, (542) 82-139 [Work Phone]
A, (541) 111-324 [Cell Phone]
@ Balthasar4271@hotmail.com [Personal]
& Balthasar3139@gmail.com [Work]
Defendant Laertes, Moradin & A 319 Batlle Master avenue, McGill, NV 89318 [Physical Address] nul
A 25 Mutant court [Mailing Address] null
X, (100) 37-645 [Home Phone]
Administrative Assistant Third Witch, Takhisis & A& 265 Divine Soul boulevard, Ely, NV 89301 [Mailing Address] null
AL (184) 390-566 [Work Phone]
X, (569) 705-69 [Cell Phone]
A, (346) 144-336 [Home Phone]
& Balthasar3895@RealEmail. com [Personal]
Office Manager First Witch, Obad-Hai & & 227 Four Elements boulevard, Ely, NV 89301 [Mailing Address] null

. (354) 684-344 [Work Phone]

X, (342) 703-779 [Home Phone]

. (489) 730-355 [Cell Phone]

2 Balthasar266@yahoo.com [Work]

~ Case Numbers

Type Number Agency
Defense White Pine County Public Defender
Prosecutor 2012295 White Pine County District Attorney
Law DR#599-12 White Pine County Sherifs Office

1. A header.
2. Navigation buttons.
3. The Case Folder View.

Header

The Case Header shows a lot of information and allows you to make quick updates to the
case.

" Confidential & Collections 2

M0
432B ~ 12-1 9 ::f:: uwa/oae e
20116 o Attorney NIA

open & e Defense NiA

.—L

The Special Status Banner shows if there is a special status on the case being viewed.
The Financials Banner shows if there is a balance on the case.

The Charge and Case Number.

The Case Name.

The Case status linked to the Update form and sharebook button.

S T S

Event and Attorney information:

a. Received: the date the case entered the system.
b. Next: the next scheduled event date.

c. Attorney: assigned Prosecuting Attorney.

d. Defense: defense attorney assigned.
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7. Widgets:
> [ The Send Email widget: opens an email popup.
- ¥% The Case Watch widget: adds this case to your watched cases list.
- %, The Joined Case widget: opens a popup that shows joined case information.

- [J The Case Note widget: opens a popup window that allows quick adding of notes
to the case.

Navigation buttons

Under the header is a row of buttons. Each button, when clicked, changes the data shown in
the page Case Folder View. Most of the buttons have a dropdown beside it. The dropdown
has a list of options to add or update data on the case.

L
I[ Summary Case Involvements vl Victim vl Charges v[ Events vl File Cabinat v[ Discovery v] Financials v] Investigation vl Tasks v[ Communication vl NC Financials vl Reports -

Case summary

| Summary v] Case Involvement:

I Update Case Information .
Add Case Special Status
Add Case Mumber

Join Case

The Summary dropdown has options to update case information, add a special status or
case number, or join cases.

- Select Update Case Information to update the received date of the case, the case type,
the case status, and the status date.

NOTE
All fields on this form are required for submission.
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L

Received Date* 12/01/1998
Case Type* Felony d
Status® Sealed d
Status Date® 107032001

EBrsave&Back B ¢ Back ¥

- Select Add Case Special Status to add a special status to a case. The form has only
two required fields, Status and Start Date. The other included, optional fields are
Category, Value, and End Date. The Category and Status fields are dropdowns, so they
show their available options when clicked.

L

Status® -
Category -
Value

Start Date* 12/01/2020 X

End Date =

& Save & Back B‘ Save & Add Another = Back

« Select Add Case Number to add case numbers from other agencies, like courts or
defense. These alternate case numbers facilitate case data sharing.
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L

Type* -
Number*

Agency Q a
Notes

(] Lead
Active

« Select Join Case to manage Case Joinders. This form has two panels showing View

and Add forms.
~ Gase Joinders
Joinder Joinder Type Purpose cases Begin/ End Notes
Related Ca”e Related Case Financials 1.12-814: 2012-295 Moradin Laertes ~ UNLAWFUL USE OF ACONTROLLED SUBSTANCE % % o
2.1241: 20116
% Primay % Curent Case
Add Case Joinder
Name
Joinger Type M o
Description
Purpose v =
Cases o
Primary Number Name Type category

® 12-814 Marcellus, The Silver Flame; Laertes, Moradin: Third Witch, Takhisis: First Witch, Obad-Hal Felony

a. The Case Joinders panel shows Joinders associated with the case. A red icon
shows next to the Joinder main case and a blue icon shows beside the current case.

b. Click a Joinder link to edit the Joinder fields, Name, Joinder Type, Description, and
Purpose.

c. The Add Case Joinder panel creates a new Case Joinder associated with the
selected case.

d. Click [Add Case] to open a Search case popup.

Case involvement [https://documentation.journaltech.com/eProsecutorOnline/user/cases/involvements.html]
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Case Involvements -—l Victim

I Add Involvement I
I Add Justice Personnel

Add Defendant

Add Bail

+ Select Add Involvement to add an existing/new person and involvement type, including
Complainant, Witness, or Victim, to the selected case.

L

Involvement Type* -
Ferson® + QO a
Status -
Start Date 11/30/2020

Involvement Number

Motes

E‘ Save & Back E‘ Save & Add Another 4= Back

« Select Add Justice Personnel to add the case to the My Recent Cases gadget for the
corresponding justice personnel.
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L

Role*

Is Wictim?
FPerson®

Date Assigned*

Status®

MNotes

[ Notification
[ Flag 1
[ Flag 2
(lFlag 3
[ Flag 4
(lFlag 5

1173072020

Current i

« Select Add Defendant to create a subcase and a party to the case. The subcase is

added to aid financials.
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L

Party Type*
Ferson®
Status

Start Date

Defendant Number

Motes

(] Notification
(J Flag 1
(JFlag 2
(JFlag 3
(J Flag 4
(JFlag 5

Arrest Info
Arrest Type
Arrest Date

Arrest Time

Booking Number

B save & Back

« Select Add Bail to add Bail

involvement.

Decedent “la a
Defendant .
Defendant

Juvenile

Juvenile Defendant
Plaintiff
Respondent

Vard

B Save & Add Another  4m Back

information and conditions for the selected case
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- Add to basdf [DEF] W I

L

Bail Type -
Bail Amount 0
Status -

Status Date
v Bail Condition(s)

Condition Type -

Begin Date 12/02/2020

End Date

Maotes

Victim and VOCA reporting

Victim vl Charges vI Events vI File Cabinat =~

| vocaRreporting Add Victimization |
| Add Special Classification

Persg Add Service

« Select Add Victimization to add a victimization type to a victim. Adding a victimization
type requires a victim in Case Involvements.

L

Victimization Type® -

Date Reported® =

E* Save & Back EF Save & Add Another ¥ Back

« Select Add Special Classification to add a special classification for a victim. The special
classifications are used in VOCA reports.
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_ hadte R LCITDE: vl

w

Classification Type* -

Date Reported® =

B save & Back BB Save & Add Another 4 Back

» Select Add Service to record a service provided to a victim. The services show in VOCA
reports.

£

Classification Type” -

Date Reported® )

ﬁ Save & Back B‘ Save & Add Another 4 Back

Charges

I Charges vl Events File

| Adocharge |
Charging Decision
Add Plea Offer
Add Charge Characteristic
Add Charge Intoxicant
Add Exhibit
Dispose Charges

Sentencing

« Select Add Charges to add charge information to the involvement.
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e

Count Number*

Offense Date” ]

Offense End Date

Statute® o a

Keywords No Keywords

Stage Added” Referred from Law Enforcemen | ~
Inchoate

Notes

v Victim(s)

~ Location

Location

Location Jurisdiction -

Location Notes

~ Case Mumbers

[ court 12-00140

[J court CR-1210104
[ Defense null

[ Defense null

[ Law DR#699-12

[ Prosecutor 2012-295

B+ save & Back [ Save & Add Another | 4= Back

» Select Add Plea Offer to add plea offer information to the involvement.

26 of 407 | 2. User guide




_ hadte R LCITDE: vl

w

Classification Type* -

Date Reported® =

B save & Back BB Save & Add Another 4 Back

« Select Add Charge Characteristic to add a Case charge characteristic, like
Misdemeanor or Felony.

w

Characteristic* -
Type -
Value

« Select Add Charge Intoxicant to add an intoxicant to the selected individual.

_ Add to CITO1]/ Count 7 NRS 453.566 UNLAWFUL USE OR POSSE -

e

Intoxicant -
Level

MNotes

« Select Add Exhibit to document and track history.
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L

Exhibit Type® -
Description

Exhibit Number

Date Received 12/03/2020 [

Status -
Status Date 12/03/2020 [E]

Notes

~ Exhibit Tracking

Date Entered 12/03/2020 [

Entered By admin

Status -
Status Date 12/03/2020 =

MNotes

Enter the location of the exhibit (Location or Directory Person)

Location a a

Directory Person Q

k¥ Save & Back &+ Save & Add Anather & Back

» Select Dispose Charges to dispose charges. Select the Plea and Disposition Type for
each charge to dispose.

- Bemardo, Loviatar [CIT30]

Charge Plea Plea Date Disposition Type Disposition Date
Count 1 NRS 484.379(2)(a). (2)(b) and/or (3), NRS 484.3792(1)(b), and DCC 10.04.030 DRIVING OR BEING IN ACTUAL PH... - Dismissed | Not Guity - [£ | Diemisced = 061212012 [E]
Count 2 NRS 484C.110(1)(a), (1)(b) and/or (1)(c), and NRS 484C 400(1)(c) DRIVING OR BEING IN ACTUAL PH... - Found Guilty as Charged ~Not Guity - (| Found Guilty as Charged - osi2r012 =]
Count 3 NRS 205.274(1), NRS 193.155(2) INJURING OR TAMPERING WITH VE. - ] - =]
Count 4 NRS 454.351 POSSESSION OF A DRUG WHICH MA. - @ ]

EksaesBack @ @ #Back

» Select Sentencing to add a sentence to a charge, organized by count.
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~ Laertes, Moradin [CIT01]

~ Count 1 NRS 453.411 UNLAWFUL USE OF ACONTROLLED ... - Diversion

~ Sentence [- -]
Sentence Type” Chemical Analysis Fee| o Length
Unit Chemical Analysis Fee ~ _ | = Sentence Begin Date | gy/42013 ]
Sentence Location . Amount $ 200.00
Reduced To $ Notes on =
Nove
mber
Ik Credit
Credit Length

Unit -
Suspend
Amount Suspended § Suspend Length
Unit - ~ Condition ee

Conditien Type* - Length

Length Unit . Begin Date &

Condition Location « Amount $

Status . Notes

s
© Conditicn
@ Sentence
Events

Events vl File Cabine

I Add Event

» Select Add Event to add a scheduled event, like a hearing, conference, or meeting, with
related Involvements or Case Personnel.
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T‘l‘llllpe* -

Event Location Q. a

Start Date Time*

Result Type v
Event Category v
Notes

~ MNote

Title | Scheduled Event Note |

12pt W B _I u -5- A v £ v oa— am—

& Bv o 1

~ Related Justice Personnel

(] Tempus Bianca Esq. [District Attorney]

(] Bane Macbeth Esq. [Deputy District Attorney]

(] Takhisis Gertrude Esq. [Deputy District Attorney]

(] savras Lady Macbeth [Deputy]

(] Blibdoolpoolp First Murderer [Justice of the Peace]

(] Blibdoolpoolp Paris Esqg. [Defense Counsel]

(] Skoraeus Stonebones Horatio Esq. [White Pine County Public Defender]

~ Related Involvements

(] The Silver Flame Marcellus [Executive Legal Assistant]
(I Moradin Laertes [Defendant]

([ Takhisis Third Witch [Administrative Assistant]

(J Obad-Hai First Witch [Office Manager]
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File cabinet

File Cabinet vl Discow

Add Case File(s) I
Generate Template
Utilities

Doc Viewer

« Select Add Case File(s) to add files for the Case by uploading or choosing to scan
Notes can be added to the file at the same time.

Type*

Date Filed 12/03/2020 )
Status

Location

Category

files

Select File(s)
+ Addfiles | @cCancel = T Delete

v Note

Tile  |Document Note |
12pt v B I YU & Av#gvizZ =
& By o 3
Add Note Icon
4= Back

« Select Generate template to generate a document from a template.
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Generate Form

Form

:
Juvenile - Civil Judgment - Juvenile - Civil Judgment (Jda 4) Juvenile - Civil Judgment

Complaint - FG - Complaint - FG (Jda 4) Complaint - FG

Complaint - M - Complaint - I (Jda 4): Complaint - I

Judgment and Sentence - Judgment and Sentence (Jda 4): Judgment and Sentence

Letter - Offer Letter - Letter - Offer Letter (Jda 4): Letter - Offer Letter

« Select Utilities to access these utilities:
- Select Bates Stamp to apply a stamp to a document.

- Select Merge Documents to merge documents in the Filing Cabinet into a single
PDF.

» Select Doc Viewer to use the Document viewer to show a Case document, annotate it,
and apply stamps.

Discovery

Discovery vl Financials

Add Discovery Packet I

« Select Add Discovery Packet to add documents to a packet that can be shared for
some time. Learn more about Discovery Packets and how to create them.

There are no Defense Representatives with Portal Access on this Case, no email notifications will be sent.

~ Discovery ltem

Packet Name*

Effective From* 12/03/2020

Effective To E

Available on Portal Yes v

Notes

4
~ Documents
Find...

[ Date Form Type Discovery Decument Name Filed By File Type File Size Disclosed Units  Unit Type
No results

B save & Back | B Save & Add Another 4 Back
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Financials

Financials vl Investiga

Cash Receipts I
Case Ledger
| Historic Financials

« Select Cash Receipts to manage the Case Cash Receipts.

« Select Case Ledger to review the Case Ledger.

£

Classification Type” -

Date Reported® [

k¥ Save & Back K+ Save & Add Anather 4= Back

Investigation

Investigation vl Tasks = I I

Add Investigative Request I

- Select Add Investigative Request to add an investigative request to the Case.
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~ Request Details

Request Details*

Due Date” E
~ Task -+

Typez -

Memo
© Task

k#* Save & Back EF Save & Add Ancther 4= Back

Tasks

Tasks -l Communicati

I Add Case Task I

» Select Add Case Task to add a task to the Case. Case tasks show in the manual work
queue for individuals added to the Assign To field.
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L

Task Type
Instructions*

Due Date

Assign To* © Add Item

E Save & Back E‘ Save & Add Another = Back

Communication

Communication vl MNC F

Add Communication I

« Select Add Communication to document and store communication between case
involvements.
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w

Type® -

Date 12/03/2020 [=] 5:36 PM

Communication

~ Related Justice Personnel

U [Deputy]
[ [Nevada State Deputy Public Defender]
UJ [Deputy]
O [Judge]

~ Related Involvements

[ The Silver Flame Marcellus [Executive Legal Assistant]
[ Loviatar Bemardo [Juvenile Defendant]

[ skerrit Reynaldo [Mother]

[J The Fury Malcolm [Father]

[ Skerrit Reynaldo [Victim]

(L) Onatar First Witch [Petitioner]

(L] Olidammara Second Witch [Guardian]

[ basdf [Defendant]

[[J The Mockery Macbeth [Co-Defendant]

@ Related Involvements
& Save & Back B‘ Save & Add Another & Back

Non-collectible financials

I MC Financials vl Reports -

I Add Non Collectible Financial

0

» Select Add Non-collectible Financial to document non-collectible financials not

collected by this institution.
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wr

Type -
Date 12/03/2020 )
Alleged Amount

Ordered Amount

Status -
Tite  |Ce Non Collectible Financial I|
12pt v B I ¥ & A v #& iz iz
& B~ o 3

Add Note Icon

k& Save & Back I+ save & Add Another 4 Back

Case folder

The body of the Case page shows case data in panels, determined by the active tab.

Tab Description

Case summary The Case Folder shows:

Case involvements and involvement type.

Other case numbers attached to the case.

Justice personnel with their corresponding role in the case.

The Case status and another special status.

Case involvement Use the Case Involvement Folder View to show case information

S about involvements, justice personnel, and bail, and to add or edit
notes for individuals on the case.

Victim Use the Victim Folder View to edit Case victims, special victim
classifications, and services provided to victims.
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Tab

Charges

Events

File cabinet
Discovery

Financials

Investigation

Tasks

Communication
Non-collectible

financials

Reports

Send email widget

38 of 407 | 2. User guide

Description

Use the Charge Folder View to show Case charges of involvements,
charge characteristics, sentencing, exhibits, and inactive charges,
and to edit exhibits and charges.

Use the Event Folder View to show and edit Case events, date/time,
category, related personnel, notes, and type.

Use the File Cabinet Folder View to show Case documents.
Use the Discovery Folder View to show Case discovery items.

Click [Financials] to show the Case Ledger, which shows recorded
Case financial interactions.

Use the Investigation Task Folder View to show and edit the Case
collection tasks.

Use the Case Tasks Folder View to show Case tasks.

Use the Communication Folder View to show and edit Case
communications.

Use the Non-collectible Financials Folder View to show and edit the
Case collections of non-collectibles.

Use the Report Folder View to show the Case Summary report by
default. Other reports can be selected in the dropdown.



Send Email
To* @

From*
jkishbaugh@journaltech.com
Subject”
121 - 20116

Message*

e

[JInclude Link to Case Close Send Email

Use the Send Email widget to send an email regarding the Case. Select Include Link to
Case to include a link to the case in the email.

Joined case widget

Joined Cases for 12-1: 2011-6

Lead Case
o 12-814: 2012-295 Moradin Laertes ~ UNLAWFUL USE OF ACONTROLLED SUBSTANCE

Related Cases
« 12-1:2011-6

Fesults 1-1 of 1

Use the Joined Case widget to show cases related to the current case. Click the Case
number or title to show the lead or related cases.

Case note widget
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Note for 12-1: 20116 &

= 06/14/12 Police Report

Added from Document Scanning session.

B 12-1: 2011-6

Mickey Was Drunk with bubbles coming out of his mouse mouth Mickey was Drunk with bubbles coming out of his mouse mouth

B 12-1: 2011-6

.0l i;ief),oief]oisje; ofisefsefsef

Use the Case Note widget to search, print, edit, or add a Case note. The widget shows a
paged list of notes added to a Case. The search returns a list of notes where the note title
or body has the keywords. Click a note to edit it.

Sharebook widget
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2 Sharebook

Dec 3, 2020

#1 Admin 11:22 PM

Informal Notas will go here.

#2 Admin 11:22 PM
| #3 Admin 11:22 PM
r #4 Admin 11:22 PM

#5 Admin 11:23 PM

This is for quick communication.

#5 Admin 11:23 PM

Only the date and sender are saved.

2. User guide | 41 of 407




Use the Sharebook widget to add informal notes to the case. An informal note only includes
the note text, the creation date, and the author.

Person navigation

Like the Case View [https:/documentation.journaltech.com/eProsecutorOnline/user/navigation/
case.html], the Person View shows a header and a body. Use this screen to show and change
all Person information, including involvements, contact information, and documents.

; Date Of Birth 01/24/24
[ ] Bob Builder o
Summary | ~ || Fie Cabinet + | Relafionshios ~ | Reports e ©
Person Summary® ® @
~ Person
First Name Last Name Middle Name status
Bob Builder =3
v Profie °
DOB Gender Hair Color Eye Color Height Weight ~ Ethnicity
0172412024
)

2. Navigation buttons.

3. Folder view.

Header

The Person Header shows an image of the person, if available, plus their name, date of
birth, gender, weight, ethnicity, and hair color.

| B Date Of Birth 07/18/71 Ethnicity White
, i Montgomery Burns

Gender Female Hair Color Bald

Weight 85

Navigation buttons

Under the header is a row of buttons. Each button, when clicked, changes the data shown in
the page Folder View. Most of the buttons have a dropdown beside it. The dropdown has a
list of options to add or update data on the person.

Summary | - File Cabinet - Relationships = Feports

Summary

Click [Summary] to show the Person Folder View. The form shows all information
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associated to the selected Person, including links to edit the information. Refer to Person
for more information.

Person Summary @

Esrson)
First Name Last Name Middle Name Status
Montgomery. Burns =3
~ Profile
DOB Gender Hair Color Eye Color Height Weight Ethnicity
07/18M1971 Female Bald 85 White
~ Address
Address Type Address City State Zip Status Notes
Waork Address ° 161 Fission dr. Springfield lllinois 60486 =33
~ Telephone
Telephone Type Telephone Number Status Notes
Work Phone (542) 82-139 [ Active |
Cell Phone (541) 111-324 =3
~ E-Mail
Email Type Address Status Notes
Personal ° Balthasar4271@hctmail.com =
Waork Balthasar3139@gmail.com =3
o

1. Click to show the Update Person form.

Update Person @
> Person Type
v Person Information
First Name* Montgomery Last Name” Bums
Middle Name Narme Prefix .
Name Suffix -
Date Of irth 7r1eT1 @ Gender Female .
Hair Color Bald - Eye Color .
Height Weight &5
Ethnicity White . Primary Language -
~ Image
Image No file chosen
BrsavesBack @ | #Back | [ EDelete Record @
{—

2. Click to show the Update Address form.
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Update Address @

Address Type* Work Address -
Address 1¢ Work Address

Address 2

City Springfield

State Minois d
Zip 60466

Effective From

Effective To

Motes

B-save&Back W@  +Back [

3. Click to show the Update Telephone form.

Update Telephone @
Telephone Type® Work Phone -
Telephone Number* (542) 821-39

Effective From

Effective To

Motes

B-cave&Back & ¢ Back [~

4. Click to show the Update Email form.
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Update Contact @

L

Type” Personal -
Contact* Personal -
Effective From E

Effective To =

EB*save&Back W@ ¢ Back ¥

The Summary dropdown

Summary | - File Cabine

Update Person

Add Address

Add E-mail

Add Telephone

Add ldentification
Add Person Attribute
Add Note

Search Involvements

Person Merge (beta) |

« Select Update Person to manage information, including name, date of birth, appearance,
and a Header photo.
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Update Person @

> Person Type

+ Person Information
First Name* Montgomery Last Name* Bums
Middle Name Name Prefix
Name Suffix
Date Of Birth oTranert ® Gender Female
Hair Color Bald . Eye Color
Height Weight =
Ethnicity \White - Primary Language

~ Image
Image No file chosen
ErsavesBack @ | ¢Back | W @DeleteRecod @
{—

» Select Add Address to add an address for the Person.

Add Address @  Add to Bums, Montgomery "

Address Type* -
Address 1*

Address 2

City

State -
Zip

Effective From 12/08/2020 E=|

Effective To

MNotes

B> Save & Back  [BF Save & Add Ancther 4= Back

» Select Add E-mail to add an email address for the Person.
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Add Contact ©@

Add to Burns, Montgomery

Type®

Contact®

Effective From 12/08/2020 E)|
Effective To

k& Save & Back EF Save & Add Another & Back

» Select Add Telephone to add a telephone number for the Person.

Add Telephone @

Add to Burns, Montgomery
Telephone Type®

Telephone Number®
Effective From 12/08/2020 E)|
Effective To

MNotes

k¥ Save & Back B+ Save & Add Another = Back

« Select Add Identification to add identifying documents for the Person.
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Add |dentification @ Add to Bums, Montgomery v
Identification Type* -
Identification Class -

Identification Number*

Motes

k# Save & Back B+ save & Add Another 4 Back

« Select Add Person Attribute to add descriptive attributes for the Person.

Add Person Attribute @  Add to Bums, Montgomery v

£

Start Date” 12/08/2020
Attribute™ -

Category v

femo

O @ alert
End Date

k& save & Back &+ Save & Add Another & Back

» Select Add Note to add a note to the Person.

48 of 407 | 2. User guide




Add Person Note @ add to Burns, Montgomery v

Type | r

MNote*

MNote Date 12/08/2020

k¥ Save & Back B+ Save & Add Ancther 4 Dack

« Select Search involvements to find all involvements for a Person by involvement type or
date of involvement.

Search Involvements

Involvement Type v = Date Created E to EHoo-
Search
Involvement Type  Case Type Case Name Case Case Case status  Static
Number  Status  Date Text
Executive Legal Misdemeanor  2017-31 Umberlee Mercutio ~ HIT AND RUN (ATTENDED VEHICLE) 17-41 Closed 01212018
Assistant
Executive Legal Felony 2017-64 Olidammara Reynaldo ~ POSSESSION OF A CONTROLLED SUBSTANCE 17-69 Closed 061212018
Assistant
Executive Legal Misdemeanor  2017-142 Riliftane Rallathil Laertes ~ DOMESTIC BATTERY 17175 Closed  05/23/2003
Assistant
Executive Legal Felony 2017-198 Lliira Montague ~ PROHIBITED PERSON IN POSSESSION OF A FIREARM 17233 Closed 0311012010
Assistant
Executive Legal Felony 2017-191 Zwilyn Lodovico ~ POSSESSION OF A CONTROLLED SUBSTANCE 17-232 Closed 0311812009
Assistant

 Select Person Merge (beta) to Merge.

File cabinet

Click [File Cabinet] to show the File Cabinet Folder View. For more information, refer to
File cabinet.

The File Cabinet dropdown

File Cabinet | - Relati

Add Person File(s)

» Select Add Person File(s) to add files to the Person.
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Search Involvements

Involvement Type v = Date Created E to B -
Search
Involvement Type ~ Gase Type Gase Name Gase GCase Gase Status  Static
Number  Status  Date Text
Executive Legal Misdemeanor  2017-31 Umberiee Mercutio ~ HIT AND RUN (ATTENDED VEHICLE) 17-41 Closed 012172018
Assistant
Executive Legal Felony 2017-64 Olidammara Reynaldo ~ POSSESSION OF A CONTROLLED SUBSTANCE 17-89 Closed  06/21/2018
Assistant
Executive Legal Misdemeanor ~ 2017-142 Rillfane Rallathil Lagrtes ~ DOMESTIC BATTERY 17175 Closed  05/23/2003
Assistant
Executive Legal Felony 2017-198 Lliira Montague ~ PROHIBITED PERSON IN POSSESSION OF A FIREARM 17233 Closed 0311012010
Assistant
Executive Legal Felony 2017-191 Zwilyn Lodovico ~ POSSESSION OF A CONTROLLED SUBSTANCE 17-232 Closed 0311812009
Assistant

The Relationship Folder View shows all relationships of the selected person and allows for
quick editing by clicking a relationship. Refer to Relationships for more information.

Relationships @
Type Related Person Notes

Alias First Musician, St. Cuthbert &

The Relationships dropdown

1wt - Relationships | = Historic Financials |

1ip © Add Person Relationship

» Select Add Person Relationship to add a relationship for the Person.

50 of 407 | 2. User guide




Add Person Relationship @ | Add to Burns, Montgomery v

Relationship
Parent Person  Burns, Montgomery

Related Person® a a

Type* ~ Start Date E

Sub Type v End Date (=]

Inverse
Type” -
Note

e

ﬁ Save & Back E‘ Save & Add Another 4 Back

Person folder

The body of the Person page shows data in panels, determined by the active tab.

Tab Description

Person summary  The Person Folder shows:
File cabinet Use the File Cabinet Folder View to show Person documents.

Relationships Use the Non-collectible Financials Folder View to show and edit the
Case collections of non-collectibles.

Reports Use the Report Folder View to show the Person Summary report by
default. Other reports can be selected in the dropdown.

Using links
This section describes two different ways that links work in eProsecutor Online:

* https://documentation.journaltech.com/eProsecutorOnline/user/links/icons.html:

* https://documentation.journaltech.com/eProsecutorOnline/user/links/
update_screens.htmil:
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Update screens

Update screen hyperlinks

Links in a folder screen open the Update screen for that row of data. For example, clicking
the Defendant link opens the Update screen for that party record.

pe Person Contact Informatien Status Arrest Date

Third Witch, Auril & & 2131 Evocation way, Bedias, TX 77831 [Home Address] null  Current 8/13/20
A, (136) 203-461 [Cell Phone]
X, (25) 0-502 [Cell Phone]

On this screen, you can update the record that you clicked on the previous screen:

)

L

Involvement Type® ‘ Defendant l
Person® Third Witch, Auril a @

Status Current v
Start Date 0871372020

End Date

Involvement Number

Motes

EB-csave&Back & ¢ Back ¥

If that record is deletable, a [Delete Record] button shows on the bottom right of the
Update screen.

B Delete Record @
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Icon links

Hovering over an icon link shows a tooltip indicating the icon click action.

Person or directory person record

Click & or fr to show the Person or Directory Person record.

Add note for record

Some row records allow you to add a note directly. Click ® or C to open the Add Notes
widget.

Note for Ce Non Collectible Financial:1 @

Add Note e

o |

12pt v B I U &5 A v iz & B~ o 1

i
®

n Add Tags |

e W Todo | Setacﬁvedatﬁfornote|
&I Private \
B Save & Close W Save X Close Chocsenotecolor [#—— % v | F
Select a predefined note macro |

(J Include All Notes From Case

1. Enter a search term here to find notes associated with the record.
2. Click the dropdown to toggle the Advanced Note Search.

3. Enter the case note type and body with text document formatting options.
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4. Use the field to add new or existing tags to notes.

5. Create a to-do item for an assignee and set sharing rights for the note.

6. Select Include All Notes From Case to show a list of all case notes in the popup window.
7. Select a note color.

8. Select a note macro.

Advanced note search

Use the Advanced Note Search to filter notes by color, tags, note type, sharing level, and by
case.

Note for Ce Non Collectible Financial:1 &

Search EI| oWl + Addnote [

Colors

Tags

[ notification

Note Types

Show Case Notes [J show Document Annotations

Types

[J Attorney Work Product [[J General Case Notes [J Grand Jury Notes [Jin Court Notes
[Jinterview Notes [J Investigator Notes [J Misdemeanor Intake Plea Offer [JPLEA OFFER
[J Research Notes [Jww Coordinater Notes

Date created

[J Today

(J This week

[ This month

(J Last 3 months

Sharing

Display notes shared with everybody
Display notes shared with me
Display notes shared with my user group

Case
[J search All Cases
[JInclude All Notes From Case

View involvements

Click to open the Involvements popup. Use the popup to search for a Person
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involvements on cases based on the involvement Type and creation date of the involvement.

D
Rao Hamlet Involvements
Search Involvements
Involvement VictimWitness Coordir | = Date Created E to S
Type
Search
Involvement Type Case Type Case Name Case Case Status  Case Status Static
Number Date Text
VictimWitness Misdemeanor - The Silver Flame Sampson ~ POSSESSION OF SUBSTANCE IN PENALTY 20-495 Intake 06/04/2006
Coordinator Class B GROUP PG 2-A 2072000004958
Victim/Witness State Jail - The Silver Flame Sampson ~ POSSESSION OF SUBSTANCE IN PENALTY 20-496 Pending 08/13/2014
Coordinator Felony GROUP 2. <1G2000004958 Grand Jury
VictimWitness Felony Third - Kord Gertrude ~ UNAUTHORIZED USE OF A VEHICLE20-00412 20-497 Pending 09/30/2011
Coardinator Degree Grand Jury
Victim/Witness State Jail - Chislev Malcolm ~ FORGERY. 2000003030 20-498 Pending 05/04/2018
Coardinator Felony Grand Jury
VictimWitness State Jail - Chislev Malcolm ~ FORGERY. 2000003030 20-499 Pending 09/12/2013
Coordinator Felony Grand Jury
OK

Collapse or expand panels

=1
Click to expand or collapse all panels in the form. This icon shows at the top of most
forms.

Lookup

Click @ to open an Advanced Search popup. The icon shows next to Search field in Add
forms. The search may be for a Case, Person, or other entity.
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Search

v Search Person/Business

First Name / Silver Last Name
Business Name

Status Active A

m
1

Name Type v

Identification

Identification h Number

Type

Search Clear Refine  Add Criteria I:] G
Results 1 -1 of 1
Name Person Type

The Silver Flame Sampson Person

Results 1 -1 of 1

Dashboard

The Dashboard provides a configurable starting screen for each user. The screen is
created by adding one or more Gadgets from the Dashboard Settings, and then configuring
associated settings in the Dashboard. After configuring the Dashboard, you can access it
by clicking the eProsecutor Online logo at the top-left of the screen.

Dashboard settings

Dashboard settings are accessed one of two different ways:

1. If the Dashboard is not yet configured, the Dashboard Settings screen opens as soon
as a user first accesses the Dashboard.

2. Once configured, to access the Dashboard Settings:

1. Click the eProsecutor Online logo at the top left.

2. At the top of the Dashboard, find the [ Dashboard] button, and click the gear icon
beside it to show User Settings:

eProsecutor® Online

‘ WG rkspﬂce W,E_lcome’ admin DashbDard + 3‘]‘
= Add I

On the User Settings screen for the Dashboard, a user can add or remove gadgets from
their dashboard:
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Gadget

https://documentation.journaltech.com/
eProsecutorOnline/user/dashboard/
archived_search.html

https://documentation.journaltech.com/
eProsecutorOnline/user/dashboard/
assignments.html

https://documentation.journaltech.com/
eProsecutorOnline/user/dashboard/
calendar.html

https://documentation.journaltech.com/
eProsecutorOnline/user/dashboard/
cases.html

https://documentation.journaltech.com/
eProsecutorOnline/user/dashboard/
date_calculator.html

https://documentation.journaltech.com/
eProsecutorOnline/user/dashboard/
directory_search.html

https://documentation.journaltech.com/
eProsecutorOnline/user/dashboard/
news.html

https://documentation.journaltech.com/
eProsecutorOnline/user/dashboard/
notepad.html

https://documentation.journaltech.com/
eProsecutorOnline/user/dashboard/
saved_search_results.html

https://documentation.journaltech.com/
eProsecutorOnline/user/dashboard/
saved_searches.html

Multiple tabs

Description
Show the latest archived searches

Show your current action

items/assignments.

Show calendar for five weeks for given
location.

Show recent, assigned, upcoming events,
recent activity, or open tasks on cases that
you are working with or are assigned to you.

Calculate a date N days out avoiding

holidays or dark times.

Search the directory.

Show court news.

Notepad for personal reminders and post-
its.

Show the latest results from a saved
search.

Show your saved searches.

An Dashboard may be configured to use an arbitrary number of gadgets, including multiple
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copies of the same gadget with different configurations. Despite this, users may find it more
convenient to add more tabs to the Dashboard, creating different screens for different
types of information or tasks.

To add more tabs:

1. Navigate to the existing dashboards by clicking the eProsecutor Online logo at the top-
left of the screen.

2. Click the Add New Tab icon, represented as a +, next to the User Settings gear icon.

1

Add New Tab

Dashboard

3. After clicking the Add New Tab icon, a popup prompts you for the new Page Name:

[URL] says says

Page Mame

Dashboard2

4. Fill in the prompt with the name of the new Dashboard, then click [ OK].

5. The new tab behaves exactly like the first Dashboard, but they can have separately
configured gadgets.
Archived search gadget

The Saved Searches gadget shows a list of saved searches with the option to quickly run
or open them directly. The search can also be expanded to show the search parameters.

Add the gadget

1. Open the Dashboard.

2. At the top of the Dashboard, find the Dashboard tab, then click the gear icon. The User
Settings screen shows:
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3. Click [+] next to the Archived Searches item:

Archived Searches L+] Wiew the latest archived searches

Create an archived search

_—l.

Browse to a search in the system.

Fill out the parameters as needed, then click [Search].

A N

A dialog opens prompting you to give the Archived Search a
format.

5. Click the Save icon to finish creating the Archived Search.

[ Results 1 - 25 of 35

Name
Format:

Scroll to the bottom of the search results, then click [ Archivel.

name, and to set the save

BiExcel - BXu - MBcsv -~ BPDF - ®BRIF - EArchivee

4

My Archived Search| o

POF v

Use the archived searches gadget

The Archived Searches gadget must first be added to the
Archived Searches are shown:

Dashboard. Once added,

Name Date

+ Another Archived Search Nov 24, 2020
+ New Archived Search Nov 24, 2020
+ My Archived Search Nov 24, 2020

+ archived search Nov 24, 2020

1. Each Archived Search is listed by date.

Scurce

Saved Search: Another Archived Search
Saved Search: New Archived Search
Saved Search: My Archived Search

Saved Search: archived search

2. Click the name of the Archived Search to download the associated file.
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Assignments gadget

The Assignments gadget can be used to show your assignments, assignments for those
you supervise, or unassigned items. It can be added by clicking the gear icon at the top of
your Dashboard, then clicking [+] next to the Assignments gadget. After clicking [Close
Settings], the Assignments gadget show up on your dashboard.

Configure the assignments gadget

To configure the Assignments gadget, click the gear icon in the top right corner of the
gadget on the Dashboard. After clicking the icon, the following screen opens:

O Summary of work assigned to me
® Summary of all work queues that | participate in

Save Cancel

There are two options to choose from when configuring the gadget:

1. Summary of work assigned to me: filters the list to show only items that are assigned to
you.

2. Summary of all work queues that | participate in: show all work queues and
assignments that you are responsible for. If you are a manager, the gadget shows you
work assigned to others that you manage.

Use the assignments gadget

The Assignments gadget shows a list of all items assigned to you. Click an assignment or a
number in one of the columns to show more information.

Welcome, Jacob Adams  Dashboard + =

Work Queue Open ! UA FD TO Tmw
=- Your Case Tasks > 9 0 5 1 1 0
i~ Jacob Adams 4 0 - 1 1 0
L. Unassigned 5 0 — 0 0 0
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The columns highlight when each task is due. You can hover your pointer over each column
header to show what the abbreviation means:
« Open: Incomplete assignments.
« I: High priority.
« UA: Unassigned.
PD: Past due.
TO: Due today.

Tmw: Due tomorrow.

Clicking the arrow that looks like a "play" button allows you to quickly claim the next
unassigned task.

Click an assignment to show more details or to navigate to the associated case.

Calendar gadget

The Calendar gadget can be used to show events, holidays, and time off for persons or
locations. It can be added by clicking the gear icon at the top of your Dashboard, then
clicking the [+] button next to the Calendar gadget. After clicking the [Close Settings]
button, the Calendar gadget shows on your Dashboard. But, you must configure the gadget
to show the calendar with the data you want.

Configure the calendar

To configure the Calendar gadget, click the gear icon in the top right corner of the gadget.

Mo location selected. Click the setting icon # above to select a location. *

After clicking the gear icon, you can configure the gadget to show the information that is
important to you.
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Welcome, Wendi Burnett Dashboard = 4 &

Number of Weeks 5
Mode Person w
Person Wendi Burnett |a
Time Format Day "
Time Restriction None "

Weekends

Save Cancel

In addition to a person, you can configure the Calendar gadget to show information for

location:
| v Calendar Coutoomé 0
Mumber of Weeks 5
Mode Location w
Department Courtroom B * at First District Court
Time Format Start Time -
Time Restriction None ~

Weekends U

Save Cancel

Calendar fields

* Number of Weeks: The is the number of weeks to show in the calendar.

* Mode: Which entity to show data for. Person and Location are the options that are most
useful.

e Department: If you select Location as the FIXMEMode, then you can select the
department. Select the Courthouse first, then select the Department in the selected
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courthouse. Courthouses and departments (Directory Organizations) are configured by
an administrator.

« Person: If you select Person as the Mode, then you can search for the person to show
the calendar for. Commonly, you want to search for your own name here to show your
calendar events, but if you are a supervisor, you may want to show the calendars of your
employees.

« Time Format: There are 3 formats to choose from:

1. Day:

Dec 22
2]

2. AM PM:

Dec 22

1 [iii]
1 [iii]

3. Start Time:

Dec 22

10-30 AM 1 [ii]
2:30 PM 1]

- Time Restriction: You can filter the events by AM or PM. Selecting None shows all
events.

- Weekends: If selected, weekends show on the calendar. Otherwise, weekends are
hidden.

View the calendar

After configuring the calendar, it shows on your Dashboard.
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Welcome, Wendi Burnett  Dashboard 4 &F

Maonday Tuesday Wednesday Thursday Friday
Dec 14 Dec 15 Dec 16 Dec 17 Dec 18
1 iii]
Dec 21 Dec 22 Dec 23 Dec 24 Dec 25
2[E) Christmas Eve Christmas
Dec 238 Dec 29 Dec 30 Dec 31 Jan 1 - 2021
Paid Time Off Paid Time Off Paid Time Off Paid Time Off
Jan 4 - 2021 Jan 5 - 2021 Jan 6 - 2021 Jan 7 - 2021 Jan & - 2021
Jan 11 - 2021 Jan 12 - 2021 Jan 13 - 2021 Jan 14 - 2021 Jan 15 - 2021

-« [ Today

As shown, the calendar shows events, holidays, and off time for the selected person. An
administrator configures holidays and off time.

If you click an event or set of events, a popup shows information about the events:
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12122120

+ 1 Initial Appearance
+ 1 Crime Victim Conference

Calendar day details

If you are on the calendar and you click a day instead of an event, then the next screen
shows the agenda for the day:
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- Tuesday, December 22, 2020 e i
-« > Filter AM [ PM v Day Week 5Weeks Month EH
Case
O # Time Number Case Name Events Docs
4 O 1900 201261  Adams, Jacob ~AIDING ORASSISTING IN WILDLIFE VIOLATION Initial Appearance 0 [§
o AM [23-20-23]
‘E]‘ O 2 10:30 15-402 Collins, Christopher John ~ THEFT [76-6-404] Staius Review 0o B
Al Crime Victim 0
Conference

Case Overview
Active Charges ~ Plea Offers ~ Future Events  Involvements  Justice Personnel =~ Case Numbers — Case Special Statuses

v Active Charges

Count Offense Date Victim(s)

Collins, Christopher John [CITO7]

Count 1 76-5-404 THEFT - Guilty Plea - Criginal  06/17/2013
Charge

=)o

Here are some of the features of the Calendar Day Details view:
1. Change which day you are showing by using the arrow keys or the calendar icon in the
top left corner.
2. Filter the events shown by typing in the filter box.
3. Change which calendar you are viewing by clicking the gear icon in the top right.

4. Show some quick details of the case that the event is on by clicking the [+] button next
to the event.

5. If you have applied a filter, you can click [ Total] at the bottom to clear the filter and view
all cases/events again.

Case ticklers gadget

The Case Ticklers gadget shows your active, expired, dismissed, or deleted case ticklers. It
provides access to the tickler associated case, reason, expiration date, and date created. It
can be added by clicking the gear icon at the top of your Dashboard, then clicking [+] next

66 of 407 | 2. User guide




to the Case Ticklers gadget. After clicking [Close Settings], the Case Ticklers gadget
shows on your Dashboard.

Case  Case Number Reason Expire Date Work Queue Date created
13-1337 - Auril Balthasar ~ CRIMINAL MISCHIEF ==$50<55001300006530 Filing deadline 09/28/23 09/27/23 @

Results 1-10f 1

Configuration

By default, the Case Ticklers gadget shows all active and expired user ticklers. To adjust
this behavior, click the gear icon in the top right corner of the gadget on the Dashboard.
The following screen shows:

Status Expired, Active v

—
—

1 Use to select
Lmultiple tickler

Save Cancel statuses

Use the dropdown to select a single status or use the multiselect dropdown on the right to
select a custom set of statuses.
Cases gadget

The Cases gadget shows a list of your recent cases. The gadget can be configured to show
watched cases, assigned cases, upcoming events, recent activity, and workflow tasks. By
default, the Cases gadget shows some information about your recent cases.

Add the cases gadget

To add the Cases gadget to your Dashboard, make sure you have the Dashboard tab
selected, if you have multiple tabs available.

1. Click the gear icon at the top of the Dashboard.

2. Click the green + icon to add cases to your Dashboard.
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Welcome, [ Dashboard = == % o
M

Dashboard Preferences Notifications = Security = Location Calendar Search

Dashboard

Click on the titles or plus icons below to add gadgets to your Dashboard page, these Gadgets

Gadget Descriptiol
Archived Searches © View the lai
Assignments © View your ¢
Calendar © View calenc
Cases (1) e o @ View recen

The Cases gadget should now be at the bottom of the Settings screen. Click [Close
Settings] to exit.

Use the cases gadget

The Cases gadget must first be added to the Dashboard. Once added, recent cases are
shown in a default view. Review the available actions for the Cases:

Case Number Case Name
Q22 © 2012-114 Olidammara Paris ~ Felony (3]0
12-1 2011-6 O

o View More. ..

1. Click a case Id in the Case Number column to navigate to the recent case.
. Click a case title to navigate to the recent case.

. Click the "paper" icon to open the Case Notes in a dialog.

N oW N

Click the View More... to show the My Recent Cases screen. It looks similar to the
gadget.
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Note for 12-2: 2012-114 QOlidammara Paris ~ Felony @

B 12-2: 2012-114 Olidammara Paris ~ Felony

This defendant has other cases. He is on probation.

06/12/12 by null

5. Click the gear icon to open the gadget configuration.

Configure the cases gadget

The Cases gadget can be configured to show other case related information. To configure
the gadget, click the gear icon found in the top right corner of the gadget.

Tabs o Columns
Recent Cases Hide e Show
(] Watched Cases Next Event ~| ", |Case Number -
C]Assigned Cases Officials » Case Name
0 Upcoming Events Last ROA Message Notes
. Filing Date 1
(] Recent Activity
0 Case Status o
Workflow Tasks Reference Number .
Join lcon .
Watch Icon

Column o Length

Case Number ‘22 ‘

Case Name ‘42 ‘

Save Cancel
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1. Select which tabs you want shown in the gadget. The options are Recent Cases,
Watched Cases, Assigned Cases, Upcoming Events, Recent Activity, and Workflow
Tasks. Each selected item adds a new tab to the gadget.

2. Select the columns you would like to show in the table.

3. Set the character length to show in the Case Number and Case Name columns.

Click [Save] to store the configuration.

Date calculator gadget

The Date Calculator gadget can be used to calculate dates based on several criteria. The
gadget can be added by clicking the gear icon at the top of your dashboard, then clicking [
+] next to the Date Calculator gadget. After clicking the [ Close Settings] button, the date
calculator gadget shows on your dashboard.

Start Date 01/01/2021 & Fri Avoid weekends and holidays
Periad Imetw [C] Avoid off times for Burnett, Wendi (Prosecuting
Attorney)

Period can be a date expression. (ex.
typing "30w-40" will calculate 30 weeks
minus 40 days)

Timeframe Calendar Days A

End Date 04/8/21 = Thu

(97 days / 69 business days)

Field descriptions

 Start Date: The date to use as the start of your calculation.

« Period: One of two options:

1. A number that is based on the time frame selected in the Timeframe field.

2. A date expression that can use a combination of years (y), months (m), weeks (w),
and days (d) as input. Example: a Period of 5y+3m+1w-1d would calculate the date that
is 5 years, 3 months, 1 week, minus one day after the date selected in the Start Date
field.

» Timeframe: the unit of time to use for the Period. The options are: Business Days,
Calendar Days, Months, Weeks, Years. Example: to calculate 15 business days from
now, you would enter 15 as the Period and Business Days in the Timeframe.
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- End Date: This is the date calculated based on the criteria you enter. After the End Date
field is a description of how many calendar days and business days are between the
Start Date and the End Date.

« Avoid weekends and holidays: If this is selected and the end date would have fallen on
a weekend or holiday, the end date is the next available work day. Holidays are set by
your administrator.

+ Avoid off times for <User Name>: If this is selected and the end date would have fallen
on a day that you have scheduled off, the end date is the next available day after the
scheduled time off. Off time is configured on the DirPerson record by an administrator.

Directory search gadget

The Directory Search gadget can be used to search people and organizations in the
directory. It can be added by clicking the gear icon at the top of your Dashboard, then
clicking [+] next to the Directory Search gadget. After clicking [Close Settings], the
Directory Search gadget shows on your Dashboard.

Welcome, Wendi Burnett Dashboard Location Calendar % + £

| Fred| ‘

2 Results for Fred

Name Location Role
Demarcos, Fred M. (Law Enforcement Officer) Wildlife Resources = LED
Jones, Fred (Prosecuting Attorney) = PROS

After performing a search, you can click the mail icon to email individuals returned from the
search.

News gadget

The News gadget shows a message from administrators.

Add the gadget
1. Open the Dashboard by clicking the eProsecutor Online logo at the top-left of the
screen.

2. At the top of the Dashboard, find the Dashboard tab, then click the gear icon to show
the User Settings screen:
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3. Click [+] next to the News gadget item:

News (1) i -—lc © View court news

Notepad gadget

The Notepad gadget can be added to a Dashboard and allows you to record free-form text
notes. It can be added by clicking the gear icon at the top of your Dashboard, then clicking
[+] next to the Notepad gadget. After clicking Close Settings icon, the Notepad gadget
shows on your Dashboard.

+ Add New Mote

Reminder: Scan files from the court o the appropriate cases. 121520

To add a note, click [Add New Note], type the text you want in your note, then click [Add
Iltem].

This is a new note.

Add Item Cancel

Reminder: Scan files from the court to the appropriate cases. 1211520

To delete a note, click the trash can icon next to the note.
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To edit a note, click the text of the note, make your edits, then click [Update].

Saved search results gadget

The Saved Search Results gadget shows the real-time results of a saved search.

Add the gadget

1.
2

Open the Dashboard by clicking the eProsecutor Online logo at the top left.

At the top of the Dashboard, find the Dashboard button, and click the gear icon to show
the User Settings:

eProsecutor® Online

‘ WG[I(SDE:[CE w,e_lcnme’ admin DaShDDard + 3]
& Add l

Click [+] next to the Saved Search Results gadget:

Saved Search Results [ +] Display the latest results from a saved search

Click [Close Settings], following the list of available gadgets.

5. Find the Saved Search Results gadget, then click the gear icon to show the gadget

settings:

No Saved Search Selected

Configure the gadget by setting the Saved Search to use.

7. Set the number of results to show per page.

Click [ Submit].

Select Saved Search
Search Case - Open Criminal Investigations e v
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Use the saved search results gadget

The Saved Search Results gadget must first be added to the Dashboard and configured.
Once added, saved search results show on your Dashboard. Results can be used to:
1. Quickly link to associated search results.
2. Execute actions:
- Bulk schedule.
- Export case events.
- Join cases.

- Cash receipts.

Saved search gadget

The Saved Searches gadget shows a list of saved searches with the option to quickly run
or open them directly. The search can also be expanded to show the search parameters.

Add the gadget

1. Open the Dashboard by clicking the eProsecutor Online logo at the top left.

2. At the top of the Dashboard, find the Dashboard button, then click the gear icon to
show the User Settings screen:

eProsecutor® Online

‘ Wﬂrkspace w,e_lcome’ admin D'aShb'Dard + 3]
= Add l

3. Click [+] next to the Saved Searches item:

Saved Searches (1) o|® View your saved searches

Add a saved search

1. Navigate to a search in the system.

2. Fill in the parameters that should be included in the Saved Report.

- If you have a report you use constantly with slight variations, use a
O saved search to keep the settings that you use, and then do the fine-
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tuning as part of running the report.

3. Click the "save" icon at the bottom right of the search header. Type a name for the saved
search and click the save icon again.

v Search Case

Case Status Open v =-
Number
Received E to
Case Name Date
(B
e Case Type Criminal Investigation v =-

Search Reset Refine Output 25 perpage v Add Criteria v &  savedAs [~
Use the saved search gadget

The Saved Search Gadget must first be added to the Dashboard. Once added, Saved
Searches show on your Dashboard.

Name Search Last Used
°+ Bonds Search Case Nov 23, 2020 eb Run &% Open
— Open Criminal Investigations Search Case Nov 23, 2020 » Run & Open o
e in Cs002
in CT026

1. Each Saved Search is listed by name.

2. Saved Searches can be expanded to look at their saved parameters.

@ This feature is generally only useful for local administrators who can
- configure lookup lists.

3. Click [Run] to open and execute the Saved Search.

4. Click [Open] to open the Saved Search but does not execute it.

= This feature is useful when your Saved Search includes only the
O common settings for the search but needs to have changes made
hd before it is run.
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Searches

Top navigation search bar

Use the Top Navigation Search bar to find known Case numbers. The bar shows the top of
the all screens.

To open a known case in the Case View, search for the case number in the search bar.

 Online Prosecutor & 2 2 e 41 EXNID
I B Documents have not finished converting for this case.

Misdemeanor ~[20-386
2020-320 Blibdoolpoolp First Murderer ~ DRIVING WHILE LICENSE SUSPENDED, RI
Closed &

e Case numbers can be found in the title of the case in the Case Header.

Search controls

All searches listed in this section use the same set of controls:

Search Reset Refine Output 25 perpage v Add Criteria v

v O
O

1. Click [Search] to execute the search.
2. Click [Reset] to reset all parameters and controls to default values.
3. Click [Refine] to enable the Refine controls for all parameters.

4. Click [Output] to Configure search output. This configuration controls how results are
shown by ordering, hiding, and grouping fields.

5. Select the results per page.

25 per page W

50 per page
75 per page
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6. Select fields to configure Extra criteria that can narrow the search.

7. Click the Disk Folder icon to load a previously saved search.

@gﬁv

‘ Load Saved Search ‘

If you have run this search before and saved the search, you can load the search to run
it again.

8. Click the Disk Down Arrow icon to save the search to your Saved search gadget.

%@@

‘ Save Search ‘
Save a search so you can run it again later with the same parameters.

Refine controls

Refer to https://documentation.journaltech.com/eProsecutorOnline/user/searches/
advanced_search.html for more information.

Configure search output

Click [Output] to show the Result Columns dialog:
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Result Columns

Hide @@ show ©

Case Number

» Other Case Number(s)
Case Name

1 Case Type
Status

Received Date

000000
b 3

Group By © e

Done

You can configure the search result output with the following:

_—L

The list of columns to hide from the search results.

The list of columns to show in the search results.

Click to move selected columns from Hide to Show.

Click to move all columns from Hide to Show.

Click to move selected columns from Show to Hide.

Click to move all columns from Show to Hide.

Click to move selected columns up one slot. Only works in the Show list.

Click to move selected columns down one slot. Only works in the Show list.

© ©®© N O O M OD

Use the Group By dropdown to select a result grouping based on one or more search
parameters. The groupings and how they work differs between search types and
involved parameters.
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Group By @

i~ "

Case Number v

Case Name
| Case Type :
Status

Received Date

Select the desired parameter to group your results by in the dropdown.

Click the green [+] to add more groupings. When shown, click the red [-] to remove a
grouping.

Group By %;j?

Case Number v

Example of Group By results with Case Name and Case Type dual groupings*:

If grouping is used and there are multiple results which fall under the same grouping, an
expansion opens in the results to show all items in that group. This example shows that four
cases were found which match the same Case Title and the same Case Type:

Results 1 - 25 of 1,000 # 2 3l 1w
Case Name — ——pe Case Type — Count
—  The Path of Light Prince Escalus ~ Adult Criminal Conversion - 2010 Adult Criminal Conversion - 2010 4
O Case Number Other Case Number(s) Status Received Date
O 12-144 Prosecutor 2010-48 Closed 01/06/1997
O 12-149 Prosecutor 2010-53 Closed 04/18/2002
O 12-192 Prosecutor 2010-97 Closed 07/29/1991
O 12-345 Prosecutor 2010-250 Open 12/09/2005
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Extra criteria

Use the dropdown to select Case Id or Person Id, which adds the selected field to the
search form.

o The Additional Criteria dropdown only shows on the Search Case and
Search Person/Business searches.

In the following example, the Person Id is selected in the dropdown on the Search
Person/Business dialog. The selection add the Person Id field to the search form. The
Person Id is set to 2.

v Search Person/Business

First Name / Business Name

Name Type v,oo=-
Identification Type v o =-
Person Id 2 X p—

Search Reset Refine Output 25 perpage v Add Criteria| Personld

Results 1 -1 of 1

Name

Habbakuk Montano -

Results 1 -1 of 1

When the search executes, there is only one result because each Person Id is unique.

Search case

Use the Search Case screen to search for cases based on your search criteria. Navigate to
Left navigation > Searches & Reports > Search Case.
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"Search Case -f—

E-Search Person/Business

E-Search Justice Personnel

“Search Event
~Search Charge
~Search Document Discovery

~Search Task

~Search Email

Case Involvements
Case Lookup

~Caseload

~Case Involvements

Status

Parameters

v

Search Case

o Case Number o Status v =

o Case Name e Received Date E to -

© cCaseType v =

Search Reset Refine Output 26 perpage v Add Criteria v ) [ (=2

You can search for a Case with the following parameters:

1.

o

Case Number: Search cases by Case number.

2. Case Name: Search cases by name.
3.
4

Case Type: Limit results to the selected Case types.

. Case Id: Search for case records by case id. This is a special field added using Add

Criteria. For more information on Criteria, refer to
https://documentation.journaltech.com/eProsecutorOnline/user/searches/controls.html.

Status: Limit results to selected statuses.

6. Received Date From/To: Limit results to date ranges.

If you would like to change how parameters are being matched, refer to
https://documentation.journaltech.com/eProsecutorOnline/user/searches/
controls.html.
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Search person/business

Use the Search Person/Business screen to search for a Person or business based on your
search criteria.

Navigate to Left navigation > Searches & Reports > Search Person/Business.

~Search Case

=-Search Person/Business
Case Involvements
~Case Lookup
=Search Justice Personnel

Caseload

~Case Involvements
~Search Event
~Search Charge

~Search Document Discovery
Status

~Search Task

~Search Email

Click a result to show the associated personnel record.

Parameters

~ Search Person/Business

o First Name / e Last Name
Business Name
_ (6 ) Status Active v o =-
e Name Type v =7
_ o Identification
o Identification Vo= Number
Type
@ Date Of Birth @
Search Reset Refine Output 25perpage v | Add Criteria v () (7 (=%

1. First Name / Business Name: Search for a Person or Organization by first name.
2. Name Type: Limit results to the selected name types.

3. ldentification Type: Limit results to selected Identification Types.

4. Date Of Birth: Limit results to a birth date.
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5. Last Name: Search for a person/business by last name.
6. Status: Limit results to selected statuses.

7. ldentification Number: Search for a person/business by identification number.

Refer to https://documentation.journaltech.com/eProsecutorOnline/user/searches/
controls.html for more information on refining searches.

Search justice personnel

Use the Search Justice Personnel screen to search for justice personnel, for example, legal

staff or defense attorneys. Navigate to Left navigation > Searches & Reports > Search
Justice Personnel, but do not select Caseload:

~Search Case
ElSearch Person/Business
é""Case Involvements
E""Cas& Lookup
="Search Justice Personnel
é""Caselnad
5""Case Invalvements
~Search Event
~Search Charge
~Search Document Discovery
Status
~Search Task

~Search Email

Parameters

v Search Justice Personnel

mn
‘

First Name Role v

Last Name

Search Reset  Refine  Output = 25perpage v C & B O

1. Role: Limit results to the selected role types.
2. First Name: Search for justice personnel by first name.

3. Last Name: Search for justice personnel by last name.
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4, Status: Search for justice personnel by status (Active, Inactive, or All).

Refer to https://documentation.journaltech.com/eProsecutorOnline/user/searches/

controls.html for more information on refining searches.

Search justice personnel caseload

Use the Search Justice Personnel Caseload screen to search for justice personnel, for
example, legal staff of defense attorneys, by Case. Navigate to Left navigation > Searches

& Reports > Search Justice Personnel > Caseload.

~Search Case

=-Search Person/Business
Case Involvemnents
Case Lookup
=Search Justice Personnel

Caseload  -if—

~Case Involvements

~Search Event

~Search Charge

~Search Document Discovery
Status

~Search Task

~Search Email

Parameters

v Search Justice Personnel Case Involvements

o Role v

e Case Type v

11}
<

o Directory Person

n
‘

e Case Status

eReceived Date [ to E v

Search Reset Refine Output 25 per page v

1. Role: Limit results to selected role types.
2. Case Number: Search for justice personnel cases by Case number.
3. Case Type: Limit results to selected Case types.

4. Case Status: Limit results to selected Case statuses.
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Refer to https://documentation.journaltech.com/eProsecutorOnline/user/
searches/controls.html for more information on refining searches.

Search justice personnel case involvement

Use the Search Justice Personnel Case Involvement screen to search for justice personnel
involvements on cases. For example, when you need to find the most recent expert witness
involvement of a justice person.

To access the Search Justice Personnel Involvements' screen, navigate to menu:Left
navigation[Searches & Reports > Search Justice Personnel > Case Involvements.

Search Case

=-Search Person/Business
Case Involvemnents
Case Lookup
=Search Justice Personnel
Caseload

~Case Involvemen s
~Search Event

~Search Charge

~Search Document Discovery
Status

~Search Task

~Search Email
Fields
v Search Justice Personnel Involvements
o Role v = o Directory Person a a
e Case Type v = ° Case Status v =
© Received Date [ to E o~
Search Reset Refine Output 25 per page v

1. Role: Limit results to selected role types.
2. Case Type: Limit results to selected Case types.
3. Received Date: Limit results to cases received in a date range.

4. Directory Person: Limit results to selected Directory Person.
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5. Case Status: Limit results to selected Case statuses.

Refer to https://documentation.journaltech.com/eProsecutorOnline/user/searches/
controls.html for more information on refining searches.

Search event

Use the Search Schedule Event screen to find cases by scheduled events. Navigate to Left
navigation > Searches & Reports > Search Event.

~Search Case

=Search Person/Business
~Case Involvemnents
Case Lookup
ESearch Justice Personnel

~Caseload

~Case Involvemnents

" Search EVent stif——

~Search Charge

~Search Document Discovery
Status

Search Task

~Search Email

Parameters

v Search Scheduled Event

o Type v = e Status v =
@ StertDate’ to E @ Location a a
Search Reset Refine Output 25 perpage v [ (=3

1. Type: Limit results to the selected event types.

2. Start Date / To: Limit results to events in the date range. These are required fields.
3. Status: Limit results to the selected statuses.

4. Location: Limit results to a location.

Refer to https://documentation.journaltech.com/eProsecutorOnline/user/searches/
controls.html for more information on refining searches.
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VOCA report

The VOCA report includes complete victim information to help with the Victims of Crime Act
grant reporting. Use the VOCA Report screen to search for victim information to include in
the report. To access the VOCA Report screen, navigate to Left navigation > Searches &
Reports > VOCA Report.

‘Search Case
‘Search Person/Business
‘Search Justice Personnel

‘Search Scheduled Event

VOCA Report -

Parameters

Reports VOCA Report - VOCA Report

Input Parameters

@ start Date* 12/14/2020 D)

End Date* 12/18/2020 e
e Show Details O
°0utput Format pf

Run Run in New Tab Run & Archive H Save As = Open

_—l.

Start Date: Limit victim information to be newer than the start date.

End Date: Limit victim information to be older than the end date.

Select Show Details to generate navigation links for cases or names in the report.
Output Format: Select the desired file type for the report.

Click [Run] to generate the report and show it in the current browser tab.

Click [Runin New Tab] to generate the report and show it in a new browser tab.

Click [Run & Archive] to generate the report and archive it.

O N O 00 bk~ OD

Click [Save As] to save the report to your saved reports.
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Cases
Cases are the main workspace for the majority of daily tasks. A case keeps track of:

« Who: case-involved people like prosecutors or defendants.
« What: charges against the defendant.
« When: the date of occurrence or events.

* Where: the location.

These data points (and more) make up a typical case.

Case folder views

The Case Folder View has all information about the case, including:

 Involvements.

Connected cases.

« Justice personnel.

Case status history.

Special status on the case.

There are three ways to reach the Case Folder View:

eProsecutore Online Prosecutor

B Documents have not finished converting for this case.

. Received 102501
<@ Juvenile ~ 12-3
12-04 Sargonnas Roderigo ~ PETIT LARCENY
2012-165 Ofidammara Sealed | = in -
Pars S
2012295 Moradin Laetes || Summary | - ements | - | vitm | - | oiscovery - | Financias ivestigation - | Tasks - | Commumcation - nancials |~ | Repor
~un
2015-1 Maglubivet Horatio |~ Involvemens.
s X
ovet Somnches Type Person Contact Information
 E8 Wy Notebook Juvenile Roderigo, Sargonnas & 242 Swashbuckler street, McGill NV 89318 [Physical Address] null

. (543) 503-823 [Home Phone]

Defendant Mercutio, limater & race, Las Vegas, NV 89146 [Physical Address] null

Complainant Montague, Dol Arrah & & 140 Mastermind way, Pahrump, NV 89060 [Physical Address] null
. (3) 786-583 or

v Case Numbers

Type Number Agency
Court V1201002 Seventh Judicial District Court
Law DR 930-11 White Pine County Sheriffs Office
Prosecutor 12:04 White Pine County District Attoney
Justice Personnel

Role Person Status.

Deputy District Attorney Macbeth Esq. Bane f2. Current

Deputy Ophelia, Gruumsh 22 Current

~ Case Status History

Status. Begin End Note
Closed 6/12/12 406 PM 8114119 10:26 AM Case Status Change
Sealed 8114119 10:27 AM 32110 1200 AM Case Status Change
°

1. Through the Case Search found in the Left navigation > Searches & Reports > Search
Case and filling in case information.
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2. If the current user has assigned cases, the view pops up in Workspace > Recent Cases >
Select Case.

3. Clicking the most recent case in the top right corner.

Create a case

Creating a case can be done by navigating to Left navigation > Add Case and selecting the
case desired from the menu options. Case numbers are generated by eProsecutor Online.
Fields that are marked with a red asterisk are required before saving.

eProsecutore Online Prosecutor &8 20 4

Add Adult Case

~ Case Information

Received Date” 1200172020
Case Type™ -
Status® oPEN

Status Date” 12012020
~ Defendant

Person” + a a

~ Law Number

Number

Agency . a
SSRSWidget There was an error rendering the SSRS widget, please see log for more details.

& Save & Open | W Save & AddAnother | 4= Back & saveforLater &5 Open

Delete a case

Deleting a case can be done on the Case Folder View by clicking Summary > Update Case
Information and clicking [ Delete Record] in the lower right corner.

eProsecutor® Online Prosecutor & B 4 o 1 EXNEEEEN

432B ~ 12-1
20116
Open &

012372008
328 e -
Status” Open

Status Date” 061062003

BsavesBack @ ¢Back ¥ B Delete Record

For more information on accessing the case folder view, refer to
https://documentation.journaltech.com/eProsecutorOnline/user/cases/index.html.
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Seal case

A case sealing can be added by accessing Summary > Add Case Special Status on the
Case Folder View. For information on how to access the Case Folder View, refer to
https://documentation.journaltech.com/eProsecutorOnline/user/cases/index.html.

Fields

eProsecutore Online Prosecutor e B s0 4 R
T

@ ™ Confidential | J Collections

Q Searches & Reports

e

BesalN - o E
Category .

S Value

A To startDate @) 12012020

« EndDate @)

B Save &Back | W Save & AddAnother | 4= Back

1. Status: the status of the seal.
2. Start Date: The date the seal goes into affect.

3. End Date: The date the seal is removed. If end date is left blank, the case is sealed
indefinitely.

o Only individuals with the seal authority are able to seal a case.

Case involvements

The Case Involvements page shows all the individuals involved in a case (including
directory personnel, defendant, victim).

Case involvements can be found under the Case Involvements tab in of the Case Folder
View. For more information on navigating to the Case Folder View, refer to
https://documentation.journaltech.com/eProsecutorOnline/user/cases/index.html.
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eProsecutore Online Prosecutor 8B aed February 3, 2021

i Workspace BiDocuments have not finished converting for this case. &-Financials conversion items remain to be processed.

A Gase 432B ~ 12-1

Recelved 0112308
Next &

Q searches &Reports 2011-6 Atorney NA

Search Case Open (& Defense NiA
‘Search PersonBusiness
8 Search dustce Personnel

Search schecued vent (| Summary < | Gave tvemerts | - Fie vt | - | ooy~ | Frereies |~ | imvestomton | - Commuricaton |« | NoFmarcios ~
VocARepot
I Cashier
~ Primary Involved Party

e Accouniing

Type Person Contact Information Status Arrest Date
$ Financial Setup =

Juvenile Defendant Bemardo, Loviatar & & # 239 Long Death avenue, ELY, NV 65132 [Mailing Address] null Current 5/15/12

 System Setup
« Invalvements

#* System Administration
Type Person Contact Information status
(% System Admin —
Executive Legal Assistant Marcellus, The Siiver Flame & & A 161 llusion terrace, Ely, NV 89301 (Work Address] null Curtent §/17/12
\ Tools. , (542) 82-139 [Work Phone]
. (541) 111-324 [Cell Phone]
« & Balthasar4271@hotmail.com [Personal]

8 Balthasar313a@gmail.com [Work]

Mother Reynaldo, Skerrt & 132 Arcane Trickster street, Test, NV 23452 [Physical Address] null Current 713112
Father Malcolm, The Fury A 9 Soulknife terrace, EightBall, NV 88888 [Physical Address] null Current 7/3/12
. (275) 722-909 [Work Phone]

Victim Reynaldo, Skerrit & & & 132 Arcane Trickster street, Test, NV 23452 [Physical Address] null Current 6/26/12
Petitioner First Witch, Onatar & & A 7 Wild Soul boulevard, Test, NV 86753 [Mailing Address] null Current 7/6/12
Guardian ‘Second Witch, Olidammara & & # 179 Onomancy boulevard, Elko, NV 89803 [Mailing Address] null Current 7/6/12

#4341 Rogue stret, ko, NV 89801 [Physical Address]

Updates

eProsecutore Online Prosecuto &6 B2 a04 Febuary 2, 2021

= Add Case 4328 ~ 12-1 Received 0123105
Next NIFA
Q Searches & Reports 2011-6 Atormey WA
Open[@ Defense HiA

"
. Summary  w l Case Involvements  » | Victim -[ Charges l Events = [ | i -
SRR J Bernardo, Loviatar & &

et 00
~ Primary Involved Party
s e Type Person /Zunlact Information Status Arrest Date

Seaurty Juvenile Defendant o & 239 Long Death avenue, ELY, NV 65132 [Mailing Address]  Current 5/15/12
null

“Lookup Lists
Document Defiitions

¥ Directory
~ Involvements
+ Statutes
e Gadget Type Person Contact Information Status
Manage Special Staiuses Execuive Legal Assistant Marcellus, The Silver Flame & €8 & 161 llusion terrace, Ely, NV 89301 [Work Address] null Current 511712 B
# Calendar Admin X, (542) 82-139 [Work Phone]
& Report Admin A, (541) 111-324 [Cell Phone]
SSRS Reports & Balthasar427 1@hotmail.com [Personal]
& Balthasar3139@gmail.com [Work]
% System Admin — -
Mother Reynaldo, Skerrt & & 4 132 Arcane Trickster street, Test, NV 23452 [Physical Address] null Current 713112
A Tools Father Malcolm, The Fury & & A 9 Soulknife terrace, EightBall, NV 88888 [Physical Address] null Current 713112
¢ X, (275) 722-909 [Work Phone]
Victim Reynaldo, Skerrt & & & 132 Arcane Trickster strest, Test, NV 23452 [Physical Address] null Current 6/25/12
Petitioner First Witch, Onatar & & & 7 Wild Soul boulevard, Test, NV 85753 [Malling Address] null Current 7/6/12
Guardian Second Witch, Olidammara & # 179 Onomancy boulevard, Eko, NV 89803 [Mailing Address] nul Current 7/6/12

& 341 Rogue street, Elko, NV 89801 [Physical Address] null
X, (492) 404-437 [Cell Phene]

Witness. Gregersen, Bob & & 111521

~ Justice Personnel

Role Person Status Assigned Date

Deputy Bianca Esq., Tempus 2. & Current 5M7/12 B
Nevada State Deputy Public Defender Sampson Esq., Ralishaz % & Current 618/12 B

Deputy Reynaldo, Skerrit 2 & Current 2

Judge Laertes, Obad-Hai { & Current 727112
Deputy Cool, Somebody %2 & Current 11521 ]

1. Involvements can be updated by clicking the involvement type, which shows the Update
screen where you can change the involvement type, person, status and more.

2. The person/directory person record can be shown by clicking the person icon.

3. Click the folder icon to show a dialog with all involvements of the selected individual in
the current database.

Refer to Person and Directory person for more information.
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Victim

The Victim tab on the Case Folder View shows all case information about the
victimizations, special classifications, and services provided to victims.

eProsecutor® Online ESLGRIMES 8B Ao 1 December7, 2020

State Jail Felony ~ 20-499 o
- Chislev Malcolm ~ FORGERY. 2000003030 Attorney NIA
Count 132.21(d) PC FORGERY. Defense N/A

Pending Grand Jury [

INEFON  ocAReporing @ Add Vicimization

o ~ Victimizations © Add Special Classification
‘Searches & Reports ©dd service @ Date Reported

I Cashier Paris, Hextor [VIC] &

&= Accounting

~ Special Classifications

$ Financial Setup
Date Reported

+# System Setup

Paris, Hextor [VIC] &

+# System Administration

(2 System Admin v services

A, Tools Date Reported #Provided

Paris, Hextor [VIC] &
“«

The Victim tab can be accessed by clicking [ Victim].
Refer to Case folder views for more information.

Victims can have many things added to them for VOCA reporting. In the Case View, there
are three items that can be added for automatic generation of the VOCA report:
1. Add Victimization: Adds victimization type.

2. Add Special Classification: Adds a special classification of victimization, for example
Homeless, LGBTQ, Veteran, and others.

3. Add Service: Add a service provided to the victim.

Refer to VOCA report for more information.

Charges

Charges can be accessed by clicking the Charges tab in the Case Folder View. Refer to
https://documentation.journaltech.com/eProsecutorOnline/user/cases/index.html for
information on how to navigate to the Case Folder View.

The Charges screen shows charges connected to the defendants on a case. The screen
also includes plea offers, sentencing, charge characteristics, intoxicants, and exhibits. All
this information can be updated by clicking the links next to the data:
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eProsecutore Online Prosecutor

B Documents have not finished converting for this case.

Received 10/25/01 XwD

Juvenile ~ 12-3 Mo
12-04 Sargonnas Roderigo ~ PETIT LARCENY Attomey NIA
Sealed & Detense A

summary - | Case Involvements - | Vieim

Count Offense Date

& Roderigo, Sargonnas [CIT11] &

A
Count 1 DCC 9.205.240 PETIT LARCENY

081271991 - 032212010 Admitted Defferred Prosecution

Location: Ridley's Market

Other options can be selected from the Charges tab dropdown, including:

_—L

Add Charge

Charging Decision

Add Plea

Add Charge Characteristic
Add Charge Intoxicant
Add Exhibit

Dispose Charges

Sentencing

© ®© N O OO~ O

Update charges
For more information on Charging, refer to Charging.

Add items

When adding charges, pleas, exhibits, or other items, a defendant must be selected from
the dropdown, then fill in the required fields marked with an asterisk.
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Juvenile ~ 12-3
12-04 Sargonnas Roderigo ~ PETIT LARCENY Attomey NIA

Sealed @ Defense N/ P

summary - | Case invoivements - | vicim - arges | - | Events - | Fiecanet - | Discovery ~ | Financials - | investigation

Add to Roderigo, Sargonnas [CIT11]

Count Number* @
Offense Date*
Offense End Date
Statute” a a
Keywords No Keywords
Stage Added” Referred from Law Enforcemen
Inchoate
Notes
y
~ Victim(s)

~ Location
Location

Location Jurisdiction

Location Notes

~ Case Numbers

O Court JV-1201002
O Law DR 930-11
O Prosecutor 12-04

k¥ Save 8 Back W Save & Add Another 4= Back

Exhibits

Exhibit tracking is vital for prosecutors. It is required for legal compliance, integrity of
evidence, and chain of custody. Once an exhibit is added:

* You can track the exhibit location and status throughout the life of the case.

« The Charge Folder View shows the exhibit and tracking information:

v Exhibits
Type Description Received Status Status Date Notes
g (EX-1) Weapon eKnife QJ8/14/2024 ijen a08/14/2024 Q(nife found at the scene by Officer Smith.
08/14/2024 Sune Lennox Checked Out 08/14/2024 Sent to the lab for processing
08/12/2024 Evidence Storage Checked In 08/12/2024

Figure 1. Exhibit and exhibit tracking information.

_—l.

Exhibit Number and Type
Exhibit Description
Exhibit Received Date
Exhibit Status

Exhibit Status Date
Exhibit Notes

N OO o M WO

Exhibit Tracking information shown with the most recent records first:
a. Exhibit Tracking Entered Date
b. Exhibit Location
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c. Exhibit Tracking Status
d. Exhibit Tracking Status Date
e. Exhibit Tracking Notes

Events

Events can be accessed by clicking the Events tab in the Case Folder View.

EiDocuments have not finished converting for this case. I &-Financials conversion items remain to be processed. _

Received 01/23/08 X B
432B ~ 12-1 .
Next N/A
2011-6 Attorney NJA
Open = Defense N/A e

Type Date Category Related Justice Personnel Related Involvements Notes
Status Hearing 12/25/12 9:19 AM ]
Evidentary Hearing 8/3/12 9:34 AM ]
Bench Trial 7/6/12 3:57 PM B
Bench Trial 7/2112 11:07 PM ]
Disposition Hearing 6/28/12 11:31 AM ]
432B Review Hearing 6/12/12 11:16 AM ]
Status Hearing 5/15/12 4:33 PM Tempus Bianca Esq. Loviatar Bernardo B

]

Refer to Case folder view for more information.
To add an event:

1. Click the Events dropdown and select Add Event:

EIDocuments have not finished converting for this case. I &-Financials conversion items remain to be processed. _

Received 01/23/08 p=@id ]
432B ~ 121
NextN/A
2011-6 Attorney NiA
Open [ Defense NiA amn o

summary ~ | Caselnvolvements ~ | Viem ~ | Charges ~ || Events ~ | FileCabinet ~ | Discovery ~ | Financials ~ | Investigaton «+ | Tasks ~ | Communication ~ | NCFinancials ~ | Reports

Add Event

Type Date Category Related Justice Personnel Related Involvements Notes
Status Hearing 12/25112 9:19 AM B
Evidentary Hearing 8/3/12 9:34 AM B
Bench Trial 716112 3:57 PM B
Bench Trial 712112 11:07 PM B
Disposition Hearing 6/28/12 11:31 AM B
4328 Review Hearing 6/12/12 11:16 AM 7]
Status Hearing 5/15/12 4:33 PM Tempus Bianca Esq. Loviatar Bernardo B

©

2. Fill out the Add Event screen.
3. Click [Savel.

After the creation of an event, a user can edit and add notes. Notes can be added by
clicking the notes icon for the corresponding event, shown in green:
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EiDocuments have not finished converting for this case. I &:-Financials conversion items remain to be processed. _

Received 01/23/08 B
432B ~ 12-1 Mot A
2011-6 Attorney NIA
Open (& Defense NIA

Summary v l Case Involvements v l Vietim l Charges ~ l Events vl File Cabinet vl Discovery vl Financials vl Investigation vl Tasks VI Communication VI NC Financials 71 Reports _

Type Date Category Related Justice Personnel Related Involvements Notes

12125/12 9:19 AM E
8/3/12 9:34 AM =]
Bench Trial 716112 3:57 PM ]
Bench Trial 712112 11:07 PM B
Disposition Hearing 6/28/12 11:31 AM B
4328 Review Hearing 6/12/12 11:16 AM ™
Status Hearing 5/15/12 4:33 PM Tempus Bianca Esq. Loviatar Bernardo ™

°

Notes added on each event are also added to the case notes. Edit an event by clicking the
case type, shown in red, in the Type column.

Discovery

The Discovery tab in the Case View shows all the discovery packets, or sharable
documents, for public or external agency view. Discovery packets can be shown by clicking
the Discovery tab on the Case Summary screen.

eProsecutor® Online ESLGRIMES 8B a0 4 December, 2020

State Jail Felony ~ 20-502 e
- Auril Third Witch ~ lllegal Dumping Comm>200 Ibs or 200 Cft.2000006675 Attorney NIA
Q Searches & Reports Count 1 365.012(g)(2) lllegal Dumping Comm>200 Ibs

& Cashier Pending Grand Jury | &

&= Accounting

$ Financial Setup.

~ Disclosed ltems

+# System Setup
Packet Name Type Effective From Effective To Available on Portal
+# System Administration
Packet 0 Digital Zip 12107/2020
(% System Admin
Packet 1 Digital Zip 12107/2020 10128/2021
Packet 2 Digital Zip 12107/2020
Packet 3 Digital Zip 12107/2020
& Big Packet Digital Zip 12107/2020

Unknown Document (BEST TEST DOCUMENT EVER - Copy (6) - Copy.pdf)
Unknown Document (BEST TEST DOCUMENT EVER - Copy (2) - Copy.pdf)

Unknown Document (BEST TEST DOCUMENT EVER - Copy (3) - Copy.pdf)

For more information, refer to:

* https://documentation.journaltech.com/eProsecutorOnline/user/cases/index.html
» Create
» Discovery packets

Financials

Case financials consist of three different screens:
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eProsecutore Online ESLGRIMES January 27, 2021

&k Workspace . . Recsived 05/4/03 X&E
e wgre Tlans

[—— Next NIA

- — 1 ol . i o Atomey
Q searches & Reports a5 3 an L . - Defense
I Cashier Filed | &
&= Accounting

Summary l Case Involvements |~ ] Victim v] Charges | ~ ] Evenis ~ [ File Cabinet  + l Discovery  ~ l Financials | v- I Investigation = l Tasks | v ] Communication |+ ] NC Financials vl Repors

Financial Set
$ Financial Setup Case Ledger cash Receipts ()

‘Assessment Engine Case Ledger e

Agency Allltems ~ | AllTypes v
Historic Fmanc\also
~Bank .
Fines & Fees
Payment Methods
il Setup Date Fine/Fee Party/Payor Party Type Reference Amount Paid Balance
Conversion 01/15/21 L] i Defendant 67
#° System Administration Totals i [T B
 Tools
« Receipts
Date Receipt No. Type Till No & Status. Amount
01/25/21 GCDA-100000005.1 & & Payment 012521-1T-5 Closed

1. Cash Receipts
2. Case Ledger

3. Historic Financials

Cash receipts

Cash receipts are used by a financial user to open and balance tills. For more information on
cash receipts, refer to Cash receipts.

Case ledger

In this section, individual receipts can be printed and emailed to individuals.

eProsecutor® Online ESLGRIMES e B 4o 1 EEE January 27, 2021
& workspace N - Receivad 0514103 Kw®H
LEEF Ty R TN ] 13
™, Add Case Next N/A
I ik =R e ] e Attomey i

Q searches & Reports Defense
& Cashier Filed |3

L]
&= Accounting -

Summary  ~ [ Case Involvements  ~ l Victim - - l Charges = l Events « l File Cabinet ~ l Discovery l Financials | = l Investigation l Tasks - l Communication  « l NC Financials = l Reports

$ Financial Setup Erselennes

‘Assessment Engine

Agency Al ltems v | AlTypes v

Bank Fines & Fees.
Payment Methods

Til Setup Date Fine/Fee Party/Payor Party Type Reference Amount Paid Balance
Conversion 1 01/15/21 . - ey Defendant 67
## System Administration Totals 2
2 Tools
“ Receipts

o Date Receipt No. Type Till No & Status Amount
ot/25/21 GCDA -100000005.1 & Payment T

1. The Case Ledger Folder View shows the fines and fees associated with the current

2. User guide | 97 of 407




case.

2. Receipts for individual payments can be found under the fines and fees.

Historic financials

The Historic Financial Folder View shows all obligations attached to the case. The
obligations show the "original amount" and "balance at conversion" (If the eProsecutor
Online instance comes from a converted database). In the list, you can find the payments
and the full payment record by clicking the credit card icon (view payments) or the person
icon (full payment record).

January 27, 2021

& Workspace Received 05/4103

Next NJA
] e == Wy -DHEECE Attorney &
Q Searches & Reports == - Defense m=

™, Add Case

I Cashier Filed |5

=)

Summary v] Case Involvements vl Victim v] Charges v[ Events vl File Cabinet vl Discovery v[ Financials v] Investigation I Tasks vl Communication v] NC Financials vl Reports
% Financial Setup

o=
‘Assessment Engine

Agency Obligations

&= Accounting

Bank

Payment Methods Balance at
Till Setup Type Due Date Original Amount Cconversion Notes Creatad Last Updated

’
conversion 02/15/2013 e =3 02/01/2013 0200712014
#° System Administration

A\ Tools @ i MoreAdions @

«

Investigation

The Investigation Folder View shows all investigation requests, their status, and personnel
assigned to the task.

The investigation folder can be accessed on the case folder view by clicking the
Investigation tab.

Refer to Case folder view for more information.

Tasks can be added to the case and assigned to directory personnel. Once a task is
assigned to an individual, the case is added to their workspace with details about the
request.
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Internal Case Number: 24-36 XeB &

Civil
Received: 04/26/24
Doe, John Next: N/A
OPEN (04/26/24) = Attorney: NIA Admin  ~

Defense: N/A

Summary vI Case Involvements v I Victim vl Charges vl Events vI File Cabinet + l Discovery v l Invesu‘gauonﬂJ vl Tasks vI Communication vI NC Financials vI Reports

v Involvements Search
Type Person Age Contact Information
Defendant Doe, John &
(2]

Add an investigation request

Requests can be added by clicking the Investigation dropdown and selecting Add
investigation request. Required fields are marked with a red asterisk. Adding a task to the
request is optional.

Civil Internal Case Number: 24-36 MwBe @
i Received: 04/26/24

Doe, John Next: N/A

OPEN (04/26/24) 2 Attorney: NIA Admin

Defense: N/A

Summary vl Case Involvements vl Victim vl Charges vl Events vl File Cabinet vI Discovery vl Investigation El Tasks vl Communication vl NC Financials vl Reports

Add Investigative Request Y
<

v Request Details

Request Details*

Due Date* E3)
v Task LN

Type* -

Memo
© Task

&% save & Back [ Save & Add Another 4@ Back
Once a request is made it can be assigned to an individual.

Tasks

Tasks can be added to a case and assigned to an individual. To navigate to the tasks from
the Case View, click the Tasks tab.

Refer to https://documentation.journaltech.com/eProsecutorOnline/user/cases/index.html
for more information.

2. User guide | 99 of 407



https://documentation.journaltech.com/eProsecutorOnline/user/cases/index.html
https://documentation.journaltech.com/eProsecutorOnline/user/cases/index.html
https://documentation.journaltech.com/eProsecutorOnline/user/cases/index.html
https://documentation.journaltech.com/eProsecutorOnline/user/cases/index.html
https://documentation.journaltech.com/eProsecutorOnline/user/cases/index.html
https://documentation.journaltech.com/eProsecutorOnline/user/cases/index.html
https://documentation.journaltech.com/eProsecutorOnline/user/cases/index.html
https://documentation.journaltech.com/eProsecutorOnline/user/cases/index.html
https://documentation.journaltech.com/eProsecutorOnline/user/cases/index.html

B Documents have not finished converting for this case. &-Financials conversion items remain to be processed.
432B ~ 12-1 Received 0123108 X B
Next NIA
2011-6 Attorney N/A
Open|[& Defense N/A py—
Summary vI Case Involvements VI Victim vl Charges. vl Events vI File Cabinet vl Discovery vl Financials vl Investigation v[ Tasks I Communication vI NC Financials vl Reports

| Case Task saved successfully. |
Type Instructions Due Date Assigned To Complete
TK06 Sign 06/29/2012 Tempus Bianca Esq. ]
Review Review 10/23/2020 JW50 Fallback User 7]
[}

Add a task

Tasks are added by clicking the Tasks dropdown and selecting Add Task.

mvestgaton - | Tasks | || communicaton | - | nCFnancias | - | Repors

Add Task

Add Checklist

summary ~ | Caseinvovements ~ | Victim ~ | Charges ~ | Events ~ | File Cabinet

~ | picovery - | Financials

- Tasks carch
Type Instructions Due Date Status Assigned To Complete
Expert Notice Due Do the thing once N 10/05/2016 Completed Joel Gilespie [E3) O @ ]

In the Add Case Task screen, the required field to save is Instructions. Instructions are
shown to the assigned user in their corresponding workspace:

BEDocuments have not finished converting for this case. I &-Financials conversion items remain to be processed.
4328 ~ 12-1 Received 01/23108
Next NIA
2011-6 Attorney N/A
Open [E Defense NIA
e i i B O e o T o D T T

Task Type

Instructions*

Due Date £}

Assign To* © Add ltem

k¥ save & Back W@ Save & Add Another | 4@ Back

Updating the assignment also updates the assigned user in the workspace. You can also
update the assignment from the workspace. When complete, you can select the Complete
to remove the workspace item or use the Done result in the workspace.

Checklists

Checklists are a set of tasks and are configured by an administrator.

Add a checklist

Checklists are added to cases by clicking the Tasks dropdown and selecting Add
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Checklist.

v Tasks Add Checklist

Type Instructions Due Date Status Assigned To Complete

Search

Expert Notice Due Do the thing once N 10/05/2016 Completed Joel Gilespie [E3) O @ ]

The add checklist screen allows the user to select all the checklists or elements of the
checklist to add. Cases do not allow duplicate checklist items.

For example: a user adds item one from the checklist and clicks [ Save and Assign]. ltem
one cannot be added to the case a second time.

[[summary - csse monemens "~ T viem < | cnaves -~ [ evems - | e caonet - [ oscovens - [ rnancis < mestgston | s [~ | communcaton | wopnancias < T resons

Add Checklist

Checkiist

- El 1(3 items)
Instructions Description Due Assignment
al; | w [ Ja @
al: | O ]
af: | i — 8

0  Really Long Checkiist Name (4 items)
+

O New(2items)

‘ Save & Assign

Communication

The Communication tab has all documented communication between legal personnel and
involvements. Communications can be accessed by clicking [communications] on the
Case Folder View.

BDocuments have not finished converting for this case. I &sFinancials conversion items remain to be processed.

Received 01/23/08 X&®
432B ~ 12-1
Next N/A
2011-6 Attorney N/A
Open | & Defense N/A Admin

Summary vI Case Involvements v File Cabinet =+ Financials v

Tasks v Communication | v

Charges v Discovery v Investigation v

NC Financials =+ Reports
Type Date Related Justice Personnel Related Involvements
() Phone 5/17/12 2:03 PM The Silver Flame Marcellus '

©Additem [ i MoreActons v @

For information on how to access the case view, refer to
https://documentation.journaltech.com/eProsecutorOnline/user/cases/index.html.

The main area of the Communications tab shows all the documented communications
added to the case. To add an item, click [ Add Item] on top or bottom of the page:
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BlDocuments have not finished converting for this case. I &-Financials conversion items remain to be processed.

Received 01/23/08 ‘Z ﬁ '
432B ~ 12-1
Next N/A
2011-6 Attorney N/A
Open | & Defense N/A Admin | -

File Cabinet =+

Discovery v Financials =~ Investigation v Communication | v

Summary vI Case Involvements v Charges  ~

NC Financials =+

Reports

v
Type Date Related Justice Personnel Related Involvements
O Phone 5/17/12 2:03 PM The Silver Flame Marcellus '

OAdditem | B i MoreActions v @

Add item

When adding an item, a communication type must be selected, for example Fax, Letter, or
Phone. A date can be added to document the day and time of occurrence, and notes and
involved personnel:
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v

| ®|-

Date 5 PM ©
Conference in Chambers

Communication Email
Fax p
v Related Justice Personnel In Person
— Letter
L] [Deputy]
(] [Nevada State Deputy Publi " "°"€ -
[ [Deputy]
[J [Judge]
v Related Involvements (- +]

[ The Silver Flame Marcellus [Executive Legal Assistant]
[ | Loviatar Bernardo [Juvenile Defendant]

[ | Skerrit Reynaldo [Mother]

[/ The Fury Malcolm [Father]

[ Skerrit Reynaldo [Victim]

[ Onatar First Witch [Petitioner]

[ Olidammara Second Witch [Guardian]

© Related Involvements

k¥ Save & Back [ Save & Add Another = 4= Back

Non-collectible financials

The Non-collectible Financials Folder View shows all non-collectible financials with their
type, date, alleged amount, ordered amount and status.

. R d 01/13/21
Misdemeanor Class A ~ 21-506 .
Vader, Darth Attomney NIA
Count 1 22.07(c){2) TERRORISTIC THREAT AGAINST PU. Defense N/A

Open | &

Summary vl Case Involvements vl Victim vl Charges vl Events vl File Cabinet vl Discovery vl Financials vl Investigation -l Tasks vl Communication ~ | NCFinancials ~ | Reporis
R ESRED L eee——e——

Type Date Alleged Amount Ordered Amount Status

O Cash Bond 01/15/2021 100.00 100.00 Posted ]

The Non-collectible Financials Folder View can be accessed on the Case Folder View by
clicking the NC Financials tab. For information on navigating to the Case Folder View, refer
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to https://documentation.journaltech.com/eProsecutorOnline/user/cases/index.html.
Click the Type value on a row to edit that non-collectible financial.

Add a non-collectible financial

A non-collectible financial can be added by clicking the NC Financials dropdown and
selecting Add Non-collectible Financial:

nunication vI MC Financials vl Reports -
- Add Non Collectivie Financil -

A

Required fields are marked with a red asterisk.

N - | - .

w

Type® -
Date 01/M15/2021 [E
Alleged Amount

Crdered Amount

Status -
Title |Ce Non Collectible Financial ||
12pt v B I U & A v #&vizZ S
& Bv o i

Add Note lcon

k¥ Save & Back  BBF Save & Add Another 4= Back

104 of 407 | 2. User guide



https://documentation.journaltech.com/eProsecutorOnline/user/cases/index.html
https://documentation.journaltech.com/eProsecutorOnline/user/cases/index.html
https://documentation.journaltech.com/eProsecutorOnline/user/cases/index.html
https://documentation.journaltech.com/eProsecutorOnline/user/cases/index.html
https://documentation.journaltech.com/eProsecutorOnline/user/cases/index.html

Case notes

Case notes can be accessed and added by clicking the page icon in the upper right hand
corner of the Case Folder View. For information on how to navigate to the Case Folder

View, refer to https://documentation.journaltech.com/eProsecutorOnline/user/cases/
index.html.

eProsecutore Online Prosecutor e B se4d
BDocuments have not finished converting for this case.

Juvenile ~ 12-3 n:w.mmw

12-04 Sargonnas Roderigo ~ PETIT LARCENY
Sealed| =

Type Person Contact Information
= Accoun Juvenile Roderigo, Sargonnas & A 242 Swashbuckler street, McGill, NV 89318 [Physical Address] nuil
$F - . (543) 503-823 [Home Phone]
 Syster ~ Case Numbers
 Syster ation Type Number
% Syst Court V1201002

Law DR 930-11
o Prosecutor 1204
“

- Just nnel

R Person Status
D ict Atorney Macbeth Esq. Bane &2 Current
Deputy Ophelia, Gruumsh & Current

+ Case Status History
Status Begin End Note
Closed 6/12/12 406 PM 8114119 10:26 AM Case Status Change
Sealed 814/19 1027 AM 3121110 1200 AM Case Status Change

°

Once clicked, a dialog is shown with options to add, print, and edit notes:
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Note for 12-3: 12-04 Sargonnas Roderigo ~ PETIT LARCENY| = o

Search hil Q =+ Add Noie I -

Add Note
Title
12pt ~ B I ¥ & Av£LviZ = LB UOE0O
Add Tags n
o Todo
2 Frivate o o o
e Save & Close B Save X Close s m in || =

B 12-3: 12-04 Sarqonnas Raderigo ~ PETIT LARCENY

Supervision and Consent Decree filed on 02-08-2012.Motion and Order to Dismiss Juvenile Petition filed on 06-12-2012. Juvenile
successfully completed the peried of informal prebation.

_—l.

Click to close the dialog and open the case notes in a new browser tab.
Click to add a new note to the case.

Click to open a printable screen with the case note.

Click a case note to edit it.

Click to select the note background color.

Click to add a macro to the note.

2
3,
4,
5.
6.
7
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Case ticklers

A Case Tickler is a reminder system built into eProsecutor Online to give reminders of
important dates. A tickler is set from the Case Header and allows users to configure the
number of days in the future or an expiration date. On the expiration date, an alert is
generated in the system with the reminder text.

Create a tickler

* Open a case.

» Click the Tickler icon in the Case Header.

; RO ]m
- Internal Case Number: 19-208
Misdemeanor Class B Receiven 101710

Banquo, Boldrei ~ POSSESSION OF SUBSTANCE IN PENALTY GROUP PG 2-A <20Z Next: NIA

Count 1 481.1161(D)(1) HSC POSSESSION OF SUBSTANCE IN PE... - Conviction Attoney. NIA
Defense: Tybalfo, Prince Escalus

Open (12/18/09) | &

The Tickler icon color updates to give quick information about tickler status:

Icon Description

TN Gray: No active or expired ticklers exist
on the current case.

L Green: There is an active tickler on the
current case.

™

n

Red: There is an expired tickler on the
current case. Once the generated alert is
dismissed, or deleted, the color reverts to

gray.

¢T iy
'_

n

« Clicking the Tickler icon opens a window showing all the current case ticklers. From this
screen, a user can also edit or delete existing ticklers.

Case Ticklers for 13-1337: - Auril Balthasar ~ CRIMINAL MISCHIEF >=$50<$5001300006590

admin 09/27/23, due 10/17/23 & ol

Filing deadline

Results 1-10f 1

Add Case Tickler
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« Click [Add Case Tickler]. This opens a dialog to add a new tickler:
- Optional: set the number of days out. This populates the Expire Date field.
- Set the Expire Date field. This is the date an alert is generated using the Reason.
- Set the Reason field. This is the message to show with the alert.

+ Click [Submit].

Show existing ticklers

Use one of the following approaches to show an existing tickler:

» Open a case and click the Tickler icon.

« Use the Case ticklers gadget on the Dashboard.

Person

In eProsecutor Online, there are two types of people: a Person and Directory Person. A
Person is anybody who is a defendant or involvement. A Directory Person is someone
working in the judicial system, including law enforcement, legal personnel, and judges. In
eProsecutor Online, a Person is indicated by a single-person icon:

A Directory Person is indicated by a double-person icon:
Deputy Reynaldo, Sker Current

Access the Person Folder View by clicking the Person icon, or clicking a Person in the
Person/Business search.

The Person view is split into five different sections:

1. Summary: Shows basic information on the selected individual, for example First Name,
Last Name, DOB, and Address.
2. File cabinet.

3. https://documentation.journaltech.com/eProsecutorOnline/user/person/
relationships.html.

4. https://documentation.journaltech.com/eProsecutorOnline/user/person/
historical_financials.html.

5. Person reports.
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The Summary Folder View shows all general information about the individual:

. Date Of Birth 03/13/89 Gender Male
o Skerrit Reynaldo

Summary | v File Cabinet ~ Relationships ~ ~ Historic Financials Reports

Person Summary @

v Person
First Name Last Name Middle Name Status
Skerrit Reynaldo =3

v Profile
DoB Gender Hair Color Eye Color Height Weight Ethnicity
03/13/1989 Male

v Address
Address Type Address City State Zip Status Notes
Physical Address 132 Arcane Trickster street Test Nevada 23452 =33

(]

Create

A Person can be created while adding defendants or involvements to a Case. Click [+] to

create a new Person:
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Add Adult Case

~ Case Information

Received Date* 110212020
Case Type* Bl -
Status® OPEN -
Status Date™ 11/02/2020

~ Defendant

Person® a a

+ Law NMumber

Number
Agency a @
5 save & Open  [BF Save & Add Another  4m Back k& saveforLater B Open

After saving, you can add a Person to cases. Click the Search icon and find the stored
person:

Involvement Type* E -
Person® + a
Status -
Start Date 11/05/2020

Involvement Number

Notes

B+ Save & Back B save & Add Ancther 4= Back
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Delete

Deleting a Person can be done using the Person Folder View, accessed by clicking the
person icon in a Case view:

1. Click Summary > Update Person.

2. Click [Delete Record] in the bottom right corner of the screen:

Update Person @

» Person Type

~ Person Information
First Name* Last Name™*

First Last
Middle Name Name Prefix
Middle -
Name Suffix
Date Of Birth 12112/1904 E Gender
Female -
Hair Color Eye Color
Height Weight
Ethnicity Primary Language
White - -
~ Image
Image Choose File | No file chosen
B+ Save&Back & & Back [ & Delete Record | | @
Merge

When multiple records of the same individual exist in the system, those records can be
merged into one Person record. Merging Person records can be done in the Person Folder
View, in the Summary dropdown by selecting Person Merge. To merge Person records, a
search level needs to be set to match potential duplicate records:

Level Search criteria

Level 1 Select to match first and last names.

Level 2 Select to match first, last, and middle
names.

Level 3 Select to match first, last names, and date
of birth.
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Once the search is complete, select the Person records to merge, then click [Merge]:

@ First Middle Last
Summary | - File Cabinet Relationships | « Historic Financials Reports
Level 1 - Search persons with same first and last name x v

| PersoniD First Name Last Name Date of Birth Status -

Search Results

34 First Last ACTIVE

The Person Bulk Merge Confirmation dialog opens, so you can review to ensure no errors
have occurred:

I

Person Bulk Merge Confirmation

ID First Name Last Name
Person Bulk Merge Main Person

32 First Last

List Of Merged Persons

34 First Last

Click [Merge] to merge the records.

Historical Financials

The Historic Financials screen shows payments made to an obligation by an individual and
information about the payment: payment type, amount, reference number, date received,
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and receipt number.

Show the Historical Financials screen by clicking the Historic Financials tab in the Person
Folder View. For information on how to navigate to the Person Folder View, refer to
https://documentation.journaltech.com/eProsecutorOnline/user/person/index.html.

[ ] Sirrion Bahamut Lodovico
summary | - | Fie cabnet |+ || Reatonsips | ~ | Financas || Hstonc Fnancals || Repors [
Historic Financials @ % [
Paymens
¥ Type Amount Ref No. Date Received Status Receipt No. Received By Created Last Updated Notes
Money Order 205.92 = R1 0811712012 123 Marcellus, Kelemvor 08/17/2012
Check atsem R2 01281201 1204 Marcelus, Kelemvor ot2812013
Check 18.83 ™ R3 02/05/2013 1233 Marcellus, Kelemvor 02/05/2013
Check 28.25 % R4 03/18/2013 1244 Marcellus, Kelemvor 03/18/2013
Check 31.02= R5 05/15/2013 1245 Marcellus, Kelemvor 05/15/2013
Check 30.14 = R6 05/15/2013 1246 Marcellus, Kelemvor 05/15/2013
Check 2859% RE ) 1248 Marcellus, Kelemvor o720t
Check 2863 ™ R9 07/26/12013 1249 Marcellus, Kelemvor 07/26/2013
& o

Click = to expand the Payment Details dialog, showing the obligation type and case
number associated with the fine/fee:

Payment details for 123
Case Number Obligation Type Amount
13-01 Restitution $90.92
13-01 MERCHANT FEE $30.00
13-01 DA FEE $15.00
16-06 Restitution $25.00
16-06 MERCHANT FEE $30.00
16-06 DA FEE $15.00
OK
o For more information on financials, refer to Financials.
Relationships

Relationships between individuals can be added on the Person Folder View to show
relationships between involvements. The Inverse section can also be added to reflect and
save the inverse relationship on the counterpart.
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Update Person Relationship @
Relationship
Parent Person  Marcellus, The Silver Flame
Related Person® Tybalt, Boldrei <@ @

Type® Guardian * Start Date [
End Date [=]
nverse
ype® * Start Date =
End Date E
MNotes

Eesave&Back &  #Back [

Documents

There are many ways to interact with documents in eProsecutor Online. This section covers
using the Filing Cabinet on Case and Person views, plus using the document manipulation
tools. Document manipulation tools include printing, scanning, stamping, signing, redacting,
emailing, and annotating.

File cabinet

The https://documentation.journaltech.com/eProsecutorOnline/user/documents/
file_cabinet.html allows users to add, update and edit documents in the Case or Person
views.

Document generation

https://documentation.journaltech.com/eProsecutorOnline/user/documents/
generation.html allows users to generate documents based on document templates. These
templates can be automated, or allow user input to change the content of the template.

Document viewer

The https://documentation.journaltech.com/eProsecutorOnline/user/documents/
viewer.html makes it easy to review, stamp, redact, sign and annotate uploaded documents
in the Filing Cabinet.
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Document scanning

https://documentation.journaltech.com/eProsecutorOnline/user/documents/scan.html
allows the user to scan documents into a Case or Person Filing Cabinet.

File cabinet

This section describes the File Cabinet and its features. This includes the Case File
Cabinet and the Person File Cabinet.

The File Cabinet can be accessed from a Case or Person view with the tabs under the view
header:

~

Summary v Case Involvements « Victim Charges +« Events File Cabinet | « Discovery
[
N

File cabinet dropdown options: case and person

‘ File Cabinet ‘ : ‘ [

@ Add Case File(s)
e Generate Template

e Utilities e Bates Stamp
o Doc Viewer o Merge Documents

{

File Cabinet | = Relatio

S

Add Person File(s)
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1. Add Case File(s) or Add Person File(s): Open the corresponding form to insert a new
file.

2. Generate Template: Open the generation form to select and generate a document from
a template. Refer to https://documentation.journaltech.com/eProsecutorOnline/user/
documents/generation.html for more information.

3. Utilities: Expand to access Utilities.

4. Bates Stamp: Bates stamp your document.

Stamp Location Stamp Type

Name Date Created View Log

- ] Unknown Document (OWASP_Application_Security_Verification_Standard_4_0_2_en3220448081224638252.pdf) 12/14/20 Q

Ny Stamp

Select your stamp location and the documents to apply the stamp to, then click
[Stamp].

o Documents must be a PDF and have the Review Status set to Approved
for Disclosure to show on the list.

Once a document has received a Bates stamp, it cannot be stamped again.

5. Merge Documents: Merge documents. You can merge unrelated doc types to result in a
PDF.

m] Name Date Created File Type Id View
12/14/20 DOCX 28944 Q

12/14/20 PDF 28943 a

A

6. Document Viewer: View and edit a full preview of a selected file. Refer to
https://documentation.journaltech.com/eProsecutorOnline/user/documents/viewer.html
for more information.

7. Status: Limit results to selected statuses.
8. Received Date From/To: Limit results to date ranges.
Add file dropdown

The Case Add File and Person Add File forms are nearly identical. This section covers the
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Case Add File form controls. The same principles can be applied to the Person Add File
form.

Type* (1 ‘ .,

Date Filed © 2172020
Status e h
Location o h
Category e e
files
o

Select File(s)

+ Add fles =~ @ Cancel T Delete

v Note

e Title | Document Note ‘

12pt v B I Y5 Avaeviz iz

& Bv o 3
Add Note Icon

k¥ Save & Back | WF Save & Add Another @ Back =~ B Save & Scan

1. Type: set the File Type. This is unrelated to the file extension, for example .pdf.
Date Filed: set a filing date for the document. Select a date from the calendar dialog.

Status: set the document status.

A W

Location: set a physical location or identifier for the document. This field only shows on
the Case Add File form.

o

Category: set a document category.

6. Select File(s): By clicking [ Add Files], you can add one or more files to the case with
the same attributes you are currently entering. To select multiple files, in the dialog File
Selection window, use the Shift or Control keys while selecting rows. Press and hold
Shift to select a contiguous range of files. Press and hold Control to select individual
files.

7. In the Note panel, Title: set a title for the Note. This field only shows on the Case Add
File form.

8. In the Note panel, Content: set the content for the Note. The Notes section on the Case
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Add File form can have style, sizing, and highlighting applied. The Notes section on the
Person Add File form only supports a plain text Note.

File cabinet controls

Foider~ @) @ 2020-1 Olladra Lady Macbeth ~ EMBEZZLEMENT 5] ‘ Jsearch ] =R - 2 |

/m 2020-1 Olladra Lady
@ Vacbeth ~... (6) Documents

1. Folder: Add or delete a directory.

‘ Folder v(l]_rg

B Add
BEDelete

2. File Name: The selected filename. If no file is selected, the case or person name shows
here.

3. Search: Filter the files based on search criteria.
4. The List/Grid icon: Swap between List view and Grid view.

5. The Disk down arrow icon: Download the selected documents. You can [Control +
Click] to select more than one document.

6. The Plus icon: Add a document to the file cabinet. A document selection dialog opens to
allow you to select a document from your machine.

7. The Trashcan icon: Delete the selected documents from the file cabinet.

8. The Vertical Ellipses icon: Shows a dropdown with more file actions. Move a document
to a new folder or update the document definition of this document type.

= B o+ i\s@g

Move File To New Folder

Update Document Definition

For more information, refer to Document definitions.

118 of 407 | 2. User guide




9. Directory Structure: The directory structure shows the files and folders in this File
Cabinet. The parenthesis indicates the number of files in the file cabinet.

Update or edit file

Files can be updated by clicking the thumbnail name (when in thumbnail view), then change
the type, file, and filename.

Folder v 2011-6 Sear moe o+ § i

20116 (29)

Documents

File context menu

Right-click a document thumbnail to open a context menu. The context menu allows you to
move, edit, delete, and view the document.

Foider v 2011-6 Sex moe + ¥ i

20116 (29
8 @ Documents

=
&

I I
I I
I I
Complaint - FG- Complaint - FG- Complaint - FG- Police Report- Photo- Subpoena-
I I
I I
I I

o
3
o)
o
o
o
o
o
o
o

1}
1}
)
1}
|

1}

Document generation

Document Generation allows a user to generate documents from templates. These
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templates can be standalone without user input, or require input from the user to finish
generation.

Generate Form

o Form [ Affidavit of Service - Affidavit of Service (Jda 4): Affidavit of Service X v

AFF - Affidavit of Service - Affidavit of Service

No Reguired Fields

© Add Q Preview

1. Form: Select the document you wish to generate from the dropdown.
2. [Add]: Add a document to the Filing Cabinet.

3. [Preview]: Download a document for preview.
When generating a template, you can [ Add] or [ Preview] the document.

Click [Add] to generate and save the document to the filing cabinet of the current Case or
entity[Person] record. Click [ Preview] to generate and download an example file for review
before adding it to the Filing Cabinet.

My Notebook Generate Form

-
Gl Form Affidavit of Service - Affidavit of Service (Jda 4): Affidavit of Ser... x ~
Q searches & Reports

I Cashier AFF - Affidavit of Service - Affidavit of Service

& Accounting No Required Fields

$ Financial Setup

#* System Administration

‘\ Tools

«

Q Preview

&8 AFF (1).rtf

If a template requires user input or has dialogs, the user must enter data before the
document can be generated.
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Example Dialog

Finish Free Text

Numeric

DateTime

mm/dd/yyyy --:-- -- i
Checkboxes

Select all

Option 1

Option 2
Option 3

Once the user finishes entering the required data, the document is available in the Filing
Cabinet.

If the template requires no input from the user, the template generates and saves the
document to the Filing Cabinet without further interaction.

Document scanning

Document scanning allows a user to scan documents to a Case or Person record.

e The scanning app requires Java 8 to be installed.
Application

To start a scan:

1. Click the File Cabinet dropdown, then select Add Case File(s).

2. User guide | 121 of 407




File Cabinet @ = Discove

Add Case File(s) m

1 W/
2. Fill out the required form fields.
3. Click [Save and Scan].

If your browser supports launching Java apps, a message dialog opens:

Opening eCourt Scan Application (If it does not start automatically, click here)...Starting Print / Scan Service...

If your browser does not support launching Java apps, a message dialog opens:
Your browser does not support launching a Java application. The scan and print service cannot start automatically. To manually launch the service click here.

4. If an app does not launch, click one of the links in the message dialog.

5. Launch the downloaded Java app.

When the Java app is launched, the scan window opens.

o If you have a document already on a feeding scanner, the scanning app
may start to scan the document the moment the app opens.

Scanning controls
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eCourt Scan Now (15.24) on local[2020.19]: 20-1: 12/18/20 Unknown Document (2020-1 Olladra Lady Macbeth ~ EMBEZZLEMEN... — O x
Scan Now (ctr +space) I Al I First I Middie I Last I < I E I Go Non-Duplex - || RGB_8 « | LETTER [8.5x11.0] [ optons
o © © 0 6 0 0 0 o © ® ®

e |
® ® © © ’

Approve (ctrl +enter) I Clear / Reject (ctrl + delate) I Enter Batch (ctrl +b) I Al Pages +
scan complete; 1pages captured; 1 document (0) [memory usage =187, 5 MB]; delay=0 || —

[Scan Now]: Scan the current document to the screen for review.

_—L

[All]: All scanned pages.

[First]: Go to the first scanned page.

[Middle]: Go to the middle of the scanned document.
[Last]: Go to the last scanned page.

[<]: Go back one page.

[>]: Go forward one page.

[Go]: Go to the desired page of document. Enter number using dialog.

© © N o o M 0N

Tray Type: Select the type, Duplex or Non Duplex.

—
o

Color Settings: Select the scan color settings.

—
—

. Size: Choose the paper size.

—
N

[ Options]: Show advanced scanner options.
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|+ | SCANNER SETTINGS

Device Type TWAIN £
Device EPSON ES-200 w
Output Format PDF L)
PDF Image Compression 0.8
Page Size LETTER [8.5x%11.0] ~
Resolution 150 “
Bit Mode RGB_8 b
Show Scanner GUI NEVER v

[:] Duplex

Remove Blank Pages

View All Pages Before Approval

D Require Batch on Barcode Scans

[ ] Auto Generate Batch

Batch Type

Thumb Size 400

OK Cancel
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13. [Approve]: Send the scanned document to the Filing Cabinet.
14. [Clear / Reject]: Remove the current scan from the window and start fresh.

15. [Enter Batch]: Open the Batch window to group multiple scanned documents from this
session together.

|£: | ENTER BATCH X
Batch Document Count Page Count Start Time End Time

1 1 10:23 AM 10:23 AM

1 1 2:16 PM 2:16 PM

Batch Type: test

Batch: testJA201222-001 Auto Batch

==

16. Page Rotation: Select option to rotate document pages.

Document viewer

The Document Viewer allows you to open, view, and edit contents of a file in your web
browser.

The Document Viewer can be accessed from a Case/Person view by clicking the File
Cabinet dropdown, then selecting Doc Viewer.

File Cabinet

Add Case File(s)
Generate Template
Utilities

Doc Viewer
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Controls

Documents Qs » - + =) B & W Page 7 of 69 Go m @ » » £ &£ a =
© 6 0 606 06 00O 000600 0O

Annotations
5 @ouwese ¢ ¢ <¢BRB
= B 0 9 9
2020-1 Olladra Lady Macbeth... .
BB 12/14/20 Unknown p— @

[ 12/14/20 Unknown
Document [20-1]

1. The Stack of Document icon: Click to organize documents, move files,
add/remove/rename directories.

Organize Documents

& B3 2020-1 Olladra Lady Macbeth... Date

12/14/20 Unknown Document
(W) 12/14/20 Unknown Document

Filed By --

Rename

W Save O Add Folder

. The Double Arrows icon: click to show or hide the left sidebar in the viewer.

The Minus Sign icon: click to zoom out/decrease magnification of the document view.
The Plus Sign icon: click to zoom in/increase magnification of the document view.
The Printer icon: click to print the document. You can set the number of copies.

The Email icon: click to email the document in your default email client.

The Copy icon: click to copy text from the selected area in the document.

The Link icon: click to copy the document URL.

© ©®© N O O M O

The Download icon: click to download the document.

—
o

The Page Navigation: navigate to a page by entering a page number, the click [ Go].

—
—

. The Book/Paper icon: click to change views between reading view and document view.

—
N

The Left Arrow icon: click to show the previous document page.

—
@

The Right Arrow icon: click to show the next document page.

S

The Square Expand icon: click to toggle fullscreen mode.

15.
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The Double Arrows icon: click to show or hide the right sidebar in the viewer.




16. The Marker icon: click to show the Annotations panel in the right sidebar.

Annotations

“HBeoeoemrr
B © 0

St

Q
Find
test -
(page 1)
5:17 PM

Created annotations can be filtered in the Find bar.

17. The Stamp icon: click to show the Stamp panel in the right sidebar.

g || @ =

Stamps & Signatures
] Apply multiple stamps

< Apply Stamps

18. The Magnifying Glass icon: click to show the Document Search panel in the right
sidebar.
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g X Q =

Search

Test

This Document v

Full Text &8 Annotations

o 12/14/20 Unknown
Document (pg 2)
Testing Method

« 12/14/20 Unknown
Document (pg 2) As a
Guide for Automated
Unit and Integration
Tests

Search for terms in the full text content of the document and annotations.

19. The Square icon: click to show the Redact panel in the right sidebar.

128 of 407 | 2. User guide




je 7 of 69 Go m @ =» I » £ £ Q =

Document Redactions (126)
@ULUQSD Choose Redaction Color:

/ L Search & Redact

_h
e u-.-.-ue{:-ue

mraemers to defne, buid,

£ Redact The Current Page

& Redact Document

Redact a whole page or redact terms for the document. The preceding example
redacted the word test. Click [Redact Document] to apply redactions.

20. The Left Sidebar: The left sidebar shows the documents and folder structure. You can
filter documents based on your criteria in the Find bar.

21. The Right Sidebar: The right sidebar content changes based on the buttons you click:
Annotations, Stamps, Search, and Redact.

Discovery packets

Discovery Packets are Zip files that can be shared between agencies and people. In
{product,} Discovery Packets are shared using the Portal. The eProsecutor Online system
creates invites and sends emails to the end user inviting them to the Portal instance. The
invites are validated on the server and all permitted individuals can access Discovery
Packets on the case level.

In this section

* https://documentation.journaltech.com/eProsecutorOnline/user/discovery_packets/
create.html

Create

Create a Discovery Packet with the Case Folder View by clicking the Discovery dropdown,
then selecting Add Discovery Packet.
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eProsecutore Online ESLGRIMES 8B a0 d December7, 2020
Q

Searches & Reports Count 1 365.012(g)(2) lllegal Dumping Comm>200 Ibs Defense N/A

Admin v
Pending Grand Jury | &

summary |~ | caseimvovements v | vieim + | charges + | events |~ | Fie cavinet |~ | Discovery |+ | Financias | + | investgaton + | Tasts | communicaton | N Financals |+ | Repons

ce Personn
Sche - Add Discovery Packet
VOCA Report Jm

I Cashier

There are no Defense Representatives with Portal Access on this Gase, no email notifications will be sent.

&= Accounting
$ Financial Setup pascoverjien)
1 system Setup Packet Name* o]
Effective From* 1210712020 =)
4 System Administration
Effective To ®
OEEATTD Available on Portal Yes v

\ Tools
“«

Notes

v Documents

O Dpate Form Type  Discovery Document Name FiledBy FileType  File Size  Disclosed  Units  Unit Type
127120 4 Discovery Compliance PDF 947.0 kB ! !
127120 0 Discovery Packet PDF 25MB ! !
127120 0 Media Reports News PDF 331.4 k8 ! !

O 12720 0 Unknown Document PDF 313kB 10 Pages

0 12720 0 Unknown Document PDF 313kB 10 Pages

0 12720 0 Unknown Document PDF 313kB 10 Pages
Total 0B

Results 1-6 of 6

& save & Back | W Save &AddAnother 4 Back

For information on case navigation, refer to Cases.
On the Add Discovery Packet screen:

* Required fields are marked with a red asterisk.

» An effective to date can be added to limit the time the packet is available. If no time is
selected the packet does not expire.

« Documents can then be selected and stored as a Zip file.

Documents must be marked as approved for disclosure before a document
o can be added to a Discovery Packet. For information on how to mark a
document approved, refer to File cabinet.

Reports

This section describes various kinds of reports that can be generated by eProsecutor
Online:

* https://documentation.journaltech.com/eProsecutorOnline/user/reports/case.html

* https://documentation.journaltech.com/eProsecutorOnline/user/reports/financial.ntml

* https://documentation.journaltech.com/eProsecutorOnline/user/reports/person.html
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Case reports

eProsecutor® Online Prosecutor 8B sed

Q searches & Reports

I cashier

&= Accounting

$ Financial Setup

[ summay V] e

14 <oh of 1 > > O 100% v v =)

Case summary

MNews Gadget
Manage Special Statuses
Widgsts

Calendar Admin

1/22/2021 1:41:20 PM

Configuration Management
Reports Admin

(@ System Admin
“«

To show reports based on Case information:

1. Click the Reports tab in the Case Folder View.

O To navigate to the Case Folder View, refer to Cases.
w

2. Use the dropdown to select a report to show.

The system uses the caseld field in the Case entity to generate the report. When other
values are required, the system opens a dialog so they can be entered.

3. Once selected, the report shows after the dropdown.

o The administrator can set which report shows by default.

Default reports

Case summary

Shows a summary of Case components including involvements, charges, events,
documents, and communication.

Case involvements

Shows a list of involvements and justice personnel on a Case along with their contact
information.
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Case summary

This report shows a summary of Case components including involvements, charges, events,
status history, documents, communication, and tasks.

Header

The header of this report shows reference information about the Case. Most of the
information shows matches values shown in the header of the Case Folder View.

Involvements

Involvements
Primary Involvements o
Robinson, Tom Defendant
Other Involvements
Ewell, Mayella Victim

Justice Personnel
Finch, Atticus Defense Attorney
Kent, Clark Defense Attorney
Gilmer, Horace Prosecuting Attorney

The Involvements section shows the individuals involved in the Case. They are separated
into the following three groups:

1. Primary involvements. A Person is considered a primary involvement if their Case
involvement type has a Category of Primary.

2. Other involvements.

3. Justice personnel. This includes individuals working in the judicial system.

This structure matches how involvements are shown in the Case Involvements tab in the
Case Folder View.

132 of 407 | 2. User guide




om0

~| Primary Involved Party |{@ll

Type Person Age Contact Information Status Arrest Date

Defendant Robinson, Tom & 187 Sycamore. Maycomb, AL 36460 [HOME1] @
(251) 555-1234 [Cell phone] &
= tom@mockingbird.com [Email]

> Bail
~| Involvements é

Type Person Age Contact Information Status
Victim Ewell, Mayella & 7/26/24
Justice Personnel e
Role Person Status. Assigned Date
Defense Attomey Finch, Atticus f&. Current 4/26/24 ®B
Prosecuting Attormey Gilmer, Horace 8. Current 4/26/24 ]
Defense Attomey Kent, Clark . Current 7/26/24 ®B

Refer to Case involvements for more information.

Charges

Charges

Felony First Degree Felony  Lit something on fire

Count History: 06-03-101(a)~Arson, First Degree Change Type: Referred from Law Enforcement
Robinson,_Tom Defendant

The Charges section shows the charges connected to the defendants on the Case.
Charges are shown in the Charges tab in the Case Folder View.

|

~ Active Charges
Count Category  Offense Date Victim(s) Case Number(s) Plea Disposition
B Robinson, Tom [DEF] *

Count 1 06-03-101(a): Arson, First De.. Felony 02/14/2024 Court - TKAM-17

Refer to Charges for more information.

Events

EHEvents (2)

5152024 %:35:00 AM | Preliminary Hearing
Robinson, Tom (Defendant)
1211072024 10:00:00 AM | Preliminary Hearing | tsto

The Events section shows the past and future events linked to the Case. Events are shown
in the Events tab in the Case Folder View.
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- |

Type Date Location Category Related Justice Personnel Related Involvements

Preliminary Hearing 12/10/24 10:00 AM tsto

Preliminary Hearing 5/M5/24 9:35 AM Robinson, Tom [Defendant]

Refer to Events for more information.

Case status history

ECase Status History (1)
3r26/2024 | OPEN

The Case status history section shows previous statuses assigned to the Case and the
assigned date for each status. The status history is shown in the Case Status History
section of the Summary tab in the Case Folder View.

- -

* Involvements

» Justice Personnel

~ Case 3tatus History

Status Begin End Note

OPEN 1027/23 12:00 AM 10/27/23 827 PM

Filing cabinet

EFiling Cabinet (6)
{| Robinson, Tom ~ Arson, First Degres (6)
s DCOMPf | Default Complaint | 426/2024 1:33:15 PM | Complete
DOFFLET.rtf | Default Offer Letter | 4/26/2024 1:39:59 PM | Complete
5a DOFFLETT | Default Offer Letter | 6/28/2024 12:14:36 PM | Complete
o DPOSAT | Default Proof of Service | 4/26/2024 1:28:35 PM | Complete

test (4).nf | ActiveDocument | 7/25/2024 12:21:26 PM | Complete
_I_ TishPacket zip | Discovery Packet | 7/19/2024 | Complete

The Filing cabinet section shows the documents uploaded to the Case. Documents are
shown in the File Cabinet tab in the Case Folder View.

Refer to File cabinet for more information.
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Communication

HCommunication (2)

Tr24/2024 3:38:00 PM |
Robinson, Tom (Defendant)
Gilmer, Horace {Prosecuting Attorney) 4/26/2024 12:00:00 AM
Motes: testsetsdf

TI24/2024 3:39:00 PM |
Finch, Atticus (Defense Attormey) 426/2024 12:00:00 AM
Gilmer,_Horace (Prosecuting Attorney) 4/26/2024 12:00:00 AM

The Communication section shows documented communication between justice personnel
and involvements. Communications are shown in the Communication tab in the Case Folder
View.

e - I

Type Date Related Justice Personnel Related Involvements
Email 712424 338 PM Horace Gilmer Tom Robinson [J
call 712424 339 PM Horace Gilmer / Atticus Finch ®

Refer to Communication for more information.

Tasks

HTasks (1)

9192024 | | New
Motes: Collect evidence and interview witnesses.

The tasks section shows tasks linked to the Case. Tasks are shown in the Tasks tab in the
Case Folder View.

Type Instructions Due Date status. Assigned To Complete

Case Task Collect evidence and interview witnesses. 09/19/2024 New Horace Gimer [EJ) O Ll 2

Refer to Tasks for more information.

Case involvements

This report shows a list of involvements and justice personnel on a Case and their contact
information.
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Case Involvements

Primary Involvements
Fobkinson, Tom Defendant
Address
HOMET: 187 Sycamore Maycomb, AL 36460
Phone
Cell phone: (251) 555-1234
Email
Email: tom@mockingbird.com
Other Involvements
Ewell, Mayella Victim

Justice Personnel
Finch, Atticus Defense Attorney
Address
Worlz 123 Tokill Ave Monroeville, AL 36460
Phone
wark: (237} 555-4321
Email

Email: finch@mockingbird.com

Involvements

Involvements are Persons linked to a Case. They show in the Involvements section of the
Summary tab in the Case Folder View.

1+
Lmiovemens |
Type Person Age Contact Information
Victim Ewell, Mayella &
Defendant Robinson, Tom & 187 Sycamore, Maycomb, AL 36460 [HOME1] @

(251) 555-1234 [Cell phone] b
= tom@mockingbird.com [Email]

Click the a icon to show the Person Summary Folder View. This view shows the Name,
address, telephone, and email of the selected Person.
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Person Summary @

Esrson)
First Name Last Name Middle Name Status
Montgomery. Burns =3
~ Profile
DoB Gender Hair Color Eye Color Height Weight Ethnicity
07/18M1971 Female Bald 85 White
~ Address
Address Type Address City State Zip Status Notes
Work Address e 161 Fission dr Springfield 1llinois 60466 =3
~ Telephone
Telephone Type Telephone Number Status Notes
Work Phone (542) 82139 =3
Cell Phone (541) 111-324 =3
~ E-Mail
Email Type Address Status Notes
Personal Balthasar4271@hctmail.com =
Waork Balthasar3139@gmail.com =3
o

Refer to Person for more information.

Justice personnel

Justice personnel are Directory Persons assigned to a Case. They show in the Justice
Personnel section of the Summary tab in the Case Folder View.

» Involvements

» Future Events

» Case Numbers

~| Justice Personnel

Role Person Status
Defense Attorney Finch, Atticus f& Current
Prosecuting Attorney Gilmer, Horace & Current

Click the a icon to show the Directory Person Summary Folder View. This view shows the
name, address, telephone, and email of the selected Directory Person.
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Directory Person Summary @ =

v Person
First Name Last Name Middle Name Role Email Status
Atticus Finch Defense Attomey & finch@mockingbird. com =3
v Address
Address Type Address City State Zip Notes
Work 123 Tokill Ave Monroeville Alabama 38460
v Telephone
Telephone Type Telephone Number Primary Notes
work (251) 555-4321 no

Refer to Directory person for more information.

Financial reports

Financial reports are accessible by users assigned to a security group with access to Left
navigation > Accounting. For more information, refer to User navigation.

eProsecutore Online ESLGRIMES 8 404 Loy E 2
& Workspace Financial Reports & @&
EIEEE [Payment Receipt Vle

Q searches & Reports

i Receipthumber View Report
Cashier P P
&= Accounting
Tills
Payables
Banking

Receipt: - -2 )
NSF Checks

Financial Reports| (]

Payor: ML AN
Date:  01/25/2021

$ Financial Setup Time:  10:55 PM
# System Setup
WA O AR YT
## System Administration BT L
= 5 L
2 System Admin Total me
A Tools L —
Total A=
«
Change $0.00
Balance After: 34.98

4= Back

To show a report based on Financial information:

1. Navigate to Left navigation > Accounting > Financial Reports.
2. Use the dropdown to select a report to show.

3. Once selected, the report shows after the dropdown. When required, parameters must
be entered before the report shows.
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Accounts payable

This report shows a list of individuals who are owed money. An individual is considered
owed money when:
» The amount they paid on a fee is greater than the amount owed.

« They are the payee of a restitution [https:/documentation.journaltech.com/eProsecutorOnline/
user/financials/restitution.html] payment which does not have an associated voucher
[https://documentation.journaltech.com/eProsecutorOnline/user/financials/vouchers.html].

This report includes expandable details which show each case along with the associated
fee or restitution amount for each outstanding balance.

Accounts Payable

Shalash, Ash EH $2,550.00
Date Case Number Case Type Amount Paid Balance
2/27/2023 23-59 Shalash, Ash ~ Malicious Destruction Property BESTITUTION $2550.00 %0.00 %2550.00

$250 To $5000

Accounts receivable

This report shows a list of individuals with outstanding balances. An individual is considered
to owe money when:

e They are identified as the party on a fee and the amount paid is less than the amount
owed.

« They are the payor of a restitution [https://documentation.journaltech.com/eProsecutorOnline/
user/financials/restitution.html] with an outstanding balance.

For individual cases, these can be found in the Financials [https://documentation.journaltech.com/
eProsecutorOnline/user/cases/financials.html] tab in the Case Folder View.

This report includes expandable details which show each case along with the associated
fee or restitution amount for each outstanding balance.

Accounts Receivable

Payor Balance
$200.00
ElRobinson, Tom $766.00
Date Case Number Case Type Amount Paid Balance
712612024 24-33 Robinsen, Tom ~ Arson, First Degree RESTITUTION 5766.00 5766.00
= $50.00
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Voucher receipts

This is a check writing [https://documentation.journaltech.com/eProsecutorOnline/user/financials/
check_writing.html] report you can use to print vouchers [https://documentation.journaltech.com/
eProsecutorOnline/user/financials/vouchers.html].  For more information about creating
disbursement vouchers, refer to the Disbursing restitution section of the Restitution page.

To select this report for check printing:

1. Navigate to Left navigation > Financial Setup > Bank.

& Workspace

= Add

Q searches
I Cashier
&= Accounting

$ Financial Setup

- Assessment Engine
“Agency
E-Payment Methods
“Till Setup
H-Conversion

#* System Administration

'\ Tools

L

2. Click a bank name to open the Edit Bank Account form.
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Bank

Results

Name Account Name

Bank Bank

Add Bank

3. Click the Setup for check printing section to expand it.

4. Click the Check Writing Report dropdown, then select Voucher Receipts.

Bank / Edit General Bank Account

Edit Bank Account
Bank Name* General Bank Account
Code™ BANK
Account Name” Bank Bank account name is shown along with Gl account numbers in GL distributions. Users refer to bank account by this name
Bank Account Color Bank color blue

> Setup for bank address

> Setup for bank account number

+| Setup for check printing o

Check Number Strateay” Preprinted Two choices to print checks. 1. Paper stock with pre-printed check numbers. 2. System generates check numbers.
Check ReportType  OSystem (Jasper) The "Check Witing Report field below will be populated with the corresponding report type selected
erver Reporting Services
@sqL s Reporting St
Check Wrting Report Voucher Receipts . |° System use configurable report to produce printed checks. Choose a report if needed.
Printers x Default Check Printer 7 select printer for check printing.
Print Orientation* Auto . Print orientation: portrait or landscape.
Print Sides* One Sided . Print sides: one sided, two sided long edge or two sided short edge
ORI 300 Print resolution in Dots Per Inch

> Setup for currency format

Report breakdown

The report includes identical summary sections at the top and bottom of the page with the
check information in the middle.

2. User guide | 141 of 407




The Attached Check for 5200.00 is Paid to Mayella Ewell

= 3 Case . v i i i Imit Bal..  Curr Bal..  Met Pay.
Robinson, Tom 24-33 5766.00 5566.00  S200.00

Two Hundred Dollars 0 Cents

Mayella Ewell 08-05-2024 5200.00
123 Ewell Drive
Maonroaville , AL 36460
The Attached Check for 5200.00 is Paid to Mayella Ewell
= - Imit Bal..  Curr Bal.. Met Pay.
Robinson, Tom 24-33 5766.00 5566.00  S200.00
Summary
The Attached Check for 5200.00 is Paid to Mayella Ewello o e e
T L T Init Bal..  Curr Bal..  Met Pay..

Robinson_.Tome 14-330 5766.00  S566.00  5200.00

The summary section includes:
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1. The payee and amount of the attached check.

2. The payor name.

3. The case number.

4. The sum of all restitution amounts on the case.

5. The total unpaid balance of all restitutions on the case.

6. The sum of all payments made on all restitutions on the case.

This restitution information can be found in the Restitutions section of the Case Ledger
Folder View in the Financials tab for a case.

Felon Internal Case Number: 24-33 XwDo e
Y Received: 04126124

Robinson, Tom ~ Arson, First Degree ~ TKAM-17 Nexct 12/10724 10:00 AM Preliminary Hearing in tsto
Count 1 06-03-101(a): Arson, First De. Attomey: Gilmer
OPEN (03/26/24) &

Defense: Finch, Kent

Case Ledger

Al ftems v | AlTypes v

Date Description Payee Party/Payor Party Type Reference Disbursed Amount Paid Balance
=- 07/26/24% Restitution, Active Ewell, Mayella Robinson, Tom Defendant 1 -200.00 766.00 200.00 566.00
08/5/24 Payment to Restitution - Cash Tom Robinsen 1000000011 & 200.00
08/5724 Disbursement to Mayella Ewell Tom Robinson 1000000012 & -200.00
Totals 766.00 200.00 566.00
Check details

Mayella Ewell
o 123 Ewell Drive
Monroeville , AL 36480

The check section includes:
1. The dollar line, where the check amount is presented long-form with words instead of
numbers.
2. The printed date of the check.

3. The dollar amount box where the check amount is presented in numerals.

4. The payee name and address.

Voucher receipts by restitution

This is a check writing [https://documentation.journaltech.com/eProsecutorOnline/user/financials/
check_writing.html] report you can use to print vouchers [https://documentation.journaltech.com/
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eProsecutorOnline/user/financials/vouchers.html].  For more information about creating
disbursement vouchers, refer to the Disbusring restitution section of the Restitution page.

To select this report for check printing:

1. Navigate to Left navigation > Financial Setup > Bank.

Bk Workspace

= Add

Q searches
I Cashier
&= Accounting

$ Financial Setup

- gssessment Enging
Agency

[Bank ]

E-Payment Methods
~Till Setup

- Conversion

#* System Administration

% Tools

H

2. Click a bank name to open the Edit Bank Account form.
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../financials/restitution.pdf#disbursement

Bank

Results

Name Account Name

Bank Bank

Add Bank

3. Click the Setup for check printing section to expand it.

4. Click the Check Writing Report dropdown, then select Voucher Receipts by
Restitution.

Bank / Edit General Bank Account

Edit Bank Account
Bank Name* General Bank Account
Code* BANK
Account Name* Bank Bank account name is shown along with Gl account numbers in GL distributions. Users refer to bank account by this name.
Bank Account Color Bank color blue

> Setup for bank address
> Setup for bank account number

| Setup for check printing e

Check Number Strategy* Preprinted . Two choices to print checks. 1. Paper stock with pre-printed check numbers. 2. System generates check numbers
Check Report Type Osystem (Jasper)

The 'Check Writing Report field below will be populated with the coresponding report type selected
@sQL server Reporting Services

Check Writing Report Voucher Receipts By Restitution N |° System use configurable report to produce printed checks. Choose a report if needed
Printers x Default Check Printer (7' Select printer for check printing
Print Orientation® Auto v Print orientation: portrait or landscape.
Print Sides® One Sided . Print sides: one sided, two sided long edge or two sided short edge
DPI 300 Print resolution in Dots Per Inch.

> Setup for currency format

I

Report breakdown

The report includes identical summary sections at the top and bottom of the page with the
check information in the middle.
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The Attached Check for 5200.00 is Paid to Mayella Ewell

= 3 Case . v i i i Imit Bal..  Curr Bal..  Met Pay.
Robinson, Tom 24-33 5766.00 5566.00  S200.00

Two Hundred Dollars 0 Cents

Mayella Ewell 08-05-2024 5200.00
123 Ewell Drive
Maonroaville , AL 36460
The Attached Check for 5200.00 is Paid to Mayella Ewell
= - Imit Bal..  Curr Bal.. Met Pay.
Robinson, Tom 24-33 5766.00 5566.00  S200.00
Summary
The Attached Check for 5200.00 is Paid to Mayella Ewello o e e
T L T Init Bal..  Curr Bal..  Met Pay..

Robinson_.Tome 14-330 5766.00  S566.00  5200.00

The summary section includes:

146 of 407 | 2. User guide




1. The payee and amount of the attached check.

2. The payor name.

3. The case number.

4. The restitution amount.

5. The unpaid balance of the restitution.

6. The sum of all payments made on the restitution.

s section of the Case Ledger

This restitution information can be found in the Restitution
Folder View in the Financials tab for a case.

ReDc @

Internal Case Number: 24-33

Felony Recsived: 0412624

Robinson, Tom ~ Arson, First Degree ~ TKAM-17 Nexct 12/10724 10:00 AM Preliminary Hearing in tsto
Count 1 06-03-101(a): Arson, First De. Attomey: Gilmer
OPEN (03/26/24) &

Defense: Finch, Kent

Case Ledger

Al tems v AllTypes ~
Date Description Payee Party/Payor Party Type Reference Disbursed Amount Paid Balance
=- 07/26/24% Restitution, Active Ewell, Mayella Robinson, Tom Defendant 1 -200.00 766.00 200.00 566.00
08/5/24 Payment to Restitution - Cash Tom Robinsen 1000000011 & 200.00
08/5724 Disbursement to Mayella Ewell Tom Robinson 1000000012 & -200.00
Totals 766.00 200.00 566.00
Check details

Two Hundred Dollars 0 Cents o e o

Mayella Ewell 08-05-2024 5200.00
o 123 Ewell Drive
Monroeville , AL 36480

The check section includes:

1. The dollar line, where the check amount is presented long-form with words instead of
numbers.

2. The printed date of the check.
3. The dollar amount box where the check amount is presented in numerals.

4. The payee name and address.

Person reports
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[ ] John Doe

Summary v FileCabinet v | Relationships v ‘Rgonns o (<]

Person Reports @ . & @

To show a custom report based on Person information:

1. Click the Reports tab in the Person Folder View.

(;) To navigate to the Person Folder View, refer to Person.
w

2. Use the dropdown to select a report to show.

The system uses the personld and nameld fields in the Person entity to generate the
report. When other value are required, the system opens a dialog so they can be
entered.

3. Once selected, the report shows after the dropdown.

o The administrator can set which report shows by default.

Default reports

* https://documentation.journaltech.com/eProsecutorOnline/user/reports/
person_financials.html: Shows a list of amounts owed from and to a Person.

* https://documentation.journaltech.com/eProsecutorOnline/user/reports/
person_summary.html: Shows a summary of Person information including contact
information, relationships, future events and Case involvements.

Person financials

This report provides a list of receivables and payables for the selected Person.
Receivable
The receivable section shows:

1. A sum of all amounts owed by the Person.

2. Alist of Cases on which the Person has an outstanding balance.
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Tom Robinson owes $ﬁ,866.00°

Date Case Number Case Name Type Amount Paid Balance
%6#2024 24-33 Robinson, Tom ~ Arson, First Degree RESTITUTION 5766.00 £200.00 $566.00
12024 24175 Robinson, Tom ~ Aggravated Burglary RESTITUTION $6,300.00 $6,300.00

An individual is considered to owe money when:
» They are identified as the party on a fee and the amount paid is less than the amount
owed.

« They are the payor of a restitution [https:/documentation.journaltech.com/eProsecutorOnline/
user/financials/restitution.html] with an outstanding balance.

For individual Cases, these can be found in the Financials
[https://documentation.journaltech.com/eProsecutorOnline/user/cases/financials.html] tab in the Case
Folder View.

Payable

The payable section shows:

1. A sum of all amounts owed to the Person.

2. Alist of Cases on which there is an outstanding balance owed to the Person.

John Doe is owed $1,300.00€)

Case Number Case Name

AT 2024 24-175 Robinsen, Tom ~ Aggravated Burglary RESTITUTION $1,300.00 $0.00 $1,300.00

An individual is considered owed money when:

« The amount they paid on a fee is greater than the amount owed.

« They are the payee of a restitution [https:/documentation.journaltech.com/eProsecutorOnline/
user/financials/restitution.html] payment which does not have an associated voucher
[https://documentation.journaltech.com/eProsecutorOnline/user/financials/vouchers.html].

For individual Cases, these can be found in the Financials
[https://documentation.journaltech.com/eProsecutorOnline/user/cases/financials.html] tab in the Case
Folder View.

Person summary

This report shows a summary of Person information including profile, address, telephone,
email, identification, attributes, notes, relationships, financials, future events, and case
involvements.
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Profile

Person Summary

Bilbo Baggins

DOB: 9/22/1937 | Age: 86 | Ethnicity: Other | Gender: Male | Eye Color: Brown | Hair Color: Brown | Height: 4'1" |
Weight (lbs): 110

The Profile section shows personal attributes for the Person, including their name, date of
birth, age, ethnicity, gender, hair and eye color, height, and weight.

This information shows in the Profile section of the Summary tab in the Person Folder
View:

Person Summary @

~ Person

First Name Last Name Middle Name Status

Bilbo Baggins =3
~ Profile
DOB Gender Hair Color Eye Color Height Weight Ethnicity
09/22/1937 Male Brown Brown 41" 110 Other
Address
BHAddress

HOMET: 14 Bag End Chicago, IL 60612 | Active

The Address section shows one or more Addresses for a Person. Each Address includes
the type, address, and status.

The Addresses show in the Address section of the Summary tab in the Person Folder

View:
~ Address
Address Type Address City State Zip Status Note
HOME1 14 Bag End Chicago lllinois 60612 =3
Telephone
= Telephone

Cell phone: (773) 224-4467 | Active
Cell phone: (555) 555-4321 | Inactive

The Telephone section shows one or more Telephone numbers for a Person. Each
Telephone includes the type, number, and status.

The Telephones show in the Telephone section of the Summary tab in the Person Folder
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View:

~ Telephone
Telephone Type Telephone Number Status Note
Cell phone (773) 224-4467

Cell phone (555) 555-4321

Email

ElEmail

Email: bilbo@shire.com | Active

The Email section shows one or more Email addresses for a Person. Each Email includes
the type, address, and status.

The Emails show in the E-mail section of the Summary tab in the Person Folder View:

~ E-Mail
Email Type Address status Note
Email bilbo@shire.com

Identification

= ldentification
SSM: 282-24-4457 |
Drivers License: B452-6224-4467 | Issuer State: IL | Active

The Identification section shows one or more Identifications for a Person. Each
Identification includes the type, number, and known effective dates.

The Identifications show in the ldentification section of the Summary tab in the Person
Folder View:

~ ldentification

Identification Type Identification Number Effective To Note
Drivers License (lllinois) B452-6224-4467

SEN 282-24-4467

Attributes

B Attributes
Flight Risk

The Attributes section shows one or more Attributes assigned to a Person.

The Attributes show in the Person Attribute section of the Summary tab in the Person
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Folder View:

+ Person Attribute
Attribute Category Date Value Note

Flight Risk

Notes

EMotes
9/9/2024 - Bilbo is known to disappear.

The Notes section shows the Notes for the Person.

The Notes show in the Person Notes section of the Summary tab in the Person Folder
View:

~ Person Notes

Date Taken Type Taken By Note

09092024 Bilbo is known to disappear.

Relationships

BlRelationships
Son: Frodo Baggins

The Relationships section shows the Relationships for a Person.

Relationships show in the Relationships tab in the Person Folder View:

Relationships @

Type Related Person Notes
Son Baggins, Frodo &
Financials

B Financials

Bilbo Baggins owes $120,000
Bilbo Baggins is owed $550

The Financials section shows the sum of the amounts owed to and from a Person.
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The sums show in the Financials tab in the Person Folder View:

Person Financials| &

« Financials by Case
Case Title Case Type Case Status Received
- 2345 Baggins, Bilbo ~ Aggravated Burglary Felony 5500 121052023

Resfitution: $120000.00

Future events

B Future Events
9/25/2024 9:30:00 AM - Preliminary Hearing | Baggins, Bilbo ~ Aggravated Burglary

The Future Events section shows the future events linked to the Person.

Events show in the Events tab in the Case Folder View:
Bems® s

Type Date Location Category Related Justice Personnel Related Involvements

Preliminary Hearing 9/25/24 9:30 AM Test, Test [Defense Attorney] Baggins, Bilbo [Defendant]

Case involvements

BCase Involvements

Defendant
Baggins, Biloo

bob | District Court: 21-3 | Received: 3/4/2024 | OPEN: 3/4/72024

Defendant
Baggins, Biloo ~ Aggravated Burglary

Felony | District Court: 13829 | Received: 12/5/2023 | S5DC: 12/572023
Victim

Forger, Lioyd M ~ Unknown Default

Test22s | Received: 4/3/2023 | OPEN: 4/3/2023

The Case Involvements section shows the Cases in which the Person is involved.
To search involvements for a Person:

1. Navigate to a Person

2. In the Summary dropdown, select Search Involvements.
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Summary | = File Cabine

Update Person

Add Address

Add E-mail

Add Telephone

Add ldentification
Add Person Attribute
Add Note

Search Involvements
LUtilities

3. Optional: in the Involvement Type dropdown, select the desired type.
4. Optional: in the Date Created fields, enter a date range.
5. Click [Search]

Search Involvements

Involvement Type v Date Created E 1o

Search

Involvement Type Case Type Case Name Case Number Case Status Case Status Date Other Case Number(s) Received Date
Defendant bob Baggins, Bilbo 24-10 OPEN 03/04/2024 District Court 21-3 03104/2024
Defendant Felony Baggins, Bilbo ~ Aggravated Burglary 2346 ssDC 12/05/2023 District Court 13829, Law L368-1 12/05/2023

Victim Test22s Forger, Lioyd M ~ Unknown Default 233 OPEN 04/03/2023 Law 21-5, Circuit Court 21-3 04/03/2023

Financials

Financials is only approved for individuals with the financial workflow enabled on their
account. Financials can be broken down in the following categories: bail, cash receipts,
check writing, creating invoices, deposits, pay plans, refund, restitution, transfers, and
vouchers. Each category is defined more in detail on a separate page.

Bail

Bail can be found in the Case Folder View under the Case Involvements tab:
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eProsecutore Online ESLGRIMES & E 40 1 January 28, 2021

B - . e Received 05/4/03 M&®
e ey ey W =
Next NIA
T L Altorney NIA
Q searches & Reports r A .

Defense NiA

I Cashier e F
&= Accounting

Summary

lcasemwwemems l victm - l Charges vl Events vl File Cabinet v[ Discovery .l Financials v[ Investigation [ Tasks v[ Communication vl NC Financials v[ Reports
El-Assessment Engine

Agency ~ Primary Involved Party
Bank

Type Person GContact Information status Arrest Date
Payment Methods
Til Setup Defendant Guildenstern, Pelor & Current 2/1/13 B
Conversion
T Justice Personnel
Rele Person Status Assigned Date
2 Tools 9
a District Attomney Lady Macduff, Zivilyn f2. Current 21113 B
District Attorney lago, Loviatar fo. Current 21113
District Attomey Guildenstern, Loviatar f& Current 2MM3
Judge First Musician, Mishakal 4. Current 2113 B
Discovery Recipient Merrill, Bradey 42 Current 1/19/21 B
Discovery Recipient Merrill, Bradey 2 Current 119121 B
~ Bail
Type Amount Status Status Date
Cash 90.00
L2}

For information on creating, posting, forfeiting, and refunding cash bails, refer to
https://documentation.journaltech.com/eProsecutorOnline/user/financials/bail.html.

Cash receipts

Use the Cash Receipts screen to pay invoices and transfer money. Cash Receipts can be
found in the Case Folder View in Left navigation > Financials > Cash Receipts or Left
navigation > Accounting > Cash Receipts.

January 29, 2021

Received 05/4/03

Next NiA
Atforney NiA
Q Searches & Reports Defense NIA
Ik cashier
Cash Receipts
Summary Case Involvements | « Charges  ~ | Events ~ | FileCabinet « | Discovery « | Financials | v | Investigation « Communication = | NCFinancials | =
&= Accounting
_ Cash Receipls
$ Financial Setup
+ Primary Involved Party Case Ledger
## System Administration Add Restitution
Type Person Centact Information Arrest Date
2, Tools Historic Financials
Defendant Guildenstern, Pelor & Current 21713 B
“«
v Justice Personnel
Role Person Status Assigned Date
District Attomey Lady Macduff, Zivilyn 5 &8 Current 2113
District Attorney Iago, Loviatar f. Current 2113 B
District Attorney Guildenstern, Loviatar 4 Current 20113 B
Judge First Musician, Mishakal {2 Current 21113 ®B
Discovery Recipient Merrill, Bradey & Current 119721
Discovery Recipient Merrill, Bradey f&. Current 11921
~ Bail
Type Amount status Status Date
Cash 90.00
L2
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For information on opening a till, switching till modes, adding fees, and taking payments,
refer to https://documentation.journaltech.com/eProsecutorOnline/user/financials/
cash_receipts.html.

Check writing

Once there is money that is ready to be vouchered out of the system, you can use the
Check Writing screen to search for existing vouchers and write checks for them. The check
numbers can be saved to each voucher and then archived as complete. Navigate to Left

navigation > Accounting > Payables > Check Writing:

eProsecutore Online ESLGRIMES 8 804 January 29, 2021

& Workspace Check Write (search vouchers)

=, Add Case

o a
Q searches & Reports Bank Bank

Ik Cashier From 0172021 ) E

& Accounting Search Type Case Vouchers v

Tils
Till Management
Til Search

Agency Account Search

a
“Till Participant Search

-Payables
Vouchers Case Search
Checks

Jurisdiction Search
‘Check Re-Print

~Search Printed Checks Payee Name @

Banking
Create/Search Deposts Show Fully Paid Vouchers
NSF Checks:

Financial Reports
Search Vouchers PrinterDefault Check Printer €

$ Financial Setup

Results
## System Administration

A, Tools Select Date Case# Juris. Payee Name Payee Address Voucher # Check No Amount

“«

For information on check writing, refer to https:/documentation.journaltech.com/
eProsecutorOnline/user/financials/check_writing.html.

Create invoices

Invoices are created when fees are added from the Cash Receipts screen.

Deposits

Deposits are used to record money taken to the bank. Navigate to Left navigation >
Accounting » Banking > Create/Search Deposits:
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eProsecutore Online ESLGRIMES

Q searches & Reports
I Cashier

&= Accounting

Tils
Till Management
il Search
il Pariicipant Search
H-Payables
“Vouchers
“Checks
Check Writing
Check Re-Print
Search Printed Checks
Banking

Create/Search Deposits

~NSF Checks.

Financial Reports

$ Financial Setup

#° System Administration

A Tools

For

XXE —

Check Write (search vouchers)

Bank*

From

Search Type

Agency Account

Case

Jurisdiction

Payee Name

Show Fully Paid Vouchers

Search Vouchers

Results

Select

information

Date

on

Case#

Bank @
01720121 B To E

Case Vouchers v
Search

a

Search

Search

Juris. Payee Name Payee Address

creating, searching, and

PrinterDefault Check Printer €@

Voucher # Check No Amount

editing  deposits, refer to

https://documentation.journaltech.com/eProsecutorOnline/user/financials/deposits.html.

Payment plans

Payment plans allow the payor to make small payments towards the obligations over an

extended

period

of

time. For information

on

plans, refer to

pay

https://documentation.journaltech.com/eProsecutorOnline/user/financials/pay_plans.html.

Refund

Refunds can be given to individuals that have already paid/overpaid a fine or fee on a case.

For

information on creating,

approving,

and sending a refund

request, refer to

https://documentation.journaltech.com/eProsecutorOnline/user/financials/pay_plans.html.

Restitution

Restitutions can be added to a case under Financials > Add Restitution in a Case Folder

View:
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eProsecutor® Online ESLGRIMES 8B aed Febnuary 1,2021

Received 05/4103 P=ggc)
NextNA
Attomey N/A

(LR Defense NIA

s g e

Case Ledger

I Cashier Add Restitution

&= Accounting Payment Priority Historic Financials

[

Amount 0.00

$ Financial Setup

Payee

+# System Administration o [Defendant]
Restitution Parties Widget

A\ Tools [ Payer(s)

=] s P [Defendant]

«

B Save & Back | 4 Back

For information on adding restitution, refer to https:/documentation.journaltech.com/
eProsecutorOnline/user/financials/restitution.html.

Transfers

Transfers allow the transfer of payments from one obligation to another. This can happen
across different cases if payments towards an incorrect obligation are selected. Transfers
help keep a clear paper record of where money is coming from and going. For more
information on transfers, refer to https://documentation.journaltech.com/
eProsecutorOnline/user/financials/transfers.html.

Vouchers

A voucher is money you have in the system that needs to be sent out to some other entity.
For information on searching, voiding, and writing a check for a voucher, refer to
https://documentation.journaltech.com/eProsecutorOnline/user/financials/vouchers.html.

Cash receipts

Use the Cash Receipts screen to pay invoices and transfer money.

Tills

Use tills to take and track payments made in person.

o Users must first open a till to take payments.

Opening a till

Before accessing the Cash Receipts screen, you must open a till. You can open a till in one
of two ways:

1. Navigate to Left navigation > Cashier > Cash Receipts > Open Till.
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I Cashier

="Cash Receipts

‘Open Till

““Close Till

2. Or from a Case, click the Financials dropdown, then select Cash Receipts:

Received 12/6/92
Felony Second Degree ~ 13-3 Next N/A

16975 - Savras Sampson Jr. ~ BURGLARY OF A HABITATION11-00101 Attornay N/A
Count 0 0 Unknown Default + 1 Defense N/A
MTR/MTA revoked &

Summary | = I Case Involvements vl Victim vl Charges vl Events vl File Cabinet vl Discovery vl Financials El Investigation v]

~ Involvements Case Ledger

Type Person Contact Inforn  Historic Financials

After selecting your option to open your till, you are prompted to open a till if it is the first
time you have accessed Cash Receipts for the day.

o If you have an unclosed till from a previous day, you are prompted to close
that till before you can proceed.
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Please enter your login credentials for verification

Open Till for Incabulos Prince Escalus

Verification

*

@ Select Default Till

Till Group General-GCDA

Till Mame GeneralGCDA

Other Information

—_—

Till Date 1172312020

When you have an open till, your till number and a Cash Register icon show at the top of the
screen:

eProsecutor® Online & 406 1 Till No: 112420-1P-2 I November 24, 2020

Closing a till

When you finish taking payments for the day, you must close your till. Your administrator can
configure automated till closing, but you can manually close your till. To manually close your
till:

1. Navigate to Left navigation > Cashier > Cash Receipts > Close Till.
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i Workspace

= Add
QA Searches

& Cashier

=lCash Recsipts
i Open Till
lose Till

Search Financials

= Accounting

5 Financial Setup

¥ Systemn Administration
o System Setup

% System Admin

"\ Tools

.|

2. Verify the amount in the till.
3. Click [Balance / Close Till].

Till Closing

Summary

Status Location Till Group Type User Till No. Opened Closed Till Total Trans
Open test-epo DEFAULT JTI ADMIN JTILADMIN 081624-00-11 08/1624 0

Opening Balance 0.00

Closing Balance 0.00

Instruments Totals
No Results Instrument Ledger Exchange Actual Overishort

No results

Total Cash in Drawer 0.00

Less Closing Balance

Actual Cash Deposit 0.00

Balance / Close Till | Auto Balance / Close Til | Update Totals

Navigate the cash receipts screen

If you access Cash Receipts from a case, the screen shows the owed financials for that
case. Otherwise, you must to search for the case if you want to take payments for it.

The Search Cases field in the Cash Receipts screen can be used to display a Case
Assessment Detail panel.

2. User guide | 161 of 407




By typing in the case number or name of the case, the search shows a list of cases:

I Till 112420-IP-2 | GeneralGCDA | General-GCDA | Incabulos Prince Escalus Opened Nov 24, 2020

19-

+ Non-Case Fee/Service =~ + Trust Deposit H

Process Payments

Cases

19-993: 18680 - Incabulos Duke of Venice ~ POSS... Payment Date + Payment Method
19-992: 27132 - Dol Arrah Horatio ~ THEFT PROP...
19-991: - Moradin Brabantio ~ ASSAULT - BODILY ...

19-990: - Arawai Marcellus ~ THEFT PROP >=$100<... Amount Tendered*
19-989: 27131 - Myrkul Othello ~ DRIVING WHIL... 0.00
19-988: 18660 - Rao Peter Jr. ~ EVADING ARREST ... Paid 0.00
10007 1%’) _ The nm%\. LY EVY TN I:\IAr\u(‘_ h Remaini”g Ba‘ance 0.00
Overpayment 0.00
Change Due 0.00

By choosing a case from the list, the Case Assessment Detail panel shows. By searching
and choosing another case, multiple panels can be shown. A benefit of opening multiple
cases is the ability to take payments over more than one case at once.

I Till 112420-IP-2 | GeneralGCDA | General-GCDA | Incabulos Prince Escalus Opened Nov 24, 2020
19-967: - Wee Jas Malcolm ~ THEFT PROP > $2,500... (&' All Parties * v |+ Fee/Service

Date Description Party Owed Paid Balance

Fine/Fees

11/23/20 [REST] Restitution Malcolm, Wee Jas [DEF] 2,693.31 0.00 2,693.31

11/23/20 [MF] MERCHANT FEE Malcolm, Wee Jas [DEF] 5 30.00 0.00 30.00

11/23/20 [DAFEE] DAFEE Malcolm, Wee Jas [DEF] 75.00 0.00 75.00
Totals 2,798.31 0.00 2,798.31

Switch till modes

Users that are taking mailed-in payments can switch their Till Mode in the Cash Receipts
screen. By default, tills are set to use the Counter mode. The background color is blue and
the top left icon shows a Cash Register icon. This is part of core and cannot be customized.

I Till 112420-1P-2 | GeneralGCDA | General-GCDA | Incabulos Prince Escalus Opened Nov 24, 2020

Search Process Payments v + Non-Case Fee/Service =~ + Trust Deposit H

If a user needs to record a payment made by mail, they click the Cash Register icon in the
upper left corner of the Cash Receipts screen. This changes the background color to
yellow and replaces the Cash Register icon with an Envelope icon. This option is only used
if you must separate how you receive your payments and is not required to take payments.

C1

Search Process Payments v + Non-Case Fee/Service | + Trust Deposit
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Process payments

The Process Payments mode allows you to take payments and assess a fee, fine, or
service. The screen has three panels: Assessment Details, Payment Methods, and Payor
Information:

I Till 112420-1P-2 | GeneralGCDA | General-GCDA | Incabulos Prince Escalus Opened Nov 24, 2020

19-961: 27113 - The Traveler Roderigo ~ THEFT ... & All Parties ¥ = |+ FeelServic
Date Description Party Owed Paid Balance
FineiFees
11723720 [MF] MERCHAMNT FEE 30.00 0.00 30.00
11/23i20 [REST] Restitution Assessment Details 56180 0.00 561.80
1123720 [DAFEE] DAFEE 7500 0.00 75.00
Totals 666.80 0.00 B66.80
Payment Methods Payment Date |+ Payment Method
Amount Tendered™
Cash ~ Payment Methods 838.20
Paid 666.80
Remaining Balance 0.00
Overpayment 0.00
Change Due 0.00

Payor Information

Payaor Roderigo, The Traveler [DEF] . Address 1 5253 Swashbuckler lane
Company
i - Payor Information -
First Name The Traveler Clevelznd
Middle Name a1e ot
Last Name Rederigo ZIP 77327 - Tel

Comments

Clear Al More Actions i l

The Assessment Details panel shows fees, fines, or services assessed to the case. It is also
possible to show more than one case Assessment Details panel using the Case Search
field.

The Payment Methods panel allows you to take payments on the items listed in the
Assessment Details panel. By default, one payment method is shown on the list, but
multiple payment methods can be added to the panel. For example, payment can be made
with cash and the rest with credit card.

The Payor Information panel allows you to select the payor, if it is a party from the case. If
payor is not a party on the case, you can select Other and enter in the payors information.
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Add a fee

With a case open, click [+ Fee/Service]. Enter the desired fee or service type. You can
continue to add fees/services by clicking [+] on the right side of the panel. Once you are
finished entering the fees/services, click [Save Fee].

19-961: 27113 - The Traveler Roderigo ~ THEFT ... Al Parties x - H

Fee/Service* Fee Date Fee Due Date Party Quantity Rate Amount
[DAFEE]DAFEE Q@ @ 1112412020 () 12/012020 () * Roderigo, The Traveler [DEF] r 1 75.00 75.00

E

The following options are available when adding a fee:

Field/button Description

Fee/Service Click the Fee/Service lookup to show a
dialog box where you can choose a fee,
fine, or service.

Fee Date This populates with the current date and is
the date the fee/service is added.

Fee Due Date Set this to the date the fee is due by.

Party Use the Party field to select which party
members the fee, fine, or service should be
assessed to.

Quantity Set the number of fees/services to add.

Rate Set a single amount for the fee/service.

Amount Shows the calculated total (Quantity x
Rate).

[Save Feel Click to save the added fees/services.

[+] Click [+], in the bottom right of the panel, to

add an another item to the list.

Take a payment

Payments are made in the Cash Receipts screen. If a case is not loaded into the screen,
search for a case to take payment for.
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I Till 112420-IP-2 | GeneralGCDA | General-GCDA | Incabulos Prince Escalus Opened Nov 24, 2020

19-

Process Payments

+ Non-Case Fee/Service  + Trust Deposit H

Cases =
19-993: 18680 - Incabulos Duke of Venice ~ POSS...
19-992: 27132 - Dol Arrah Heratio ~ THEFT PROP...

Payment Date + Payment Method

19-991: - Moradin Brabantio ~ ASSAULT - BODILY ...

19-990: - Arawai Marcellus ~ THEFT PROP >=$100<... Amount Tendered*

19-989: 27131 - Myrkul Othello ~ DRIVING WHIL... 0.00

19-988: 18660 - Rao Peter Jr. ~ EVADING ARREST ...

Paid 0.00

10.087. 19889 _Tho Novcuror Mocdy i = EVANING h Remaining Balance 0.00
Overpayment 0.00

Change Due 0.00

Once the cases are loaded, the open invoices for the cases you are accessing are shown.
By default, all open invoices are selected for taking a payment. If you need to apply the
payment to a single invoice, deselect the other invoices that should not be part of the

payment. After making the desired invoice selections, select the payment method to use for
the payment and enter the amount tendered.

19-961: 27113 - The Traveler Roderigo ~ THEFT ... (' All Parties % w  + Fee/Service |
[ Date Description Party Owed Paid Balance
Fine/Fees
O 11/23/20 [MF] MERCHANT FEE Roderigo, The Traveler [DEF] [ 30.00 0.00 30.00
O 1172320 [REST] Restitution Roderigo, The Traveler [DEF] [§ 561.80 0.00 561.80
11/23/20 [DAFEE] DA FEE Roderigo, The Traveler [DEF] [§) 75.00 0.00 72.00

Totals 75.00 0.00 75.00

Payment Methods Payment Date | + Payment Method

Amount Tendered®

Cash - 75.00

Paid 75.00

Remaining Balance 0.00
Overpayment 0.00
Change Due 0.00

Next, fill in the Payor Information. If a party on the case is making the payment, you can
select them from the Payor dropdown. Otherwise, select Other and enter the payor
information. After selecting the Payor, click [ Submit] at the bottom of the panel.
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Payor Information

Name

Payor I Roderigo. The Traveler [DEF] v I Address
1
Company
Address
First The Traveler 2
Name
City
Middle
Mame State
Last Roderigo ZIP

5253 Swashbuckler lane

Cleveland

Chio

77327 -

Tel

Comments ‘

CIEE[A”

Maore Actions v

If the invoice is paid in full, it no longer shows on the Cash Receipts screen and a printable
receipt is shown. The receipt can be reprinted from the Case Ledger screen.

Use multiple payment methods

When processing payments on a transaction, you can use multiple payment methods at
once. For example, pay half with cash, and the other half with check. There is no limit to the

payment methods that can be added to a transaction.

Add an extra payment method to the panel and enter the information as you would for a
single payment method.

Payment Methods

Cash

Credit Card

A

Remaining Balance
Overpayment
Change Due

Payment Date + Payment Method

Amount Tendered®

50.00 @

25.00 e

75.00
0.00
0.00
0.00

When using multiple payment methods, the Payor Information is applied to
each of the payment methods. If the Payor Information needs to be
different for each transaction, each payment should be taken individually

using the partial pay method.
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Payment plans

Payment plans allow the payor to make small payments towards the obligations over an
extended period of time.

Accessing a payment plan

To add a payment plan, you must have an open till and use the Cash Receipts.

Only Financial users can navigate to the Cash Receipts screen. For more
information about setting up a user as a Financial User, refer to User
navigation.

There are two ways to show this screen:

1. Navigate to Left navigation > Cashier > Cashier Receipts.

=fcash Receipts
~~Open Till
“Close Till

2. Access it using the current case. Click the Financials dropdown, then select Cash
Receipts.

Received 12/6/92

Felony Second Degree ~ 13-3 o A
16975 - Savras Sampson Jr. ~ BURGLARY OF A HABITATION11-00101 Atiorney NIA
Count 0 0 Unknown Default + 1 Defense NIA

MTR/MTA revoked | &

Summary | - I Case Involvemeants vl Victim vl Charges vl Events vl File Cabinst vl Discovery vl Financials B Investigation -]

e — cosh Recipts o

~ Involvements Case Ledger

Type Person Contact Inforn  Historic Financials

If accessed using the Left navigation, the Case is not populated on the
Cash Receipts screen. You need to search for the case you would like to
o work with. Refer to https://documentation.journaltech.com/
eProsecutorOnline/user/financials/cash_receipts.html for more information
on searching. If accessed using the current case, the Case row is
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populated in the Cash Receipts screen.

Adding a payment plan

On the Cash Receipts screen, if you have an unpaid obligations Case row available:

Click the vertical ellipses (three dots) to open the context menu, then select Pay Plan:

12-124: 17091 - Gond Polonius ~ BURGLARY OF AB... (&'

X ¥+ Feel/Service E

Case Ledger

Date Description Owed Adjust Amounts
Fine/Fees
02/4/21 [DAFEE] DA FEE Polonius, Gond [DEF] 500.00 Remove
Totals 500.00 0.00 500.00
The Add Pay Plan form shows:
Add Pay Plan
Party @ Polonius, Gond [DEF] -
First Installment Date* e 02/05/2021
Installment Amount® e
o Description Balance
Invoices
© [DAFEE]DAFEE 500.00

Create Pay Plan

1. Use the Party dropdown to select the paying party.
2. Set the payment plan First Installment Date.

3. Set the recurring Installment Amount.
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4. Select all obligations.

5. Select a single obligation.
Click [Create Pay Plan], then click [0k] in the confirmation dialog.

The Payment Plan shows under the Case row on the Cash Receipts screen.

12-124: 17091 - Gond Polonius ~ BURGLARY OF AB... (%' All Parties X ¥ + FeelService
Date Description Party Owed Paid Balance
Pay Plans
01/22/21 Pay Plan PP2-1 =z Polonius, Gond [DEF] 25.00 0.00 25.00

@ Classification:
Total Balance 500.00
02/5/21 Installment 25.00 0.00 25.00
Totals 25.00 0.00 25.00
-
Bail

o Do not forget to Open a Till if you have not already today.

Create a cash bail record

Cash bail is created in the Case by clicking the Case Involvements dropdown, then
selecting Add Bail.

Misdemeanor Class B ~ 13-211

23282 - Pelor Guildenstern ~ THEFT PROP >=$20<$500 BY CHECK
Count 1 31.03(e)(2)(Aii) PC THEFT PROP >=$20<$500 BY CHECK

Filed =
$5.00

Summary - [ Case Involvements vd Victim Charges v[ Events vl File Cabinet

-: Add Involvement VI t3 I

Add Justice Personnel

Add Defendant
Bail Type Add Bail v

A

Bail Amount 0

In the Add Bail screen, fill in the Bail and Bail Condition(s) panels.
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- Add to Guildenstern, Pelor [DEF] VI 124 I (2]

W

Bail Type

Bail Amount 0
Status e
Status Date ]

~ Bail Condition(s)

Condition Type

Begin Date 01/25/2021
End Date
Notes

b+ Save & Back 4 Back

Field Description

Bail Type Select between Cash or Bail Bond/Surety.

Bail Amount Input the Bail amount. This can be
defaulted to a value derived from the
statutes.

Status Set the Bail status to one of: Active,
Forfeiture, Never Collect, Pending, Posted,
Set.

Status Date Defaults to the current date and is read-
only.

Condition Type Set the type of Bail Condition applied with
Bail.

Begin Date Set the date when the Bail Condition takes
effect.

End Date Set the date when the Bail Condition ends.
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Field Description
Notes Use to add further detail to the Bail
Condition.

Once you have entered the data, click [Save & Back]. The set Bail now shows on the
bottom of the Case Involvement screen.

v Bail
Type Amount Status Status Date
e Cash 5.00 01/25/2021

01/25/2021 01/27/2021 Test

Post cash bail

Posting a Cash bail makes the Bail record become a collectable financial and show on the
Case Ledger. To make this happen, the Bail Status needs to be set to Posted. To update
the Bail Status, click the Cash link in the Type column of the Bail panel at the bottom of the
Case Involvement screen.

~ Ball

Type Amount Status Status Date
5.00 01/25/2021
01/25/2021 01/27/2021 Test

In the Update Bail screen, select Posted in the Bail Status dropdown. Click [ Save & Back].
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Bail Type Cash M
Bail Amount Cents 500
Status W

Status Date

~ Bail Condition(s) (1) Active
Forfeiture
Condition Type Never Collect
Begin Date 01/25/2021 Pending
End Date 01/27/2021 Posted N
Test Set -
Notes
4

k* Save & Back = « Back

The updated status shows on the Case Involvement screen. The Bail also shows on the
Case Ledger. The Bail can now be paid into eProsecutor Online.

Summary v I Case Involvements v Victim v Charges ~ Events File Cabinet + Discovery Financials Investigation Tasks «
GCommunication I NC Financials v | Reports Cash Receipts
Case Ledger |
Historic Financials
All ltems - o ypes v All Sub-Cases v
Bail
Date Account Name Party/Payor Party Type Reference Amount Paid Balance
01/25/21 Cash $5.00 Polonius, Gond Defendant 1 5.00 0.00 0.00
Totals 5.00 0.00 0.00

Navigate to Cash Receipts and pull up the case you are taking the payment on. It is easier
to do this from the dropdown of the Financial tab from the Case Record as it loads Cash
Receipts with the case pulled up. Select the Bail item under the Bails panel.

In the Payment Methods panel, enter the Monetary Instrument type used to make the
payment and the amount tendered. Select the Payor if they are involved on the case, when
the defendant makes the payment. Otherwise, choose the Other option in the Payor
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dropdown and fill in the information for the person making the payment. Click [ Submit].

Summary v l Case Involvements =~ v Victim v Charges ~ Events File Cabinet + Discovery Financials Investigation ~ + Tasks «
Communication  ~ l NC Financials ~~ | Reports Cash Receipts
Case Ledger |
Historic Financials
All ltems - o ypes v All Sub-Cases v

Bail
Date Account Name Party/Payor Party Type Reference Amount Paid Balance

01/25/21 Cash $5.00 Polonius, Gond Defendant 1 5.00 0.00 0.00
Totals 5.00 0.00 0.00

After taking the payment, the Cash Receipts screen refreshes and shows an indicator that
there is a Bail Deposit on the case. Also, a Cash Receipt popup window shows giving you
the payment information. In the following example, part of the Bail is paid.

1 en @ -+ A8 AP
12:124: Polonius, Gond OF ? Al Partes o b remence Mt §
> Bail Deposit
Recelpt: GCDA 100000005
Date Description s ot Owed Paid Bal:
Pay Plans Date: 012672021
01722121 Pay Plan PP2-1 (2 Time: 442 PM 25.00 0.00 25.00
o Cassifcation
Total Balance 500.00 1212
Poionius, Gon a
o221 nstaliment e o 200 25.00 000 25,00
Baits Total 5200
o521 Cash $5.00 Posted Cast 200 500 200 300
Totals o 200 30.00 2.00 28.00
Change: 000

The Case Ledger also shows the reflected Bail payment, which also shows in the case
header.

Forfeiting cash bail

Forfeiting a Cash Bail creates a receivable from the Cash Bail and starts with updating the
Bail Status. To update the Bail Status, click the link in the Type column of the Bail panel at
the bottom of the Case Involvement screen:

v Bail
Type Amount Status Status Date
5.00 01/25/2021

01/25/2021 01/27/2021 Test

In the Update Bail screen, select Forfeiture in the Bail Status dropdown. Click [Save &
Back].
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Bail Type* Cash e
Bail Amount (Cents)* 500
Status Posted| v

Status Date

v Bail Condition(s) (1) Active
Forfeiture N
Condition Type Never Collect
Begin Date 12/27/2020 Pending
End Date 01/27/2021 Posted
Test Set v
Notes

k¥ Save & Back = + Back

Navigate to Cash Receipts and pull up the case you are taking the payment on. It is easier
to do this from the dropdown of the Financial tab from the Case Record as it loads Cash
Receipts with the case pulled up. Now, create a Transfer from the paid Bail to the Bail Fee,
created when Forfeiture status is set. See Creating a transfer. Rule Forfeit Cash Bail is
executed on the status update and creates the Other Costs invoice.

Refunding cash bail

If money is collected for the forfeited cash Bail and it needs to be Transferred or Refunded,
refer to https://documentation.journaltech.com/eProsecutorOnline/user/financials/
transfers.html or https://documentation.journaltech.com/eProsecutorOnline/user/financials/
refunds.html.

Bail bond/surety

Creating bail bond/surety

Bail Bond/Surety is created in the case by clicking the Case Involvements dropdown, then
selecting Add Bail.
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Misdemeanor Class B ~ 13-211

23282 - Pelor Guildenstern ~ THEFT PROP >=$20<$500 BY CHECK
Count 1 31.03(e)(2)(Aii) PC THEFT PROP >=$20<$500 BY CHECK

Filed =
$5.00

Summary vI Case Involvements v&l Victim vI Charges vI Events vI File Cabinet

-: Add Involvement VI 13 I

Add Justice Personnel

A

Add Defendant
Bail Type Add Bail v

Bail Amount 0

In the Add Bail screen, select Surety/Cash Bond in the Bail Type dropdown.

- Add to Marcellus, Pholtus [DEF] vl 3 .

A

Bail Type* Surety/cash Bond e
Bail Amount (Cents)” 0
Status h
Status Date ]

v Bail Condition(s)

Condition Type e
Begin Date 01/26/2021

End Date

Notes

k#* Save & Back 4 Back

Once you have entered the data, click [ Save & Back]. The set Bail shows on the bottom of
the Case Involvement screen.
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Restitution

Add restitution to a case

To add restitution to a case, click the Financials dropdown, then select Add Restitution.

Misdemeanor Class B ~ 12-407 e

24473 - Lolth Benvolio ~ DRIVING WHILE LIC. INVALID OR SUSP W/PREV CONV Attorney /A
Count 1 521.457(){1) DRIVING WHILE LIC. INVALID OR... - Conviction Defense Lady Mac

Closed Fine &

Summary v] Casze Involvements vl Victim vl Charges vl Events vl File Cabinet vl Discovery vl Financials El Investigation

Case Ledger
v Involvements

S—

Historic Financials

Type Person Add Res@ution 1ation

(O Defendant Benvolio, Lolth & 40

The Add Restitution screen shows. Fill in the amount, payee, and payor information. Click
[Save & Back] to finish adding the restitution to the case:

Amount 1,550.00

Payee

@ Gertrude, Tempus [Victim]
Restitution Parties Widget

[] Payor(s)
Benvolio, Lolth [Defendant]

B+ Save & Back 4 Back

Taking a restitution payment

Taking a payment for restitution is done in the same way as all other payments in the
system, by using the Cash Receipts screen and entering the payment information.

Refer to https://documentation.journaltech.com/eProsecutorOnline/user/financials/
cash_receipts.html for details on how to take a payment.

Disbursing restitution

After taking a payment for restitution, it needs to be disbursed. To complete the
disbursement process and prepare the payment for check writing, navigate to the Cash
Receipts screen, click the More Actions dropdown, then select Disbursement:
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1
Company
Address
First 2
Name
City
Middle
Name State A
Last ZIP - Tel
Name
Comments

More Actions
Transfer k‘
Refund
Receipt Ledger
Till Close
Till Detail

This Disbursement screen shows. To create a disbursement:

1. If you are coming from the Cash Receipts screen with a case already selected, then the
Cases search is populated from the current case. If not, add the case to the Cases
search for which you want to create a disbursement, then click [ Search].

2. Enter the disbursement amount, then click [Update Disbursement Amount]. This is
likely the same amount as the payment that you took on the Cash Receipts screen.

3. Verify the amount of each selected restitution record. If there are multiple restitution
records, you may need to manually adjust how much money is coming from where.

4. Select the payee and the address of the person who should receive the restitution.
5. Verify that the information is correct for the payee. This should be the check recipient.

6. Click [ Create Disbursement Voucher] to finalize the disbursement.
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Disbursement

Search
Cases™ % 12-407: 24473 - Lolth Benvolio ~ DRIVING |
Search Clear
Disbursement Details
Date Case Description GL Account / Natural Account Status Amount  Deduction Balance Disbursement
09/04/12  12-407: 24473 - Lolth Benvolio ~ DRIVING WHILE ... [£' Benvolio, Lolth [DEF] e
1213121 Restitution Trust GCDA*TRUST / Trust Account 450.00 450.00 450,00
Total 450.00 450.00
Disbursement Amount e 450.00 Update Disbursement Amount
Payee Information
Select: Payee Name: Use This Address:
O Lolth Benvolio e
Tempus Gertrude @® 51 Divine Soul court
o Navasota TX 77868
Pa\,fee Name” Tempus Gertrude p
Address 1* 51 Divine Soul court o
Address 2
Cih-'r' Mavasota
State” Texas w
ZIP* 77868

Create Disbursement Voucher o Select Action hd

After saving the disbursement, the search results are cleared and a message shows:
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Disbursement

Search

Cases™ % 12-407: 24473 - Lolth Benvolio ~ DRIVING |

Search Clear

Disbursement for 450.00 successiully saved

No Search Results

Create Disbursement Voucher Select Action hd

Writing a check

After a disbursement is successfully created, a check for the restitution can be written to
the payee.

Refer to the https://documentation.journaltech.com/eProsecutorOnline/user/financials/
check_writing.html for details on how to write checks.

Check writing

Once money is ready to be vouchered out of the system, use the Check Writing screen to
search for existing vouchers and write checks for them. The check numbers can be saved
to each voucher and then archived as complete.

Check writing process
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Check Write (search vouchers)

Bank* Bank @

o From 01/2112021 E To £

Search Type Case Vouchers -
Agency Account Search v
a
Case Search .
Jurisdiction Search v
Payee Name [

Show Fully Paid 0

Vouchers
Search Vouchers e Printer* Default <€
Results
Enter Start Check Number* 1764
o Assign Individual Check Numbers Assign Single Check Number
Select
O Date Case# Juris. Payee Name Payee Address Voucher # Check No Amount
e 01/22/21 121 WPDA Daole, Bob 123 W 456 S Logan, UT WPDAWPDA -100000001 1764 40.00

84321

40.00

Write Checks e

Enter the criteria for searching for the vouchers you want to write checks for.

.—L

Click [ Search Vouchers] to show a list of the vouchers.

Select the checkbox next to each voucher you want to write a check for.

A N

Enter the starting check number you would like to assign to the checks and click
[ Assign Individual Check Numbers] to assign the numbers to the selected vouchers.
The check number shows in the Check No column.

5. After applying the check numbers to each check, you can print or write the checks
manually.

6. Finally, click [Write Checks] to apply the check numbers to the vouchers and archive

180 of 407 | 2. User guide




them as completed.

Transfers

Generally, transfers are made when a payment is taken and is allocated to the wrong item.
The most common scenario of this is when a payment is applied to the wrong case or
obligation.

Creating a transfer: between single case obligations

For this example, assume there is a payment made to the wrong obligation for the same
case. To fix that scenario:

Navigate to the Cash Receipts screen from the case: click the Financials dropdown, then
select Cash Receipts.

Received 12/6/92

Felony Second Degree ~ 13-3

Mext N/A
16975 - Savras Sampson Jr. ~ BURGLARY OF A HABITATION11-00101 Attorney NIA
Count 0 0 Unknown Default + 1 Defense N/A

MTR/MTA revoked =
$585.00

Summary | - l Case Involvements vI Wictim vI Charges vI Events vI File Cabinet vI Discovery vI Financials El Investigation v]

e — casn Recepts |

~ Involvements Case Ledger

Type Person Contact Inforn  Historic Financials

In this screen, notice the $20 payment towards Bail. That money should be moved from the
Bail obligation to the DA FEE.

Dae  Description party Owed
sssssssss

0112621 [DAFEE] DAFEE Marcellus, Pholtus [DEF] 5000 000 50,00

«««««««« Gash $500.00 Posted Mercellus, Pholtus [DEF] [ 50000 e )
Totals 2000 y

While on the Cash Receipts screen, click the More Actions dropdown at the bottom right of
the screen, then select Transfer.
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Payor Information
Payor Polonius, Gond [DEF] v Address 1 7295 Ghostslayer street
Company Address 2
First Gond City Richards
Name
State A
Middle
Name 7ZIP 77873 - Tel (74) 362
Last Polonius
Name
Comments
Z
More Actions

Transfer

Refund and Disbursement
Receipt Ledger

Till Close

Till Detail

Step 1: items deducting money

On the Transfer screen, there should be a case with paid financials. If you accessed the
screen from some other location and do not find a case, search for the case you need to
transfer funds from. Payments made on this case should show in the Selected ltems to

Deduct Money panel.

Cash Receipts / Transfer Till 012921-1P-11 | DA |G I-GCDA | | Opened 01/29/21
Step 1: Manage Items to Deduct Money

Case Search: 12-6: Marcellus, Pholtus Q @

v Choose and Add Items for Deduction EiltaoaarchiRas s Al o
(© Date Item Receipt No. Party Case, Payor Name and address Alert Paid

Search Results are empty

v Selected Items to Deduct Money
# Date Item Description Receipt No. Party Case, Payor Name and address Alert Paid Amount
1 01/27/2021 DA FEE - Transfer from Trust Deposit,... GCDA -100000008.1 Marcellus, Pholtus [DEF] 12-6 : Marcellus, Pholtus 20.00 20.00 x

Cash 5574 Crown lane, Navasota, TX 77868
Total 20.00

+ Court Trust
Next Clear

Click [ Next].

Step 2: items receiving money

The Step 2: Manage Items to Receive Money panel shows after the first:
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bSt:ep 2: Manage Items to Receive money
Case Search: 12-6: Marcellus, Pholtus Q@ @

v

v Choose and Add Items to Receive Money Filter Search Results Al

[ Item Party Balance

12-6 : Marcellus, Pholtus [DEF] 500.00

[J Cash $500.00 Posted

DAFEE 12-6 : Marcellus, Pholtus [DEF] 30.00

Items to Receive Money

# Date Item Description Party Balance Amount
Amount to adjust 20.00

Total Fixed Amount 0.00

Total Auto Allocate 0.00

© Court Trust  © Party Trust  © Fee

In this example, money should be moved from one obligation to another. In the Choose and
Add Items to Receive Money section, select the items to transfer to. You can also select
multiple obligations, if needed.

Click [Add Selected Items for Receiving Money].

The Items to Receive Money panel should populate. You can enter the amount you need to
transfer to the obligations:

v Choose and Add Items to Receive Money Filter Search Results Al o
] ltem Party Balance
[J Cash $500.00 Posted 12-6 : Marcellus, Pholtus [DEF] 500.00
Items to Receive Money
# Date Item Description Party Balance Amount
|1 01/26/2021 DAFEE 12-6 : Marcellus, Pholtus [DEF] 30.00 | x I
Total Fixed Amount 0.00
Total Auto Allocate 20.00

© Court Trust @ Party Trust  © Fee

Step 3: transfer information

Select options for the Invoice Action and Reason dropdown, then add Comments:

Step 3: Transfer Reason

Invoice Action No Action (invoice remains open, fees will be due) v
Reason* Refund v
Comments Test p

i

Transfer Clear

Click [ Transfer] to complete the transfer.
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Once the transfer is complete, you can navigate to the Case Ledger and review the
changes. You should be able to follow the money trail. In the following screenshot, an
original $20 payment for Bail is shown. It is now deducted and moved to the DA FEE. The
DA FEE is reduced in the amount of $20. Note the Transferred Payment badge on the DA

Case Ledger
Al ltems v Al Types v
Bail
Date Account Name Party/Payor Party Type Reference Amount Paid Balance
= 01/26/21 Cash $500.00 Posted Marcellus, Pholtus Defendant 4 500.00 0.00 500.00
01/26/21 Payment to Trust Deposit - Cash Marcellus, Pholtus GCDA-100000007.1 & 20.00
01/27/21 Transfer to DA FEE, Refund Marcellus, Pholtus GCDA-100000008.1 & -20.00
Totals 500.00 0.00 500.00
Fines & Fees
Date Fine/Fee Party/Payor Party Type Reference Amount Paid Balance
= 01/26/21 DAFEE DAFEE Marcellus, Pholtus Defendant 446 50.00  20.00 30.00
01/27/21 Transfer from Trust Deposit, Reason: Refund - Test Marcellus, Pholtus GCDA-100000008.1 & 20.00
Totals 50.00 20.00 30.00
Receipts
Date Receipt No. Type Till No & Status Amount
& 01/26/21%= GCDA-100000007.1 & = Payment 012621-1P-7 Closed 20.00
& 01/27/21% GCDA-100000008.1 & = Transfer 012721-1P-8 Closed 20.00

There should also be a receipt in reference to the transfer.

Creating a transfer: case-to-case transfers

For this example, assume that a payment is made to an obligation on the wrong case and it
must be applied to another case. To start fixing that scenario, use the same exact case as in
the previous example, so there is $20.00 on the Bail paid.

Navigate to the Cash Receipts screen from the case.

Received 12/6/92

Felony Second Degree ~ 13-3

Mext N/A
16975 - Savras Sampson Jr. ~ BURGLARY OF A HABITATION11-00101 Attornay N/A
Count 0 0 Unknown Default + 1 Defense N/A
MTR/MTA revoked &2
$535.00

Summary v] Case Involvements vl Wictim vl Charges vl Events vl File Cabinet vl Discovery vl Financials El Investigation vl

e casn Recepts g [

~ Invalvements Case Ledger

Type Person Contact Inforn  Historic Financials

Step 1: items deducting money

On the Transfer screen, there should be a case with paid financials. If you accessed the
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screen from some other location and do not find a case, search for the case you need to
transfer funds from. Payments made on this case should show here in Selected Items to
Deduct Money panel.

Step 1: Manage Items to Deduct Money

Case Search: 12-6: Marcellus, Pholtus Q@ @

~ Choose and Add Items for Deduction Filter Search Results Al v

[) Date Item Receipt No. Party Case, Payor Name and address Alert Paid

Search Results are empty

v Selected Items to Deduct Money
# Date Item Description Receipt No. Party Case, Payor Name and address Alert Paid Amount

1 01/29/2021 Bail Trust - Cash GCDA -100000007.1 Marcellus, Pholtus [DEF] 12-6 : Marcellus, Pholtus 20.00 20.00 x
Cash 5574 Crown lane, Navasota, TX 77868

| Next Clear Select Action v

Click [Next]. An extra panel shows after the first.

Step 2: items receiving money

This example demonstrates how to move money from one case to another. To access a
different case, use the Case search.

Case Search: 12-6: Marcellus, Pholtus Cib aQ

Once you have found your case, click it and wait for the bottom panel to populate.

Search

v Search Case

Case Number 12- Status v, =-
Case Name Received Date to -
Case Type v =-
Search Clear Refine  Add Criteria v

Results 1 - 15 of 1,000 s3] ler s
Case Other Case Number(s) Case Name Case Type Status Received
Number Date
1241 Law TX12300HEV002, Court 24288 24288 - Moradin Roderigo JR. ~ DRIVING WHILE INTOXICATED Misdemeanor Closed 11/19/2009

FIRSTTX1 23OOHEV6:1,0_2 Class B Probation
12:3 Prosecutor 12-DA-0003, Law 12-00003448, 24287 - Sehanine MoJ 24288 - Moradin Roderigo JR. ~ DRIVING WHILE INTOXICATED FIRSTTX12300HEV002 Led 07/30/2008

Court 24287, Court 24287 PROPERTY12-00003448 Class B Dismissed

In the Choose and Add Items to Receive Money section, select the items to transfer to. You
can also select multiple obligations.
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Step 2: Manage Items to Receive money

ICase Search: 12-25: Gertrude, Chauntea Q@

v Choose and Add Items to Receive Money Filter Search Results Al o
) ltem Party Balance
Cash $250.00 Set 12-25 : Gertrude, Chauntea [DEF] 25.00|
() Cash $500.00 Posted 12-6 : Marcellus, Pholtus [DEF] 480.00

Add Selected tems for Receiving Money ~ Collapse

Items to Receive Money

# Date Item Description Party Balance Amount
Amount to adjust 20.00
Total Fixed Amount 0.00

© Court Trust @ Party Trust  © Fee Total Auto Allocate 0.00

After selecting obligations, click [ Add Selected Items for Receiving Money].

The Items to Receive Money panel should populate so you can enter the amount you would
like to transfer to each obligation.

Step 2: Manage Items to Receive money

Case Search: 12-25: Gertrude, Chauntea Q @ N

v Choose and Add Items to Receive Money Filter Search Results Al o

] ltem Party Balance

[JJ Cash $500.00 Posted 12-6 : Marcellus, Pholtus [DEF] 480.00

Items to Receive Money

# Date Item Description Party Balance Amount

1 01/29/2021 Cash $250.00 Set 12-25 : Gertrude, Chauntea [DEF] 25.00 E x
Total Fixed Amount 20.00

Total Auto Allocate 0.00

Step 3: transfer information

The last step is to select values for the Invoice Action and Reason dropdowns, then enter
Comments.

Step 3: Transfer Reason

Invoice Action No Action (invoice remains open, fees will be due) v
Reason* Refund v
Comments Test P

d

Transfer  Clear

Click [ Transfer].

Once the transfer is complete, navigate to the Case Ledger for cases and review the
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changes. Use the ledger entries to follow the money trail. In the following images, note the
original $20 payment for Bail on the source case. It is now deducted and moved to the
destination case.

Case Ledger

All ltems V|| AllTypes v
Bail
Date Account Name Party/Payor Party Type Reference Amount Paid Balance
= 01/26/21 Cash $500.00 Posted Marcellus, Pholtus Defendant 4 500.00 0.00 500.00
01/26/21 Payment to Trust Deposit - Cash Marcellus, Pholtus GCDA-100000007.1 & 20.00
01/27/21 Transfer to DA FEE, Refund Marcellus, Pholtus GCDA-100000008.1 & -20.00
01/29/21 Transfer from DA FEE, Refund Marcellus, Pholtus GCDA-100000011.1 & 20.00
(Original: GCDA -100000008.1) &
02/2/121 Transfer to 12-25, Refund Marcellus, Pholtus GCDA-100000020.1 & -20.00
(Original: GCDA -100000007.1) &
Totals 500.00 0.00 500.00
Case Ledger
DY
All ltems V|| AllTypes v
Bail
Date Account Name Party/Payor Party Type Reference Amount Paid Balance
= 01/29/21 Cash $250.00 Set Gertrude, Chauntea Defendant 7 250.00 245.00 5.00
01/29/21 Payment to Trust Deposit - Cash Gertrude, Chauntea GCDA-100000017.1 & 250.00
01/29/21 Transfer to DA FEE, Refund Gertrude, Chauntea GCDA-100000018.1 & -25.00
0212121 Transfer from 12-6, Refund Marcellus, Pholtus GCDA-100000020.1 & 20,00
(Original: GCDA -100000007.1) &
Totals 250.00 245.00 5.00

Refunds

A refund can be given when money needs to be returned to an individual that has already
paid a fine or fee on a case.

Processing a refund is a multi-step process:

1. Create a refund request.
2. Have a different financial user approve the refund request.

3. Send the refund to the recipient.

Navigate to refunds

Refunds can be accessed from the Cash Receipts [https:/documentation.journaltech.com/
eProsecutorOnline/user/financials/cash_receipts.ntml] page. Once on the Cash Receipts page,
click More Actions in the bottom right corner and select Refund and Disbursement:
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Date Description
Fine/Fees

01/22/21 [FINE] Fine

Totals

Payment Methods

Cash

Payor Information

Payor Gregersen, Bob [CITO6]

Company

First Bob
Name

Middle
Name

Last Gregersen
Name

Comments

Create a refund request

Party

Gregersen, Bob [CITO08] 3]

Address
1

Address
2

City
State

ZIP

Owed Paid Balance
55.00 45.00 10.00
55.00 45.00 10.00

Payment Date + Payment Method

Amount Tendered”

10.00]
Paid 10.00
Remaining Balance 0.00
Overpayment 0.00
Change Due 0.00
v
- Tel
\ %
Clear All More Actions v
Maore Actions
Transfer
Refund and Disbursement
Receipt Ledge A
Till Close
Till Detail

After selecting the Refund and Disbursement option, the Refund screen shows:
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Cash Recelipts ' Refund and Disbursement Till 012821-JA-7 | GeneralWPDA | General-WPDA | Jacob Adams | Opened 01/28/21
Step 1: Manage Items to Deduct Money

Case Search: 12-1: 20116 A @

~ Choose and Add Items for Deduction

Filter Search Results Al v

o Date Item Receipt No. Party Case, Payor Name and address Alert Paid

[ 0127/2021  Fine - Cash WFDA -100000005.1 Gregersen, Bob [CITO6] 12-1 : Gregersen, Bob 25.00
Cash

[ 01/27/2021  Fine - Credit Card WFPDA -100000006.1 Gregersen, Bob [CIT06] 12-1 @ N/A 15.00
Credit Card 123 W 456 S, Logan. ID 84321-5678

[ 01272021  Fine - Check #3548 WFDA -100000006.1 Gregersen, Bob [CITO6] 12-1 @ N/A 5.00
Check #5485 123 W 456 S, Logan, ID 84321-5678

~ Selected ltems to Deduct Money

# Date Item Description Receipt No. Party Case, Payor Name and address Alert Paid Amount

+ Court Trust Total 0.00

Next  Clear Select Action v

Start the refund by selecting the case payments that you would like to include in the refund.
Do that by selecting the checkbox next to each payment to include.

After selecting the payments, click [Add Selected Items for Deduction] to add the
payments to the refund request.

Cash Receipts ' Refund and Disbursement Till 012821-JA-7 | GeneralWPDA | General-WPDA | Jacob Adams | Opened 01/28/21
Step 1: Manage Items to Deduct Money

Case Search: 12-1:2011-6 Q4 @

~ Choose and Add Items for Deduction

Filter Search Results Al v
[ Date Item Receipt No. Party Case, Payor Name and address Alert Paid
O owzrzo21 Fine - Cash WFDA -100000005.1 Gregersen, Bob [CITOB] 12-1 : Gregersen, Bob 25.00
Cash

~ Selected Items to Deduct Money

# Date Item Description Receipt No. Party Case, Payor Name and address Alert Paid Amount

1 01/27/2021 Fine - Credit Card WPDA -100000006.1 Gregersen, Bob [CIT06] 12-1 : N/A 15.00 15.00 x
Credit Card 123 W 456 S, Logan, ID 84321-5678

2 01/27/2021 Fine - Check #548 WFPDA-100000006.1 Gregersen, Bob [CITOB] 12-1 @ N/A 5.00 500 x
Check #9548 123 W 456 S, Logan, ID 84321-5678

T Total 20.00

Next  Clear Select Action ~
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The payments are added to the Selected Items to Deduct Money section. Review the
payments and verify that everything is correct.

If everything looks good, click [Next] to fill in the payee information:

2 0D121/2021 Fine - Check #0248 WFDA-100000006.1  Gregersen, Bob [CI1T06] 12-1 - N/A
Check #548 123 W 456 S, Logan, ID 84321-5678

2.00 200 X

Step 2: Refund
Case Search: 12-1: 20116 @ @
Refund ltems
# Date Item Description Party Balance Amount
1 01/28/21 Refund
Payee % NIA (Payor) Address 1* 123 W 456 S 000 o
o}
Address 2
Payee Name* Gregersen, Bob City* Logan
r:
Memo WFDA -100000006 SiELE daho M
e
Zip* 84321 - 5678
Amount to adjust 20.00
Total Fixed Amount 0.00

Total Auto Allocate 0.00

Step 3: Transfer Reason

Invoice No Action (invoice remains open, fees will be due v
Action

Reason® v

Comments

Create Refund Request  Clear Select Action

Enter the payee information. You can select the payee from the case involvements by
clicking in the Payee field and selecting the individual you would like to pay.

o You can add multiple payees by clicking [ Refund].
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Check #5348 123 W 456 S, Logan, ID 84321-5678

Step 2: Refund
Case Search: 12-1:2011-6 & @
Refund Iltems

# Date Item Description Party Balance Amount

1 01/28/21 Refund

Payee x NiA (Payor) Address 17 123 W 456 S 2000 |
Q
Address 2
Payee Name” Gregersen, Bob City* Logan

Ea
Memo WPDA -100000008 SEE dano M

P

zip* 84321 -| 5678
Total Fixed Amount 20.00

Total Auto Allocate 0.00

Step 3: Transfer Reason

Invoice Mo Action (invoice remains open, fees will be due
Action No Action {invoice remains open, fees will be due)
Rescind
Reason® Refund w
Comments

Create Refund Request  Clear Select Action v

To complete the refund request, enter an invoice action (No Action or Rescind), enter the
reason for the refund, and optionally add comments about the refund. After filling in the
required information, click [Create Refund Request] to create the refund request that
somebody else must approve.

Approve a refund request

When a user creates a refund request, it must be approved by a different eProsecutor
Online user. The user that should approve the refund request must be a member of the
Financial General Workflow Role or the Financial Admin Workflow Role. Those roles are
set by an administrator.

If a refund request exists, and the user wanting to approve a request is a member of the
appropriate Workflow Role, then the refund request shows on their Assignments gadget on
their Dashboard. It is labeled as Approve Refund Request:
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Welcome, Test Account2  Dashboard — 4 &

Work Queue(2) Open ! UA PD TO Tmw
Approve Refund Reguest 4 0 0 1 0 0 0
> 0 0 5 0 0 0

Your Case Tasks

Case Number Case Name

MNo Recent Cases

View More..

If the user clicks [P ], it assigns them the task and shows the Refund Request screen
where they can approve or deny the refund request:
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Refund Request

Cases
12-1: 20116 &
Deductions
# Description Payment Receipt No. Cap Amount
1 Fine Credit Card WPDA -100000006.1 & 15.00 15.00
2 Fine Check #5348 WPDA -100000006.1 & 5.00 5.00

Total Amount: 20.00

Fee, Disbursement and Refund

# Type Description Amount
1 Refund Refund Amount 20.00

Total Amount: 20.00

Payee
Party Gregersen, Bob
123 W 456 S
Logan, ID 54321-5678
Other

Status RGQUESIEG

Reguested By Jacob Adams

Approved By
Disbursement No

Reason Refund

Comments

Deny Comments

Complete  Deny

To approve the refund request, the user must click [Complete]. Or, the user can choose to
deny the request by adding comments to the Deny Comments field, then clicking [Deny].

Once a refund request is approved, the refund can be sent to the payee.
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Send a refund

After the refund request is created and approved, the refund can be sent to the individual.
Typically, this is done by writing a check to the refund recipient. See
https://documentation.journaltech.com/eProsecutorOnline/user/financials/
check_writing.html for details on how to complete that task.

Vouchers

A voucher is money you have in the system that needs to be sent out to some other entity.
To show the existing vouchers or void vouchers, navigate to Left navigation > Accounting »
Payables > Vouchers:

- Tills

é"Payables

“Vouchers -lffs—
Checks

“Check Writing

~"Check Re-Print

~Search Printed Checks
H-Banking

~MNSF Checks

“Financial Reports

The Voucher Search screen shows.

Search for vouchers
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Void Payables

Search Vouchers and Payables

Bank Bank v Check v Voucher Active v
Status Status
Payee Check Voucher
Number Number
Case Q Check I Voucher | 01/25/2021 E to
a Date Date

Vendor No Lookup Available Clear H o to
Date T
Search
Search Results
Case
] Payee Number Number Bank Status Reason Date Cleared Amount Paid Balance
D Gregersen, Bob WFDAWPFDA -100000002 121 Bank Active w 01728721 25.00 0.00 25.00

Results 1-1 of 1

Submit

If you are searching for a voucher, or all vouchers in a date range, enter the search criteria in
the search fields and click [ Search].

In the Search Results section, you can view information about each voucher and navigate to
the associated case. You can also void a voucher.

Void a voucher

To void a voucher, for example, in case of a clerical error you can do the following:

1. Search for the voucher you want to void.

2. In the Search Results section, click the checkbox next to the voucher you want to void.
3. Enter a reason for voiding in the Reason field.

4. Click [Submit].

Write a check for a voucher

To write a check for an existing voucher, refer to https://documentation.journaltech.com/
eProsecutorOnline/user/financials/check_writing.html.
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Deposits

Deposits are used to record money taken to the bank. Individual tills are added to a deposit
and all the money in each till makes up the deposit total.

Navigate to deposits

Navigate to Left navigation > Accounting > Create/Search Deposits. If you do not have the
Accounting section, contact your system administrator.

= Tills

“Till Management

~Till Search

~Till Participant Search
E-Payables

“\Vouchers

“Checks

“Check \Wiiting
~Check Re-Print
~Search Printed Checks
ElBanking

I Create/Search Deposits
~NSF Checks

“Financial Reports

After clicking the link, the Search Deposit screen shows:
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Search Deposit

Payment Center All ~
Bank Bank v
Deposit Date* 01/26/2021 E To =)
Deposit Status* = All X -

Search  Create New Bank Deposit  Deposit Creator

Payment Deposit Deposit Deposit to Deposit Till Prepared Reverse
Action Center Bank Date Created Status Bank No. Group By Amount Amount

Search Results are empty

On this screen, you can create new deposits and search for and edit existing deposits.

Search for and edit deposits

To search for existing deposits, enter your search criteria in the top section of the Search
Deposit screen. This likely involves filling in the Deposit Date field and/or the Deposit
Status field for the deposits you are trying to find.

After filling in the search criteria, click [Search] to run the search and show the deposits
that match the search criteria:

Search Deposit

Payment Center All v
Bank Bank v
Deposit Date* 01/26/2021 E To =)
Deposit Status* = All X -

Create New Bank Deposit  Deposit Creator

Deposit Deposit Depositto Deposit Prepared Reverse
Action Payment Center Bank Date Created Status Bank No. Till Group By Amount Amount
G L White Pine County Bank 01/26/21  01/26/21 Closed Yes 1 jadams 0.00 0.00
District Attorney 9:12 PM
G X White Pine County Bank 01/26/21  01/26/21 Open Yes 2= General- jadams 65.00 0.00
District Attorney 9:21 PM WPDA
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In the Search Results section, you can:

 View the details of the deposit.
¢ Click the link in the Deposit No. column to open the Deposit Details screen.

* Click the up or down arrow in the Action column to reopen or close a deposit.

Deposit details screen

The edit icon in the Action column also opens the Deposit Details screen.

Use the Deposit Details screen to view and make changes to a deposit.

Deposit record saved

Only deposits with an Open status can be edited.

Search Deposit / Edit Bank Deposit
Payment Center White Pine County District Attorney Deposit Status Open
Bank Bank For Deposit to Bank Yes
Deposit Date 01/26/2021 Deposit No. 2
Created 01/26/21 9:21 PM

» Search and add tills to this bank deposit
w Tills in this bank deposit (2 Tills present)
Action Till Group Till No Till Date Till Close Date User Till Status Payments Reconcile

m General-WFDA 012221-JA-1 £ 01722121 01722121 jadams Closed 1

m GenerallWPDA 012621-JA-4 & 01726421 01/26/21 jadams Closed 1
v Payment Reversals
Payment Type Till Group  TillNo  Till Date  Till Close Date User Case  Status Amount Payment Deposits Message
v Payment Summary [ show Reconciliation Keyword
Payment Type Till Mode Till Group Till No Till Date Till Close Date User Payments Amount

There are no payments in this deposit

Go back to search deposit  Close deposit

To add new tills to an open Deposit:

1. Open the section titled Search and add tills to this bank deposit.
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2. Search for the tills you want to add.
3. Select each till in the search results you want to add.
4. Finally, click [ Add till to deposit].

Create a deposit

There are two ways to create a deposit. You can use the deposit creator wizard or you can
manually create a new deposit.

Option 1: deposit creator wizard

Navigate to the Search Deposit screen and click [ Deposit Creator] on the same row as the
[Search] button. The Deposit Creator wizard starts.

The first step in the Deposit Creator is to search for and select the tills that should be
added to the new deposit.

Search Deposit / Deposit Creator

Payment Center* White Pine County District Attorney v Till Date 0172172021 = To [E]

Go back to search deposit [ Show Advance Options

Till Status® All v Till Close Date E To E

Select All Pmt. Center Bank Till Date Close Dt Till Group Till No User Payments Till Stat Deposit Dt&St Deposit No.
1 White Pine  Bank 01/22/21  01/22/21  General- 012221-JA-1 & jadams 1 Closed
C WPDA
2 White Pine 01/22/21  01/26/21  General- 012221-TM-2 £ jadams2 0O Closed No
c WPDA payments
for deposit
to bank.
3 White Pine 01/25/21  01/26/21 General- 012521-JA-3 &' jadams 0 Closed No
c WPDA payments
for deposit
to bank.
4 White Pine 01/26/21  01/26/21 General- 012621-JA-4 & jadams 1 Closed To prepare
C WPDA till for
e deposit click
=
5 White Pine 01/26/21 General- 012621-TM-5 ' jadams2 0O Open Till is not
C WPDA closed.

Create New Or Choose Existing Bank Deposit e

To add the tills to the Deposit, follow these steps:

1. Enter the search criteria for the tills to add, then click [ Search tills].

2. Click the link icon in the Deposit No. column (#2).
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3. Click [Create New or Choose Existing Bank Deposit] to advance to the next step of
the Deposit Creator wizard.

o Only tills that are closed and not already part of a Deposit can be added to
a Deposit.

After selecting the tills you want to add to the deposit, you can then choose to add the tills
to an existing Deposit record, or create a new deposit. The following screenshot shows how
to create a new deposit:

Create New Or Choose Existing Bank Deposit

Payment Center: White Pine County District Attorney Bank: Bank

Selected tills for deposit

Till Date Close Dt Till Group Till No User Payments Till Status
0122121 01/22/21 General-WPDA  012221-J4-1 £ jadams 1 Closed
0172621 01/26/21 General-WPDA  012621-J4-4 £ jadams 1 Closed

() Search and add selected tills to existing bank deposit o
@ Add selected tills to new bank deposit

Deposit Date 172672021 E] e
For Deposit to Bank™* e
Note* If checked, money is deposited to bank. That is the default behavior. If not checked, it is considered

legacy deposit. In that mode: 1. Money is not deposited to bank. 2. Deposit does not participate in bank
reconciliation. 3. Payments in the deposit are not considered for agency disbursements.

Create New Deposit and add Tills o

To create a new Deposit, follow these steps:

1. Select Add selected tills to new bank deposit.

2. Select the Deposit Date.

3. If the Deposit should participate in bank reconciliation, select For Deposit to Bank.

4. Click [Create New Deposit and add Tills] to create the Deposit record.
Once you have created the deposit, the dialog closes and the till search screen shows. The

tills that were added to the Deposit are highlighted green and there is a link in the Deposit
No. column that you can click to show the Deposit Details screen:
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Search Deposit / Deposit Creator

Payment Center* White Pine County District Attorney v Till Date o1/21/2021  [E To [
Till Status* All v Till Close Date E To =
Select All Pmt. Center Bank Till Date CloseDt Till Group Till No User Payments Till Stat Deposit Dt&St Deposit No.
1 White Pine  Bank  01/22/21 01/22/21 General- 012221-JA-1 &' jadams 1 Closed 01/26/21 Open 2
C WPDA /
2 White Pine 01/22/21  01/26/21  General- 012221-TM-2 £ jadams2 0O Closed MNo
c WFDA payments
for deposit
to bank.
3 White Pine 01/25/21  01/26/21  General- 012521-J4-3F  jadams O Closed No
c WPDA payments
for deposit
10 bank.
4 White Pine  Bank  01/26/21 01/26/21 General- 012621-JA-4 &' jadams 1 Closed 01/26/21 Open 2
C WPDA
5 White Pine 01/26/21 General- 012621-TM-5 £ jadams2 0O Open Till is not
WPDA closed.

Create New Or Choose Existing Bank Deposit

| |

Option 2: create deposit manually

Navigate to the Search Deposit screen and click [ Create New Bank Deposit] next to the
[Search] button. The Deposit Creation screen shows:

Search Deposit

Payment Center*

Create New Bank Deposit

White Pine County District Attorney

Bank* Bank -
Deposit Date* 01/26/2021 &
Deposit Status Open

For Deposit to Bank™

Note**

If checked, money is deposited to bank. That is the default behavior. If not checked, it is considered legacy deposit. In that
mode: 1. Money is not depaosited to bank. 2. Deposit does not participate in bank reconciliation. 3. Payments in the deposit
are not considered for agency disbursements.

Save Bank Deposit  Go back to search deposit

Fill in the infor

mation for the bank deposit. Make sure the Deposit Date field is correct, and

select For Deposit to Bank if you want this deposit to participate in bank reconciliation.

After filling in

the required information, click [Save Bank Deposit] to create the Deposit.

The Deposit Details screen shows:
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Deposit record saved

Search Deposit / Edit Bank Deposit
Payment Center White Pine County District Attorney Deposit Status Open
Bank Bank For Deposit to Bank Yes
Deposit Date 01/26/2021 Deposit No. 2
Created 01/26/21 9:21 PM

» Search and add tills to this bank deposit
v Tills in this bank deposit (2 Tills present)
Action Till Group Till No Till Date Till Close Date User Till Status Payments Reconcile

m General-WPDA 012221-JA-1 & 01722421 01/22/21 jadams Closed 1

m General-WFDA 012621-JA-4 £ 01/26/21 01/26/21 jadams Closed 1
v Payment Reversals
Payment Type Till Group Till No  Till Date  Till Close Date User Case  Status Amount Payment Deposits Message
v Payment Summary [J Show Reconciliation Keyword
Payment Type Till Mode Till Group Till No Till Date Till Close Date User Payments Amount

There are no payments in this deposit

Go back to search deposit  Close deposit

On this screen, you can add new tills to the deposit and close the deposit when everything
is final.

For information on how to add new tills, refer to the Deposit Details screen.

Directory person
In eProsecutor Onling, there are two types of people:

« Directory Person: is someone working in the justice system, including law enforcement,
legal personnel, judges.

» Person: a defendant or involvement.

In eProsecutor Onling, a Directory Person is indicated by a double person icon:

(X
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A Person is indicated by a single person icon.

Mother Reynaldo, Skerm A 132 Arcane Trickster street, Test, NV 23452 [Physical Address] null

A Directory Person can also be assigned to cases. If a Directory Person is assigned to a
case, the case shows in the user work space where they can access details and tasks for
the case.

To access the Directory Person Folder View, click the double person icon on a case, or
navigate to Left navigation > Search > Search Justice Personnel.
Create

A Directory Person can be created in the Case View by clicking the Case Involvements
dropdown, then selecting Add Justice Personnel. Click [+] on the person field in the Add
Justice Personnel screen:

; XK@
Misdemeanor ~ 20-403 e
2020-329 limater Siward Jr. ~ DRIVING OR BEING IN ACTUAL Atomey NIA
PHYSICAL CONTROL OF A VEHICLE WHILE BEING UNDER THE  purenee i
INFLUENCE OF AN INTOXICATING LIQUOR —

Open &

Summary vl Case Involvements | v II Victim  ~ Charges Events ~ File Cabinet + Discovery v Financials =+ Investigation =~ v Tasks +

Communication 2ports

Add Involvement

v Add Defendant

Add Bail
Role* 2184

Is Victim? v
Person* aQa a
Date Assigned* 11/13/2020

Status* Current v
Notes

() Notification
|/ Flag 1
[JFlag 2
[JFlag 3
[JFlag 4
[JFlag 5

k¥ Save & Back B+ Save & Add Another 4= Back

A dialog opens where you can fill in the information required to save a Directory Person.
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Add Directory Person

Role*

First Name*
Last Name*
Middle Name

Email

> Address
> Telephone

> Identification

Add Organization © Add Organization

-+
(- +)

N+

B Save & Back B Save 4= Cancel

Update

To update a Directory Person, on the Directory Person Folder View, click the Summary
dropdown, then select Update Directory Person.

Summary | = \

Update Directory Person

First Name

John
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y @

Last Name

Johnson




You are able to change roles, name, email, address, telephone, add files, add person to
organizations, and take other actions.

Involvements

To view the Involvements for a Directory Person, on the Directory Person Folder View
click the Summary dropdown, select Update Directory Person, then View Involvements.

a Bianca Esq., Tempus

Update Directory Persors»|  View Involvements

First Name Last Name Middle Name Role
Tempus Bianca
v Address
Address Type Address City State Zip Notes
Confidential Address 98 Assassin boulevard Ely Nevada 89301
Mailing Address 139 Rune Knight way Ely Nevada 89315
Physical Address 171 Purple Dragon Knight terrace Ely Nevada 89301

v Telephone

Telephone Type Telephone Number Primary Notes
Home Phone (278) 380-281
Work Phone (291) 329-577
Cell Phone (223) 219-617

The View Involvements screen shows the cases attached to the Directory Person including
the Role, Case Type, Case Number, and Case Status columns.

~ Search Justice Personnel Involvements

Search  Reset  Refine  Output | 25perpage - e B O
Results 1-25 PR
Role Date Assigned Case Type ~ Case Number Case Name Case Status
District Atiorney  01/02/2015  Felony 15-1 2015-1 Maglubiyet Horatio ~ BURGLARY Closed
District Attorney  12/30/2014  Felony 14-519 2014-333 Sune Cassio ~ TRANSPORTING A CONTROLLED SUBSTANCE Closed
District Attorney  12/29/2014  Felony 14518 2014-332 The Silver Flame Gertrude ~ INJURY TO PROPERTY Closed
District Attorney  12/29/2014  Felony 14517 2014-331 Umberlee Marcellus ~ KIDNAPPING, SECOND DEGREE Closed
Distriot Atiorney  12/23/2014  Felony 14-515 2014-329 Hruggek Prince Escalus ~ ABUSE, NEGLECT OR ENDANGERMENT OF A CHILD Closed
Distriot Atiorney  12/23/2014  Misdemeanor 14-514 2014-328 The Silver Flame Cassio ~ DRIVING OR BEING IN ACTUAL PHYSICAL CONTROL OF A VEHICLE WHILE BEING UNDER THE INFLUENCE OF AN INTOXICATING LIQUOR  Closed
District Atlorney  12/22/2014  Felony 14-512 2014-326 The Spirts of the Past Guildenstem ~ TRAFFICKING IN A CONTROLLED SUBSTANCE, 14 GRAMS OR MORE, BUT LESS THAN 28 GRAMS Closed
District Attorney  12/22/2014  Felony 14-510 2014-324 Zeboim Montano ~ SPEEDING 1-10 OVER SPEED LIMIT Closed
District Attorney  12/19/2014  Felony 14-509 2014-323 The Mockery First Clown ~ BATTERY BY A PROBATIONER, PRISONER IN CUSTODY, OR PAROLEE Closed
District Atiorney  12/18/2014  Misdemeanor 14-508 2014-322 Boldrei Macbeth ~ CONTRIBUTING TO THE DELINQUENCY OF AMINOR Closed
Distriot Atiorney  12/18/2014  Felony 14-507 2014-321 luz Duncan ~ GRAND LARCENY OF AMOTOR VEHICLE Closed
District Atlorney  12/18/2014  Misdemeanor 14-506 2014-320 Tiamat Second Witch ~ BATTERY Closed
District Attorney  12/12/2014  Felony 14-505 2014-319 Vecna Horatio ~ DRIVING WHILE LICENSE SUSPENDED, REVOKED, OR RESTRICTED Closed
District Attorney  12/11/2014  Juvenile 14-504 2014-58 The Undying Gourt Rosencrantz ~ UNLAWFUL USE OR POSSESSION OF DRUG PARAPHERNALIA Sealed
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Tools

This section describes available tools:
* https://documentation.journaltech.com/eProsecutorOnline/user/tools/downloads.html.

* https://documentation.journaltech.com/eProsecutorOnline/user/tools/print_test.html.

Downloads

eProsecutor Online has the following two add-ins for Microsoft products that you can
download and install:

To access the add-ins, navigate to Left navigation > Tools > Downloads and select Word
Add-in or Outlook Add-in.

‘\ Tools

@"Downleads

;""Word Add-in

~Outlook Add-in
“Print Test

Word add-in

Use the Word add-in to:

1. Uploads documents to cases, which adds new cases or overwrite existing cases.

2. Open, create, and save RTF templates using the Template Fields defined in
eProsecutor Online.

3. Create and update tentative rulings.

These options show in the JTI section of the Word ribbon:

File Home Insert Design Layout References Mailings Review View Help Template Editing

Hi+ = o B B S )
Save To Save New Replace Fillpoints Save Open Upload Login Advanced Log
Case ToCase Existing In Case Template As Template | Tentative Ruling Settings  File
Case Documents Templates Tentative Ruling | Server Settings Advanced
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Outlook add-in

Use the Outlook add-in to save an email and/or its attachments to a Case. These options
show in the JTI section of the Outlook ribbon:

Home Send / Receive Folder View Add-ins Help ESET m

A B S D

Save Email Save Attachments Login
To Case To Case

Case Documents Server Settings

Print test

Test Print Page (communication via REST)

Print Open Launch Check Service
Test Page Scanner Service Communication

The eProsecutor Online includes a background scan and print service that runs on the
client machine. The service can print to a user-local printer and scan and save a document
in a user-local scanner. After launching the service, it waits for print or scan requests and
takes action when they arrive.

Requirements

eProsecutor Online now uses Java 17. In Java 17, the JavaWebStart (javaws) application is
deprecated and no longer included. The print and scan service now requires OpenWebStart
to run.

Installing OpenWebStart

1. Download and install OpenWebStart [https://openwebstart.com/].

During the setup process, ensure the checkbox is selected to mark it as the default for
JNLP files. An unattended install method is also available. For more details, refer to the
OpenWebStart documentation [https://openwebstart.com/docs/OWSGuide.html#
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_unattended_installation/].

2. Open the OpenWebStart settings app, itw-settings.exe in the install location, or it
should be in the Start Menu as OpenWebStart or similar).

3. Check that all settings apply to your deployment environment.
For example, verify the "auto updates" setting.

4. If you have eSeries Java services with the Startup type set to Automatic, for example, a
service with a command like:

javaws -Xnosplash http://your.environment/document/ec-service.jsp

Those startup tasks must be updated to use the javaws.exe in the OpenWebStart install
location.

Print test page

Test the service by printing a test page.

Open scanner

Launch the scanning app.

Launch service

Launching the service should only occur once. If the service is running, the eC icon should
show in the user system tray:

Some modern browsers, including Google Chrome, Mozilla Firefox, and Microsoft Edge, no
longer support running Java applets in the browser. For those users running a modern
browser, start the service with a startup task. Run the following command in a terminal
window:

Template command does not work without modification:

javaws -Xnosplash http://<server:port>/document/ec-service.jsp

o Replace <server:port> with the server and port where the eProsecutor
Online is running.
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Example:

javaws -Xnosplash https://epo-symphony.journaltech.cloud/document/ec-service.jsp

Check service communication

Test the communication to the service to make sure there are no connection issues.

If the service is running on the user computer, testing communication and printing a test
page should complete quickly. If not, investigate the networking/firewall issue mentioned in
Troubleshooting.

Troubleshooting

Problems launching the service

Due to security restrictions, Microsoft Edge and Google Chrome no longer support running
Java applets in the browser. For those users running Edge or Chrome, Journal
Technologies, Inc. recommends launching the scan and print service when logging on (refer
to the Launch Service). For browsers still supporting applets, like Internet Explorer, JTI
recommends that you verify that Java is installed correctly. The easiest way to do that is to
visit java.com [https:/javacom/] and click [Do I have Java?]. If java.com [https:/java.com/]
successfully verifies that everything is installed correctly you should have no problems
launching the service in eProsecutor Online.

o The print and scan service should only launch once.

If the service launches each time users try to print, network issues are probably preventing
proper communication between the server and user machines. See Networking issues.

Networking issues

Due to security restrictions from the browser, these requests do not come from the browser
itself but from the eProsecutor Online app server. The eProsecutor Online app server tries
to access the scan service on the client machine. The network settings must be set up
correctly for the eProsecutor Online service to run fast / correctly. By default, these
requests come from the eProsecutor Online server to the client machine port 8383. This
port must not be blocked on the user firewall. Usually, this port is not blocked for local
network traffic.

In addition, if the eProsecutor Online server is not a local server but a hosted or remote
server, the router/firewall from the remote location must be allowed through.
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3. Business processes guide

This section describes the business processes available in eProsecutor Online.

Bates stamping

1. In the File Cabinet Folder View, click the dropdown:

Received 06/4/21 XRerC% @
Felony ~21-5 148421 8:00 AM Triatin Courroom A
Charlie Buck . e
Open ®
Summary w Case Involvements  ~  Victim - Charges - Events ~ File Cabinet B Discovery = Financials Investigation  ~ Tasks -
Folder~ Law Enforcement 5
M, Bucket, Charlie (105) T
B Discavery (1)
B Law Enforcement (3) e S S -
B8 Pizadings (0)
(Pali i lic Other (Palic...- paf Other (Polic...- paf Other (Polic...- pf ther (Polic...- paf
ther (Poii...- pdr Qther (Paiic.. - per Other (Pali...- par
2. Hover over Utilities and click Bates Stamp. The Bates Stamp screen shows:
eceived ]
Felony ~ 21-44 :“Nm oar321 R ¢ 3 ¢
Homer J Simpson Attorney NiA e
open @ Defense Nin
Surnmary ‘Case Involvernents Vigtim - Charges Events File Cabinet j Discovery « Financials Investigation ~  Tasks «
' Agu Case File(s)
Folder~ Simpson, Homer J Generate Template > o+
M simpson, Homer J (12) Folders pocument Viewer
A Document Seal
8 Discovery (0) f—
88 Documents (0) [ ] Ty + utilities Bates Stamp 4—— *
B8 Pictures (0) Merge Documents =
(B9 Law Enforcement (0) Documents Approve for Disclosure
8 Pieadings (0) ~ o . B _ B
B T I T i P SN
3. The Bates Stamp screen provides the following capabilities:
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Bates Stamp &  ©

Stamp Location Stamp Color Next Number: 1 Override ()
‘ Top Lett v Black v
Mot Stamped
o Name File Type # Pages View
=q 10/1/21 Cther (Police Report pc) POF 2 =]
o 10/1721 Other (Police Report - Copy.paf) POF 2
(=] 10/1/21 Other (Palice Report - Copy (8).pdf) POF 2
o 10/1/21 Cther (Palice Repart - Copy (6).pd1) POF 2 =
(m] 10/1/21 Other (Palice Report - Copy (7).pdf) FOF 2
o 10/4/21 Cther (Police Report - Copy (5) pdf) FOF 2
o 10/1/21 Other (Police Report - Copy (4).pdf) FOF 2
o 10/4/21 Other (Palice Report - Copy (3).pdf) POF 2 2]
o 10/1/21 Cther (Police Report - Copy (2) pdf) POF 2. B
Already Stamped

- Select Stamp Location:

Bates Stamp & @
Stamp Location Stamp Color Mext Mumber: 1 Override []
Top Letft ~ Black w
Top Left
Top Left- Verical
Top Middle
Top Right
Top Right - Vertical 2 Report pdf)
Middle Left
Middle Right ‘e Report - Copy.pdf)
Bottorm Left
Botiom Left - vertical SRR
Battom Middle ‘e Report- Copy (8).pdf)
Bottorm Right
Bottarn Right - Vertical & Report - Copy (7).pdf)

- Select Stamp Color:

Bates Stamp & @

Stamp Location Stamp Colar Mext Murmber: 1 Cwverride [
Top Leift ~ Black ~
Black
Mot Stamped it
Red

Name
Green

10/1/21 Other (Folice RE Blue

10/1/21 Other (Police Report - Copy.pdf)

AP A P e S limn Ml mak e A

o Override the Next Number, if needed:
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Bates Stamp | &% @

Stamp Location Stamp Color
Top Len v Black
Not Stamped
o Name

101721 Other (Poiice Report pef)
107121 Other (Police Report - Copy.pdf)

1041721 Other (Police Report - Copy (8) pdf)
10/1/21 Other (Police Report - Copy (2) pdf)
1011721 Otner (Police Report - Copy (6) pa)

10/1/21 Other (Police Report - Capy (7) paf)

Jo21,0tngr (Pgice Repgrt. Sany (Ghaaem.

Next Number, 1
v 10
P o St

Override

R

File Type

POF

- Drag and drop the documents to order them accordingly:

Bates Stamp | & | @

Stamp Location Stamp Calar
Top Let v Black
Not Stamped
v Name

10/1/21 Other (Police Report.pdfy

1071721 Other (Police Report - Copy (8).par)
10/1/21 Other (Police Report - Capy (6).pef)
10/1/21 Other (Police Report - Copy (7).pdf)
10/1/21 Other (Police Report - Copy (5).paf)
1071421 Other (Police Report - Copy (4). paf)

10/1/21 Other (Police Report - Copy (3).pcf)

Already Stamped

4. Select some documents or all.

Bates Stamp | % @

Starnp Location Starnp Color

Top Len v Black
Not Stamped

Name

1071721 Otner (Police Report - Copy (8) pafy
10/1/21 Otrer (Police Report - Copy (7) pef)
1071721 Otner (Police Report - Copy () pf)
10/1/21 Other (Police Report - Copy (4) pafy
10/1/21 Other (Police Report - Copy (3) peif)

10/1721 Other (Palice Report - Copy (2) par)

Already Stamped

Name
10/1/21 Other (Police Report pdf)
10A1/21 Other (Police Report - Copy.pan

10/1/21 Other (Police Report - Capy (6).pdf)

1071421 Other (Police Report - Copy (2).pdf) POF 2 B

Next Number: 1

Next Number: 7

File Type

# Pages

override O

5. Once selected and ordered, click [ Stamp].

Override (]

File Type
POF

POF

File Type

PDF 2
PDF 2
POF 2
POF 2
POF 2
POF 2

View Bates Number(s)

5] 3-4/Top Left (Stamped: 10/1/21 8:55 AM By: Claudia Huitron)

8 -6/ Top Left (Stamped: 10/1/21 8:55 AM By. Claudia Huitron)

a 1- 2/ Top Left (Stamped: 101/21 855 AM By Claudia Huitron)

#Pages
2
2
2
2
2

2

PV SNV S Y L S e S », b

# Pages
2

2

# Pages

2]
P VR N |

6. Once the documents are Bates stamped, they are listed in the Already Stamped section
of the Bates Stamp screen:

View
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7. The Top Left stamp shows as follows:

21-5 00003 Wr———

OFFENSE/INCIDENT REPORT 1. TYPE
INSTRUCTIONS ARE PRINTED SEPARATELY. IF ADDITIONAL SPACE |, omiamar (] b conmmustion  [Je suppLemenT
IS NEEDED, USE REVERSE OF FORM; IDENTIFY ITEMS. OR FOLLOWUP
2.CODENO. [2a. SORT [3. TYPE OF OFFENSE OR INCIDENT |4. CASE CONTROL NUMBER
5. BUILDING NUMBER 6. ADDRESS
7. NAME OF AGENCY/BUREAU _ [. AGENCY/BUREAU CODE 9. SPECIFIC LOCATION 10. LOCATION CODE
11a. DATE OF OFFENSE/INCIDENT 11a. TIME OF OFFENSE/ANCIDENT |12 DAY[13a DATE REPORTED 13b. TIME REPORTED 14 DAY
15. JURISDICTION (X) 16.NO. OF DEMONSTRATORS _ |17. NO. EVACUATED |a TIME START |b. TIME END
Oexcwsive [ concurrent [J parmiaL [] PROPRIETARY
ID CODE NAME AND ADDRESS AGE | SEX |RACE|INJURY CODE| TELEPHONE
(@) (b) © | @ | (e (Ul ()
Last Name, First, Middle Initial HOME
2o
25 Number, Street, Apt. No., City and State BUSINESS
&g
= Last Name, First, Middle Initial ‘ ‘ ‘ HOME
Number, Street, Apt No., City and State BUSINESS

V’j-“)'#,“ﬁ 4#,_¢~W-¢,vaﬂjﬁdﬁ’_’hw4, A A

Bulk merge

1. To start a bulk merge, click the Open Person View icon. The Person Summary View
screen shows:
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¥ High Profile

Felony ~ 22-1
John Smith
Open =

Summary | - Casze Involvements - Victim - Charges = Events -

Case summary 8 ©

~ Future Events

Type Date

Preliminary Hearing 6/30/22 355 PM

« Defendant

Type Person

Defendant Smith, John &E8

2. Click the Summary dropdown, hover over Utilities, hover over Person Merge, click Bulk
Merge:
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o Jack O'neill

sSummary ‘ File Cabinet = Relationships « Reports

|
| |

Update Person i G

Add Address

Add E-mail

Add Telephone Last Name
Add Identification O'neill

Add Person Attribute

Add Note

Add Correspondence  sander Hair Color

Search Involvements

Person Merge (beta)

N

3. In the Bulk Merge search dropdown, select the search to execute:
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@ Jack O'neill

sSummary @« File Cabinet = Relationships = Reports

Level 1 - Search persons with same first and last name x M

Level 2 - Search persons with same first, last name and middle name

Level 3 - Search persons with same first, last name and date of birth

Level 1 - Search persons with same first and last name

4. On the Bulk Merge search screen, select the checkbox next to the person record that
needs to merge with the current person record.

5. Click [Mergel:

Date Of Birth 10/20/52

[ Jack O'neill
Summary v  FileCabinet v Relationships ~  Reports
Level 1 - Search persons with same first and last name x v
Search Results !P
a PersoniD First Name Last Name Date of Birth Status -
43 Jack O'neill ACTIVE

6. The Person Bulk Merge Confirmation dialog shows. Click [ Merge].
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Person Bulk Merge Confirmation

ID First Name Last Name Organization Name

Person Bulk Merge Main Person
43  Jack O'neill
List Of Merged Persons

43 Jack O'neill

Cancel %

7. The following message shows: Person has been successfully merged.. Click [OK].

Person has been successfully merged.

Charging

Charges folder view

« Use the Charges folder to manage charges, plea offers, sentencings, and more.
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Civil
Deer, John
OPEN (12/14/23) &

Summary | = Case Involvements Victim = Charges vI Events File Cabinet

|
Add Charge @

Charging Decision

| Add Plea Offer -
Add Charge Characteristic

Add Charge Intoxicant
Add Exhibit

Case saved successfully.

v Involvements

Type Persc Age
Dispose Charges
Defendant Deer, . 18
Sentencing
(7]
Add a charge

1. In the Charges dropdown, click Add Charge.

2. Add a information about the charge.

~

Count Number* 1
Offense Date* 12/13/2023

Offense End Date ]
Statute® abc123 [abc123] @ @

Keywords No Keywords
Stage Added” Referred from Law Enforcemen  ~
Inchoate
Title Test
$ 12pt v B I M S§ Av#eviZiE £ @AYo 5 Note Macros
Test.
Add Note lcon
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3. Add victims, location information, or other case numbers.

~ Victim(s)

v Location

Location

Location Jurisdiction h

Location Notes

~ Case Numbers

> Enhancement (1) (- N+ ]

k# save & Back k¥ save & Add Another 4= Back
4. Click [Save]l, [Save and Back], or [ Back].

Charging decision

1. Click [ Charging Decision] in the Charges tab.

2. Select a decision for each charge, select reasons if declining to file, and/or make bulk
decisions for all changes.

[ Summary vl Case Involvements vl Victim -I Charges -I Events vl File Cabinet vl Discovery vl Investigation l Tasks -l CGommunication vl NC Financials vl Reports

Charging
Deer, John [DEF]  Add Charge Charge Status is Active v
# Stage Statute Related Parties Decision
1 Referred from Law Enforcement Count 1 abc123 abc123 ¢ File As: Count 1 abc123 abc123
1 Referred from Law Enforcement Count 1 abc123 abc123 § Decline to File Reason
Insufficient Evidence v
Decision Memo
Not enough evidence.
4
Decision for all: M % Save and Back

3. Click [Save], [ Save and Back], or [ Back].

When using the Charging Decision screen, an attorney must give a reason
for using the Decline to File or Replace Charge options.

o By default, the only reason available is Insufficient Evidence. Super Users
can add more reasons through the CHARGE_DISPOSITION_REASON
lookup list.
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Find the lookup list by:

1. Navigate to Left navigation > System Administration > Lookup Lists.
2. Find the list with one of the following:
a. Scroll to find the CHARGE_DISPOSITION_REASON lookup list.

b. Search for the list: enter CHARGE _DISPOSITION REASON in the Name
field.

c. Search for an item in CHARGE_DISPOSITION_REASON lookup list,
then select Search Item.

3. Click the CHARGE_DISPOSITION_REASON link.
4. Add, update, or delete reasons as needed.
5. Click [Savel.

Add plea offer

1. Click [Add Plea Offer] in the Charges tab.

2. Select plea deal type, status, and add other information.

_ Add to Deer, John [DEF] vl B G -

~

Type* Admit Guilt A

12pt v B I U S AveviZ = 4 BY o O

3 months probation and 12 hours community service.

Offer”
Expiration Date 12/21/2023 5]
Status Review A

k# save & Back B Save & Add Another 4 Back

I
3. Click [Save], [ Save and Back], or [ Back].

Add charge characteristic

1. Click [ Add Charge Characteristic] in the Charges tab.
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o One or more charges are required first before adding charge
characteristics.

2. Add a characteristic, type, and a value.

_ Add to Deer, John [DEF]/ Count 1 abc123 abc123 - File with Court vl B G l

~

Characteristic* -
Type h
Value

k¥ save & Back B Save & Add Another 4= Back

3. Click [Save], [ Save and Back], or [ Back].

Add charge intoxicant

1. Click [ Add Charge Intoxicant] in the Charges tab.

o One or more charges are required first before adding charge
intoxicants.

2. Add an intoxicant, level, and a notes.

_ Add to Deer, John [DEF]/ Count 1 abc123 abc123 - File with Court v B G I

~

Intoxicant ITX -
Level 1
Notes Test.

k¥ save & Back I Save & Add Another 4= Back

3. Click [Save], [ Save and Back], or [ Back].

Add exhibit

1. Click [ Add Exhibit] in the Charges tab.
2. Add the information.
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Exhibit tracking

» A location and a directory person can be added to an exhibit.

» Locations can be added to organizations under the directory.

Exhibit Type” Virtual v
Description
Exhibit Number 00001
Date Received 12/15/2023 i
Status -
Status Date 12/15/2023 i
Test
Notes

~ Exhibit Tracking

Date Entered 12/156/2023 [E]

Entered By admin

Status -
Status Date 12/15/2023 ]

Notes

Enter the location of the exhibit (Location or Directory Person)

Location Server Q4 @
Directory Person JTI, Investigator (Law Enforcement Officer) a @

k# Save & Back B Save & Add Another 4 Back
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Dispose charges

1. Click [Dispose Charges] in the Charges tab.
0 One or more charges are required first before disposing a charge.

2. Select a charge, plea, plea date, disposition type, and a disposition date.
3. Click [Save], [ Save and Back], or [Back].

~ Deer, John [DEF]
Charge Plea Plea Date Disposition Type Disposition Date

Count 1 abc123 abc123 Not Guilty ¥ | 12115/2023 il File with Court ¥ | 12/15/2023 e

B+Save&Back W ¢ Back

4. After saving, the charge can be viewed in the Charges tab.

Offense Case
Count Category Date Vietim(s) Number(s) Plea Disposition Notes Misc. Notes
= Deer, John [DEF] +
Count 1 abc123 abc123 - File with Court 12/13/2023 Not Guilty on File with Court
12/15/2023 on 12/15/2023
N
Sentencing

1. Click [Sentencing] in the Charges tab.

2. On a charge, add sentencing information.
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v Deer, John [DEF]
~ Count 1 abc123 abc123 - File with Court

v Sentence (- +]

Sentence Type” Community Service hd
Min. Length

Max Length

Unit Hour -
Sentence Begin Date = 12/15/2023 (]

Sentence Location v
Amount $

Reduced To $

Motes

Credit
Credit Length

Unit h
Credit Notes

Suspend
Amount Suspended $

Suspend Length
Unit -

Suspend Notes
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3. Add conditions, if applicable:

v Condition -+
Condition Type* Counseling -
Length 10.00
Length Unit Day v
Begin Date 12/15/2023 [

Condition Location -
Amount $
Status -
Notes
P
© Condition
© Sentence

B*Save&Back W ¢Back |~

4. Click [Save], [Save and Back], or [ Back].

Digital signatures

Use digital signatures to sign documents without needing to print, sign, and scan them.
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Create a stamp

The first step in creating a digital signature is to create a stamp. A stamp is an image that
represents your signature:

1. Scan your signature and save it as an image file. For best results, use a PNG file with a
transparent background.

2. Open the Directory Person for which you want to create a stamp.

3. Click the Attachments tab.

4. Click [Add Attachment].

A new row shows in the attachment table:

Type Caption [Filename Note Start Date End Date
O o]

E E

Stamp| Bulk Stamp [Resizable] Labels
dirPersAttatchType Attachm v Choose File | No file chosen o w]

Figure 2. A new Directory Attachment table row.

5. Fillin the fields:
- Type: Select attachment type.
- Caption: Enter a caption for the stamp.
- Filename: Click [ Choose File] and select the image file.
- Stamp: Select to use the uploaded image as a stamp in the Document Viewer.

- Resizable: Select to allow stamp resizing.

Using labels

Use labels to add text to a stamp. This is useful when text needs to be consistently added
along with the stamp. For example, you could add the date and time to a date line.

1. Open the Directory Person for which you want to create a stamp.
2. Click the Attachments tab.
3. Click [+] under the Labels field.

4. Enter the text or template you want to use.
Some examples are:

- Date and time: $DateUtil.formatDateTime($now)
- Users real name: $user.realName

- Users directory person role: $user.dirPerson.personRolelabel
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These template examples populate the field with the current time or values from the
Directory Person.

o You can add multiple labels to the same stamp.
5. Set the x and y page coordinates for the label.

The coordinates are relative to the top-left corner of the stamp.

(X=-100, Y=-100) (X=0, Y=-100)  (X=100, Y=-100)

(X=-100, Y=0) =0_Y=0) (X=100_Y=0) -
o é{gmz‘w‘e
(X=-100, Y=100) ¥X=0,Y=100). ____(X=100,Y=100)_ _______ o _______ .
\

Figure 3. Example stamp with labels to show coordinates.

* The x-coordinate, shown in red, is O at the top-left corner of the stamp
and increases to the right.

* The y-coordinate, shown in blue, is O at the top-left corner of the stamp
and increases downward.

+ You may need to experiment to find appropriate coordinates to fit the stamp. You only
need to complete this process once.

1. Set the Font Size.
2. Set the Font Color.
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Text/ Template Suser.realName, Suser.dirPerson.personRoleLabel

Velocity enabled with $document, Suser, and $case available.
X 50
Y 60
Font Size 12

Color black v

Figure 4. An example label configuration.

Sign a document
Once you create a stamp, you can use it to sign documents:

1. Open a document in the Document Viewer.
a. Open a Case.
b. Click the Filing Cabinet tab.
c. Right-click a document and select DocView.

2. Click [ Stamps & Signatures].

g || Q@ =N

Stamps & S Stamps & Signatures

' T NN PR —— )
Figure 5. The [ Stamps & Signatures] button.

3. In the Stamps & Signatures area, click the stamp you want to use.
e The stamp name matches the Caption you set on the attachment.

Click the location on the document where the stamp should show.
Optional: move the stamp to the desired location.

Optional: resize the stamp.

N O 0o A

Click [ Apply Stamps] to finish signing the document.

Investigation request workflow
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Unassigned investigation requests

1. When an investigation request (caseResearchRecord) is added to the case, the status is
set to Pending and a work queue assignment called Unassigned Investigation Requests
is created. Anyone with the Investigator Supervisor Workflow Role has the assignment
in their queue.

Dashboard = Preferences — Molificalions — Security Locaton WorkSow | Calendar Search

Warkflow
WarkNow Rokes x IreasSpalior Supervisos

LOCATIONT

Save & Close Close Selings

Work Queue Cpen ! Ua FD ™

Nassigned Irveshgaticn Kequests

2. Click the work queue to view the list of unassigned investigation requests:

Assignments | Inbox nassigned Investigation Requests | Assigned 1o Myself + Unassigned | Q)
Work Queus Cpen 1 ua Rec Past Due Today
Inasigned veatigaion Reguests Z 1
TS [Cha o coomn o maon sea |
Cmew indormadon
Tasks for Unassigned Investigation creens | Due From Seant Results Assign
Reguests /
2130 Sal, Veruca Infervw witness re + Ve M 042221 Bryms BB AM 1 Resull : ed
whereabouts
21.5 1 21-F-00898: Coke, Cherry Si double check be stalement re + e MO0 coockstader 0720021 1 Resul : ed
S /
[ Checih o et b cintrionl ocponmt |
Resufls 1102 " PerPage T8 -
D Sain hind 108 wher lapaad r

3. Assign the investigation request by clicking the red Unassigned under the Assigned
column:

Result Unassigned

4. Click [+] to navigate to a directory search where you can select the request assignee:
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21-39: Salt, Veruca Interview witness re +  view N 0422721 IsZyms Q4521 1Resull | | X
whereabouts Case
F
Mame Org Mame o Page
ID Mumber Org Type Al -
Group Al b Organization b
Riode Al v -
Name Role Organization Location Phone Email
Acevedo, Michael (System Administrator) System maceveso@journalech com
Nacevedo Administrator
min} aOmingrsustain. net
Bailey, Medah (Systém Administrator) | mbailey  Sysiem mbaiey @poumanzch.com

Administralor

5. The chosen assignee is listed in red under the Assigned column. The action of assigning
the request closes out the workflow. This work queue drops off the queue on screen
refresh:

Its Assigned

ult Administrator (admin)

6. Cancel the investigation request by clicking the results and selecting Cancel in the
dropdown:

Results A

1 1%%” Al
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Results Ass

Per

This action also closes out the workflow, and the work queue drops off the queue on
refresh.

The workflow is also closed out when the status is manually changed to
Completed or Canceled inside the Update Investigation Request form.

Update Investigation Request &8 | @
~ Request Details

Interview witness re: whereabouts.

Request Details*

Due Date® 04£22/2021
Status* Pending| -
v Task -
Pending
Typer Complete :
Canceled h .
Mote

Assigned investigation requests

1. Once an assignee is set on an investigation request, a work queue called Investigation
Requests is assigned to the request assignee:
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Assignments = inbox

Al Locabons Azsigned o Mysell = [ WO Roles: Investigator Supervisor |

Due Dates
Wark Qusus 0p-|n 1 uA Rt Past Due 'I'ﬁ-day
nyEstigation Requ '-;'f 1 { 1
2. Click the work queue to show the list of unassigned investigation requests:
Work Queus Open 1 ua Rec Past Dus Teday
i 1 R 5 1

Tastks for Inu:uga‘uan quut!l.t Screens ! Due Fram Start Results h!ilgniﬂ
21.5 1 21-F-D0E098" Coka L'“l!el“_\.' b= Ooubk Chack e Stalement re nabeas = View Case M 12221 Bryms T84 AM 2 Resalls

Results 1 1o 1 PerPage 15 =

3. When the request is complete, click the results and select Complete in the dropdown:

Results A

2 Resullts Isz

Results

Complete
Cancel k‘ Page

This changes the status of the request to completed and closes out the workflow. The
work queue drops off the queue on refresh.

4. You can reassign the request by clicking your username in the Assigned column.

Assigned

“F

3. Business processes guide | 233 of 407




5. Click [+] to navigate to a Directory Search where you can select the new request
assignee:

21-39: Salt, Veruca Interview witness re +  view N 0422721 IsZyms Q4521 1Resull | | X
whereabouts Case
F
Name Org Name i Pape
ID Mumber Org Type Al -
Group Al b Organization b
Riode Al b -
Name Role Organization Location Phone Email
Acevedo, Michael (System Administrator) System maceveso@journalech com
ACevedo Administrator
min} aaming@sustain net
Bailey, Medah (Systém Administrator) | mbailey  Sysiem mbaiey @poumanzch.com

Administralor

6. You can cancel the investigation request by clicking in the results:

Results A

i1 sult A

Then select Cancel in the dropdown.

Results Ass

"

Per
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This action also closes out the workflow, and the work queue drops off the queue on
refresh.

The workflow is also closed out then the status is manually changed to
Completed or Canceled inside the Update Investigation Request form:

Update Investigation Request 8 | @
~ Request Details

Interview witness re: whereabouts.

Request Details*

Due Date* 04/22/2021
Status® Pending| -
v Task -
Pending
Typer Complete )
Canceled h -
Note

Merge documents

The merge documents utility creates a combined PDF file for printing or downloading. To
start merging your documents, select the dropdown arrow next to File Cabinet, hover over

Utilities, and click Merge Documents.

File Cabinet Discovery = Financials @« [y

Add Case File
Generate Template

Document Viewer

Add Document Seal | Related J@stice Person
| Utilities 1 Bates St -

| IMerge Documentsl

Approve for Disclosure
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The Merge Documents screen shows:

Merge Documents & &

O MName Date Created File Type Id View
E Settlement (MergeDoc2 docx) 07/7/22 DOCX 509743
=
=0 Service (MergeDoc1.docx) 07/7/22 DOCX 509742

_—l

Select all files.
Or select individual files.
Click [Mergel.

You can also show your files by clicking the View Document icon.

A WwN

After you click [Merge], the documents you selected merge into one document and show in
a new window:

Merging files.

1. Expand or collapse your thumbnail icons.

2. Select the page you want to show.
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3. Select your desired zoom.
4. Fit your document to page.
5. Rotate your document.

6. Download your document.
7. Print your document.

8. Select from a list of options:

Two page view

+ Annotations

Present

Document properties

Person merge or split

Person merge

1. To start a person merge, click the Open Person View icon. The Person Summary View
screen shows:

¥ High Profile

Felony ~ 22-1
John Smith

Open =
Summary | - Case Involvements - Victim - Charges Eventz =

Case summary 8 ©

~ Defendant
Type Person ‘

Defendant Smith, John &E
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2. In the Summary dropdown, hover over Utilities, hover over Person Merge, click

Merge/Split:

o John Smith

Summary Case Involvements File Cabinet =

Relationships Motes -

| |
Update Person

Add Address

Add Telephone

Add Contact

Add Identification

Add AKA

Add Person Special Status

Last Name

Smith

Merge/Split I

I Utilities I | Person Merge
Ferzon Overview

Residence

Bulk Merge

k

3. In the Person Summary View, click [ Search Person Organization]:

o John Smith

Summary - r:vn'u'nlvemerlts File Cabinet Relationships - Motes -

Search Person/Organization

4. In the Search Person/Business panel, you can search by First Name/Business Name,
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Last Name, Identification Number, Date of Birth, and Person Type. Enter your search
criteria, then click [Search]:

Search

~ Search Person/Business

First Name / John Date Of Birth [
Business Name

Person Type v
Last Name Smith

Identification

Number

Search Clear Refine | Add Criteria v

5. In the Results, click the person you want to merge:

Search

~ Search Person/Business

First Name / John Date Of Birth E
Business Name

Person Type v
Last Name Smith

Identification
Number

Search Clear Refine Add Criteria ~
Results 1-1 of 1

Fil‘ﬂusiness Name Middle Name Last Name Date Of Birth Identification(s) AKA(s) Person Type

John Smith 06/05M1990 DL #123-456-789 Person

Results 1 -1 of 1

6. After executing the search, three results show which include your original person, the
person to merge with, and the merged result:

Search Person/Organization Switch To Split
John Smith D John Smith E
First Name John First Name John First Name John
Last Name Smith Last Name Smith Last Name Smith
Status Active status Active

Status Active

Add field

7. To finish your merge, you need to select which subentities you want to omit for your
merged result. Select Omit to omit the subentity from the original person or to omit the
subentity from the person to merge with:
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Subentities — it necessary, select subentities to omit from resulting merge

Addresses ‘
Zip City Address Type Address 1 State Effective From
Original Person omit O
- 10001 New York Res 1234 Brooklyn Street Ny 23062022
‘ . ‘
et Zip City Address Type Address 1 State Effective From
Merge With omit L]
9 10001 New York Res 1234 Brooklyn Street Ny 23062022

8. After you finish selecting the subentities you want to keep, click [Preview Changes] at
the bottom of your screen:

Preview Changes

9. Review your changes from the Preview Changes screen. Click [Save] to save the
changes, or [ Close] to edit the changes:

Preview Changes

John Smith Preview

First Name John
Last Name Smith
Status Active
Addresses
Zip City Address Type Address 1 State Effective From
10001 New York Res 1234 Brooklyn Street Ny 23062022
Telephones
Telephone Number Telephone Type Effective From
1234567890 Cell 23062022

Relationships Inverse

Inverse Relationship Type
6 Family
Inverse Relationship Type
5 Family

Relationship Sub Type Related Person

Sibiling 8

Relationships
Relationship Sub Type Related Person

Sibiling 10

10. Click [Cancel] or [Save] on your Person Merge:
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Save Changes

This will update the record for John Smith.

Are you sure you want to save these changes?

Cancel Save

Person split

1. To start a person split, click the Open Person View icon. The Person Summary View
screen shows:

® High Profile

Felony ~ 22-1
John Smith
Open =

Summary | - Case Involvements | Victim - Charges | - Events

Case Summary % ©

« Defendant

Type Person

Defendant Smith, John &E

2. In the Summary dropdown, hover over Utilities, hover over Person Merge, click
Merge/Split:
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o John Smith

Summary Case Involvements File Cabinet = Relationships - Motes -

| |
Update Person

Add Address
Add Telephone
Add Contact
Add Identification Smith
Add AKA
Add Person Special Status |

I Utilities l i Person Merge 1 Merge/Split I

Person Overview Bulk Merge !

Residence \

Last Name

3. Click [ Switch To Split] on the right of your screen.

Switch To Split

First Name
Last Name

Status Active

4. You can choose to copy all information over, or copy items individually with the arrow
buttons. When you are finished copying the desired information, click [Preview
Changes] at the bottom of the screen:
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_ John Smith
John Smith

Name Prafix

First Name John
Last Name Smith
Status Active

5. Preview your changes, then click [Save]:

Preview Changes

John Smith - Updated Crigina

John Smith

First Name
Last Name

Status

Gender  Ethnicity Eye Color Weight

Male White Brown 200

Save Close

Subpoena process

> Name Prefix
> First Name John
[ Last Name Smith
Status Active
Middle Name v
John Smith - New Record
Preview
John
Smith
Active
Profiles
Date Of Birth Hair Color Primary Language Height
05061990 Brown Engl 60

Required conditions to generate a subpoena

« Subpoenable Events: Events where witnesses are typically subpoenaed.

« Subpoenable Parties: Parties that can be subpoenaed.

« Subpoenable Case Assignments: Assignments that can be subpoenaed.

Update planning sheet

1. Start the subpoena process by clicking the Events dropdown arrow, hover over
Subpoenas, hover over Subpoena Planning, and click [ Update Planning Sheet]:
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&% High Profile

Received 06
Felony 22_1 MNext 06/30/2
John Smith Attorney May
Open & Defense Rokt
Summary | - Case Involvements Victim  « Charges Events File Cabinet = Dizcovery =« Financials ~ yﬁgation
Case Summary % @ Add Event

. uture Events | subpoenas ” Subpoena Planning | | Update Planning Sheet |

2. On the Update Planning Sheet screen, there are two ways to choose an event:
- In the Event Types dropdown, select one event type.
Update Planning Sheet 3+ ©

« Involvements

Person Event Type(s)

Smith, M vl =-

— /]

Arraignment
FPreliminary Hearing
Sentencing Hearing
Trial

Person Event Type(s)

B Save & Back n « Back [¥

- Use the Lookup List next to Event Types to select multiple events.

~ Justice Personnel

Update Planning Sheet 8 @
~ Involvements I
Person Event Type(s) Service Method
Smith, M Arraignment, Preliminary Hi w =- =il -
Smith, Jz Lookup List P
~ Justice Personnel Arraignment

Person Event Type(s) Preliminary Hearing

Sentencing Hearing

B Save & Back n ¢ Back | [~ Trial

3. Select the Service Method:
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Update Planning Sheet 8 @
~ Involvements

Person
Smith, M

Smith, Jz

~ Justice Personnel

Person

& save & Back n ¢ Back ¥

4. Select the Subpoena Type:

Update Planning Sheet & @
~ Involvements

Persen Event Type(s)

Smith, M

Smith, J&

~ Justice Personnel

Person

& save & Back n +Back | [¥

5. Type a note.

Event Type(s)

Event Type(s)

Event Type(s)

Service Method

£
m
4

Personal
Mail
Electronic

Subpeoena Type ‘

- Subpoeng -

Service Method

Subpoena Duces Tecum
Subpoena

Service Method Subpoena Type

6. When the planning sheet is complete, click [ Save and Back]:

Update Planning Sheet & @&

v Involvements

Person Event Type(s)
Smi Arraignment, Preliminary He v =-
Smi v =
v Justice Personnel
Person Event Type(s)

B save & Back n #Back [

Subpoena planning

Service Method

Service Method

Subpoena Type

Subpoena Type Note

1. Generate a subpoena by clicking the Events dropdown, hovering over Subpoenas, then

clicking Subpoena Planning:
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% High Profile

Felony ~ 22-1
John Smith
Open | &
Summary | - Case Involvements =« Victim @« Charges | « Events File Cabinet « Disay -
Case Summary t | G Add Event

~ Future Events

Subpoenas | Subpoena Planning |

2. In the View Planning Sheet Folder View, click [ Generate Subpoenal:

View Planning Sheet 8 @

I Generate Subpoena I

~ Involvements

Person Service Type Subpoena Type Events

- 8mith, Jane [WIT]

- 8mith, Mary [VIC] Mail Subpoena

3. In the Generate Subpoena dialog, select the Subpoena event:

Generate Subpoena

This will generate a Subpoena for each Person who has the selected Event Type on their Planning Sheet.

Event*

06/30/2022 3:00 PM Courtroom Assignment

4. Click [ Generate].

Subpoenas future and past events

You can also generate a subpoena by clicking the Events dropdown, then clicking
Subpoenas:
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¥ High Profile

Felony ~ 22-1
John Smith

Open | &

Summary | - Case Involvements - Victim - Charges

Case summary % G

~ Future Events

1. Select the events that need subpoenas generated.
2. Select the parties that need to be served.

3. Select the assignments that need to be served.

4. Click [ Generate Subpoenas]:

Subpoenas

v Future Events

06/30/22 3:55 PM Preliminary Hearing in Courtroom 1

() Parties
Smith, Jane [WIT]

0
O Smith, Mary [VIC]
@]

Assignments

v Past Events

06/22/22 10:00 AM Sentencing Hearing in Courtroom 1
(] Parties

O  Smith, Jane [WIT]

(J  Smith, Mary [VIC]
0

Assignments

Generate Subpoenas « Back

VOCA reporting

Add VOCA report items

-

Served

Served

Served

Served

Events File ine
Add Event
Subpoenas I

AllEvents v

Scroll to top

The Federal Victims of Crime Act Report (VOCA) includes victimizations, special
classifications, and services. Adding these items are found in the dropdown on the Victim
tab inside a Case. The added items are viewable from the Victim Folder View:
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eProsecutore - Config

B8 4o 1 CENNN

Gloop, Augustus

Simpson, Homer J Add Victimization  Add o Glenn, Augus  VOCA Reporting Add Victimization v B &
TV, Mike ” Add Special Classification
Baggins&#38:s, Bilbo Add Service

Smith, Adam Victimization Type® Kidnapping (custodial) -
Beauregard, Violet Date Reported" /1412028
B9 saves Searches
O Timesheet
My Notebook [“ T B Save & Add Another 4 Back

# External Links

Recelved 06421
= Recant Cases Felony ~21-5 Next 11/821 8:00 AM Trial in Courtroom A
Buck, Chariie Charlie Buck Attorey Dockstader
Smith, Adam Open & Defense Finch
Doe, Jan )
Carter, Brad Summary ~ Caselnvolvements ~  Vieim | w | Charges -  Events ~ FleCabinet ~  Discovery =  Financials

HalD% @
[INT)

Investigation  ~  Tasks - O

Generate the VOCA report

To generate the VOCA report:

1. Navigate to Left navigation > Searches & Reports > Reports > VOVA Report.

© 6 4o - O

Reports = VOCA Report - VOCA Report

eProsecutore - Config

Input Parameters

Searches & Reports

Start Date* 070172021 i}
= Searches
Search Case End Date" 302021 ]
Search Person/Business
Show Details (=]

- Search Justice Personne!

By R Qutput Format ot
Search Charge
Search Task
Search Time Entry
& Reports Run Run in New Tab Run & Archive

VOCA Report

2. Enter the time period and the output format.

W save s BB Open

3. If needed, select Show Details to include links for Case and Person records in the

report:

4. Click [Run]. The report shows:
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VOCA Report
Date Reported between 07/01/2021 and 09/30/2021

|. Population Demographic
TOTAL number of individuals who received services during the reporting period 3

Race/Ethnicity
Black/African American

White Non-Latino/Caucasian

Asian
American Indian/Alaska Native

Native Hawaiian and Other Pacific Islander
Some Other Race

Hispanic or Latino

Multiple Races

Not Reported

Gender Identity

Male 1

N O O O] Ol O O = O
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4. Administrator guide

As an administrator, you are able to manage the eProsecutor Online environment in several
ways, including:

« Managing users.
 Creating and modifying Document Definitions.

» Adding and editing items in lookup lists.

All the tasks that an administrator can execute are found in the System Administration
section in the Left navigation menu.

#* System Administration

“Security

“"Lookup Lists
~Document Definitions
EDirectory

E""Iillrga nizations
E-Statutes

E""Searn::h Statute Text
~Mews Gadget
“Manage Special Statuses
- Calendar Admin
E""Hulida}r Calendar
E""l:]e'al endar Sync Test
ElReport Admin

~55RS Reports
I ——

Refer to the following sections for brief descriptions of each administration feature and links
to detailed coverage.

Security

The Security link takes you to a screen for creating and updating User accounts and
assigning them a Security groups and a User navigation.
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Lookup lists

Lookup Lists are the items that show in dropdowns in eProsecutor Online. To add, change,
and delete items, refer to Lookup lists.

Document definitions

Document definitions are the different document types used when uploading or generating
documents on a Case or Person record. The Document Definitions item in the System
Administration menu gives you access to make changes, upload templates, and create new
Document Definitions.

Directory

The Directory allows you to change people and organizations that are used throughout
eProsecutor Online.

Statutes

Manage the Statutes that are used when you add charges to a Case.

Checklist

Manage Checklists used in the Case Task screen.

News gadget

Add content for the News gadget configuration that can be added to a user dashboard.

Manage special statuses

This is for managing Case and Person special statuses. A special status can show in the
Header on a Case or Person record and can be various different colors so the special
statuses can be easily identified when a record is opened.

Calendar administration

The Calendar administration section is used for managing the holidays observed by your
agency or for testing calendar sync with Microsoft Exchange or Google Calendar.
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Report administration

This takes you to a page where you can view and execute all the Report administration for
your agency.

Users and security

This section describes the administrative features that manage user accounts and the
permissions granted to them:
* https://documentation.journaltech.com/eProsecutorOnline/admin/users/accounts.html
* https://documentation.journaltech.com/eProsecutorOnline/admin/users/navigation.html

* https://documentation.journaltech.com/eProsecutorOnline/admin/users/
security_groups.html

User accounts

Access the User Accounts section by navigating to Left navigation > System Setup >
Security » Users:

#* System Administration

‘Security  -iff—
‘Lookup Lists

‘Document Definitions
'Directnrg.r

'Statutes

‘News Gadget

‘Manage Special Statuses
'CalendarAdmiﬂ

#-Report Admin

Create a new user

On the Users page, click [New User] at the bottom of the page. The Create New User
page shows.

Fill in the information for the user:
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« Username: The username used by the new user to login to eProsecutor Online.

« Real Name: The real name of the person using the system.

+ Directory Person: This user account can be linked to a Directory Person by searching

for the Directory Person in this field. If the user account is associated with a Directory
Person, the Real Name field is populated by the system.

« Email: This is the user email address. When the new account is created, an account

creation email is sent to this email address so the user can finish setting up their
account. Password reset requests are also sent to this email.

« Security Group: Permissions can be given to the user according to the Security Group

they are assigned to.

An asterisk indicates a required field.

Manage user accounts

As an administrator, you can delete user accounts, reset passwords, and updating user
permissions.

Delete user accounts

1.

o &~ 0N

Navigate to Left navigation pane > System Setup > Security > Users.

Search for the user account you want to delete.

Click the username of the user.

On the User Account Settings page, click [Delete] at the bottom of the form.

You are prompted to confirm that you want to delete the user. Click [ OK] to delete the
account.

Reset passwords

_—l.

o &~ 0N

Navigate to Left navigation pane > System Setup > Security > Users.
Search for the user account whose password must be reset.

Click the username of the user.

On the User Account Settings page, click [Reset] on the Password field.

You are prompted to confirm that you want to reset the user password. Click [OK] to
reset the password. An email is sent to the user email address with a link to reset their
password.

Update user permissions

1.

Navigate to Left navigation pane > System Setup > Security > Users.
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2. Search for the user account you want to update.
3. Click the username of the user.

4. On the User Account Settings page, change the Security Group of the user. A
description of the permissions available to each security group can be found here.

5. Click [Save] at the bottom of the form.

Workflow roles

It may be required to set the Workflow Roles for some users. If a user is working with
Financials, then they likely need to be assigned the Financial General Workflow Role or
Financial Admin Role, if they should administer financials or not.

The Financial Workflow Roles grant access to workflows such as approving refund
requests.

To set the Workflow Roles:

1. Navigate to Left navigation pane > System Setup > Security > Users.

2. Search for the user account you want to update.

3. Click the username of the user.

4. On the User Account Settings page, click the Profile/Workflow Options tab.
5. Fill in the Workflow Roles field, then click [Save].

Security / jadams

General  Profile / Workflow Options | Advanced Options

Location ~ Select Courthouse
Workflow Roles » Financial Admin | | % Financial General
LOCATION1
Atfributes Key Value
[+ e
Save Delete Back to Person Back to Security (% Test Access N

Advanced options

If a user gets locked out of their account, you can come here to unlock the account. The
screen reports how many login attempts were recently made. You can also set a date for
the account to expire.
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If an account is locked due to too many failed attempts, you can restore access by following
these steps:

1. Clear the Failed Login Count field.

2. Deselect Account Locked.

3. Clear the Password Expired field or setting it to a date somewhere in the future.

Security / graysontest
General  Profile / Workflow Options = Advanced Options

Account Expires = Account Disabled

[m]

Password Expires 10/31/2024 E Account Locked

[

Failed Login Count 0 APl-only Account

<]

Locked Daily After © Execute Login Rules

Save Delete Back to Person Back to Security | Last Modified [11/1/23 by graysoniest]

You can also use this tab to expire an account sometime in the future or indefinitely. You can
set an Account Expires date or you can select Account Disabled to disallow logins to the
account. This also prevents the user from being able to request password reset link through
email. It is advised to do this if you must remove access to the system for a user, as in the
case of employee termination.

User navigation

The menus available to a user on the left navigation, case navigation, and person navigation
are determined by their user navigation settings. The user security group determines the
available navigation settings.

The following tables the describe the menus available to each security group.

Left navigation

This is a table with the security groups in rows, and the Left navigation in the columns. A
check mark in a cell means that the security group in the row has access to the navigation
menu in the column.

Securit Accoun Add Cashier Financi Search System Tools Worksp
y Group ting case alsetup es& adminis ace
reports tration

General 4 4 4 v
User
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Securit Accoun Add Cashier Financi Search System Tools Worksp
y Group ting case al setup es & adminis ace
reports tration

General v v v v v
_Financ

ial

General 4 4 v v
_Seal

General 4 v 4 v v
_Seal F
inancial

LocalA 4 v
dminUs
er

PowerU 4 4 v v
ser

Power_ v v v 4 v v v
Financi
al

Power_ v v v v
Seal

Power_ v v v 4 v v v
Seal_Fi
nancial

Super v v v v v

Super_ v v v v v v v v
Financi
al

Super_ v v v v v
Seal

Super_ v v v v v v v v
Seal_Fi
nancial
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Securit Accoun Add Cashier Financi Search System Tools Worksp
y Group ting case al setup es & adminis ace
reports tration

ViewOn v v v
ly

Case navigation

This is a table with the security groups in rows, and the case navigation menus in the
columns. A check mark in a cell means that the security group in the row has access to the
navigation menu in the column.

Security group Case menus Case financial Case sealing menus
menus*

GeneralUser v v

General_Financial v v

General_Seal v v v

General_Seal_Finan v v v

cial

LocalAdminUser

PowerUser v v

Power_Financial 4 v

Power_Seal v v v

Power_Seal_Financi v v v

al

Super v v

Super_Financial v v

Super_Seal v v v

Super_Seal_Financi v v v

al

ViewOnly v v
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\* Only available if the environment is configured to use financials.

Person navigation

This is a table with the security groups in rows, and the person navigation menus in the
columns. A check mark in a cell means that the security group in the row has access to the
navigation menu in the column.

Security Group Person Menus Person Financial Menus*
GeneralUser v v
General_Financial v v
General_Seal v v
General_Seal_Financial v v
LocalAdminUser

PowerUser v v
Power_Financial v v
Power_Seal v v
Power_Seal_Financial v v
Super v v
Super_Financial v v
Super_Seal v v
Super_Seal_Financial v v
ViewOnly v v

\* Only available if the environment is configured to use financials.

Security groups

The Security Groups page can be accessed by navigating to Left navigation pane >
System Setup > Security and going to the Groups tab.
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#* System Administration

Security  if—
Lookup Lists

Document Definitions

l';*J Directory

l';*J Statutes

News Gadget

IManage Special Statuses
l';*J Calendar Admin

[+ Report Admin

Permissions

A security group is a group that is assigned various permissions in the system that can be
applied to individual users. The default security groups and the permissions granted to
each:

Table 1. Permissions for Cases and Persons

Security Group Vie Add/Upd Delet
w ate e
GeneralUser v v
General_Financial v v
General_Seal v v
General_Seal Financial v V4
LocalAdminUser
PowerUser

Power _Financial
Power_Seal

Power_Seal_Financial

S < < <
< < < <
S < < < X

Super
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Security Group Vie Add/Upd Delet
w ate e

Super_Financial v v v

Super_Seal v v v

Super_Seal_Financial v 4 v

ViewOnly v

Table 2. Users, Sealing, and Financials permissions
Security Group Administ Seal Cases, Use Administe
er Users Documents Financi r

als Financials

GeneralUser

General_Financial v
General_Seal 4

General_Seal Financial v V4
LocalAdminUser v

PowerUser

Power_Financial v v
Power Seal 4

Power_Seal_Financial 4 v 4
Super v

Super_Financial v v v
Super_Seal v 4

Super_Seal_Financial v 4 V4 v

ViewOnly
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Calendar administration

Holiday calendar

The holiday calendar is used to setup recurring holidays that your agency observes. These
holidays show on calendars in eProsecutor Online, and aid you in scheduling.

Welcome, Wendi Steinbeck  Dashboard = 4 &

Monday Tuesday Wednesday Thursday Friday
MNov 23 Nov 24 Mov 25 Nov 26 Nov 27
Thanksagiving Thanksgiving

Friday

Mav 30 Dec1 Dec2 Dec 3 Dec 4

Dec7 Dec & Dec9 Dec 10 Dec 11

Dec 14 Dec 15 Dec 16 Dec 17 Dec 18

Dec 21 Dec 22 Dec 23 Dec 24 Dec 25
Christmas

- > Today

You can get to the Holiday Calendar by going to Left navigation pane > System
Administration > Calendar Admin > Holiday Calendar.
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#* System Administration

“Security

“Lookup Lists

~Document Definitions
H-Directory

H-Statutes

~Mews Gadget

~Manage Special Statuses
E-Calendar Admin
é""HuIida}r Calendar *—
E""Cal endar Sync Test
E-Report Admin

After clicking the Holiday Calendar link, Holidays Administration page shows.

Admin / Holidays Administration

List of Holidays

Name Type Year Detail

Christmas DATE Every December 25, every year T
Thanksgiving CYCLE_LAST Every The last Thursday of November, every year T
Thanksgiving Friday CYCLE LAST Every The last Friday of November, every year Ty
New Year's Day DATE Every January 1, every year Ty
Independence Day DATE Every July 4, every year ]
Labor Day CYCLE Every 1st Monday of September, every year ]

Add New Holiday Holiday Schedule Import XLS

This screen list all the holidays that are currently configured in the system. If you would like
to add more holidays, there are two ways: manually or using import.

Manual addition and editing

To add a new holiday, click [Add New Holiday] at the bottom of the screen. To edit an
existing holiday, click the holiday name:
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Admin / Holidays Administration / Edit Thanksgiving

Edit Thanksgiving
o Config Code™ Thanksgiving O
e Name* Thanksgiving
e Date” 11/26/2020 =] Cycle Last v Every Year -

Details  The last Thursday of November, every )g\o \e

Next Date 11/26/20

Save & Back Save Cancel

_—l.

Config Code: System code used to identify the holiday.
Name: The name used for the holiday that shows on the calendars.

Date: The date the holiday occurs this year.

A W

Type: There are three options: Date, Cycle, and Cycle Last.

- Date: The holiday occurs on the day entered in the date field (example: Christmas is
on December 25 every year).

- Cycle: The holiday occurs every year on the same weekday from the start of the
month (example: Labor day is the first Monday of September).

- Cycle Last: The holiday occurs every year on the last occurrence of a weekday in a
month (example: Thanksgiving is the last Thursday of November).

5. Recurrence: Set it to This Year for the holiday to only occur once. Set is to Every Year
for the holiday to show every year.

6. [Save & Back]: Saves the current settings and returns you to the Holidays
Administration page.

7. [Save]: Saves the current settings, but keeps you on the Holiday Settings page.

8. [Cancel]: Discards the changes and returns you to the Holidays Administration page.

Import holidays

On the Holidays Administration page, you can import holidays from an Excel XLS file by
clicking [Import XLS] at the bottom of the page.
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Thanksagiving Friday CYCLE_LAST Every The las
New Year's Day DATE Every Januar
Independence Day DATE Every July 4,
Labor Day CYCLE Every 15t Mol

Add New Holiday Holiday Schedule Import XLS ‘ -

File Choose File | No file chosen o

Expected Format Excel XLS

Columns Date|Name|Type|Frequency
Sample

e Import Close o

1. File: Choose an Excel XLS file in the proper format that has holiday data you want to
import into eProsecutor Online.

2. Sample: Download a sample Excel XLS file that has the expected format and a few
samples.

3. [Import]: Import the holidays from the file into eProsecutor Online.

4. [Close]: Close the Import dialog.

A . B . C . D E
|Date Mame Type Frequency
| 12/25/2014 Christmas DATE THI5_YEAR
| 11/27/2014 ThanksGiving CYCLE_LAST EVERY_YEAR
9/14/2014 Labor Day CYCLE EVERY_YEAR

E I = T B Sy T E B S R

After clicking [Import], the new holidays show up in the list.

Holiday schedule

You can view what upcoming holidays there are by clicking [Holiday Schedule] button at
the bottom of the Holidays Administration page.
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Labor Day / CYCLE

Add Mew Holiday Holiday Schedule Import XLS

01/01/2022 B to | 12/31/2022 =20
Name Date

New Year's Day 01/01/2022
Independence Day 07/04/2022

Labor Day 09/05/2022
Thanksgiving 11/24/2022
Thanksgiving Friday 11/25/2022
Christmas 12/25/2022

You can enter a date range and discover the existing holidays based on your configured
holidays.

Calendar sync test

The Calendar Sync Test page is used for testing how events sync to a person calendar.
Google mail and Microsoft Exchange servers are supported.

Calendar Sync Test
Type Exchange e
Server outlook.office365.com [F]
Usemame @journaltech.com
Password [ssssssseses ®
Event ID 24277

Test

To test how and event syncs to a calendar, you need to fill in the fields with the appropriate
data.
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Type: Choose Exchange or Google depending on which type of calendar you want to
sync to.

Server: Enter the server URL for the Google or Exchange server.

« Username: This is the email address for the calendar you want to sync to.

Password: Enter the password associated with the username.

Event ID: Enter an event id from eProsecutor Online that you want to try syncing to the

calendar.
Directory
The directory consists of Persons [https:/documentation.journaltech.com/eProsecutorOnline/admin/
directory/person/index.htmi] and Organizations [https://documentation.journaltech.com/
eProsecutorOnline/admin/directory/org_unithtml].  Persons  [https://documentation.journaltech.com/
eProsecutorOnline/admin/directory/person/index.htmi] and Organizations

[https://documentation.journaltech.com/eProsecutorOnline/admin/directory/org_unithtml]  include all
people that are part of agencies and organizations that work with you as the customer, such
as police and sheriff departments, probation offices, courts, and attorney offices. If a person
is not a victim, witness, plaintiff, defendant, or other such involvement on a case, they are
likely to be in directory.

£ System Administration

~Security

“Lookup Lists

“Document Definitions

Mews Gadget

~Manage Special Statuses
H-Calendar Admin
F-Report Admin

Refer to Directory person for information on how directory persons are used on cases, and
added through the Case screen.

Directory organization
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Directory organization

A Directory Organization is a non-person entity that is part of the justice system. They can
represent a court, a law enforcement agency, a prosecutor office, or other organization that
needs to be tracked.

Searching for a directory organization

Directory

Search

Nameorcode | Group | Al - stas | Active

Resource

m
=

Active E to )

Search | Clear ~ Add New Organization | Import

Criteria:

Name or Code: Enter the name or code of the organization.

» Group: Use to filter results.

Status: Select the current status of the organization, one of:
- All
- Active

- Inactive

Resource: Use to filter results.

Type: Select the type of the organization, one of:
- All
- Court
- Defense
- Law Enforcement
- Non-Agency Specific
- Probation, Parole, Pretrial, Other
- Prosecutor

 Active: Start and end date of activity for the organization.
Buttons:

« [Search]: Execute the search, with no criteria, to return a paginated list.
 [Clear]: Reset search criteria.

« [ Add new organization]: Opens the form to add a new Directory Organization.
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 [Import]: Import a Excel spreadsheet of organizations.

Add a directory organization

To add a new Directory Organization, click [Add New Organization]:

Organization

mforr@on Personnel = Resource  Attachments  Attributes.

Group Al v Web Address

Org. Type* v Email

Name* B] Notes
Short Name

Phone 1 v X

Code™ Generate
Phone 2 v X

Start Date &
Phone 3 v X

End Date = [CJExclude From Config Management

status Active ~

> ldentifications

Other Addresses Contact

‘0 Add Address '© Add Contact

Save | Cancel

« Org. Type: Select the organization type choosing from:
- Court
- Defense

- Law Enforcement

o

Non-Agency Specific

o

Probation, Parole, Pretrial, Other

- Prosecutor

Name: The name of the organization.

Short Name: The shortened version of the name, sometimes displayed on screens and
can be used in documents and reports.

Code: Unique code for the organization. If you do not want to come up with one, use the
[ Generate] button to generate one for you.

Code* Generate

Start Date: Date this organization is available in drop downs in the system.

End Date: Date this organization is no longer available in drop downs in the system.

Status: Defines if the organization is Active or Inactive.
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Web address: the website for the organization.
« Email: email for the organization.

* Notes: notes relating to the organization.
Phone 1, Phone 2 and Phone 3:

et @+ @ O

1. Choose the phone type: Cell Phone, Fax, Home Phone, Work Phone.

2. Enter the ten-digit phone number.

3. Optionally enter the extension.

o Org. Type, Name, and Code are all required.

Optional items

Optionally, you can add:

* https://documentation.journaltech.com/eProsecutorOnline/admin/directory/
identifications.html for an organization.

Address

« Contact

* Personnel (https://documentation.journaltech.com/eProsecutorOnline/admin/directory/
person/index.html)

* Resources

Attachments

Attributes

Bulk importing directory organizations

Click [Import] to enter the format of the requisite Excel file for bulk import. The window
also includes a link to a sample file with the required column headers. Click [ Choose File]
at the top to choose the file to import. Click [Import] on the lower right to start the import.
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Import Directory Organization XLS File

File Choose File | No file chosen

File Format: Excel XLS  (Click here to download a sample file with column headers )
The first row of the file must have these column headers:

ORG/LOC (use > to indent, DIR_ORG_TYPE for first level organizations, DIR_ORG_DIVISION for non-first level records)| TYPE|CODE|NAME|NOTES|TELEPHONE1
TYPE|TELEPHONE1 NUMBER|TELEPHONEZ TYPE|TELEPHONEZ2 NUMBER|ADDRESS TYPE|ADDRESS 1|ADDRESS Z2|CITY|STATE|ZIP|COUNTRY|EMAIL

Required Column Values

ORGILOC {Organization or Location) TELEPHONE1 TYPE (required if importing telephone 1)
TYPE (must match values in the DIR_ORG_TYPE lookup list) TELEPHONE2 TYPE (required if importing telephone 2)
CODE {must be unique) ADDRESS TYPE (required if importing address)

NAME

Related Organization Import
To import related organizations (courts, districts, courthouses, courtrooms, etc.) use the > symbol in at the beginning of the ORG/LOC label to indicate whether the row is for
an organization or location. Each = indicates which level of the hierarchy the row belongs to. (l.e., the == organization entry belongs to the > organization entry.)

Organizations include the agency (court, district attorney, defender, eic.) and divisions, while locations indicate offices (courthouse, building, etc.) and rooms

ORGI/LOC TYPE CODE NAME

Organization COURT COUNTY_COURT County Court
=Qrganization DISTRICT EAST_DISTRICT Eastemn District
==>Location COURTHOUSE EAST_DISTRICT_CRTHSE East Main Courthouse
=== ocation ROOM EAST_DISTRICT_CRTHSE_CTRM1 Courtroom 1
=>=Location ROOM EAST_DISTRICT_CRTHSE_CTRM2 Courtroom 2

Cancel Import
Edit a directory organization
If you click an organization name, the Update form is shows:
Directory / Some Directory Organization
Information | Profiles =~ Off-Time = Personnel  Resource  Attachmenis — Attributes
»
g Group A v Web Address
®
N
@ Org. Type* Defense v Email
]
Name* ‘Some Directory Organization 5] Notes
Short Name
Phone 1 v X
Code* AGA Generate
Phone 2 A X
%sm Date B
Pnone 3 v X
End Date - [CJExclude From Config Management
Status Active ~

> Identifications

Other Addresses Contact

© Add Address © Add Contact

Save Back Delete

« Org. Type: choose the organization type choosing from:
- Court
- Defense

- Law Enforcement
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- Non-Agency Specific
- Probation, Parole, Pretrial, Other
- Prosecutor

« Name: The name of the organization.

« Short Name: The shortened version of the name, sometimes shown on screens and can
be used in documents and reports.

« Code: Unique code for the organization. If you do not want to come up with one, click
[ Generate] to generate one for you.

Code* Generate

« Start Date: Date this organization is available in drop downs in the system.

« End Date: Date this organization is no longer available in drop downs in the system.
« Status: Defines if the organization is Active or Inactive.

« Web address: the website for the organization.

< Email: email for the organization.

* Notes: notes relating to the organization.

Phone 1, Phone 2, and Phone 3:

e @ ¢ @ 5O

1. Choose the phone type: Cell Phone, Fax, Home Phone, Work Phone

2. Enter the ten-digit phone number.

3. Optionally enter the extension.

o Org. Type, Name, and Code are all required.

Optional items

Optionally, you can add:
* https://documentation.journaltech.com/eProsecutorOnline/admin/directory/
identifications.html for an organization.
* Address

« Contact
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Off-time

Personnel (Directory Persons [https:/documentation.journaltech.com/eProsecutorOnline/admin/
directory/person/index.htmi])

Resources

Attachments [https://documentation.journaltech.com/eProsecutorOnline/admin/directory/
attachment.htmi]

Attributes [https://documentation.journaltech.com/eProsecutorOnline/admin/directory/attribute.html]

- Addresses: Click [ Add Address] (1) and fill in the form (2):

eProsecutore Online Prosecutor & 204 Febrary 4, 2021

i workspace Organization
™ Add Case Information Personnel Resource Attachments Attributes
Q searches & Reporis
A Ve
& Cashier Grove e e
Address
&= Accounting Org. Type* h
Email
$ Financial Setup Name* 6]
Nofes
&7 System Sefup
Short ’
© System Administration Hame
Phene 1 ~ B
Security
Code* Generate
Lockup Lists Phone 2 v H
Document Definitions
= Dirsctory Start Date Phone 3 w i
Pacple
End Date

Orgsrizstions [JExclude From Config Management

= Statutes .
Search Statute Text Stalus Active .
News Gadget : :
> Identifications
Manage Special Ststuzes.

= Calendar Admin

Holiday Calendar Other Addresses Contact
Calendar Sync Test
= Repert Admin Select v W MNew Coniact v| o x
SSRS Reporis
7# System Admin Address i Name
S Position
. (24
City City Email
State Salect hd Phone v
b
zIp 2P
O Use as Mailing Address
Country Countr © Add Contact
From ™ To T

© Add Address o

- Contact: Click [Add Contact] (1) and fill in the form (2):
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eProsecutore Online Prosecutor

B Workspace Organization

5 20 9 CONE

= Add Case Information | Personnel  Resource  Affachments  Aftributes
Q searches & Reporis
a1 v
I Cashier Group Al g Web
Address
&= Accouniing Org. Type* v
Email
$F|||al|cial Setup Name* ol
Nofes
& System Setup
Shart 4
& Syctem Adminisiration Hame
Phone 1 A ¥
Security
Code* Generate
Lockup Lists Phone 2 v H
Document Definitions
< Diectory Star Date hone ” g
People
Organizations End Date [DExciude From Config Management
= Statutes -
Status etz >

Search Statute Text

News Gadgat e
. > |dentifications
Manage Special Statuses

Calendar Admin

Halidsy Calendar Other Addresses Contact
Calendar Sync Test
= Report Admin Select v o m New Contzct v x
S5RE Reporis
# System Admin Address fddress Mame
A, Tools Position
. (2]
City City Email
State Select v Phone v
b
zIp 2P -
[0 Use as Mailing Address

Country

From From @ To| Te

© Add Address

- Off-Time: Select the Off-time tab, then click [ Add off-time].
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eProsecutore Online Prosecutor

L Workspace

™ /\dd Case

Q searches & Reporls
I Cashier

ﬁAc:nnnling

$ Financial Setup

£ System Setup

&% System Administration
Security
Lookup Lists
Document Definitians
= Directory
Pecple
Organizations
* Statutes
Mews Gadgat
Manage Spacial Ststuses
* Calendar Admin

¥ Report Admin

(% System Admin

A, Tools:

L]

Resources:

Grganizations ~

Information

EXE s 2

Directory

Defense Counsel

Profiles

Reason

Save

Back Delete

eProsecutore Online Prosecutor

Reguested

Personnel  Resource  Attachments
From To
Off-Time
Typat
O All day event
From*
To
Date Requesied
hiote
Add Cancel

XXE —

Note

08/6/12 by worluce A%

Select the Resources tab, then click [Add Resource].

B Workspace

™ Add Case

Q Searches & Reports
& Cashier

& Accounting

$ Financial Setup

©° System Setup

% System Administrafion
Security
Lookup Lists.
Document Definiiions
= Directory
People
Organizations
* Statutes
Mews Gadget
Manage Special Statuses
* Calendar Admin

¥ Report Admin
% System Admin
A Tools

“

Directory

Organizations ¥

Inform,

Defense Counsel

ation  Profiles

Category

Save

Back

Off-Time.

Delete

Directory organization management

Persannel

Attachments

Affributes

Code
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eProsecutore Online Prosecutor 8 a0 1 February 5, 2021

B Workspace Directory / Add New OrgUnitin Defense Counsel

&, 5dd Case Information | Person

Add OrgUnit @
Rl | [ 10 g [
w ] .
. = Divisi Select
& Cashier £ Add Orgunit 1'_‘;:::" Add Location °
= Add Location
. £
& pccounting : s persan —» AddPerson @
$r S < Move fo
inancial Setup Merge into MOVS tO o
Short
©F System Setup
Mame H P
Mergeinto @ r :
& Sysiem Adminisiration
Code™ b
Security 1 T
Lockup Lists start
I Dosument Definitions Date ehone -
= Directory 5
People End W ol
Organizations Date
* Statutes Phong ~
Mews Gadget Status Active v 3 "
Manage Special Siztuses
& Calendar Admin [JExclude From Config Management
& Raport Admin o
» |dentifications.
(# System Admin
A, Tools Other Addresses Contact
“
© Add Address © Add Contact

Save Back Delete

Move an organization

An Organization can be moved to a different parent organization.

1. Select Organizations, on the right side of the left navigation (1).

2. In the organization dropdown (2), select Move to (6).

3. Select the new parent Organization or Location from the dialog.

4. The Organization can be found under the Organization in the Organization tree.

This feature allows you to mimic the personnel hierarchy of an organization or the physical
structure of a building.

Merge organizations

When two organizations have the same name, you can use a merge operation to combine
them into one.
1. Select Organizations, on the right side of the left navigation (1).

2. In the organization dropdown (2), select Merge into (7). A dialog opens asking how to
merge the organizations.

3. Click one of the merge options:

a. Click the Merge into link to merge this organization into the other organization.
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b. Click the Or keep link to merge the other organization into this organization.

Merge District Courtroom into

Mergeinto @ District Courtroom (DISTR_C) Orkeep @ District Courtroom (90016-DCT)

Also, one can create more organization details including Divisions (sub OrgUnit), Locations,
Persons using the expanded Organizations panel. In the following image, the organization
has a location named Conference Room 1:

Directory / Some Directory Organization

Information Prof

1 — Some Directory Organization -
un
c Conference Room 1« u
% Add OrgUnit P
g Add Location
5 Add Person =
O Move to

h Merge into e*

Short Name
Add an OrgUnit

An OrgUnit, short for "Organization Unit," is a subordinate organization in an organization.
They can be used to represent divisions, departments, or other subgroups.

To add an OrgUnit:

1. Select Organizations, on the right side of the left navigation (1).
2. In the organization dropdown (2), select Add OrgUnit (3).

3. Fill in the form that shows and click [Save]. The new Orgunit is under the Organization
in the Organization tree.
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Add a location

You can add multiple locations to an organization:

1. Select Organizations, on the right side of the left navigation (1).
2. In the organization dropdown (2), select Add Location (4).

3. Fill in the form that shows and click [Save]. The new Location can be found under the
Organization in the Organization tree.

Add a person

You can add a person directly to a directory organization:

1. Select Organizations, on the right side of the left navigation (1).

2. In the organization dropdown (2), select Add Person (5). The Add New Directory
Person screen shows.

For more information on Directory Person, refer to
0 https://documentation.journaltech.com/eProsecutorOnline/admin/
directory/person/index.html.

Directory person and directory organization identifications

13 Identifications

Type Number Issuer Name Issuer State From Date To Date

No Identifications

© Add Identification

Identifications are numbers associated with a person or organization. This number is
assigned by some sort of organization, such as the Social Security Administration, Federal
Bureau of Investigation, state drivers license division, and court identification number.

Add an identification

Click [ Add Identification] to open the Add Identification form:
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|dentification

Type* e
Mumber* A i
Izsuer Mame |
Izsuer Siate b
Effective from
Effective fo

Mermo

Add Cancel

Type: select the number type.

Number: enter the number.
« Issuer Name: name of the issuing organization.

Issuer State: state of issuance.

Effective from: date identification is effective from, typically the issuance date.

Effective to: date identification is effective to, typically the expiration date.

+ Memo: enter anything of note about the identification.

Update an identification

Click an identification number to open the identification form, which records information
populated in the correct fields. Make the required changes, then click [ Update].

Directory person

Directory Persons are individuals that are in your organization or another organization, such
as attorneys, probation officers, police officers, and judges.

Search for a directory person
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Directory

Name ID Number Code
Group Al v Firm Name Status Active

Role Al Active B o &

m
o
a

Search | Clear ~ Add New Person | Import

Criteria:

Name: Enter the name of the person.

ID Number: Enter the ID number of the person.

Code: Enter the code used for the person.

» Group: Can be used to filter results.

» Firm Name: Enter the name Firm Name to filter results.
« Status: current status of the person, choose from:

- All

- Active

- Inactive

Role: Select one or more Directory Person roles:
- All
- Administrator
- Defense Attorney
- Judge
- Law Enforcement Officer
- Legal Staff
- Probation, Parole, PreTrial
- Prosecuting Attorney
 Organization: Enter all or part of an organization name to filter results.

 Active: start and end date of activity of the person.
Buttons:

» [Search]: do the search with no criteria. The search returns a paginated list.
 [Clear]: reset search criteria.

« Add New Person: open form to add a new Directory Person.
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« Import: import a Excel spreadsheet of Directory Persons.

Add a directory person

To add a new Directory Person, click [Add New Person].

Directory / Add New Person

Information = Off-Time = Attachments  Aftributes =~ EFSP Attributes

General Information

Group Al v Phone 1 v x
Role™ v Phone 2 v X
Secondary Roles v = Phone 3 v x
First Name @ Web Address
Middle Name Email
Last Name Alt. Email
Last Name 2 Notes
Code” Generate
Status Active
Printed Name
Person Rank
Job Title
Start Date
Firm Name
End Date
Prefix v
End Reason
Sufft v
i [Exclude From Config Management
> laentifications
Organization Address Other Addresses
© Add Organization © Add Address

Save Save & Assign Security Cancel

e Group: TBW
* Role: select one or more Directory Person roles:
- Administrator
- Defense Attorney
- Judge
- Law Enforcement Officer
- Legal Staff
- Probation, Parole, PreTrial
- Prosecuting Attorney
« Secondary Roles: select one or more secondary Directory Person roles:
- Administrator
- Defense Attorney

- Judge
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- Law Enforcement Officer
- Legal Staff
- Probation, Parole, PreTrial
- Prosecuting Attorney
 First Name: The first name of the person.
« Middle Name: The middle name of the person.
- Last Name: The last name of the person.
e Last Name 2: The second last name of the person.

» Code: Unique code for the organization. If you do not want to come up with one, use the
[ Generate] button to generate one for you.

Code* Generate

» Printed Name: The printed or deputized name.

 Job Title: Job title of the person.

¢ Firm Name: Name of the firm the person is associated with.
* Prefix: Prefix of the person, such as: Mr., Mrs., Dr., Sir.

» Suffix: Suffix of the person, such as: Junior, IT, ITI, MD.

* Phone 1, Phone 2, and Phone 3:

e @ ¢ @ 1 ©

1. Choose the phone type:
= Cell Phone
= Fax
= Home Phone
= Work Phone
2. Enter the 10 digit phone number.

3. Optionally enter the extension.

* Web Address: the website for the person.
« Email: main email for the person.

 Alt. Email: place for a secondary email for the person.
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* Notes: notes relating to the person.
» Status: defines if the person is active or inactive. One of: Active, Inactive

« Person Rank: Rank of the individual, configured by options in the DIR_PERSON_RANK
lookup list [1].

Start Date: Date this person is available in drop downs in the system.

End Date: Date this person is no longer available in drop downs in the system.

End Reason: Reason the person is no longer a directory person. This list is configured
by options in the DIR_PERSON_END_REASON lookup list [1].

0 Role, Code are required.
[1] Lookup lists, such as DIR_PERSON_RANK are only editable by support.

Optional items
Optionally, you can add the following items to a person record:

« |dentifications

+ Addresses [https://documentation.journaltech.com/eProsecutorOnline/admin/directory/person/
addresses.htmi]

Off-Time [https://documentation.journaltech.com/eProsecutorOnline/admin/directory/person/
off_time.html]

Attachments
Attributes

Bulk import directory persons

Clicking [Import] provides the format of the requisite Excel file for bulk import. The window
also includes a link to a sample file with the required column headers. Click [ Choose File]
at the top to choose the file to import, then click [Import] on the lower right to start the
import.
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Import Directory Person XLS File

File ‘[ ‘ Choose File | No file chosen ]|

File Format: Excel XLS  (Click here to download a sample file with column headers )
The first row of the file must have these column headers:

First Name|Middle Name|Last Name|Last Name 2|Code|Role Group|Role|Prefix|Suffix|Firm Name|Address Type|Address 1|Address 2|Address
3|City|State|Zip|Country| Telephone 1 Type|Telephone 1 Number|Telephone 2 Type| Telephone 2 Number|Email|ldentification Type|ldentification Number|ldentification
Effective From|Qrganization|Language|Status|Start Date|End Date

Required Column Values
First Name Role (Values must match the DIR_PERSON_ROLE lookup list codes)
Last Name Status (TRUE for active persons, FALSE for inactive persons)
Code (must be unique)

The sample import file (download link is above) has bolded column headers for the required columns

Possible Additionally Required Column Values
Address Type (required only if importing address) Telephone 2 Type (required only if importing telephone 2)
Telephone 1 Type (required only if importing telephone 1) Identification Type (required only if importing identification)

N

Cancel Impart

Edit a directory person
If you click a person name, you are presented with the update form:

Directory / Chislev Balthasar

Information ~ Profiles | Off-Time  Attachments = Aftributes =~ EFSP Attributes

General Information

Group Al v Phane 1 v x

Role™ v Phone 2 ~ X

Secondary Roles v = Phone 3 v %
First Name Ghislev ] Web Address
Middle Name: Email
Last Name Balthasar Alt. Email
Last Name 2 Notes

Code” AP-32121 Generate

Status

Printed Name:

Person Rank
Job Title
Start Date
Firm Name
End Date
Prefix v
End Reason
Suffi
e v [CExclude From Config Management
> Igentifications
Organization Address Other Addresses
© Add Organization © Add Address

Save | Save & Assign Security |[Login:jared] Back | Delete

« Group: TBW
* Role: select one or more Directory Person roles:
- Administrator

- Defense Attorney
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- Judge
- Law Enforcement Officer
- Legal Staff
- Probation, Parole, PreTrial
- Prosecuting Attorney
« Secondary roles: select one or more secondary Directory Person roles:
- Administrator
- Defense Attorney
- Judge
- Law Enforcement Officer
- Legal Staff
- Probation, Parole, PreTrial
- Prosecuting Attorney
 First Name: The first name of the person.
« Middle Name: The middle name of the person.
- Last Name: The last name of the person.
« Last Name 2: The second last name of the person.

« Code: Unique code for the organization. If you do not want to come up with one, click
[ Generate] to generate one for you.

Code* Generate

* Printed Name: The printed or deputized name.

 Job Title: Job title of the person.

« Firm Name: Name of the firm the person is associated with.
 Prefix: Prefix of the person, such as: Mr., Mrs., Dr., Sir.

« Suffix: Suffix of the person, such as: Junior, Il, Ill, MD.

e Phone 1, Phone 2, and Phone 3:

et @+ @ O

1. Choose the phone type:
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= Cell Phone
= Fax
= Home Phone
= Work Phone
2. Enter the 10 digit phone number.

3. Optionally enter the extension.

Web Address: the website for the person.

Email: main email for the person.

Alt. Email: place for a secondary email for the person.

Notes: notes relating to the person.

Status: defines if the person is active or inactive. One of: Active, Inactive

Person Rank: Rank of the individual, configured by options in the DIR_PERSON_RANK
lookup list [1].

Start Date: Date this person is available in drop downs in the system.
End Date: Date this person is no longer available in drop downs in the system.

End Reason: Reason the person is no longer a directory person. This list is configured
by options in the DIR_PERSON_END_REASON lookup list [1].

0 Role, Code are required.

[1] Lookup lists, such as DIR_PERSON_RANK are only editable by support.

Optional items

Optionally, you can add the following items to a person record:

Directory person and directory organization identifications

https://documentation.journaltech.com/eProsecutorOnline/admin/directory/person/
addresses.html

https://documentation.journaltech.com/eProsecutorOnline/admin/directory/person/
off _time.html

Directory person and directory organization attachment

Directory person and directory organization attributes
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Directory organization and other addresses

At the bottom of the https://documentation.journaltech.com/eProsecutorOnline/admin/
directory/person/index.html screen, addresses can be associated with the person record.
An Organization Address or Other Address can be added:

Eirm Vulfer County Sherrif End v
Reason
Name
CExclude From Config Management
Prefix ~
Suffix h
> |dentifications
Organization Address Other Addresses
© Add Organization © Add Address
Save Save & Assign Security Back Delete 02/8/21 by admin = #»

Organization addresses

An Organization Address shows when a Directory Person is added to a Directory
organization.

To add a person to an organization, click [ Add Organization]. This shows the Organization
Search dialog:

Loc Qrg Bureau
Name Mame
Loc All w Qrg All W
Type Type
Resource All W Organization w

Search e

Organization

-Bureau of Land Management  Law Enforcement
-Federal Bureau of Investigation Law Enforcement e
In the dialog:
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1. Enter the search criteria for the organization you want to add.
2. Click [Search]

3. Click the organization link in the search results.

After clicking the organization in the search dialog, the organization shows in the
Organization Address panel:

Organization Address

Organization Name

Federal Bureau of Investigation L}
935 Pennsylvania Ave.
Washington, DC 205350001

© Add Organization

After adding the organization, click [Save] on the Directory Person record to save the
changes.

Other addresses

Besides organization addresses, other addresses can also be added to a Directory Person
record. These addresses could represent a mailing address, physical address, or work
address.

To add a personal address to a Directory Person, click [Add Address] in the Other
Addresses panel.
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Other Addresses
Select v | T
Address Address
City City
State Select ~
ZIPp zIP -
] Use as Mailing Address
Country Country
Erom From E To| To [=]
© Add Address

Enter the information for the address, then click [ Save] on the Directory Person record.

Directory off-time

Off-time is a way to track when a Directory Person is off of work. This may include sick
leave, schedule vacation, or other reasons.

Navigate to directory person off-time

To view or schedule off-time for a Directory Person, navigate to Left navigation > System
Administration » Directory > People.
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#* System Administration

~Security

~Lookup Lists

~Document Definitions
ElDirectory

Pe ople  iff—
5""Drga nizations
H-Statutes

~Mews Gadget

“Manage Special Statuses
H-Calendar Admin
F-Report Admin

After navigating to the Directory Person Search screen, enter the criteria for the individual
you are trying to find (1), click [Search] (2), then click the name of the individual:

Directory

Person Qrganization

Search o

Name George D Code
Number
Group All v Status Active v
Firm
Role Al v = Name Active  to
Organizatic =
Search Clear =~ Add New Person  Import

Search Results 1-1 of 1

[J Name Code Role Firm Organization Room Email

[J Balmer, George GB1 Law Enforcement Cfficer Vulfer County Sherrif

Delete Selected

View and add off-time

After clicking a name, the Directory Person Edit screen shows. Click [ Off-Time] to view
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and manage off-time for the person:

Directory / George Balmer ‘/

Information Profiles Off-Time | Attachments = Atiributes

Reason From To Regquested

© Add Off-Time . e

Save Save & Assign Security Back Delete

Note

5:28 PM by admin #»

To add Off-Time for the person, click [ Add Off-Time]. The following dialog shows:

Off-Time

[ Type™ Vacation
I
_ [] All day event

From* 07/05/2021 =] 08:00 AM

To 07/05/2021 ] 0500 PM
Date Requested 02/08/2021 =]
Mote Family Trip
Add Cancel

Fill in the information for when the off-time is scheduled, then click [Add]. The new entry

shows on the Off-Time tab.

o Off-Time shows on the calendar for that Directory Person.
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Directory person and directory organization attachment

Information ~ Profiles ~ Off-Time  Personnel | Resource = Attachments = Atlfributes

L Aftachments

S
® Type Caption File Name Stamp Bulk Stamp Resizable Note Roles start Date End Date Labels
@
2

© Add Attachment

Save Back Delete

Attachments are documents and images associated with a person or organization.
Generally this is used for things like an agency seal or logo, bail bond license, proof of
residency, head shot of a person or stamp for document stamping.

Add an attachment

Click [Add Attachment] to add a row to add the document in the grid.

Type Caption File Name stamp Bulk Stamp  Resizable Note Roles Start Date End Date Labels

HeadShot v Choose File | No file chosen a a [m] Everyone ® ® ®

» Type: select the type for the attachment.

Caption: enter a caption for the image.

File Name: click [ Choose File] to select a file.

Stamp: defines this attachment as a stamp usable by the agency or Directory Person.

Bulk Stamp: defines this as a stamp usable in scanning utilities.

Resizable: allows the stamp to be resized.

* Note: enter note about the file.

Roles: select the roles that have access to this attachment. Click to open a dialog with
available roles. If you select none, then it defaults to Everyone.

Attachment Access Roles

Cladministrator

[Defense Attorney

(Judge

ClLaw Enforcement Officer
[Legal Staff

OProbation, Parole, PreTrial
(Prosecuting Attorney

OK
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- Start Date: first date image is usable.
« End Date: last date image is usable.

 Labels: add labels to organize or group attachments.

o Creating a stamp and selecting the Stamp field is a critical step of the
digital signature process.
Update an attachment

Click the edit attachment icon at the end of the row to make the fields editable. Make the
required changes, then click [Save].

Labels

Directory person and directory organization attributes

Directory / Blibdoolpoolp Balthasar
Information Profiles Off-Time Attachments Attributes EFSP Attributes

Name Value Type From To

© Add Attribute:

Save | Save & Assign Security Back = Delete

Add an attribute

Click [Add Attribute] to add a row to add the document to the grid.
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Attribute

Mame

Walue

Type e

Attribute 1

Effective from

Effective to )

Save Cancel

« Name: description of the attribute.

Value: value of the attribute.

» Type: type of the attribute.

Effective from: first date this attribute is effective.

Effective to: last date this attribute is effective.

Update an attribute

Click the Name of the attribute. This opens the Update Attribute form.

Statutes

Navigate to the statute search screen by clicking the Statutes link in the System
Administration menu in the left navigation pane:
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#* System Administration

~Security

~Lookup Lists
~Document Definitions
ElDirectory

E""I::"rga nizations
E-Statutes  aifff—
E""Sear(:h Statute Text

Mews Gadget

~Manage Special Statuses
H-Calendar Admin
F-Report Admin

Searching for a statute

After navigating to the statutes search screen, you can search for, edit, and add new
statutes:

Admin / Statute / Search

Search Criteria

Section No. NRE 195.020 Jurisdiction v Start Date [ o
o Source hd Classification v
[ Active Now
Section P Code _
Name ’ Expire Date [ to
Assessment v e
Category F - Felony A Group
Mapping Actions [ Financial Responsibility
Subcategery Y [ Must Appear
Sort By Section Name v
Stat v [ Priors Eligible
us
Sort Order Ascending v [0 Proof Correctible

[CJ School Correctible

“ New Statute | Import = Export Search Results = Export All Statutes

Results 1-1 of 1

[ section No. Section Name Code Category Classification Base Bail Points Actions Assessment Group Pool Jurs Effective From Effective To Last Modified
[0 NRS 195.020 AIDING AND ABETTING F 4] 03/14/14 by wprluce
Assessment Group Mapping v | Update Selected

1. Enter the search criteria for a statute you want to search for.
2. Click [Search]. Search results are shown in the bottom section.
3. Click a Section No. link in the search results to edit the section.

4. Click [New Statute] to create a new statute.
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Search results

Statutes include these main parts listed in statute search results, plus other information:

Section Number

Section Name
Short Name
Code

Category

Classification

Adding and editing a statute
Add a new statute by clicking [ New Statute] in the Statute Search screen.

Edit an existing statute by clicking Statute No. link in the search results of the Statute
Search screen.

The following options are available when adding or editing a statute:

Add New Statute
Config Code” 0 Status” ACTIVE - ACTIVE v

Section No * Effective From E

Source Select an option v Effective to &

Section Name® Jurisdiction
Category Select an option v

Subcategory Select an option v Base Offense
Level
Report Category Select an option v
' Points
Classification Select an option .
Moving Violation [}
Code
Venicle Info [m]
Reqd
Short Name

Actions  [J Must Appear (MA)
Notes

< O Priors Eligible (PE)
Description y [0 School Correctible (SC)
[0 Proof Correctible (PC)
Statutg/Charging p [ Financial Responsibility (FR)
Language
Statute of
Limitations b

Among these options, Config Code, Section Number, and Status are required, while Config
Code must also be unique.

Lookup lists

Dropdown options for some fields are configured to show values from the following Lookup
Lists:
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Statute field Lookup List name
Source STATUTE_SOURCE
Category STATUTE_CATEGORY
Subcategory STATUTE_SUBCATEGORY
Report Category STATUTE_REPORT_CATEGORY
Classification STATUTE_CLASSIFICATION

Collection fields

AySlalute Reporting Categories

Jurisdiction Type* Category Value* From To Expire Date

> Keywords

Fines, Bails, and Sentencing Guidelines

Type From To Base Amount Length Total

v| Edit Fines Setup

Collection fields available on a statute consist of the following entity types and are
configured in the panels on the Add Statute screen:

« Statute Reporting Categories.
o Jurisdiction (Lookup List: JURISDICTIONS).
- Type (Required).
- Category (Lookup List: STATUTE_CATEGORY).
- Value (Required).

» Keywords:

v Keywords

Name Label Type Help Text Required Values

ks

© Add Keyword

« Fines, Bails, and Sentencing Guidelines:
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Add New Iltem
Type v

Effective From ]
Effective to e

Effective Date Based O Charge Date v

Concurrent O

Label B
N
MNotes
Ea

Values
Jurisdiction Charge Type Term  Unit Base Amount Length Min Max Condition
Default Default Default Default
Save Add {0}

For information on adding statute texts, refer to

https://documentation.journaltech.com/eProsecutorOnline/admin/
statute_text.html.

Statute text

Statute text can be found in Left navigation > System Administration > Statutes > Search
Statute Text.

Searching for statute text

Statute texts can be found by searching for a section name or number of a statute. When
the search is applied, a filtered list of statutes is shown. To toggle the view of statute texts
on a statute, simple click the plus or minus icon (shown as 1) next to the section number:
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eProsecutore Online Prosecutor &8 a0 4 February 3, 2021

e Workspace - Search Statute Text

™ Add Case Section Name or Number Category v

Q Searches & Reports

Classification v] =

Search Reset  Refine  Output  25perpage v G & B O
$ Financial Setup

Results 1-25 2

@ System Setup
 System Administration Section Number Section Name Category Classification Edit

+ TEST001 TEST 111 @

+  NRS 501385 DELAYING OR INTERFERING WITH NDOW EMPLOYEE IN THE PERFORMANCE OF THEIR DUTY Misdemeanor @

- @smom OPERATION ON UIDESIGNATED PAUED HGHYAYS Mdanearor o

Statute Text Type Statute Text

e Plain Text Charging Language by operating an ofthighway vehicle on a paved highway that is not otherwise designated for use by ofthighway vehicles

+  NRS200571(2)(a) HARASSMENT WITHA PRIOR CONVICTION Gross Misdemeanor @

+  NRS202267 DISCHARGING FIREARM WITHIN OR FROM STRUCTURE OR VEHICLE Misdemeanor @

+ CFR39348 BRAKES TO BE OPERATIVE Misdemeanor @

+  NRS202357 PROHIBITED PERSON IN POSSESSION OF STUN GUN Felony @
% System Admin + NRS484B.160 Unlawful Riding infon Vehicle Misdemeanor @
R, Tools +  NRST05.450 OBSTRUCTING OR DELAYING OF TRAIN Misdemeanor @
« +  NRS 503300 USING PROTECTED SPECIES AS BAIT Misdemeanor @

+ RS 202.35002)(b) CARRYING CONCEALED WEAPON WITHOUT PERMIT Felony @

+  NRS 484D 130 FAILURE TO USE TURN SIGNAL @

+  NRS 484D 130 FAILURE TO USE TURN SIGNAL Misdemeanor @

+  NRS200737 USE OF ELECTRONIC COMMUNICATION DEVICE BY MINOR TO POSSESS, TRANSMIT OR DISTRIBUTE SEXUAL IMAGES OF MINOR Misdemeanor @

+  NRS 484D 440 RESTRICTIONS ON TINTING OF WINDSHIELD OR SIDE OR REAR WINDOWS Misdemeanor @

+  NRS200471 ASSAULT Misdemeanor @

+  NRS 503570 MINIMUW VISITATION OF TRAPS Misdemeanor @

Add or change statute text

Statute text can be changed directly by clicking the Statute Text Type label next to an
expanded statute (shown as 3). Statute text can also be edited or changed by clicking the
edit icon next to the statute (shown as 2).

Click the edit icon shows the Update Statute Text screen. On the Update Statute Text
screen, texts can be added or removed by clicking the + and - icons next to the text. Or
statute texts can be added by clicking [ Statute Text] at the bottom of each statute text.

eProsecutor® Online Prosecutor 8 40 1 February 4, 2021

T Workspace Update Statute Text® & @

™ Add Case Section Number ~ NRS 490 090
Section N OPERATION ON UNDESIGNATED PAVED HIGHWAYS
Q Searches & Reporis ection Hams
- Statute Text (1)
& Cashier
e Statute Text Type -
$ Financial Setup
Statute Text”
#® System Setup
## System Administration . 4
Effective From &)
~Security .
Lookup Lists Effective To &
~Document Definitions Statute Te
B-Directory
= Statutes
-~ Zearch Sfafule Text
Hews Gadget k¥ Save & Back "] +#Back | & 7]

~Manage Special Statuzes
=-Calendar Admin
~Holiday Calendar
~Calendar Sync Test
=l Report Admin
-~ SSRS Reports
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News gadget configuration

The News Gadget shows a message from administrators on user dashboards. To learn how
users can add the gadget to their dashboards, refer to News gadget.

How to change the news gadget content

1. Navigate to Left navigation > System Administration > News Gadget.

#* System Administration

“Security

“Lookup Lists

“Document Definitions

- Directory

H-Statutes

“MNews Gadget =
Manage Special Statuszes
H-Calendar Admin

H-Report Admin

2. This opens the Search Static Resources form. Click [ Add New Resource] button.

Static Resources

Search Static Resources

Title Type —All- v

Filename Code

Search Clear Add New Resource i

Existing Static Resources

Title Code Mime Type

No Static Resources

3. Give the resource a Title, and enter SYSNMSG as the code. Leave the Type as HTML.

Title

YWelcome to the News (Gadget

Code”
SYSMSG

Type
Html w
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4. In the text box, enter the message you want to shows in user dashboard news gadgets.
This is a WYSIWYG (What You See Is What You Get) editor, with a toolbar that allows for
formatting items, inserting tables or links. You can also click the source code button,
circled in red, to edit the HTML directly. This must be done if adding an image. See Add
images to news gadget.

1
&
@
©

12pt v B I YU &5 A2 ~viZ:

Save Back to Static Resources

5. Click [ Save] at the bottom to save the changes.

Add images as a static resource

1. Navigate to Left navigation > System Administration > News Gadget.
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#* System Administration

“Security

“Lookup Lists

“"Document Definitions

- Directory

- Statutes

“MNews Gadget  ifffes——
“Manage Special Statuses
H-Calendar Admin

H-Report Admin

This opens the Search Static Resources form.

2. Click [Add New Resource].

Static Resources
Search Static Resources
Title Type —All- ~

Filename Code

Search Clear Add New Resource ‘_

Existing Static Resources

Title Code Mime Type

No Static Resources

3. Fill'in the upper part of the form:

- Title: Give your image a title.
- Code: Type a unique code for your image in all caps and with no spaces.

- Type: Change to be File.

Title
Mews Gadget Image

Code*
MNEWSGADGETIMAGECNE

Type

File W

File Choose File | Mo file chosen
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4. Click [Choose File] to select the image.
5. Click [Save] at the bottom to save the changes.

6. Click [Back to Static Resources]. The image is now added as a static resource.

Add images to news gadget

1. Navigate to Left navigation > System Administration > News Gadget.

#* System Administration

“Security

““Lookup Lists
“Document Definitions
H-Directory

H-Statutes

Mews Gadget -‘——

“Manage Special Statuses

I+l

H-Calendar Admin
H-Report Admin

2. This opens the Search Static Resources form. Hover over, or click, the open link icon on
the right of the image name to open the image.

Button to click:

Existing Static Resources
Title Code Mime Type

News Gadget Image NEWSGADGETIMAGEONE image/png NewsGadgetimageConfiguration1png & | &

Hovering over the button shows the URL at the bottom:

£ System Administration

Title Code Mime Type
- Securiy News Gadget Image  NEWSGADGETIMAGEONE  image/png NewsGadgetimageConfiguration1_png
~~Lookup Lists

é""Documenl Definitions
"Diremory

https:/fprosecutor-11132020113227-symphon; urt.com@i'ms/content?dispatch=onViewResource&resource.id=2 |

3. Note the id of the resource. In this example
cms/content?dispatch=onViewResource&resource.id=2, the id is 2.

4. If a News Gadget needs to be created, add one. See How to change the news gadget
content. Otherwise, ensure you are on the Search Static Resources form, and click a
News Gadget.

5. In the text editor, click the source code button in the tool bar.
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6. Add the following line where you want the image to show:
<p><img src="cms/content?dispatch=onViewResource&resource.id=2" /></p>

7. Replace the id (value 2 in the example) with the id noted in step 3.

8. Repeat this process for each image you want to add. You can also add other HTML tags
to add formatting, such as style, width, height.

9. Click [Save] to save changes and close the source code editor.

10. Click [Save] to save the gadget.

Source Code X

<p=<img src="cms/content?dispatch=onViewResource&resource.id=2" /= </p>|

-

Document definitions

A Document Definition is a file type. When you add a file/document to a Case or Person
record, you select the Document Definition for the file. The Document Definition has
metadata information about the file that can be used throughout the system.

You can get to the Document Definitions Settings page by navigating to Left navigation
pane > System Administration >» Document Definitions. Then you can search for or add a
Document Definition.

Search document definitions

The Document Definitions Search screen:
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Admin ' Document Definitions

Search Criteria

Number / Name Form Type v = Status Active v
Case Type v = N Form Group v = Effective Date [#
Case Category v = Has Template Any ~ Expires Date &
Event Type v = Has Fee Any v
Search Reset 30perpage v  New Definition
Resuilts 1 - 26 Starts with any ¥
[J Number Name Type Groups Case Types Case Categories Event Types Status Start Expires Template Fee Last Modified

In this screen, you can define criteria in the Search Criteria panel to find Document
Definitions you would like to look at or change.

You can also create a new Document Definition by clicking [ New Definition] button at the
bottom of the Search Criteria panel.

If you click an existing Document Definition or create a new one, the Document Definition
Details screen shows, where you can edit the settings and metadata.

Admin / Document Definitions / Edit SUBP

SUBP - Subpeona - Subpeona
Number* SuBP B Description

Short Name* SUBP - Subpeona p

Name*® Subpeona Related Forms

Status Active v Doc Number 2

Efm Subcase True v Doc Number 3

Required
Doc Number 4

Start

End After

v

Attributes

Keywords

EFile Metadata 3
Workflow Attributes

w

w

w

w

Template Information
Efm Stamps (0)

Trusts

v

w

w

Filing Fees

w

Service Fees

w

MNotes

Save Save & Back Save As Cancel Last Modified [11/17/04] | &
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You can find information about the various settings in the following sections.

Document definition information

Field Description

Number A unique number that identifies the
Document Definition.

Short Name A unigue name that describes the
Document Definition.

Name A more descriptive name than Short Name.

Start The date after which this record starts
showing as a File Type option. If no date is
entered, then it defaults to being shown.

End After The date after which this record stops
showing as a File Type option. If no date is
entered, then the record does not expire
and continues to show indefinitely.

Most other fields in the Document Definition are metadata fields that can be referenced in
searches, reports, or business rules.

Attributes

The only attribute you need to worry about setting is the Form Type attribute. Here are the
Form Types you can choose from:

Form Type Description

JDA 4 Set the Form Type to JDA 4 when the
Document Definition has a JDA template
attached to it.

Mugshot Use this Form Type for Document
Definitions that represent a mugshot.

Scan/Upload Set the Form Type to Scan/Upload to have
a Document Definition show on the File
Type field on the Add File forms for a case
or person.
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Template information

The Template Information section is used to set the JDA template for the Document
Definition. This allows you generate documents from a case or person record.

To add a JDA template to a Document Definition, expand the Template Information
section, then select JDA Template. Finally, click [Select JDA Template] and select your

template.
JDA Template
Case Types Event
' » @ Case Documents Type
» - Documents
Caze « E-Person Documents sfault
Categories | ... Additional Discs with Discovery kflow
.- Blank itatus
[:E | .. Certified Court Order Request
Case ... Petition Approval Clerk
Jurisdictions ' - Victim Impact Statement i o, o
- \White Collar Crime Registry
* B Reports [older
« @ Victim Witness Documents
» Keywords

» EFile Metadata
» Workflow Attributes

Template Information

£

Convert generated document to

®JDA Template
Mo Selection Select JDA Template =
CRTF/PDF Template

Click [ Save] button at the bottom of the screen after selecting your template.

Now you can generate a document using the template you picked for that Document
Definition by going to a Case and selecting Generate Template from the File Cabinet
menu.
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File Cabinet

Discover

Add Case File(s)
Generate Template+

Utilities

Doc Viewer

o If you add a JDA template to a Document Definition, it is recommended

that you change the Form Type to DA 4.

Lookup lists

A Lookup List is a categorized list of values for a given thing. Examples of lookup lists are
statuses, item types, or a group of values. They give a limited set of options to choose from

in a dropdown, when configured.

Tabs on configuration screen

Lookup Lists ' CASE_ADDRESS_TYPE

General = Relationships (0)  Aftributes (0)  Usages (1)  Text

General

The main data of the lookup list items are configured here.

Code Label Description Active From Active To

C501 Assignment Comple

cs0z2 To be Charged )

The parts of an item consist of:

Item

Required
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Description
Code
Yes

This is a unique value used like an ID by the system for the item. Typically in all caps with
no spaces. For configuration purposes, it may be useful to distill the label into a shortened
code. Example: "STS" for an item whose label is Send to Support.

Label

Yes
A human readable value for what the item represents.

Description

No
A place to explain what this item means or what it should be used for.

Active From

No
You can use this to set a future date at which this item becomes active.

Active To

No
You can use this to set a future date at which this item becomes inactive.

Attributes

No

Hovering over this value shows what attribute values are associated with this item. Click
this item to edit the Attributes associated with this item.

Sys
No

Indicates whether or not this item is configured by the system.
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Last Edited Date

No

Shows the person and change date of the last edit to the row.

Relationships

This tab allows you to select an item from the list to create a relationship with a group of
items from another list.

Attributes

This tab allows you to select an attribute to associate with items in your list. The attributes
are defined by the lookup list LOOKUP_ATTRIBUTE_TYPE.

Usages

Reports a list of locations this lookup list is used.

Text

This tab shows all items line separated in a plain readable list as <code>,<description>.

Lookup Lists ' CASE_TYPE

[

General  Relationships (0) ~ Aftributes (16) ~ Usages (33)  Text

CT1, 4328

CT11l, Juwvenile

CT12, Misdemeanor

CT1l4, Special Prosecution
CT16, Public Guardian
CT17, Public Administrator
CT18, Appeal

€T3, Civil

Attributes

Lookup List attributes are a method for conveying extra information about a Lookup List
item. Attributes are useful for defining special values, marking for use in a business rule, or
otherwise declaring use in another system.

This is the Attributes tab on the Lookup List screen:
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Lookup Lists / CASE SPECIAL_STATUS TYPE
General  Relationships (0)  Aftributes (2)  Usages (1)  Text

Add/Edit Attributes for List ltem
@
Attribute Type Total

-~ @ :
Add Attributes e

The Add/Edit Attributes for List ltem dropdown allows you to change attribute definitions.

Attributes are flexible and can be used in many ways.
Lookup Lists / CASE_SPECIAL_STATUS TYPE |/ Attributes for list item: Firearms Offense [F]

Attribute Type Name Value Active From Active To

(At least one of Attribute Type, Name, or Value is required for an attribute. )

o New Back to List % {Mote: Click "Save™ after deleting attributes to save the changes.)

Categories

For Reports, Business Rules, and Advanced Searches, it is useful to categorize some
Lookup List items into groups that can be treated similarly. This also allows for distinction in
categories. For example, rather than marking a case status as closed or open, you could also
have a cancelled status, giving more information to those who need it while still not
appearing in searches for active cases.

Refer to the Case configuration documentation for more information.

Case type
The Case Type Lookup List (CASE_TYPE) has the following categories:

« Other

Prosecutor

* Court

- Law

4. Administrator guide | 311 of 407




* Defense

Refer to the Case type configuration screen for more information.

Case status
The Case Status Lookup List (CASE_STATUS) has the following categories for its items:

e Other
« Active
» Closed

The Active and Closed categories are be used to filter out unneeded cases in advanced
searches.

Refer to the Case status configuration screen for more information.

Case involvement type

The Case Involvement Type Lookup List (PARTY_TYPE) has the following categories:

¢ Other
Primary (PIP)

* Victim

» Witness
» Co-defendant
- Law Agency Officer

» Case Involvement

Disqualified

Attorney
* Lead
- Judge

A Primary Involved Person (PIP) is required on every case, and is used to generate the case
name. The PIP is typically the defendant.

Refer to the Case involvement type configuration screen for more information.
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Case number type

The Case Number Type Lookup List (OTHER_NUMBER_TYPE) has the following categories:

Probation, Parole, Pretrial, Other
 Prosecution

» Court

» Law Enforcement

* Defense

Non Agency Specific

Refer to the Case number type category screen for more information.

Manage special statuses

Use the Manage Special Statuses screen to configure whether a Case Special Status,
Person attribute, or Directory Person attribute is shown before the Case Header, Person
Header, or Directory Person Header. You can also configure the background color for the
Case special status, Person attribute, and Directory Person attribute. The screen shows
links to the corresponding lookup lists at the top.

Manage Special Statuses

W Case Special Statuses ¢ & Person Attributes & 2o Directory Person Attributes 2
Status Case Header Color Person (and) Case Attribute Person Header (and) Case Header Color
Status Header Header Color
Victim Arson 0 [ — Brady Disclosure “:”
Deaf/Hearing Impaired [m} [m} - D
Asset Forfeiture Filed ‘-
Disabled m)] (m] | ]
y ==

Figure 6. The Managed Special Status screen.

Manage case special statuses

Case Special Statuses show in the Case Header to call attention to important case
information.
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¥ Case Special Statuses

Status Case Header Color

Victim Arson

Asset Forfeiture Filed

Figure 7. The Case Special Statuses panel.

1. Click to open the CASE_SPECIAL_STATUS_TYPE lookup list in a new browser tab.

2. Select to show the attribute before the Case Header:

¥ Asset Forfeiture Filed

Internal Case Number: 24-8

Appeal Receive d: 08/13/24
Conway, Riley Next: /A

Appeal (08/13/24) & Attorney: NIA
Defense: NIA

Summary -I Case Involvements vl Victim -[ Charges  ~ [ Events v] File Cabinet [ Discovery vl Investigation -l Tasks -[ Communication  ~ [ NC Financials vl Reports

Figure 8. A Case Special Status showing before the Case Header.

3. Click to set the status background color in the Case Special Status area.

Add a Case special status

1. Navigate to Left navigation > System Administration > Manage Special Statuses.
Click C),' in the Case Special Statuses panel.

Open a Case.

Click the down arrow next to the Summary tab.

Click Add Case Special Status.

Set the special status by filling in the required fields.

Click [Save].

N oo o~ ODN
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Set a special status to show in the Case Header Form:

1. Navigate to Left navigation > System Administration > Manage Special Statuses.
2. In the Case Special Statuses section, find the Case Special Status.

3. Select Case Header.

4. Optional: click the Color box to select a custom color.

5. Click [Savel.

Manage person attributes

Person attributes highlight information about individuals. You can show Person attributes in
the Person Header and the Case Header.

do Person Attributes &

Person (and) Case
Status Header Header Color

Deaf/Hearing Impaired @O (3 W) qil
Disabled 0 0 ‘E'

Figure 9. The Person Attributes panel.

1. Click to open the PERSON_SPECIAL_STATUS lookup list in a new browser tab.

2. Select Person Header to show the Person attribute before the Person Header:

@ Riley Conway

Summary ~  File Cabinet ~  Relationships ~  Financials Historic Financials Reports

Figure 10. A Person attribute before the Person Header.

3. Select (and) Case Header to show the Person attribute before the Case Header:
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4,

2o Deaf/Hearing Impaired

Internal Case Number: 24-8

Appeal Receiv ved: 08/13/24
Conway, Riley Next: N/A

Appeal (08/13/24) = Attorney: N/A
Defense: NIA

Summary vI Case Involvements vl Vietim I Charges vl Events vl File Cabinet I Discovery vl Investigation vl Tasks  ~ I Communication  ~ I NG Financials vl Reports

Figure 11. A Person attribute before the Case Header.

Click to set the status background color in the Case Special Status area.

Add a Person attribute

1.

N OO o~ ODN

Navigate to Left navigation > System Administration > Manage Special Statuses.
Click C},' in the Person Attributes panel.

Open a Person.

Click the down arrow next to the Summary tab.

Click Add Person Attribute.

Set the attribute by filling in the required fields.

Click [Save].

Set an attribute to show in the Person Header and Case Header

_—l.

A~ WD

5.
6.

Navigate to Left navigation > System Administration > Manage Special Statuses.
In the Person Attributes panel, find the Person attribute.
Select Person Header.

Select (and) Case Header.

o If you do not show an attribute in the Person Header, you cannot show
the attribute in the Case Header.

Optional: click the Color box to select a custom color.
Click [Savel.

Manage directory person attributes

Directory Person attributes highlight information about Justice Personnel. You can show
Directory Person attributes in the Directory Person Header and Case Header. Directory
Person attributes are useful when an individual needs to be tracked for Brady/Giglio alerts.
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do Directory Person Attributes

Attribute Person Header (and) Case Header Color

Brady Disclosure@)@ (3 V]

Figure 12. The Directory Person Attributes panel.

1. Click C},' to open the DIR_ATTRIBUTE_TYPE lookup list in a new browser tab.

2. Select Person Header to show the Directory Person attribute before the Directory
Person Header:

%o Brady Disclosure

I& Long, Cole (Law Enforcement Officer)

Figure 13. A Directory Person attribute before the Person Header.

3. Select (and) Case Header to show the Directory Person attribute before the Case
Header:

& Brady Disclosure =

Internal Case Number: 24-8 M%BC &

Appeal Received: 08/13/24
Conway, Riley Next: N/A

Appeal (08/13/24) = Attorney: NIA

Figure 14. A Directory Person attribute before the Case Header.

4. Click to set the attribute background color in the Case Special Status area.

Add, update, or delete directory person attributes

1. Navigate to Left navigation > System Administration > Manage Special Statuses.
2. Click (4'in the Directory Person Attributes panel.

3. Add, update, and delete Directory Person attributes as needed.
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4. Click [Savel.

Set an attribute on a Directory Person

_—L

Navigate to Left navigation > Searches > Search Justice Personnel.
Enter search criteria, then click [ Search].

Open a Case.

Click the Case Involvement navigation item.

Click ‘!l next to the desired Justice Personnel.

Click the down arrow next to the Summary tab.

Select Update Directory Person.

Scroll down to the Attribute section.

© © N O g M 0D

In the Attribute field, enter the attribute name.

—
©

In the Attribute Type field, select an existing attribute.

—
—

. In the Value field, enter a summary of important information related to the attribute.
Optional: set the Start Date and End Date fields.
13. Click [Savel.

—
N

Set an attribute to show in the Directory Person Header Form and Case Header Form

1. Navigate to Left navigation > System Administration > Manage Special Statuses.
2. In the Directory Person Attributes section, find the Directory Person Attributes.
3. Select Person Header.

4. Select (and) Case Header.

o If you do not show an attribute in the Directory Person Header Form,
you cannot show the attribute in the Case Header Form.

5. Optional: click the Color box to select a custom color.
6. Click [Savel.

The attribute shows in the Case Header Form for every case the Directory Person is
involved with. In the Case Header Form, the system shows the Attribute Type using the
selected color. Click the paragraph icon for the notification to show a popup with the
Attribute Type, Justice Person name, and the Value field.
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Case configuration

You can access the Case configuration screens by navigating to Left navigation > System
Administration » Case Configuration. The screens include:

* https://documentation.journaltech.com/eProsecutorOnline/admin/case_configuration/
type.html

* https://documentation.journaltech.com/eProsecutorOnline/admin/case_configuration/
status.html

* https://documentation.journaltech.com/eProsecutorOnline/admin/case_configuration/
involvement_type.html

* https://documentation.journaltech.com/eProsecutorOnline/admin/case_configuration/
number_type.html

Case type configuration screen

All Case Configuration screens look similar to:
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Case Type Configuraton & @

Code Label Category ActiveFrom ActiveTo
APFP Appeal Court v =] = 5]
EF Bond Forfiture Other v [ = g
CRIMM Criminal Misdemeanor Prosecutor JEE| [H 8
EXP EXPUNGED Court v = [ Tar
F1 Felony First Degree Prosecutor E [EH 8
F2 Felony Second Degree Prosecutor  w [ [ a
F3 Felony Third Degree Prosecutor E [EH 8
FO Felony Other Prosecutor [E] [E] 8
FORF Asset Forfiture Prosecutor [ = g
HC Hot Check Defense v [ | ¢}
Juv Juvenile Defense v [ = o]
MA Misdemeanor Class A Prosecutor [E = 2]
ME Misdemeanor Class B Prosecutor [ = g
Mc Misdemeanor Class C Prosecutor [E = 2]
Mo Misdemeanar Other Prosecutor =) = g

SJF State Jail Felony Prosecutor | | 8
. ) Other . - -
WHC Writ of HIC 102672024 =] [ a

Court

Law
Add Lookupltem Defense

e Code: Behind-the-scenes value that represents the item. May be shown on some
reports. Only accepts alphanumeric values (a-Z, 0-9). Special characters are not
allowed, such as !@#$% and others.

Label: The label shown in menus throughout eProsecutor Online. All characters,
including special characters, are allowed.

Category: Category type for the item. Searches, reports, and other screens filter
available items based on this value.

 ActiveFrom: Start date for an active range.
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 ActiveTo: End date for an active range.

This screen allows you to change the Code, Label, Category, and Active date ranges for
each item. You can add new items and delete existing items, as long as they are not
currently in use. Items currently in use have the delete (trash can) icon replaced with a lock,
which indicates the limitations for that item. The item code also cannot be modified while it
is in use. You must save this screen to preserve your changes.

Active date ranges allow you to specify a time period for when an item should be shown.
The date values do not need to be set. Setting only the ActiveFrom field means that a code
is active after that date, while the ActiveTo field specifies an end date. Codes that are in
use (and cannot be deleted) may be hidden by setting the ActiveTo date.

Errors

In case of invalid configuration, effected items are highlighted in red and an exclamation
mark icon shows to the side.

EXP/ EXPUNGED Court v E [ W D

Clicking the exclamation mark shows an error message indicating why that item cannot be
saved properly. The form can be saved again when the error is resolved.

| Error

| Code can only contain letters and numbers. No special characters or spaces

Pracarifnr sl [ | T T=d T T T=T a

Case type configuration screen

The Case Type categories affect which cases show in reports and advanced searches.
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Case Type Configuraton & @

Code Label Category ActiveFrom ActiveTo
APFP Appeal Court v =] = 5]
EF Bond Forfiture Other v [ = g
CRIMM Criminal Misdemeanor Prosecutor JEE| [H 8
EXP EXPUNGED Court v = [ Tar
F1 Felony First Degree Prosecutor E [EH 8
F2 Felony Second Degree Prosecutor  w [ [ a
F3 Felony Third Degree Prosecutor E [EH 8
FO Felony Other Prosecutor [E] [E] 8
FORF Asset Forfiture Prosecutor [ = g
HC Hot Check Defense v [ | ¢}
Juv Juvenile Defense v [ = o]
MA Misdemeanor Class A Prosecutor [E = 2]
ME Misdemeanor Class B Prosecutor [ = g
Mc Misdemeanor Class C Prosecutor [E = 2]
Mo Misdemeanar Other Prosecutor =) = g

SJF State Jail Felony Prosecutor (=] E 8

. ) Other p e fran
WHC Writ of HIC 11262024 (] E o

Court

Law
Add Lookupltem Defense

Refer to Case Configuration Screen [https://documentation.journaltech.com/eProsecutorOnline/
admin/case_configuration/index.html] for more information.

!

Category types

The case type lookup list has the following categories:

« Other

* Prosecutor
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« Court
« Law

» Defense

Case status configuration screen

The Case Status categories affect which cases show in reports and advanced searches.

Case Status Configuration 8 @

Code Label Category ActiveFrom ActiveTo
CAN CANCELED Closed [ ]| |}
CLOSED CLOSED Closed w E E "]
INV INVESTIGATION Active  w [ = |}
OFEN OPEN Active  w [ ] ")

PENDING PENDING Other v E E 8
Add Lookupltem %
Closed
Refer to https://documentation.journaltech.com/eProsecutorOnline/admin/

case_configuration/index.html for more information.

Category types

The case status lookup list has the following categories:

e Other
- Active
* Closed

The Active and Closed categories are used to filter out unneeded cases in searches.

Case involvement type configuration screen

The Case Involvement Type categories affect which parties show in reports and advanced
searches.

4. Administrator guide | 323 of 407



https://documentation.journaltech.com/eProsecutorOnline/admin/case_configuration/index.html
https://documentation.journaltech.com/eProsecutorOnline/admin/case_configuration/index.html
https://documentation.journaltech.com/eProsecutorOnline/admin/case_configuration/index.html
https://documentation.journaltech.com/eProsecutorOnline/admin/case_configuration/index.html
https://documentation.journaltech.com/eProsecutorOnline/admin/case_configuration/index.html
https://documentation.journaltech.com/eProsecutorOnline/admin/case_configuration/index.html
https://documentation.journaltech.com/eProsecutorOnline/admin/case_configuration/index.html
https://documentation.journaltech.com/eProsecutorOnline/admin/case_configuration/index.html
https://documentation.journaltech.com/eProsecutorOnline/admin/case_configuration/index.html

Case Involvement Type Configuration 8 @

Code Label Category ActiveFrom ActiveTo
DEF Defendant Other v 5| [ 8
Test Test Other v 5| | a
VIC Vietim Vietim v [ [# 8
WT Witness l Other v [E | Ty
Add Lookupltem Save Primary
Attorney
Lead
Judge
&= Back Victim
Witness

Co-Defendant
| Law Agency Officer

Disqualified

Usage is detailed at the Case Configuration Screen [https://documentation.journaltech.com/
eProsecutorOnline/admin/case_configuration/index.html] page.

Category types

The case involvement types have the following categories:
 Other

Primary (PIP)

* Victim

Witness

Co-defendant

- Law Agency Officer

» Case Involvement

Disqualified

Attorney
* Lead
- Judge

A Primary Involved Person (PIP) is required on every case, and is used to generate the case
name. The PIP is typically the defendant.
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Case number type category screen

The Case Number Type categories affect which case numbers show in reports and
advanced searches.

Case Number Type Configuration & @
Code Label Category ActiveFrom ActiveTo
CRT Circuit Court Court - [E] ] 8
DEF Defense Defense v [ E W
DIST District Court Court v [E E 8
LAW Law Law Enforcement v [E] [E] a
LCD LCD Non Agency Specific v E ] a
OTHER Othersss Probation, Parole, Pretrial, Other  w 5| S| a
FRO Professional Prosecution v [E ] a
Probation, Parcle, Pretrial, Other
Add Lookupltem Save Prosecution
Court
| Law Enforcement
Defense
& Back MNon Agency Specific
Refer to https://documentation.journaltech.com/eProsecutorOnline/admin/

case_configuration/index.html for more information.

Category types

The case number type has the following categories:

Probation, Parole, Pretrial, Other
 Prosecution

« Court

» Law Enforcement

» Defense

Non Agency Specific

Checklists

Checklists are managed in Left navigation > System Administration » Checklists:

4. Administrator guide | 325 of 407



https://documentation.journaltech.com/eProsecutorOnline/admin/case_configuration/index.html
https://documentation.journaltech.com/eProsecutorOnline/admin/case_configuration/index.html
https://documentation.journaltech.com/eProsecutorOnline/admin/case_configuration/index.html
https://documentation.journaltech.com/eProsecutorOnline/admin/case_configuration/index.html
https://documentation.journaltech.com/eProsecutorOnline/admin/case_configuration/index.html
https://documentation.journaltech.com/eProsecutorOnline/admin/case_configuration/index.html
https://documentation.journaltech.com/eProsecutorOnline/admin/case_configuration/index.html
https://documentation.journaltech.com/eProsecutorOnline/admin/case_configuration/index.html
https://documentation.journaltech.com/eProsecutorOnline/admin/case_configuration/index.html

i& Workspace

B Add Case

Q searches & Reports
I Cashier

&= Accounting

$ Financial Setup

#* System Setup

#* System Administration

- Security

“Lookup Lists
“Document Definitions
H-Directory

H-Statutes {
“Mews Gadget

“Manage Special Statuses
H-Calendar Admin
H-Report Admin

4\ System Admin

'\ Tools

|

To add a new checklist definition, click [ Add Definition] in the bottom right corner:

Admin / Checkiist Setup

Search
Name/Code Case Type ~ALL- v Date Expr

Instructions Category —ALL- v Status Active v

Search Definitions 30 Max Results v | [EREIERTAY

The Code and Name fields are required. Click [ Save] to create the definition and move on
to adding items to the checklist.

On each item only the Instructions field is required, but you may add a description and Due
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Date rules if desired. When you are finished, click [ Save].

o Refer to https://documentation.journaltech.com/eProsecutorOnline/user/
cases/tasks.html for information on adding checklists to cases.

Report administration

SSRS reports

The SSRS Reports screen shows all SQL Server Reporting Services (SSRS) Reports in the
system. You can access it in the Left navigation » System Administration » SSRS Reports.

#* System Administration

“Security

“Lockup Lists
“Document Definitions
- Directory

- Statutes

~Mews Gadget
“Manage Special Statuses
- Calendar Admin
E""Hulida}r Calendar
E""l:]e'al endar Sync Test
ElReport Admin

SRS Reports T

New Reports can be added by contacting Support and asking them to add the new/updated
reports to the SSRS server.

There are several different types of reports that are used throughout eProsecutor Online,
and all reports show up in their folders on the SSRS Reports screen.

Sections
1. Case: Reports in this folder show in the Reports tab on a Case record.
2. Name/Person: Reports in this folder show in the Reports tab on a Person record.

3. Search: These reports are available in Left navigation > System Administration > SSRS
Reports.

4. Financial: Reports in this folder can be accessed in Left navigation > Accounting >
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Financial Reports.
0 You must be part of a Security Group that has access to financials.

5. System: These reports, along with all other reports, can be accessed in Left navigation
» System Administration > SSRS Reports.

System reports

Reports which reference multiple Cases or Persons are considered system reports. To
show system reports:

1. Navigate to Left navigation > System Administration > System Reports.

#* System Administration

“Security

“Lookup Lists

“Document Definitions
~JDA

H-Directory

- Statutes

E-Case Configuration
~Mews Gadget

~Manage Special Statuzes
" Checklists
H-Calendar Admin
- System Reports
ZipCode Admin

2. Use the dropdown to select a report to show.
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System Reports

— select an option — v

Case Charging Statistics

Case Clearance Rate

Case Stats by Case Type

Case Stats by Custom Category
Case Status by Case Type

Cases by Status Category

Cases to be Destroyed

Charging Stats by Statute Category
Declined Cases

WVQCA Report

3. Once selected, the report shows after the dropdown.

Default reports

https://documentation.journaltech.com/eProsecutorOnline/admin/system_reports/
case_charging_statistics.html

Shows the number of Cases received, filed, and declined during a selected time period.

https://documentation.journaltech.com/eProsecutorOnline/admin/system_reports/
case_clearance_rate.html

Shows the clearance rate, broken down by Case type, for a selected time period.

https://documentation.journaltech.com/eProsecutorOnline/admin/system_reports/
case_stats_by case_type.html

Shows the number of Cases received, filed, and declined, broken down by Case type,
during a selected time period.

https://documentation.journaltech.com/eProsecutorOnline/admin/system_reports/
case_stats_by custom_category.html

Shows the number of Cases matching selected Case statuses which were received in a
selected time period. These numbers are aggregated by custom categories consisting of
selected Case statuses.

https://documentation.journaltech.com/eProsecutorOnline/admin/system_reports/
case_status_by_case_type.html

Shows the number of Cases received in a date range, filtered down by Case type and
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current Case status.

https://documentation.journaltech.com/eProsecutorOnline/admin/system_reports/
cases_by_status_category.html

Shows Cases with a current status matching the selected list of statuses.

https://documentation.journaltech.com/eProsecutorOnline/admin/system_reports/
cases_to_be_destroyed.html

Shows a list of closed Cases recommended for manual deletion based on the time frame
selected.

https://documentation.journaltech.com/eProsecutorOnline/admin/system_reports/
charging_stats_by_statute_category.html

Shows the number of Counts filed and declined on Cases received in a selected time
period.

https://documentation.journaltech.com/eProsecutorOnline/admin/system_reports/
declined_cases.html

Shows the number of declined Cases received in a selected time period.

https://documentation.journaltech.com/eProsecutorOnline/admin/system_reports/
voca.html

Shows victimizations, special classifications, and services reported in a selected time
period.

Case charging statistics

This report provides the number of Cases received, filed, and declined during a selected
time period.
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Start Date | 12/5/2023 End Date | 12/5/2023

<t < of1 > > @) 100% v R Py

Case Charging Statistics

12/5/2023 to 12/5/2023

Received 2
Filed 1
Declined 1
Parameters

Use the Start date and End date parameters to filter the Cases included in the report.

Start Date
Defaults to the first day of the previous month.

End Date
Defaults to the last day of the previous month.

Received

The Received section includes all Cases with a received date between the Start Date and
End Date. Expanding this section shows the following details:

BReceived 2
Bagagins, Bilbo ~ Aggravated Burglary Felony OPEN 12152023 L368-1 13829
Davar, Shallan ~ Arson, First Degree Felony CLOSED 124512023

1. Name of the Case.
Case type.

Case status.
Received date.

Other numbers associated with the Case, if they exist. For example, a court docket
number.

o &~ 0N
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The Case name, type, status, and received date are shown in the header of the Case Folder
View. The other case numbers are shown in the Case Numbers section of the Summary tab
in the Case Folder View.

Felon e Internal Case Number. 23-46
Y [reowe: 5 1@
Baggins, Bilbo ~ Aggravated Burglary ~ L368-1° Next NIA
Count 1 45-6-204(2): Aggravated Burglary + 1 Attorney: N/A
OPEN (12!5,23)9 Defense: Test

Summary v] Casze Involvements vl Victim - l Charges vl Events vl File Cabinet vl Discovery vl Financials vl Investigation vl Tasks vl

> Involvements

[ |Q

Type Number Agency
District Court 13829
Law L368-1

Filed

The Filed section includes all Cases with a Count filed between the Start Date and End
Date. Expanding this section shows the following details:

sFiled 1 n

B Baggins, Bilko ~ Aggravated Burglary Felony OPEN L368-1 13829
d Bilbo Baggins Aggravated Burglary 12/5/2023
Biloo Baggins Deceptive Practices 12/5/2023

1. Name of the Case.

2. Case type.

3. Case status.

4. Other numbers associated with the Case, if they exist.
5. Each filed Count and the date filed.

To set a Count as filed:

1. Click the dropdown next to the Charges tab in the Case Folder View.
2. Select Charging Decision.

3. Use the Decision dropdown to select File with Court.
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Felon Internal Case Number. 23-46 XaBc
y Received: 12/5i23
Baggins, Bilbo ~ Aggravated Burglary ~ L368-1 Next: N/A
Count 1 45-6-204(2): Aggravated Burglary + 1 Attorney: NIA
OPEN (12/5/23) = Defense: Test
Summary vl Case Involvements vl vietim I Charges mms -] File Cabinet vl Discovery vl Financials -] Investigation -] Tasks -] Communication v[ NC Financials -[ Reports _
Charging Add Charge
Charging Decision 2
Baggins, Bilbo [DEF] Add Charge Add Plea Offer Charge Status is Active v

Add Charge Characteristic
# Stage Statute Related Parties Decision

Add Charge Intoxicant
File with Court e
v

File As: Count 1 45-6-204(2): Aggravated Burglary

1 Filing with Court Count 1 45-6-2C  Add Exhibit

Dispose Charges

2 Filing with Court Count 2 45-6-31 Sentencing

Declined

The Declined section includes all Cases with a Count declined between the Start Date and
End Date.

o A Case is not included in the declined section if it includes a filed Count.

Expanding this section shows the following details:
mDeclined 1
Insufficiant Evidence

B Davar, Shallan ~ Arseon, First Degree Felony CLOSED

Insufficient Evidence

1 Shallan Davar Arson, First Degras 12/5/2023

1. Name of the Case.

2. Case type.

3. Case status.

4. Other numbers associated with the Case, if exists.

5. Each declined Count and the declined reason.
To set a Count as declined:

1. Click the dropdown next to the Charges tab in the Case Folder View.
2. Select Charging Decision.
3. Click the Decision dropdown, then select Decline to File.

4. Click the Reason dropdown, then select the decline reason.

You may add more details in the Decision Memo field.
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Felon Interal Case Number: 23-45 pEQAd e
y Received: 12/5/23
Baggins, Bilbo ~ Aggravated Burglary ~ L368-1 Next: NA
Count 1 45-6-204(2): Aggravated Burglary + 1 Attormey: N/A
OPEN (12/5/23) & Defense: Test
Summary v[ Case Involvements  + l Victim  ~ I Charges | [6"‘5 vl File Cabinet v] Discovery v] Financials vl Investigation vl Tasks | v l Communication vl NC Financials v] Reports _
Charging | Add Charge
2
Baggins, Bilbo [DEF] Add Charge ‘Add Plea Offer Charge Status is Active
Add Charge Characteristic
#  stage statute Related Parties Decision

| Add Charge Intoxicant

1 Filing with Court Count 145-6-204  Add Exhibit e Reason
Insufficient Evidence ¥ o

Dispose Charges
Decision Memo

Sentencing

4

2 Filing with Court Count 2 45-6-317: Deceptive Practices | § ~

Case clearance rate

This report shows the clearance rate, broken down by Case type, for a selected date range:

Start Date | 1/1/2024 End Date | 1/31/2024

1< < of1 > > @) 100% v S . =

Case Clearance Rate
1/1/2024 to 1/31/2024

Civil 5 83.33%
4 100.00%
2 66.67%
Open 3 100.00%

6
Criminal 4
Felony 3

3

0 = O =

1. The Case type.

2. The count of Cases received in the date range.
3. The count of active Cases in the date range.

4. The count of cleared Cases in the date range.
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5. The clearance rate, calculated as the number of cases cleared divided by the number of
cases received.

6. Expandable detail sections for the active and cleared Cases.
Fields

Use the Start date and End date fields to show Cases with a received date between those
dates, inclusive.

Start Date
Defaults to the first day of the previous month.

End Date
Defaults to the last day of the previous month.

Active
A Case is active if the current Case status has a Category of Active.
To set the Category of a Case status:

1. Navigate to Left navigation > System Administration > Case Configuration > Case
Status.
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#* System Administration

~Security

“Lookup Lists
“Document Definitions
-~ JDA

H-Directory

H-Statutes

ECase Configuration

Case Type

Case Status

Case Involvement Type

Case Mumber Type
Mews Gadget

~Manage Special Statuzes
" Checklists

H-Calendar Admin
“8ystem Reports
~ZipCode Admin

2. In the Category dropdown, select a desired Category.
3. Click [Savel.
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Case Status Configuration t

Code Label Category Active From Active To
CAN CANCELED Closed El = [+
CLOSED CLOSED Closed El = [+
INV INVESTIGATION Aclive  w El E [+
OPEN OFEN Active  w e E = 8
PENDING PENDING Other  w E = %]
SSDC0006 5s5DC Other  w E = Ty
SSDC0007 Mon-existant status Other  w | = o
SSDC0009 Contemplative Other  w | = o
SSDC0010 In Progress Other  w E E [*]

Add Lookupltem e

Click the B next to a Case type to show which Cases are included in the count. Expand this
section to show the following details:

@ Civil 1
EFelony 1
24-1 Deer, John 11272024 OPEN 11272024

1. The Case number.

2. The Case name.

3. The Case received date.

4. The Case status.

5. The date of the current Case status.

The Case #, Case, Received, Status, and Status Date values show in the header of the
Case Folder View.
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Felon Internal Case Number: 24-1
y Received: 01/2/24
Deer, John [ Next: NIA
OPEN (01/2/24) i3 Attorney: N/A
4 Defense: N/A
Cleared

A Case is cleared if the current Case status has a Category other than Active.

Click the @ next to a Case type to show which Cases are included in the count. Expand this
section to show the following details:

@ Civil 5
& Criminal 4
BFelony 2
24-5 Denton, JC ~ Certain livestock not to run at 1/2i2024 PENDING 1/2i2024 Guilty: 1
large in municipalities.
24-8 tester2, test 1/24/2024 CLOSED 1/24/2024
1. The Case number.

The Case name.
The Case received date.
The Case status.

The date of the current Case status.

S T S

A list of Charge dispositions for the Case.

The Case #, Case, Received, Status, and Status Date values show in the header of the
Case Folder View.

Felon Internal Case Number: 24-
y Received: 01/2/24

|Denton; JC ~ Certain livestock not to run at large in municipalitiesle Next: N/A

PRt 123123 81-4-401: Certain livestock n... Attorney: N/A
. 5 Defense: N/A
The Disposition column shows a list of Charge dispositions followed by the count of

Charges for each disposition. Charge dispositions are show in the Charges tab of the Case
Folder View.

=1

~ Active Charges
Count Category  OffenseDate  Victim(s) Case Number(s) Plea Disposition Notes Misc. Notes
& Denton, JC [DEF] *

Count 123123 81-4-401: Certain livestock n... - Guilty Citation 01/01/2024 e Guilty on 07/18/2024 2]
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Case stats by case type

This report shows the number of Cases filed, declined, and received in a date range. These
numbers are counted by Case type. Click a number in the summary section to show a sub
report listing the associated Cases.

Case Stats by Case Type

12/1/2023 to 12/31/2023

Civil 3 1 0

Felony 2 1 1

Fields

Start Date | 12/1/2023 | End Date | 12/31/2023 | Case Type |CiViI,CriminaI,Felony,Open,SSDC | w

Use the Start date and End date fields to show Cases with a received date between those
dates. Use the Case Type field to show Cases with that type.

Start Date
Defaults to the first day of the previous month.

End Date
Defaults to the last day of the previous month.

Case Type
Defaults to empty, which includes all Case types.

Received

Click a number in the Received column to show the associated Cases. Each included Case
shows the following details:

Felony Cases Received
12/1/2023 to 12/31/2023

23-45 Baggins, Bilbo ~ Aggravated Burglary 12/5/2023 OPEN 12/6/2023
23-47 Davar, Shallan ~ Arson, First Degres 12/5/2023 OPEN 12/5/2023
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1. Case number.

2. Name of the Case.

3. Received date.

4. Case status.

5. Date of the current Case status.

The Case #, Case, Received, Status, and Status Date values show in the header of the
Case Folder View.

Internal Case Number: 23-46 o
Felony Rz ; )
[ Baggins, Bilbo ~ Aggravated Burglary ~ L368-1 |° Next N/A
nt 1 45-6-204(2): Aggravated Burglary + 1 Attorney: NIA
OPEN (12/5/23) e Deiense: Test
Filed

Click a number in the Filed column to show the associated Cases. Each included Case
shows the following details:

Civil Cases Filed
12/1/2023 to 12/31/2023

23-48 Deer, John ~ abc123 121412023 OPEN 1201412023 121402023

1. Case number.

2. Name of the Case.

3. Received date.

4. Case status.

5. Date of the current Case status.

6. The earliest filed date for a Count.

To set a Count as filed:
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Felon Internal Case Number. 23-46 XaBc
y Received: 12/5i23
Baggins, Bilbo ~ Aggravated Burglary ~ L368-1 Next: N/A
Count 1 45-6-204(2): Aggravated Burglary + 1 Attorney: NIA
OPEN (12/5/23) = Defense: Test
Summary vl Case Involvements vl vietim I Charges mms -] File Cabinet vl Discovery vl Financials -] Investigation -] Tasks -] Communication v[ NC Financials -[ Reports _
Charging Add Charge
Charging Decision e
Baggins, Bilbo [DEF] Add Charge Add Plea Offer Charge Status is Active v

Add Charge Characteristic
# Stage Statute Related Parties Decision
Add Charge Intoxicant

1 Filing with Court Count1456-20  Add Exhibit e File As: Count 1 45-6-204(2): Aggravated Burglary
v

Dispose Charges
2 Filing with Court Count 2 45-6-31 Sentencing

1. Navigate to a Case.
2. In the Charges dropdown, select Charging Decision.

3. In the Decision dropdown, select File with Court.

Declined

Click a number in the Declined column to show the associated Cases.
o The list of declined Cases excludes those with a filed Count.
Each declined Case shows the following details:

1< < 1 of1 > > @) 100% v = =

o]
~+

Felony Cases Declined
12/1/2023 to 12/31/2023

23-47 Davar, Shallan ~ Arson, First Degree 12/5/2023 OPEN 12/5/2023 12/5/2023 Insufficient Evidence

_—l.

Case number.

Name of the Case.

Received date.

Case status.

Date of the current Case status.

The earliest declined date for a Count.

N OO o M O

The declined reason for the Count.

To set a Count as declined:
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Felon Interal Case Number: 23-45 pEQAd e
y Received: 12/5/23

Baggins, Bilbo ~ Aggravated Burglary ~ L368-1 Next: NA

Count 1 45-6-204(2): Aggravated Burglary + 1 Attormey: N/A

OPEN (12/5/23) & Defense: Test
Summary v[ Case Involvements vl Victim  ~ ILCha'ges - [6'“5 v] File Cabinet v] Discovery v] Financials vl Investigation vl Tasks vl Communication vl NC Financials v] Reports _
Charging Add Charge

T
Baggins, Bilbo [DEF]  Add Charge ‘Add Plea Offer Charge Status is Active
Add Charge Characteristic
# Stage Statute Related Parties Decision

Add Charge Intoxicant

1 Filing with Court Count 145-6-204  Add Exhibit e Reason
_\nsufﬁcienl Evidence ¥ o

Dispose Charges
Decision Memo

Sentencing

4

2 Filing with Court Count 2 45-6-317: Deceptive Practices | §

.—L

Navigate to a Case.
In the Charges dropdown, select Charging Decision.
In the Decision dropdown, select Decline to File.

In the Reason dropdown, select the reason for declining.

o~ 0O DN

Optional: in the Decision Memo field, add more details.

Case stats by custom category

This report shows the number of Cases matching selected Case statuses which were
received in a date range. These numbers are aggregated by custom categories consisting
of selected Case statuses.

14 <on of 1 > d O 100% v o = o=
Case Stats by Custom Category
7/1/2024 to 7/31/2024
EReceived 5 100.00%
EClosed 1 20.00%
@ECategory 2 4 80.00%

Start Date 7/1/2024 End Date  |7/31/2024 £ Category 1 Name | Category 1 Category 1 l:l v

Category 2 Name NULL  Category 2 ~ Category 3 Name NULL  Category 3 v

Category 4 Name NULL  category 4 ~ Category 5 Name NULL  Category s v

Use the Start date and End date fields to show Cases with a received date between those
dates.

There are five custom categories, each with two fields.
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o Only Category 1 is required to generate the report. The other category
fields are optional.

Use the Category Name field to specify a name for the category. To set a category name:
1. Deselect NULL for the category.
2. Type a value into the Category Name field.

For each custom category, use the Category_n_ dropdown to select the Case statuses to
include in the category.

Start Date
Defaults to the first day of the previous month.

End Date
Defaults to the last day of the previous month.

Category Name

Defaults to empty and returns the category number if a value is not provided.

Category
Defaults to empty.

Received

The Received section includes Cases with a received date between the Start Date and End
Date. Expand this section to show the following details:

BReceived 5 100.00%
1 2 3 4 ) 6

24-45 RabbitsRun JG-TESsd 7112024 CLOSED 7172024
24-47 j10, vitest Felony 7102024 INVESTIGATION Ti10/2024
24-172 Craig, Jenny Civil TI25/2024 Contemplative Ti25/2024
24-173 Simpson, Bart Civil T/26/2024 OPEN Ti26/2024
24-174 Ewell, Mayella Civil T/26/2024 INVESTIGATION Ti26/2024

1. Case number.

Name of the Case.
Case type.

Received date.

o~ 0N

Case status.
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6. Date of the current Case status.

The Case Number, Case Name, Case Type Received Date, Status, and Status Date values
show in the header of the Case Folder View.

JG TE Ssde Internal Case Number 24-450
Received: 07/1/24
RabbitsRun @) Moot A
CLOSED (DT"1I24)° Attorney: N/A

Defense: N/A

Custom categories

Each Category section includes Cases with a current or previous Case status matching the
Category field.

The label in the Category column matches the Category Name field. If no value is provided
in the Category Name field, it shows the category number.

Start Date End Date |7/31/2024 ) |Calegﬂry1 Name‘C\used H Category 1 v
Category 2 Name NULLl Category 2 | CANCELED INVESTIGATION.OPEN, |~ Category 3 Name EnuLL Calegorysl:l v
Category 4 Name G NuLL CatsgnryAI:l ~ Category 5 Name EnuLL Calegorysl:l v
——
1< < 1 of1 > > O 100% ~ o = D=
Case Stats by Custom Category
7/1/2024 to 7/31/2024
Gy @on )

@Received 5 100.00%

Closed 1 20.00%
mCategory 2 4 80.00%

Each category row shows the number of Cases included as a percent of Cases received.
This is calculated as the number of cases in the custom category divided by the number of
received cases.

HReceived g 100.00%
Closed 1 20.00%
B Catagory 2 4 20.00%

Expand this section to show the following details:

Bl Category 2 4 280.00%
1 2 3 4 5 6
24-47 j10, viest Felony 7M10/2024 INVESTIGATION 7i10/2024
24-172 Craig, Janny Civil 712512024 Contemplative T125/2024
24173 Simpson, Bart Civil TI26/2024 OPEN Ti26/2024
24-174 Ewell, Mayella Civil 7/26/2024 INVESTIGATION 7i26/2024
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_—l.

Case number.
Name of the Case.
Case type.
Received date.

Case status.

o o M 0N

Date of the current Case status.

The history of Case statuses is shown in the Case Status History section of the Summary
tab in the Case Folder View.

Civil
Denton, JC
CLOSED (10/27/23) | &

Summary | - Case Involvements Victim = - Charges | = Events - File Cabinet Discovery = Fimancials

» Involvements

» Justice Personnel

~ Case Status History

Status Begin End Note

OPEN 10/27/23 12:00 AM 10/27/23 8:27 PM

Case status by case type

This report shows the number of Cases received in a date range, filtered down by Case
type and current Case status.

Case Status by Case Type

12/1/2023 to 12/31/2023

Civil 3
Felony 2
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Fields

Start Date ‘12/1/2023 | Bl endpate | 12/31/2023 ‘ Case Type ‘Ciwl‘cnmmal‘Fe\ony,Open‘SSDC | v~ Case Status |CAN.CLOSED.INV.OPEN.PEND\NG ‘ v

Use the Start date and End date fields to show Cases with a received date between those
dates. Use the Case Type field to show Cases with the selected Case type. Use the Case
Status field to show Cases with the selected Case status.

Start Date
Defaults to the first day of the previous month.

End Date
Defaults to the last day of the previous month.

Case Type
Defaults to Case types of Cases received between the Start Date and End Date.

Case Status
Defaults to Case statuses of Cases received between the Start Date and End Date.

A Case shows in this report only when it meets three conditions:

1. The received date is between the Start Date and End Date.
o 2. The Case type matches a value selected in the Case Type dropdown.

3. The current Case status matches a value selected in the Case Status
dropdown.
Case type

The Case Type section shows a count of Cases with a type selected in the Case Type
dropdown. Expand this section to show the count by Case status.

B Civil 3
EContemplative 1
HINVESTIGATION 1
HOPEN 1
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Case status

The Case Status section shows a count of Cases with a current Case status selected in the
Case Status dropdown. Expand this section to show the following details:

HFelony 2

2OPEM 2
23-46 Baggins, Bilbo ~ Aggravated Burglary 12/5/2023 12/5/2023
23-47 Davar, Shallan ~ Arson, First Degree 12052023 12052023

1. Case number.
2. Name of the Case.
3. Received date.

4. Date of the current Case status.

The Case #, Case, Received, and Status Date values show in the header of the Case

Folder View.
Internal Case Number: 23-46 o
Felony EREE] ; )
| Baggins, Bilbo ~ Aggravated Burglary ~ L368-1 |e Mext: NIA

nt 1 45-6-204(2): Aggravated Burglary + 1 Attorney: NIA
OPEN (12/5/23) e Defense: Test

Cases by status category

This report shows Cases with a current status matching the selected list of statuses.

Cases by Status Category
e - = =

23-46 Baggins, Bilbo ~ Aggravatad Burglary Felony 12/5/2023 SSDC
Other Numbers: Law: L368-1. District Court: 13829
Next Event: Preliminary Hearing on Sep 25 2024 $:30AM
Primary Involvements
Baggins, Bilbo Defendant
24-165 Craig, Jenny Criminal 418/2024 Contemplative

Primary Involvements
Craig, Jenny Defendant

Fields

Case Type |CiviI.Criminal.Felony.-Open,SSDC ~ Status Categary | Active ~ Case Status | INVESTIGATION,OPEN e
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Use the Case Type field to show Cases with that type. Use the Status category field to
show Case Status options with that category. Use the Case status field to show Cases with
that status.

Case Type
Defaults to all Case types.

Status Category
Defaults to Active.

Case Status
Defaults to Case statuses with a Category matching the Status Category field.

To set the Category of a Case status:

1. Navigate to Left navigation > System Administration > Case Configuration > Case
Status.

#* System Administration

- Security

“Lookup Lists
“Document Definitions
~JDA

- Directory

H-Statutes

-I-Case Configuration

ml

“Casze Type

~(Case Status

Case Involvement Type

Case Number Type
“Mews Gadget

“Manage Special Statuses
" Checklists

- Calendar Admin
~System Reports
~ZipCode Admin

2. In the Category dropdown, select a category.
3. Click [Savel.
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Case Status Configuration t

Code Label Category Active From Active To

<

CAN CANCELED Closed

CLOSED CLOSED Closed w a
INV INVESTIGATION Active W a
OPEN OPEN Active  w e a
PENDING PENDING Other w g
SSDCOo006 SsSDC Other v W
SSDCo00T Mon-exiztant status Other a
SSDCO009 Contemplative Other  w o
SSDCo010 In Progress Other v g

Add Lookupltem e

Case details

Each Case shows the following details:

Cases by Status Category

23-46 Baggins, Bilbo ~ Aggravatad Burglary Felony 12/5/2023 SsDC
Other Numbers: Law: L368-1, District Court: 13629
Next Event: Preliminary Hearing on Sep 25 2024 9:30AM

Primary Involvements
Baggins, Bilbo Defendant

_—L

Case number.
Name of the Case.
Case type.
Received date.

Case status.

o o0 M 0D

Other numbers associated with the Case, if they exist. For example, a court docket
number.

7. Next event on the case, if one exists.
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8. Primary involvements. A Person is considered a primary involvement if their Case
involvement type has a Category of Primary.

The Case #, Case, Case Type, Received, and Status show in the header of the Case Folder
View.

The other numbers show in the Case Numbers section of the Summary tab in the Case
Folder View.

The next event shows in the Future Events section of the Summary tab in the Case Folder
View.

The involvements show in the Involvements section of the Summary tab in the Case Folder

View.
Internal Case Number: 23-46 o
FE|Ony° Received: 12/5/23}
Baggins, Bilbo ~ Aggravated Burglary eaean Mext: 0925724 9:30 AM Preliminary Hearing
Count 1 45-6-204(2). Aggravated Burglary + 1 Attorney: N/A
sspc (12]5‘,23]6 Defense’ Test
Summary -] Case Involvements  « l Victim  « l Charges - l Events v[ File Cabinet vl Discovery vl Financials vl Investigation vl Tasks - l Communication vl NC Financials vl Reports l
~ Invo\vemsnlse
Type Person Age Contact Information
Defendant Baggins, Bibo & 86 [ bilbo@shire.com [Email]
~ Future Events °
Type Date Related Justice Personnel Related Involvements
Preliminary Hearing 9/25/24 9:30 AM Test, Test [Defense Attormey] Baggins, Bilbo [Defendant]
v Case Numberse
Type Number Agency
District Court 13829
Law L368-1

To set the Category of a Case involvement type:

1. Navigate to Left navigation > System Administration > Case Configuration > Case
Involvement Type.
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#* System Administration

e Security

“Lookup Lists
“Document Definitions
~JDA

H-Directory

H-Statutes

ElCaze Configuration
Case Type

Case Siatus

~Casze Involvement Type

Case Number Type
Mews Gadget

~Manage Special Statuses
~Checklists

- Calendar Admin
“Hystem Reports
~ZipCode Admin

2. In the Category dropdown, select the desired Category.
3. Click [Save].

Case Involvement Type Configuration

Code Label Category Active From Active To
bwiest bwiest Primary v a
DEF Defendant Primary v e o
Test Test Other v o
viC Victim Victim v a
WT Witness Other v a

Add Lookupltem e

Refer to Case involvements for more information.
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Cases to be destroyed

This report shows a list of closed Cases recommended for manual deletion based on the
time frame selected.

Cases to be Destroyed

Showing 12 of 12 cases

HBuschemy, Georgs CLOSED 7072023 71072024
HJoseph, Jos Joe |l ~ Joel CLOSED 8/2/2023 81212024
BAS5DC0025 CLOSED 7002023 7110/2024
Fields

Unit Interval ‘ 1 ‘ Mumber of cases to show | 100 ‘

Use the Unit and Interval fields to set the time frame for deletion recommendations. For
example, if you select Year(s) option for Unit and enter 1 for the Interval you receive a list of
Cases closed one year ago or earlier. Use the Number of cases to show to limit the number
of Cases returned.

ﬁ Selecting a large value for the Number of cases to show field may cause
performance issues.
Unit
Unit of time. Available values are Day(s), Week(s), Month(s), and Year(s). Defaults to
Year(s).
Interval

Desired number of days, weeks, months, or years. Defaults to 1.

Number of cases to show
Defaults to 100.

Closed
A Case is considered closed if the current Case status has a Category of Closed.
To set the Category of a Case status:

1. Navigate to Left navigation > System Administration > Case Configuration > Case
Status.
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#* System Administration

~Security

“Lookup Lists
“Document Definitions
-~ JDA

H-Directory

H-Statutes

ECase Configuration

Case Type

Case Status

Case Involvement Type

Case Mumber Type
Mews Gadget

~Manage Special Statuzes
" Checklists

H-Calendar Admin
“8ystem Reports
~ZipCode Admin

2. In the Category dropdown, select the Category.
3. Click [Savel.

4. Administrator guide | 353 of 407




Case Status Configuration t

Code Label Category Active From Active To
CAN CAMNCELED Closed a
CLOSED CLOSED Closed a
INV INVESTIGATION Active  w a
OPEN OPEN Active  w e g
PENDING PENDING Other  w f
55DC0006 55DC Other  w ||
SSDC0007 Mon-existant status Other  w [+
SSDCO009 Contemplative Other  w o
SSDC0010 In Progress Other  w a

Add Lookupltem e

Case details

The following details are provided to help you decide if a Case should be deleted:

Cases to be Destroyed

Showing 12 of 12 cases

HBuschemy, Georgs CLOSED 7072023 71072024 E

HJoseph, Joe Joe |l ~ Joel CLOSED 8/2/2023 81212024
BS5DC0025 CLOSED 71072023 711072024

alalalnTat Tt Yl Pl ot ot Tid AR TrAAMATA

1. The number of Cases returned by the report compared to the number of Cases
matching the selected time interval. This is to identify when the results are limited by the
Number of cases to show field.

Name of the Case.
Case status.

Date of the current Case status.

2
3.
4.
5.
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Unit and Interval fields to the date of the current Case status. For example, if you select
Year(s) option for Unit and enter 1 for the Interval the suggested destroy date is one
year after the current Case status date.

Primary involvements
Click the B next to a Case to show a list of primary involvements for the Case.

BlJosaph, Joe Joe [l ~ Josl CLOSED 8/2/2023 8/2/2024

Primary Involvements
Joseph, Captain Joe Joe Il Defendant

A Person is considered a primary involvement if their Case involvement type has a
Category of Primary.

To set the Category of a Case involvement type:

1. Navigate to Left navigation > System Administration > Case Configuration > Case
Involvement Type.

#* System Administration

“Security

“Lookup Lists
~Document Definitions
~JDA

E-Directory

- Statutes

ElCase Configuration
Case Type

Case Status

Case Involvement Type

“Case Number Type
~Mews Gadget

“Manage Special Statuses
~Checklists

H-Calendar Admin
“Jystem Reports
~ZipCode Admin

2. In the Category dropdown, select the Category.
3. Click [Savel.
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Case Involvement Type Configuration

Code Label Category Active From Active To
bwiest bwtest Primary v H EH a
DEF Defendant Primary v e E E a
Test Tast Other v = = a
vIC Victim Victim v ] = a
WT Witness Other v ] = a

Add Lookupltem e

Refer to Case involvements for more information about Case involvements.

Charging stats by statute category

This report shows the number of Counts filed and declined Cases received in a date range.
The report shows these numbers by Statute category. Click a number in the Summary
section to show a sub report with the associated Counts.

Charging Stats by Statute Category

12/1/2023 to 12/31/2023

Citation 3 2 1

Felony 3 1 1

Misdemeanor 2 1 0

Totals ) 4 2

Fields

Start Date | 1/1/2023 | End Date |12;"3'|.f2023 | Statute Category |Citation,Expunged_.FeIony,Misdemu| v

Use the Start date and End date fields to show Cases with a received date between those
dates. Use the Statute category field to show Counts with that category. Refer to Statutes
for more information.

Start Date
Defaults to the first day of the previous month.
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End Date
Defaults to the last day of the previous month.

Statute Category

Defaults to Statute categories assigned to Counts on Cases received between the Start
Date and End Date.

Received

Click a number in the Received column to show the associated Counts. Each Count
includes the following details, grouped by Case:

Felony Cases Received
12/1/2023 to 12/31/2023

H23-45 Baggins, Bilbo ~ Aggravated Burglary OPEN
E23-47 Davar, Shallan ~ Arson, First Degree OPEN
1 Shallan Davar Arson, First Degree

1. Case number.
Name of the Case.
Case status.
Count number.

Person linked to the Count.

o o0 M WD

Statute section name.

The Case # , Case, and Status show in the header of the Case Folder View. The Charge #,
Party, and Statute show in the Charges tab in the Case Folder View.

Felon Intemal Case Number: 23-46 o R&Bo @
y Received: 12/523

Baggins, Bilbo ~ Aggravated Burglary ~ L368-1 e
Count 1 45-6-204(2): Aggravated Burglary + 1

Next: NiA
Attorney: NIA
OPEN (1215/23;9 Defense: Test

Summary vl Case Involvements vl Victim - [ Charges v] Events vl File Cabinet vl Discovery vl Financials vl Investigation  ~ [ Tasks v[ Communication vl NC Financials vl Reports _

~ Active Charges

Count Category Offense Date  Victim(s) Case Number(s) Plea Disposition Notes Misc. Notes
= Baggins, Bilbo [DEF]°
ocounn 45-6-204(2): Aggravated Eurg\arye Felony 092172023 B
‘Count 2 45-6-317: Deceptive Practices Misdemeanor 09/21/2023 B
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Filed

Click a number in the Filed column to show the associated Counts. Each filed Count shows
the following details, grouped by Case:

Felony Cases Filed
12/1/2023 to 12/31/2023

E23-45 Baggins, Bilbo ~ Aggravated Burglary OPEN 12/5/2023

1 Bilbo Baggins Aggravated Burglary 12/5/2023

1. Case number.

Name of the Case.

Case status.

Count number.

Person linked to the Count.
Statute section name.

Filed date for the Count.

N OO o M~ O

To set a Count as filed:

Felon Internal Case Number: 23-46 B
y Received: 12/523
Baggins, Bilbo ~ Aggravated Burglary ~ L368-1 Next NIA
Count 1 45-6-204(2): Aggravated Burglary + 1 Attomey: NJA
OFEN (12/5/23) | & Defense Test
Summary -l Case Involvements -l vietim - I Charges mms -] File Cabinet -l Discovery vl Financials -] Investigation -] Tasks -] communication v[ NC Financials -[ Reports _
Charging Add Charge
Charging Decision 2
Baggins, Bilbo [DEF] Add Charge Add Plea Offer Charge Status is Active
Add Charge Characteristic
# Stage Statute Related Parties Decision
Add Charge Intoxicant
1 Filing with Court Count1456-2(  Add Exhibit e File As: Count 1 45-6-204(2): Aggravated BUrglary
Dispose Charges
2 Filing with Court Count 2 45-6-31 Sentencing v

1. Navigate to a Case.
2. In the Charges dropdown, select Charging Decision.

3. In the Decision dropdown, select File with Court.

Declined

Click a number in the Declined column to show the associated Counts. Each declined
Count shows the following details, grouped by Case:
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Felony Cases Declined
12/1/2023 to 12/31/2023

223-47 Davar, Shallan ~ Arson, First Degree OPEN 12/5/2023 Insufficient Evidence
) 6 7 8
1 g Shallan Davar Arson, First Degree 121512023 Insufficiant Evidence
1. Case number.

Name of the Case.

Case status.

Count number.

Person linked to the Count.
Statute section name.

Declined date for the Count.

O N O 00 bk~ OD

Declined reason for the Count.

To set a Count as declined:

Felon Intemal Case Number: 23-45 HMxBe
y Received: 12/5/23
Baggins, Bilbo ~ Aggravated Burglary ~ L368-1 Next: NA
Count 1 45-6-204(2) Aggravated Burglary + 1 Attorey: NIA
OPEN (12/6/23) & Defense: Test
Summary v[ Case Involvements -l vidim  ~ Ilcharges - lnms -] File Cabinet -] Discovery -] Financials 'l Investigation vl Tasks -l Communication -l NC Financials -] Reports _
Charging Add Charge
T
Baggins, Bilbo [DEF]  Add Charge Add Plea Ofter Charge Stalus is Active v
Add Charge Characteristic
#  Sstage statute Related Parties Decision

Add Charge Intoxicant

1 Filing with Court Count 145-6-204  Add Exnibit ‘ Decine o File e Reason
Insufficient Evidence v o

Dispose Charges

Decisicn Memo
Sentencing

2 Filing with Court Count 2 45-6-317: Deceplive Practices i

_—L

Navigate to a Case.
In the Charges dropdown, select Charging Decision.
In the Decision dropdown, select Decline to File.

In the Reason dropdown, select the reason for declining.

o &~ 0D

Optional: in the Decision Memo field, add more details.

Declined cases

This report shows the number of declined Cases received in a date range.
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Declined Cases
2 cases declined between 12/1/2023 and 12/31/2023

E23-47 Davar, Shallan ~ Arson, First Degree 12/5/2023 Insufficient Evidence Contradicting evidence
[23-48 Deer, John ~ abc123 12/14/2023 Insufficient Evidence Not enough evidence.
Fields

Start Date | 12/1/2023 | End Date | 12/31/2023 | Case Type |civi|.Fe|ony | v

Use the Start date and End date fields to show Cases with a received date between those
dates. Use the Case Type parameter to filter the Cases included by Case type.

Start Date
Defaults to the first day of the previous month.

End Date
Defaults to the last day of the previous month.

Case Type
Defaults to Case types of Cases received between the Start Date and End Date.

Declined

A Case is included in this report when it meets the following conditions:

1. The received date is between the Start Date and End Date.
2. The Case type matches a value selected in the Case Type parameter.

3. The Case includes a declined Count.

The report shows the following details for each included Case:

E23-47 u Davar, aallan ~ Arson, First Degree 12/5/2023 Insufficient Evidence Contradicting evidence

1 @8 Shallan Davar Arson, First Degres 12/5/2023 Insufficient Evidence Contradicting evidence

1. Case number.

2. Name of the Case.

3. Count number.

4. Person linked to the Count.

5. Statute section name.
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6. Declined date for the Count.
7. Declined reason for the Count.

8. Decision memo for the Count.

The Case # and Case show in the header of the Case Folder View. The Count #, Party,
Statute, Declined Date, and Declined Reason show in the Charges tab in the Case Folder

View.
Felon o Internal Case Number: 23-47
y Received: 12/5/23
Davar, Shallan ~ Arson, First Degreee Nest: NFA
OPEN (12/5/23) = Attorney: McToasterson

Defense: N/A

Summary vl Case Involvements vl Victim vl Charges | = l Events vl File Cabinet vl Discovery vl Financials vl Investigation vl Tasks vI

~ Inactive Charges

Count Change Date
=- Davar, Shallan [DEF]°
e-- Count 1 05-03-101(a): Arson, First De... - Decline to File o 612,*05&023

The Decision Memo shows in the Charging screen under the Charges tab in the Case

Charging
Davar, Shallan [DEF] Add Charge Charge Status is Inactive
#  stage statute Related Parties Decision
1 Refemed from Law Enforcement Count 1 06-03-101(a): Arson, First De.... - Decline to File | £ Decline to File on 12/5/23 (Insufficient Evidence)

© [covraicing evierce) |
To show the Charging screen:

1. In the Charges dropdown, select Charging Decision:

Charges vl Events vI Fil

Add Charge
Charging Decision

Add Plea Offer

Add Charge Characteristic
Add Charge Intoxicant
Add Exhibit

Dispose Charges

Sentencing
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2. In the Charge Status dropdown, select Charge Status is Inactive:

Charge Status is Active
Charge Status is Inactive

To set a Count as declined:

I Summary vl Case Involvements v] Victim v[ Charges vl Events v] File Cabinet v] Discovery v] Financials vl Investigation  ~ l Tasks vl Communication vl NC Financials vl Reports _

Charging Add Charge
ETrTrE— -
Baggins, Bilbo [DEF]  Add Charge Add Plea Offer Charge Status is Active v
Add Charge Characteristic
# Stage Statute Related Parties Decision
Add Charge Intoxicant
1 Filing with Court Count 145-6204  Agd Exhibit Decne 0 Fle v e Reasan
| )
Decision Memo
Sentencing e
g

In the Charges dropdown, select Charging Decision.
In the Decision dropdown, select Decline to File.

In the Reason dropdown, select the reason for declining.

o~ 0N

Optional: in the Decision Memo field, add more details.

VOCA report

The Federal Victims of Crime Act (VOCA) report includes victimizations, special
classifications, and services.

Add VOCA report items
To add details to a VOCA report:

1. Open a Case.
2. In the Victim dropdown, select VOCA Reporting, then the type of detail to add.
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Summary - Case Involvements - Victim | = Charges - Eventz = File Cabinet =

_ Addto Doe Jond  VOCA Reporting Add Victimization

Add Special Classification

Add Service
Victimization Type® - —

L

Date Reported* i)

Click the Victim tab so show the Victim Folder View and the VOCA report details.

Fields

Start Date ‘?JUZDZ:L ‘ End Date ‘?/31;2024 ‘ Show Details () True @ False

Use the Start Date and End Date fields to filter the VOCA reported dates included in the
report. Use the Show Details field to include links for Case and Person records in the
report.

Start Date
Defaults to the first day of the previous month.

End Date
Defaults to the last day of the previous month.

Show Details
Defaults to False.
Report

The first section of the VOCA report shows population demographics, including ethnicity,
gender, age, and special classifications:
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VOCA Report

Date Reported between 1/1/2024 and 7/31/2024

|. Population Demographics
TOTAL number of individuals who received services during the reporting period
Race/Ethnicity

MNative American

0
Mot Reported 2
0
0

Other
White

Gender Identity

Female
Male 0
Mot Reported 2

The second section of the VOCA report shows direct services:

1. Direct Services

A Infomlatlon & Referral # of Individuals 0
Information about the criminal justice process 0
AD2 Information about victim rights, how to obtain notifications, etc 0

Self service data conversion

Overview

The Self service data conversion is a tool that allows you to convert data from an existing
system into a structured format compatible with eProsecutor Online. The tool should help
streamline the process of data insertion and ensure data consistency, while also removing
the need for manual data entry.

File formats

The Self service data conversion only works with .x1s and .x1sx file formats.

Converting from some other format

Export data with the correct field column headers (second row) in the correct order (see
Case data fields) to a comma-separated file (.csv). Then open that file in Excel and save it
as a .xlsx.
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o Excel does have limits on the size of file it can open. As a rule of thumb it is
best to keep the .csv file size to less than 100 MB.
In this section

» Import Excel data

Case data worksheet

- Case data fields

Statute data worksheet

- Statute data fields

Running the conversion

Failed Excel uploads

Import Excel data

Data entry and formatting

There can only be one case per row. Every item on that row relates to that case.

Required fields

Entities have some required fields. These fields are marked by an asterisk (*), but not every
required field is required for a successful submission of that entity.

For example:

A party on a case has no contact information. This can be submitted by filling out the First
Name, Last Name, and Party Type fields for the party. To successfully add an address to
this party, enter an address in the Address Line 1 field Refer to
https://documentation.journaltech.com/eProsecutorOnline/admin/
self_service_data_conversion/case_data.html for more details.

Entity order

The relationship between entities on each row is determined by the order they appear in the
file.

For example:
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https://documentation.journaltech.com/eProsecutorOnline/admin/self_service_data_conversion/case_data.html
https://documentation.journaltech.com/eProsecutorOnline/admin/self_service_data_conversion/case_data.html
https://documentation.journaltech.com/eProsecutorOnline/admin/self_service_data_conversion/case_data.html
https://documentation.journaltech.com/eProsecutorOnline/admin/self_service_data_conversion/case_data.html
https://documentation.journaltech.com/eProsecutorOnline/admin/self_service_data_conversion/case_data.html
https://documentation.journaltech.com/eProsecutorOnline/admin/self_service_data_conversion/case_data.html
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https://documentation.journaltech.com/eProsecutorOnline/admin/self_service_data_conversion/case_data.html
https://documentation.journaltech.com/eProsecutorOnline/admin/self_service_data_conversion/case_data.html

) B Q R S T U \ w X
Party 1 Charge 1 Party 2 Charge 3 Charge 4
= Case Note FirstName* LastName* Party Type* Charge Statute Section Number* First Name Last Name Party Type' Charge Statute Section Number* Charge Statute Section Number*
John Doe DEF 12.34 Jane Doe CODEF  119.34(9) 1123.99(4)(a)
Jim Doe DEF 1345.3 1111.8 11134.5

DA w N e

Row three of the spreadsheet has two parties, John and Jane. Charge 1 is associated with
John and Charge 3 and Charge 4 are associated with Jane. Row four of the spreadsheet
only has one party, Jim. Since the Party 2 section is blank on row four, all the charges are
associated with Jim.

Empty entity sections

Not all cases are alike and some cases have fewer entities than others. These sections can
be skipped or omitted. Refer to Entity order for more information.

Empty columns

To improve the readability of the spreadsheet, you can remove columns. If none of the
cases in the document use a column, you can remove a column if it is not required.

For example:

Book1 (@ ~

File' Home Insert Share Pagelayout Formulas Data Review View

F3 v fx
A B C D E F
1 Case
2 |Status* Status Date* Received Date* Case Type* |Case Number Reference Number |Cas
3|OPEN 9/23/2024 9/23/2024 Civil
4 OPEN 9/23/2024 9/23/2024 Civil
5 CLOSED 3/4/1999 3/4/1999 Criminal
6 CLOSED 4/17/2020 4/17/2020 Juvenile
7

None of the cases have data for Case Number or Reference Number. You could delete
these columns.

Case data worksheet

This Excel sheet serves as a data input tool for eProsecutor Online, designed to streamline
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the process of converting data into a structured format compatible with the Self Service
Data Conversion. The sheet includes macros to automate the addition of headers and
columns, ensuring data consistency and ease of integration with eProsecutor Online.

o All fields denoted with an asterisk (*) at the end of the field are required to
be uploaded for an item or case to be uploaded to eProsecutor Online.

File. Home Insert Share Pagelayout Formulas Data Review View Automate Help Draw (I Comments “\» Catch up £ Editing v

S LF Add Case Contact LEF Add Case Note LF Add Case Special st... N D

Record New | [EF Add Charge EF Add Charge Enhanc... 5 Add Dir Person
Actions Script

®

All Automate
Scripts Work

Scripting Tools Office Scripts Flow Templates

BE11 v F

A B Cc D E F G H I J K L M N o]
C

Add Case Special Status Case
Status* Status Date* Received Date* Case Type* Case Number Reference Number Create Real Name Create Username Date Created Last Updated Real Name  Last Update Username Last Updated Case Note Title Case Note C

Add Case Contact

Add Case Note

1
2
3
4
5
6
M AddParty
8

Bl Add Charge

B88  Add Charge Enhancement
1

B Add Document

1

B AddEvent

17

B =
5NBHRBRES

The case data worksheet comes ready with a Case header and all the fields required to
build a case with nothing else on it. For an explanation of the fields see Case Data Fields.

Other items may be placed on a case using macros or buttons inside the Excel sheet. Click
the buttons to append whatever is needed, or navigate to the Automate tab at the top of
the Excel ribbon and select individual macros inside the scripts tab. The following scripts

allow you to add all the following:
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Code Editor o

{~ Mew script

Recent  This workbook  Samples
H Add Party

L_ r Add Case Note

E Add Case Contact

L___r Add Caze Special Status

Er Add Charge . :
L=,r Add Charge Enhancement

E Add Dir Person

Er Add Document

Er Add Event

Er Add Party

EF Add Task

As mentioned on the https://documentation.journaltech.com/
eProsecutorOnline/admin/self_service_data_conversion/index.html landing
page some entities are required to be added before others. Example: A

0 charge is associated with the party that is directly left of it, and a charge
enhancement is associated with the charge that is left of it. If charges are
out of order, it may be uploaded incorrectly to the eProsecutor Online
instance.

Case data fields

An entity is an object in eProsecutor Online that reflects a distinct state of a Case or
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Person. Listed are all the entities and their fields that you can upload using the self-service

data conversion tool.

Case

Field

Status

Status Date
Received Date
Case Type
Case Number

Reference Number

CaseSeal

Data Type
String
DateTime
DateTime
String
String

String

Required
Yes

Yes

Yes

Yes

No

No

In the Excel sheet you want to import, the Case data must be in columns that precede the

CaseSeal columns.

Field
Case Seal Type
Case Seal Effective From

Case Seal Effective To

CaseSpecialStatus

Data Type
String
DateTime

DateTime

Required
Yes
No

No

In the Excel sheet you want to import, the Case data must be in columns that precede the

CaseSpecialStatus columns.

Field

Case Special Status Type

Data Type

String

Case Special Status String

Category

Case Special Status Value

String

Required
Yes

No

No
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Case Special Status Start DateTime No
Date
Case Special Status End DateTime No
Date
Case Special Status Memo  String No
Person
Field Data Type Required
Name Prefix String No
First Name String Yes
Middle Name String No
Last Name String Yes
Name Suffix String No
Organization String No
Person Status String No
Person Type String No
Party

In the Excel sheet you want to import, the Case and Person data must be in columns that
precede the Party columns.

Field Data Type Required
Party Type String Yes
Party Status String No

Party Start Date DateTime No

Party Number String No
Party Note String No
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Address

In the Excel sheet you want to import, the Person data must be in columns that precede the

Address columns.

Field

Address Type
Address Line 1
Address Line 2
Zip

City

State
Effective From
Effective To

Address Notes

Charge

Data Type
String
String
String
String
String
String
DateTime
DateTime

String

Required
No

Yes

No

No

No

No

No

No

No

In the Excel sheet you want to import, the Case and Party data must be in columns that

precede the Charge columns.

Field

Charge Statute Section
Number

Charge Disposition Type

Charge Disposition Date
Charge Declination Memo
Charge Disposition Reason
Charge Count

Charge Date

Charge End Date

Data Type

ForeignKey

String
DateTime
String
String
Integer
DateTime

DateTime

Required

Yes

No
No
No
No
No
No
No
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Charge Stage Added String No
Charge Status String No
SubCharge

In the Excel sheet you want to import, the Charge data must be in columns that precede the
SubCharge columns.

Field Data Type Required

Enhancement Statute ForeignKey Yes
Section Number

Enhancement Notes String No

Ce_Chargelntoxicant

In the Excel sheet you want to import, the Charge data must be in columns that precede the
Ce_Chargelntoxicant columns.

Field Data Type Required
Charge Intoxicant Type String Yes
Charge Intoxicant Level String No
Charge Intoxicant Notes String No

ChargeCharacteristic

In the Excel sheet you want to import, the Charge data must be in columns that precede the
ChargeCharacteristic columns.

Field Data Type Required
Charge Characteristic String Yes
Charge Characteristic Type String No
Charge Characteristic String No
Value

Sentence

In the Excel sheet you want to import, the Charge data must be in columns that precede the
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Sentence columns.

Field

Sentence Type
Sentence Min Length
Sentence Max length
Sentence Unit
Sentence Amount $
Sentence Reduced To $
Sentence Notes
Sentence Credit Length
Sentence Credit Unit
Sentence Credit Notes

Sentence Amount
Suspended

Sentence Suspend Length
Sentence Suspend Unit

Sentence Suspend Notes

SentenceCondition

Data Type
String
Double
Double
String
Double
Double
String
Double
String
String

Double

Double
String

String

Required
Yes
No
No
No
No
No
No
No
No
No

No

No
No

No

In the Excel sheet you want to import, the Sentence data must be in columns that precede
the SentenceCondition columns.

Field
Sentence Condition Type
Sentence Condition Length

Sentence Condition Length
Unit

Sentence Condition Begin
Date

Data Type
String
Double

String

DateTime

Required
Yes
No

No

No
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Sentence Condition String No
Location

Sentence Condition Double No
Amount $

Sentence Condition Status  String No
Sentence Condition Status DateTime No
Date

Sentence Condition Notes  String No
Telephone

In the Excel sheet you want to import, the Person data must be in columns that precede the
Telephone columns.

Field Data Type Required
Telephone Number String Yes
Telephone Type String No
Telephone Effective From DateTime No
Telephone Effective To DateTime No
Telephone Notes String No

PersonProfile

In the Excel sheet you want to import, the Person data must be in columns that precede the
PersonProfile columns.

Field Data Type Required
Date of Birth DateTime No
Gender String No
Hair Color String No
Eye Color String No
Height String No
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Weight Int No

Ethnicity String No

Primary Language String No
CaseContact

In the Excel sheet you want to import, the Person data must be in columns that precede the
CaseContact columns.

Field Data Type Required

Email Type String No

Email String No

Email Effective From DateTime No

Email Effective To DateTime No

Email Notes String No
OtherCaseNumber

In the Excel sheet you want to import, the Case data must be in columns that precede the
OtherCaseNumber columns.

Field Data Type Required

Other Case Number String Yes

Other Number Type String No

Other Number Lead Boolean No

Other Number Active Boolean No
Identification

In the Excel sheet you want to import, the Person data must be in columns that precede the
Identification columns.

Field Data Type Required

Identification Number String Yes
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Identification Type
Identification Issuer State
Identification Status
Identification Class

Identification Issuer Notes

DocDef

Field

Case Document Docdef
Description

Case Document
DocDefName

Case Document
DocDefNumber

Case Document
ShortName

Document

String
String
String
String

String

Data Type

String

String

String

String

Yes
No
No
No

No

Required

No

Yes

Yes

Yes

In the Excel sheet you want to import, the Case and DocDef data must be in columns that
precede the Document columns.

Field
Case Document File Path

Case Document Name
Exact

Case Document Original
File Name

Case Document Review
Status

Case Document Review
Status Date
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String

String

String

DateTime

Required
Yes

No

No

No

No



CaseNote

In the Excel sheet you want to import, the Case data must be in columns that precede the
CaseNote columns.

Field Data Type Required

Case Note Title String No

Case Note String No
ChargeNote

In the Excel sheet you want to import, the Case and Charge data must be in columns that
precede the ChargeNote columns.

Field Data Type Required

Charge Note Title String No

Charge Note String No
PleaOffer

In the Excel sheet you want to import, the Party data must be in columns that precede the
PleaOffer columns.

Field Data Type Required

Plea Offer Type String Yes

Plea Offer Expiration Date = DateTime No

Plea Offer Status String No

Plea Offer String Yes
ScheduledEvent

In the Excel sheet you want to import, the Case data must be in columns that precede the
ScheduledEvent columns.

Field Data Type Required

Event Type String Yes
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Event Start DateTime Yes

Event End DateTime No

Event Result Type String No

Event Category String No
EventNote

In the Excel sheet you want to import, the Case and ScheduledEvent data must be in
columns that precede the CaseNote columns.

Field Data Type Required

Event Note Title String No

Event Note String No
PersonNote

In the Excel sheet you want to import, the Person data must be in columns that precede the
PersonNote columns.

Field Data Type Required
Person Note Type String No
Person Note String No
Person Note Date DateTime No
DirOrgUnit
Field Data Type Required
Directory Organization String Yes
Type
Directory Organization String Yes
Name
DirPerson

In the Excel sheet you want to import, the DirOrgUnit data must be in columns that precede
the DirPerson columns.

378 of 407 | 4. Administrator guide




Field

Data Type

Directory Person Role String

Directory Person First String

Name

Directory Person Middle String

Name
Directory Person Last String
Name
Directory Person Email String

CaseAssignment

Required
Yes

Yes

No

Yes

No

In the Excel sheet you want to import, the Case and DirPerson data must be in columns that

precede the CaseAssignment columns.
Field Data Type
Case Assignment Role String

Case Assignment Date DateTime

Assigned
Case Assignment Status String
Case Assignment Notes String

Dirldentification

Required
Yes

Yes

Yes

No

In the Excel sheet you want to import, the DirPerson data must be in columns that precede
the Dirldentification columns.

Field

Directory
Number

Directory
Type

Directory
Active

Data Type

Identification String

Identification String

Identification Boolean

Required

Yes

Yes

No
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Directory Identification String No
Note
Checklistltem

In the Excel sheet you want to import, the Case and DirPerson data must be in columns that
precede the Checklistltem columns.

Field Data Type Required
Task Type String No

Task Instructions String Yes
Task Due Date DateTime No

Task Suspended Boolean No

Task Completed Boolean No

Task Status String No

Statute data worksheet

This Excel worksheet serves as the location to add new statutes to eProsecutor Online. For
field definitions, see Statute data fields.

Statute data fields

Field Data Type Required
Statute Config Code String Yes
Statute Section Name String Yes
Statute Section Number String Yes
Statute Status String Yes
Statute Classification String No
Statute Description String No
Statute Section Code String No
Statute  Section  Short String No
Name
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Statute Source String No
Statute Language String No
Statute of Limitations Integer No
Statute Subcategory String No

Running the conversion

Overview

Once the data is prepared and moved into the provided Excel template, the data conversion
process can start. This guide shows you how to run the Self Service Data Conversion tool
and explains the screens and options available to you.

Procedure

1. On launch, the Self Service Data Conversion tool prompts you to start a new conversion
or continue a conversion from a previously saved state:

BT Self Service Data Conversion =

Self Service Data Conversion

If you have already started a conversion and would like to continue, please select the database file that you saved.

Sqlite Database File

New Conversion‘ ‘Continue Conversion|

Click [New Conversion] to start a new conversion or [ Continue Conversion] to resume
a conversion from a previously saved state.

o If you want to resume a conversion, select the database file from the
previous conversion. Once selected, the conversion resumes from the
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last saved state.

WY Self Service Data Conversion

Self Service Data Conversion

Select File to Upload
File

Password

Please select the matching strategy for the file you are uploading. The strategy you select will determine how the system will handle duplicate
person records.

Duplicate Person Matching Strategy | None

Click [Browse] to select the Excel file with your case data.

If your file uses a password, enter it in the Password field.

2. In the Duplicate dropdown, select the appropriate matching strategy.

The Self Service Data Conversion tool provides several matching strategies to handle
duplicate Person fields:

- None: Do not try to match duplicate Persons and treat them each as a unique
Person.

- ldentification: Match duplicate Persons only if they have matching identification
records (such as driver’s license, SSN).

- FirstMiddleLast: Match duplicate Persons only if they have matching first, middle,
and last names.

3. Click [ Next].
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W self Service Data Conversion X

Self Service Data Conversion

Connection Information

URL http://localhost:8080/ecourt_war_exploded/
Username

Password

4. Enter the connection information for your eProsecutor Online instance:
> URL: The URL of your eProsecutor Online instance (including https://).
- Username: The username you use to log in.
- Password: The password you use to log in.

5. Click [Next].

W Self Service Data Conversion - u} X

Data Validation

Row Column Error
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On the data validation screen, the uploaded data is checked for errors and validated
against existing data from eProsecutor Online to check for conflicts with statutes,
DirPersons, or other data that may cause unique key collisions. Data that fails validation
is shown in the table with an error message.

o During the data validation process, the tool does not allow you to pause
or cancel. You must wait for validation to complete.

6. Click [Next].
W self Service Data Conversion - m} X

Upload data to API

Entity ID Error Error Message

The data upload screen shows the data upload progress. This process may take some
time depending on the size of your data import. If the process interrupts workflow, you
can pause, cancel, and resume the upload later. When canceling, the tool allows you
save the current state of the data upload or to discard the data. When the data is saved,
you can relaunch the tool and continue the conversion from the start screen.

During the upload to eProsecutor Online, errors that occur are reported to show what
data is not submitted.
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W self Service Data Conversion m] X
Upload data to API

Entity ID Error Error Message

2 Ready Upload DocDef: InternalServerError
2 Ready Upload Document: InternalServerError

Uploading Documents 00:00:00 left

e

Once all upload attempts complete, you can download an Excel spreadsheet of errors
that occurred by clicking [ Download]. Analyze the spreadsheet, fox the issues, and run
the download again.

Once all data is uploaded, click [Finish] to complete the conversion process and close
the app.

Delete intermediary database

Would you like to delete the underlying sqlite database? This will
not remove any information from your epo instance.

Yes No

7. After you click [Finish], a dialog shows to ask if you want to delete the SQLite database
used to upload data to eProsecutor Online.

Click [Yes] to delete the database or [No] to keep the database.
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Failed Excel uploads

Uploads that fail to save in eProsecutor Online can be downloaded as an Excel spreadsheet
after the upload tool has finished processing the data. To download the failed uploads, click
[Download] on the upload screen.

B Self Service Data Conversion - a

Upload data to API

Entity ID Error Error Message
2 Ready Upload DocDef: InternalServerError
2 Ready Upload Document: InternalServerError
Uploading Documents 00:00:00 left

L

The Excel spreadsheet has your original data row with two more columns:

* x1s_row: indicates there row for the data in the original Excel sheet.

* Errors: has all error messages for that row.

File Home Insert Draw Pagelayout Formulas Review View Automate Help 3 Comments

1 X > General v f v v > v v
L [Ae— © 3D eneral [l Conditional Formatting H Insert > v Y

: v 9 - v v v
Paste @ 5 a . ) $ % 9 | [ZFormatas Table &% Delete B O Add-ins

” 0 % 7 cell Styles v B Format~ | © v
Clipboard Font Alignment [ Number s Styles Cells Editing Sensitivity | Add-ins

ﬁc Upload DocDef: InternalServerError - No enum constant com.sustain.document.model.DocDef.Status.Active

X DZ
1 113 Column12 Column14Column14Es
PAll Case DocyCase DocyCase Docy Case DocyCase Doct

EB

Upload DocDef: InternalServerError - No enum constant com.sustain.document.model.DocDef Status.Active
R C:\Users\ Upload Document: NotFound - Could not find object of type com.sustain.document.model.DocDef by identifier 0

The error messages are raw errors returned from the eProsecutor Online API. These errors
can be fixed on the Excel spreadsheet and uploaded again to eProsecutor Online through
the upload tool using a new conversion.

o The failed uploads spreadsheet can be regenerated anytime if the
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underlying database still exists, by continuing a completed conversion.

4. Administrator guide | 387 of 407




388 of 407 | 4. Administrator guide




5. Video library

This section includes eProsecutor Online training videos covering a wide range of topics.
Each video is designed to help you learn more about eProsecutor Online and how to use it

effectively.

In this section

User Financials
» Add-ins » Add restitution
» Add a case » Check writing restitution
» Case data  Disbursing payments
+ Case involvement » Take restitution
» Discovery payments

» Documents

» Navigating cases
* Notes

* Print setup

« Sealing

» Search

» Sharebook

» Tasks

» Working with charges

User

Administration

» Agency calendar

» Agency news feed

» Case special status

» Customize lookup lists
+ Digital signatures

» Document definitions
* Investigations

» JDA administration
 Justice personnel

« Organizations

» Password reset

« Set up fo SSRS check
writing

» Statutes

» User setup

This section includes eProsecutor Online training videos covering user topics.

In this section

« Add-ins
» Add a case

» Case data
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» Case involvement
 Discovery

» Documents

* Navigating cases
* Notes

 Print setup

« Sealing

» Search

» Sharebook

» Tasks

» Working with charges

Add-ins

Add a case
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https://vimeo.com/1005964302/a9a21e2ccf

Adding a Case

Case data

Case Data

Case involvement
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https://vimeo.com/1005963888/3cd820ff3d
https://vimeo.com/1005964033/15d8b12836

Case Involvements

Justice Personnel vs Involvements

Discovery

Discovery

Documents
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https://vimeo.com/1005963913/57612772cd
https://vimeo.com/1005964324/16cdbd3963

Documents

Navigating cases

Navigating Cases

Notes
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https://vimeo.com/1005964184/f4a9d733ad
https://vimeo.com/1005963730/6c996258b9

Print setup

Sealing
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https://vimeo.com/1005963761/f0f81d676c
https://vimeo.com/1005964353/0c4147aeaf

Search

Search

Sharebook
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https://vimeo.com/1005964082/12ce45b6bd
https://vimeo.com/1005963846/eaf94b69e5

Tasks

Working with charges
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https://vimeo.com/1005963823/1f2e3e19b7
https://vimeo.com/1005963996/db6a939524

Working with Charges

Financials

This section includes eProsecutor Online training videos covering financials topics.

In this section

» Add restitution
» Check writing restitution
 Disbursing payments

» Take restitution payments

Add restitution
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https://vimeo.com/1005964104/92826b5e9c

Check writing restitution

Disbursing payments
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https://vimeo.com/1005964393/5939e9679e
https://vimeo.com/1005964374/3d21e354cc

Disbursing
Payments

Bryce Skabelund

Take restitution payments

Taking Payments
For Restitution

Bryce Skabelund

Administration

This section includes eProsecutor Online training videos covering administration topics.
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https://vimeo.com/1005964424/a410a7f361
https://vimeo.com/1005964410/f7a5b8a417

In this section

» Agency calendar

« Agency news feed

» Case special status

» Customize lookup lists
* Digital signatures

» Document definitions
« Investigations

» JDA administration
 Justice personnel

» Organizations

» Password reset

» Set up fo SSRS check writing
 Statutes

« User setup

Agency calendar

Agency Calendar

400 of 407 | 5. Video library



https://vimeo.com/1005964752/4413922988

Agency news feed

Agency News Feed

Case special status

Case Special Status
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https://vimeo.com/1005964736/12f7746307
https://vimeo.com/1005964626/2895031ea5

Customize lookup lists

Customizing Lookup Lists

Digital signatures
7

Digital Signatures
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https://vimeo.com/1005964675/fc80092e9f
https://vimeo.com/1005964492/0fb949dc23

Document definitions

Document Definitions

Investigations

Investigations

5. Video library | 403 of 407


https://vimeo.com/1005964717/b9320a617e
https://vimeo.com/1005964437/9d34966ba4

JDA administration

JDA Administration

Justice personnel

Justice Personnel
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https://vimeo.com/1005964657/4ac56b75a6
https://vimeo.com/1005964572/d1f7136bc7

Organizations

Working with Organizations

Password reset

Resetting a Password

5. Video library | 405 of 407



https://vimeo.com/1005964553/dedaf400a8
https://vimeo.com/1005964614/c6e03bc48d

Set up fo SSRS check writing

Admin Set-up for
SSRS Check Writing

Bryce Skabelund

Statutes

Statutes
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https://vimeo.com/1005964458/1048415cff
https://vimeo.com/1005964701/da991d570e

User setup

Setting up a user
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https://vimeo.com/1005964586/1fdfb0319d
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