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Application Overview and Navigation 

1.0 - Application Overview and Navigation   
This section of the user's guide will explain how to navigate around the application and the 
terminology used to describe different areas of the application.  
  
 

 1.1 - Menu Bar 
  

 1.2 - Tool Bar 
  

 1.3 - Shortcuts Panel 
  

 1.4 - Case Navigation Panel 
  

 1.5 - Edit Panel 
  

 1.6 - Status Bar 
  

 1.7 - Exiting the Application 
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1.1 - Menu Bar   

1.1 - Menu Bar   
The Menu Bar is located at the top of the MYCIDS application window as highlighted in the 
image below.  Menu options on the menu bar may vary depending on your individual user 
rights. 
 

 
  

To access the items under a menu, click the desired menu option and choose from the list in 
that menu.  
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1.2 - Tool Bar   
Type your drop-down text here. 

1.2 - Tool Bar   
The Tool Bar is located directly under the Menu Bar as highlighted in the image below. 

   

 
 
 

 

Use this toolbar option to 
quickly find a case docket 
item.  Find an item by 
entering the County, Year, 
Type (Delinquency, 
Protection, Termination of 
Parental Rights, Other), 
Intake Number, and 
District.  
 

 

Go to previous case. This 
button is enabled only if 
multiple cases are open in 
the case navigation panel 
and the case currently 
selected is not the first 
case in the list of open 
cases. 

 

Go to next case. This 
button is enabled only if 
multiple cases are open in 
the case navigation panel 
and the case currently 
selected is not the last 
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case in the list of open 
cases. 

 

Go to previous screen. 
Moves between available 
case node screens within a 
case. 

 

Go to next screen. Moves 
between available case 
node screens within a 
case. 

 

When multiple hearings 
are open, select another 
open hearing to edit from 
the hearings drop down 
menu. 

 

Enter a universal case 
number in this field and 
then click Search UCID# 
to find the exact case 
match.  If an exact match 
is found the case will open 
up in the Case Navigation 
Panel.  

 

Enter a Local Cause # in 
this field and then click 
Find LC# to find a match. 
 If an exact match is 
found, the case will open 
up in the case navigation 
panel. If multiple matches 
are found, a window will 
display with your search 
results.   
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1.3 - Shortcuts Panel   
Type your drop-down text here. 

1.3 - Shortcuts Panel   
The shortcuts panel is located at the left-hand side of the application window. The Shortcut 
options may vary depending on your individual user rights. 

 
 

 

 

Youth Locator - (See section 2.0 - Youth Locator Section) 

 

Quick List - (See section 5.6 - Using the Quick List) 

 

Scheduler - (See section 28.0 - Scheduler) 

 

MYCIDS Alerts - (See section 29.0 - MYCIDS Alerts) 

 

Inbox - (See section 25.0 - Inbox) 

 

EMB - (See section 27.0 - Electronic Minute Book) 
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1.4 - Case Navigation Panel   
Type your drop-down text here. 

1.4 - Case Navigation Panel   
The Case Navigation panel is the area of the application workspace that lists cases last viewed 
by the current user. Also, below these cases are links to access the Quick List, Youth Locator, 
Scheduler, MYCIDS Alerts, Inbox, and EMB. If no cases are open these links will be the only 
items in the case Navigation Panel.  
 
 

 
 
 
Each case number has a    symbol to left of it.  Clicking this plus symbol will expand the case 
to access the nodes pertaining to that case.  
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Clicking the  symbol next to the case will collapse the case making the nodes pertaining to 
that case not viewable. 
 

 
 
 

 

Double-clicking the case will also expand and 
collapse the case.  
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1.5 - Edit Panel   
Type your drop-down text here. 

1.5 - Edit Panel   
The Edit Panel area of the application is highlighted in the image below. All the shortcuts on 
the left-hand side of the application and all the nodes under a case open up in the following 
area when clicked.  
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1.6 - Status Bar   
Type your drop-down text here. 

1.6 - Status Bar   
The Status Bar is located below the Tool Bar as highlighted in red in the image below. The 
Status Bar shows the active case being addressed in the Case Navigation Panel.  
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1.7 - Exiting the Application   
Type your drop-down text here. 

1.7 - Exiting the Application   

Click the  as shown in the image below.  
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Youth Locator 

2.0 - Youth Locator 
The Youth Locator is a search tool used to locate a youth in MYCIDS. You have the option to 
search by name, DOB, address, etc. It also allows you to search by youth information, parent 
information or victim information to find the specific youth you are looking for. This search 
tool also offers other search options that will be addressed in this section.  
 

 2.1 - Search Options 
 

 2.2 - Perform a Search 
 

 2.3 - Search Results 
 

 2.4 - View Dockets 
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2.1 - Search Options   
Type your drop-down text here. 

2.1 - Search Options 
The Youth Locator gives the option to search by the following: 

   
 Search for Youth by Youth, Mother, Father, or Victim. 

   
Select ”Mother”, ”Father”, or ”Victim” from the drop down menu on the ”Search For” 
option. Click the arrow to the right and select the person to search by.  
   

 
 
 

 SSN 
   
The SSN should be entered with no dashes.  
(i.e.: 44455666)  

  

 
 
 

 Combination of Information 
   
A combination of the Last Name, First Name, Middle Name, DOB, Address, City, 
State, and Zip Code fields.  
   
The Youth Locator supports "starting with" searches only for the First Name, Middle 
Name, and Last Name fields. The "starting with" search allows searching with the 
beginning letters of a child's name.  For example: Search for a child with the last 
name of Johnson by entering "Joh" in the last name field, the results would return all 
youths with the last name of Johnson and any other youth's last name that starts with 
"Joh".  The other search fields are exact match only.  They must be filled in with the 
exact information being searched.  
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Searching by first name and last name is 
usually sufficient, but if the name is a 
common name, it may return a large 
number of cases or a message to refine the 
search criteria.  

   
   

 
 
 

 DHS# 
   
The DHS number is assigned by the Mississippi Department of Human Services - 
Family and Children Services.  This number will only be valid in Protection and 
Termination  
of Parental Rights cases.  
   

 
 
 

 REF-District 
   
The Referral number is the serial number from the document presented to the Court 
from the referring source.  
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 Local Cause Number-District 
   
The Local Cause number is the Court file number assigned by the Clerk of the Court.  
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2.2 - Perform a Search   
Type your drop-down text here. 

2.2 - Perform a Search 
 Step 1 - Open Youth Locator. 

  
  From the Edit Menu,  
   

  
 

or, from the Shortcuts panel,  
 

 
 

or, from the Case Navigation Panel.  
   

 
 
 
 

 Step 2 - Enter your search criteria.  
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If the information entered is invalid or needs to be corrected, click in the field and type 
in the new search criteria -OR- click on the New Search button at the top of the Youth 
Locator screen to clear all the fields.  

 
Additional options here include the ability to go Back a screen, go to the Next screen, 
or Print the information contained on the current screen by clicking on the 
corresponding button. The Back and Next button are not available unless a search 
has been performed. These buttons perform just like the forward and back button in 
an internet browser.  
   
   

 Step 3 - Click on the Search Using This Criteria button. 
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2.3 - Search Results   
Type your drop-down text here. 

2.3 - Search Results 
A Youth Locator search will return results in the table format shown below.  This table shows 
2 MYCIDS records and no SCATS records that match the search criteria. 

 

 
 
The results table is divided into the following columns: 
 

 

This is the number 
assigned to each record 
returned in a search. 
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The Options column gives 
the choice of viewing the 
dockets for that child or 
creating a new intake for 
that child. 

 

The Youth Information 
column gives information 
to help identify the youth 
being searched.  Listed 
information includes 
name, SSN, address, date 
of birth, and phone 
number. 

 

The AKA column lists 
and alias information for 
the child. 
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The Associated Persons 
column lists people that 
have been associated with 
this child. 

 
SCATS records will appear in a second table that lists Record #, Youth and Case Information, 
AKA Names, Mother, and Father.   
 

Note!  

The SCATS information is for reference only.  A new intake 
cannot be created from this information. 
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2.4 - View Dockets   
Type your drop-down text here. 

2.4 - View Dockets 
 Step 1 - Perform a Search. (See section 2.2 - Perform a Search) 

 
 Step 2 - Identify correct youth. 

   
Use the information in the results table to identify the correct youth case docket for 
viewing.  
   

 
 

 Step 3 - Select View Dockets in Options column. 
   
Click on the View Dockets link of the appropriate youth to view a list of cases.   
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 Step 4 - Select case from list. 

   
Click on the case number for the appropriate case.  The most recently created case is 
listed last.  
   

 
 

Note!   

The open book by the case number indicates an open case.  A 
closed book indicates a closed case. 
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Intake 

3.0 - Intake 
This section explains the steps of creating a new case (new intake) into the MYCIDS 
application for a youth that is not currently in the system and for a youth that currently exist in 
the system.  
Also, this section also explains what youth information can be entered for a youth.  
  

 3.1- New Intake for New Youth 
 

 3.2 - New Intake for Existing Youth 
 

 3.3 - Youth Information 
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3.1 - New Intake for New Youth   
Type your drop-down text here. 

3.1 - New Intake for New Youth 
 Step 1 - Search for the youth on the Youth Locator. (See section 2.2 - Perform a Search) 

 
 Step 2 - Click on New Intake for New Youth link.  

   
Choose New Intake for New Youth  
(The screen may look similar to the image below if no MYCIDS records were found 
from the search) 
   

 
 
---------------------------------------- OR ----------------------------------------- 
  

(The screen may look similar to the image below if some MYCIDS records were found from 
the search) 
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 Step 3 - Enter Case Docket information. 
 

   
   
1.  Enter the County/District.  Only the jurisdiction for which the user has rights will be 
available.  Tab down.  
   
2.  Enter date of intake.  Only the current or previous dates are available.  Tab down.  
   
3.  Enter the Intake type.  (Delinquent, Protection, Termination)  
   
4.  Enter the Local Cause number.  This may be entered later by the Clerk of Court.  
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5.  Click OK.  
   

Note !   

Any field that includes an   indicates a drop down menu. The 
user can begin typing the information to be entered in that field 
and the application will select the available entries for that field. 

   
   
   

 
 Step 4 - Enter Youth Information. (See section 3.3 - Youth Information) 
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3.2 - New Intake for Existing Youth   
Type your drop-down text here. 

3.2 - New Intake for Existing Youth 
 Step 1 - Search for the youth in the Youth Locator.  (See section 2.2 - Perform a Search)  

   
 Step 2 - Click on New Intake in the Options Column for the appropriate youth.  

   
   

 
   
   

 
 

 Step 3 - Enter Case Docket Information. 
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1.  Enter the County/District.  Only the jurisdiction for which the user has rights will be 
available.  Tab down.  
   
2.  Enter date of intake.  Only the current or previous dates are available.  Tab down.  
   
3.  Enter the Intake type.  (Delinquent, Protection, Termination)  
   
4.  Enter the Local Cause number.  This may be entered later by the Clerk of Court.  
   
5.  Click OK.  
   

Note !   

Any field that includes an   indicates a drop down list.  The 
user can begin typing the information to be entered in that field 
and the application will select the available entries for that field. 

 
 

 Step 4 - Click on Associated Person selection. 
   
   

 
   
Selecting one of these options will copy the Associated Persons list from the Last 
Case, All Previous Cases, or No Previous Cases.  
   
This action does not copy the Primary Physical Custody (PPC) designation.  Please 
see section 3.5 Associated Persons, Change Relationship.  
   

 
 

 Step 5 - Update Youth Information. (See section 3.3 - Youth Information) 
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3.3 - Youth Information   
Type your drop-down text here. 

3.3 - Youth Information 
Detail 

Collect and enter the youth Detail information.  
 

 
 
 

 
Note !   

Fields marked with an *  are required fields and must be 
completed before continuing. 
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Detail (Cont.) 

Click on Detail (Cont.) tab.  
 

Collect and enter the Detail (Cont.) information.  
 

 
 

 

Other 

Click on Other tab.  
 

Collect and enter Other information.  
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Other (Cont.) 

Click on Other (Cont.).   
 

Collect and enter Other (Cont.) information.  
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Click OK.  
 

Change History 

Change History is an audit tab.  There is no entry to be done.  
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35 

AKA 

4.0 - Youth AKA  
Type your drop-down text here. 

The AKA node is where aliases or ”nick names” that a youth may have are entered into 
MYCIDS. This section will address how to add, edit, or delete AKA records.  
 

 4.1 - Add AKA Record. 
 

 4.2 - Delete AKA Record. 
 

 4.3 - Edit AKA Record. 
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4.1 - Add AKA Record   
Type your drop-down text here. 

4.1 - Add AKA Record 
 Step 1 - Expand the case.  

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

     
 Step 2 - Click on Youth AKA.  
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 Step 3 - From list of actions, click on Add a new AKA record.  
   

 
 

 Step 4 - Enter AKA information in Last and First Name fields.   
   
Entering the AKA is required in both the Last Name and First Name fields.  This 
allows a search for the AKA in the Youth Locator.  (See 2.2 - Perform a Search)  
   
Click OK.  
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4.2 - Delete AKA Record   
Type your drop-down text here. 

4.2 - Delete AKA Record   
Type your drop-down text here. 

 Step 1 - Expand the case.  
   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 

 Step 2 - Click on Youth AKA.  
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 Step 3 - Click on AKA record to be deleted.  
   

  
 

 
   

 
 Step 4 - Click on Delete in the Actions list.  

   

 
   

Note !   

AKA records edited or deleted here affect all other cases 
where the youth is referenced. 

   
   

     
 Step 5 - Confirm action.  
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4.3 - Edit AKA Record   
Type your drop-down text here. 

4.3 - Edit AKA Record   
Type your drop-down text here. 

 Step 1 - Expand the case.  
   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

    
 Step 2 - Click on Youth AKA.  
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 Step 3 - Click on AKA record to edit.  
   

 
 
 Step 4 - Select Edit from the Actions list.  

   

  
   

Note !   

AKA records edited or deleted here affect all other cases where 
the youth is referenced. 

   
   

 
 

 Step 5 - Enter corrected information.  
   
Enter the AKA information into both the last Name and First Name fields.  
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Click OK.  
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Associated Persons 

5.0 - Associated Persons 
The associated persons node is where people and entities are added that are associated with the 
case. The following are some examples of the people and entities you might add to the 
associated persons: Mother, Father, Prosecuting Attorney, Judge, Detention Center, Counselor, 
and Intake Officer, Witnesses, Law Enforcement, and Victims.  
 

 5.1 - Edit the Person Detail  
 

 5.2 - Change the Relationship  
 

 5.3 - Remove Person 
 

 5.4 - Search for a Person 
 

 5.5 - Add Person to Quick List 
 

 5.6 - Using the Quick List 
 

 5.6 - Appointed Persons 
 

 5.7 - List Case of Associated Person 
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5.1 - Edit the detail for this person   
Type your drop-down text here. 

5.1 - Edit the detail for this person   
Type your drop-down text here. 

 Step 1 - Expand the case.  
 
Click on the  next to the case number in the Case Navigation Panel.  
 

 
The expanded case will look like the image below.  
 

 
 
 

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
 

     
 Step 2 - Click on Associated Persons in the Case Navigation panel.  
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 Step 3 - Click on the Person record to be edited in the list.  
   

 
   

 
 

 Step 4 - Click on Edit in the action list.  
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 Step 5 - Make corrections to necessary fields.  
   

   
   
   

Note!  

The information for the Judge and Attorneys cannot be edited. 
 This information is generated from the Bar roll. 

 
 

 Step 6 - Click OK.  
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5.2 - Change the relationship of this person 
to the case   

Type your drop-down text here. 

5.2 - Change the relationship of this person to 
the case 

 Step 1 - Expand the case.  
 
Click on the  next to the case number in the Case Navigation Panel.  
 

 
The expanded case will look like the image below.  
 

 
 
 

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
    

   
 Step 2 - Click on Associated Persons in the Case Navigation panel.  
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 Step 3 - Click on the Person record to change the relationship in the list.  
   

 
   

   
 Step 4 - Click on Change the relationship in the action list.  
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 Step 5 - Make necessary changes.  

   

 
   

   
 Step 6 - Click OK.  
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5.3 - Remove this person from the case   
Type your drop-down text here. 

5.3 - Remove this person from the case 
 Step 1 - Expand the case.  

 
Click on the  next to the case number in the Case Navigation Panel.  
 

 
The expanded case will look like the image below.  
 

 
 
 

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
 
 

   
 Step 2 - Click on Associated Persons in the Case Navigation panel.  
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 Step 3 - Click on the Person record to be removed in the list.  
   

 
   

   
 Step 4 - Click on Remove in the action list.  

 

 
 

   
 Step 5 - Confirm removal of Associated Person.  
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Note !   

Associated Persons that have been referenced on any of the case 
nodes cannot be removed unless that reference is removed.  
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5.4 - Search for a person to add to this 
case.   

Type your drop-down text here. 

5.4 - Search for a person to add to this case. 
 Step 1 - Expand the case. 

 
Click on the  next to the case number in the Case Navigation Panel.  
 

 
The expanded case will look like the image below.  
 

 
 
 

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
 

 
 Step 2 - Click on Associated Persons in the Case Navigation panel.  
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  Step 3 - Click on Search for a Person to add to this case.  
 
If no associated persons have been added to the case, the Edit Panel area shows the 
following statement.  
 

 
 
In a case with previously associated persons added, click on Search in the Actions 
list.  
 

 
   

  Step 4 - Type name of person in Find field and click Go. 
   

 
 
 

 Step 5 - Search Results and View Details. 
 
Identify the person from the results list.  To help, click on the person and then click 
on View in the Actions list.   
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 Step 6 
  

Add this Person to the Case. (If the person is found in the search results list) 
 
     ----------or---------- 
  

 
1.  Click on the correct person in the search results list.  
 

 
 
2.  Click Add this person to the case.  
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Add a new person to the case.  (If the person is not found in the search results list) 

 
1.  Click Add a new person to the case.  
 

 
 
2.  Enter Associated Persons Information  

 

 

If the person being added shares information with someone 
already entered, click on the Use Information From field and 
click on the person to populate the information fields. 
 

 
   

Detail 

 Collect and enter the Person Detail information.   
  

Note !   

This information is used to generate Summons documents.  It is 
very important that the information in the Associated persons 
files are accurate. 
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Other 

Collect and enter the Person Other information.  
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Change History 

There is no information to be input on the Change History tab.  
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 Step 7 - Enter Relationship information. 
 
Choose the appropriate relationship from the drop down list.  
 
Click on the PPC check box to designate the Primary Physical Custodian for the 
youth.  
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Click on the PC check box to designate the Primary Counselor.  Note that this box 
will only become available when a counselor relationship, such as DYS Counselor, 
is selected. 
 

 
 
The PRD, or Police Report Due, check box should be used to indicate that a police 
report has not been received.  This box will only become available when a Law 
Enforcement relationship is selected.  The PRD box enables the use of the 
Outstanding Police Reports report in the Reports module.  For more information 
about the Reports module, see section 22.0 - Reports. 
 

 
 
The Appointed field is only used with Associated Persons that must be appointed to 
a case by the Court.  See Section 5.7 - Appointed Associated Persons.  
 
The Presiding Type field is only active when a Relationship of Presiding is chosen. 
 Select presiding types of Chancellor, Judge, Referee, or Special Judge.  
 
Click OK.  

   
    



Associated Persons 

63 

 

5.5 - Add Selected Person to my Quick List   
Type your drop-down text here. 

5.5 - Add Selected Person to my Quick List 
 Step 1 - Expand the case.  

   
Click on the  next to the case number in the Case Navigation Panel.  
 

 
   

 Step 2 - Click on Associated Persons in the Case Navigation panel.  
   

 
   

 Step 3 - Click on the Person record to be added to the list.  
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 Step 4 - Click on Add Selected Persons to my Quick List in the action list.  
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5.6 - Using the Quick List   
Type your drop-down text here. 

5.6 - Using the Quick List 
   

 Step 1 - Click on the Quick List to open it.  
   

  
   

 

 
   

 Step 2 - Drag the desired person/entity to the desired case in case navigation 
panel.  

 
Hold down the left mouse button on the quick list entry that needs to be added to the 
associated persons for a case and drag it to that case in the case navigation panel. 
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Once the symbol that looks like a small white sheet of paper appears  let go of the 
left mouse button.  
 

 
 
The item that was dragged to the case should now appear in the associated persons 
for that case.  
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5.7 - List the cases this person has been 
associated with   

Type your drop-down text here. 

5.7 - List the cases this person has been 
associated with 

 Step 1 - Expand the case.  
Click on the  next to the case number in the Case Navigation Panel.  
 

 
The expanded case will look like the image below.  
 

 
 
 

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
 
 

     
 Step 2 - Click on Associated Persons in the Case Navigation panel.  
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 Step 3 - Click on the Person record to be edited in the list.  
   

 
     

 Step 4 - Click on List the cases this person has been associated with in the action 
list.  

 

 
 
Cases may be viewed by clicking on the Docket Number link and then opening the 
case in the Case Navigation panel.  
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This list may be printed by clicking on the  button in the upper right hand 
 corner of this screen.  
 
Close the screen by clicking on .  
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5.8 - Appointed Associated Persons   
Type your drop-down text here. 

5.8 - Appointed Associated Persons 
 Who is appointed.  

   
Certain individuals are appointed to these cases.  These include Attorney's for the 
Youth, Guardian Ad Litem's and Court Appointed Special Advocates.  

     
 Specify Date Appointed.  

Step 1 - Click on the  next to the case number in the Case Navigation Panel to expand 
the case  

Step 2 - Click on Associated Persons in the Case Navigation panel.  

   

 

Step 3 - Click on the Person record to be edited in the list.  



Associated Persons 

71 

 

Step 4 - Click on Specify in the Actions list.  

  

Step 5 - Enter date Appointed.  

 

Step 6 - Click OK.  

   

     
 Record Date Appointed.  

Step 1 - Click on the  next to the case number in the Case Navigation Panel to expand 
the case.  

Step 2 - Click on Associated Persons in the Case Navigation panel.  
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Step 3 - Click on the Person record to be edited in the list.  

 

Step 4 - Click on Record in the Actions list.  

  

  

     
 Remove Date Appointed. 

Step 1 - Click on the  next to the case number in the Case Navigation Panel to expand 
the case.  

Step 2 - Click on Associated Persons in the Case Navigation panel.  
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Step 3 - Click on the Person record to be edited in the list.  

 

Step 4 - Click on Remove Date Appointed in the Actions list.  

  

  

    
 Change Date Appointed. 

Step 1 - Click on the  next to the case number in the Case Navigation Panel to expand 
the case.  

Step 2 - Click on Associated Persons in the Case Navigation panel.  
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Step 3 - Click on the Person record to be edited in the list.  

 

Step 4 - Click on Change Date Appointed in the Actions list.  

  

Step 5 - Enter correct date. 

 
   

Step 6 - Click OK. 

 
 Generate Appointed Order. 
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Step 1 - Click on the  next to the case number in the Case Navigation Panel to expand 
the case.  

Step 2 - Click on Associated Persons in the Case Navigation panel.  

   

Step 3 - Click on the Person record to be edited in the list.  

 

Step 4 - Click on Generate Appointed Order in the Actions list.  

  
   

 
 Generate Order to Pay Guardian Ad Litem Fees. 

Step 1 - Click on the  next to the case number in the Case Navigation Panel to expand 
the case.  

Step 2 - Click on Associated Persons in the Case Navigation panel.  
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Step 3 - Click on the Person record to be edited in the list.  

 

Step 4 - Click on Generate Order to Pay Guardian Ad Litem Fees.  

  

Step 5 - Route document to Judge for signature. 

  

 
 Specify Release from Appointment Date. 

Step 1 - Click on the  next to the case number in the Case Navigation Panel to expand 
the case.  

Step 2 - Click on Associated Persons in the Case Navigation panel.  
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Step 3 - Click on the Person record to be edited in the list.  

 

Step 4 - Click on Specify Release from Appointment Date in the Actions list.  

  

Step 5 - Enter release date. 

 
   

Step 6 - Click OK. 

 
 Record Release Appointment Date 
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Step 1 - Click on the  next to the case number in the Case Navigation Panel to expand 
the case.  

Step 2 - Click on Associated Persons in the Case Navigation panel.  

   

 

Step 3 - Click on the Person record to be edited in the list.  

 

Step 4 - Click on Record Release Appointment Date in the Actions list.  

 

  

 
 Generate Release from Appointment Order. 

Step 1 - Click on the  next to the case number in the Case Navigation Panel to expand 
the case.  

Step 2 - Click on Associated Persons in the Case Navigation panel.  
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Step 3 - Click on the Person record to be edited in the list.  

 

Step 4 - Click on Generate Release from  Appointment Order in the Actions list.  

  

Step 5 - Route document to Judge for signature. 
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Referrals 

6.0 - Referrals 
The Referrals node is where the charges are added to the case.  This section will address how 
to add, edit, or delete referral information. It will also address recording referrals and 
 generating intake orders. 
 
 

 6.1 - Add a Referral to a Case 
  

 6.2 - Edit a Referral  
  

 6.3 - Delete a Referral 
  

 6.4 - Record a Referral to the General Docket 
  

 6.5 - Generate Intake Order 
  

 6.6 - Modify the Ref. Number 
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6.1 - Add a Referral   
Type your drop-down text here. 

6.1 - Add a Referral 
 Step 1 - Expand the case.  

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 

 Step 2 - Click on Referral node. 
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 Step 3 - From the Edit Panel area, click on "Add a referral" or click on "Add a 

new referral to this case." 
 
If no referrals exist, click Add a referral. 
 

 
 
 
If a referral already exists, click on Add a new referral to this case from the actions 
list.  
 

 
 
 

    
 Step 4 - Enter Referral Information 
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1. Choose Reason for Referral from the drop-down menu.  
   

 
   
2. (Optional) - Enter Document Text in "Complete Sentence" format. This text shows 
up in the MYCIDS generated Intake Order and Petition.  
   

 
   
3. (Optional) - Enter a Ref#. This a number that can be assigned to each referral. The 
Ref# is a number that can be assigned to each referral.  

  
   
4. Choose the date that the offense occurred   from the drop down calendar.  
   

 
   
5. Choose the date of referral from the drop down calendar.  
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6. Click the add button under the Allegation Brought By section.  
   

 
   
Then, choose who the allegation was brought by and click OK.  
   

 
   

 

Hold down the CTRL button on the keyboard to 
multiple select from the Allegation Brought By 
window 

   
   
7. Choose the intake recommendation from the drop down list.  
   

 
   
8. Choose the intake recommendation date from the drop down calendar.  
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9. Choose the order of the court  from the drop down list.  
   

 
   
10. Choose the order of the court date from the drop down calendar.  
   

 
   
11. From the drop down list, choose who the order of the courts is by.  
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12. If there are any aggravating factors (i.e.: Weapons, Intoxicants) for the referral, 
choose the aggravating factors tab at the top of the edit referral window.  
   

 
   
13. Click the add button in the weapons involved section to select weapons as 
aggravating factors.  
   

 
   
Choose from the weapons list and click OK.  
   

 
   
14. Click the add button in the intoxicants involved section to select intoxicants as 
aggravating factors.  
   

  
   
15. Choose from the aggravating factors list and click OK.  
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 Step 5 -  Click OK.  
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6.2 - Edit a Referral    
Type your drop-down text here. 

6.2 - Edit a Referral 
 Step 1 - Expand the case. 

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 

 Step 2 - Click on Referral node. 
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 Step 3 - Choose the referral to edit and click "Edit this referral" from the list of 

actions.  
   
Choose the referral to edit and click Edit this referral from the list of actions.  
   

 
 

 
 Step 4 -Make the desired changes in the Edit Referral window. 
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 Step  5 -  Click OK.  
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6.3 - Delete a Referral   
Type your drop-down text here. 

6.3 - Delete a Referral 
 Step 1 - Expand the case.  

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 

 Step 2 - Click on Referral node. 
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 Step 3 - Choose the referral to delete and click "Delete this referral" from the list 

of actions.  
   
Choose the referral to delete and click Delete this referral from the list of actions.  
   

 
 

   
   

 
 Step 4 - On the deletion confirmation window, click yes to delete the referral or no 

to keep the referral. 
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6.4 - Record Referral on General Docket   
Type your drop-down text here. 

6.4 - Record Referral on General Docket 
 Step 1 - Expand the case.  

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 

 Step 2 - Click on Referral node. 
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 Step 3 - Choose the referral to record and click "Record this referral on the 

General Docket" from the list of actions.  
   
Choose the referral to record and click "Record this referral on the general docket" 
from the list of actions.  
   

  
   
Once a referral is recorded, the   symbol will appear next to the referral as shown 
in the image below.  
   

 
 



MYCIDS User Guide 

96 

 

6.5 - Generate Intake Order   
Type your drop-down text here. 

6.5 - Generate Intake Order 
 Step 1 - Expand the case.  

   
Click on the  symbol next to the case number in the Case Navigation Panel  
   

 
 

 
 Step 2 - Click on Referral node. 

 
 

 
 

 
 Step 3 - Click "Generate the intake order" from the list of actions.  

   
Choose "Generate the intake order" from the list of actions.  
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The intake order will open in the MYCIDS word processor as shown in the image 
below.  
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6.6 - Modify Ref. Number   
Type your drop-down text here. 

6.6 - Modify Ref. Number 
 Step 1 - Expand the case. 

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 

 Step 2 - Click on Referral node. 
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 Step 3 - Choose the referral to modify the ref. number and click "Modify the Ref. 

Number ONLY" from the list of actions.  
   
Choose the referral to modify the ref. number and click "Modify the Ref. Number 
ONLY" from the list of actions.  
   

  
   
Make the desired changes to the Ref number and click OK.  
   

 
 
 

Note 
! 
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The Modify Ref. # ONLY action is available if the referral has 
been addressed on a petition. 
 
 If the referral has not been addressed on a petition simply click 
the "Edit this referral" action to modify the ref. number. 

   

 
 Step 4 -Make the desired changes in the Edit Referral window. 

   

   
   
   

 
 Step  5 -  Click OK.  
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Documents 

7.0 - Documents 
The Documents node lists documents which have been generated by MYCIDS, documents 
added to the system from a scanner, or documents attached from files on your computer. This 
section will address how to manage the documents for a case.  
 

 7.1 - Attaching 
 

 7.2 - Scanning 
 

 7.3 - Replacing 
 

 7.4 - Removing 
 

 7.5 - Recording 
 

 7.6 - Downloading and Viewing 
 

 7.7 - Edit Description 
 

 7.8 - Edit Notes 
 

 7.9 - Showing Summons 
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7.1 - Attaching Documents   
Type your drop-down text here. 

7.1 - Attaching Documents 
 Step 1 - Expand the case. 

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

   
The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 Step 2 - Click on Documents in the Case Navigation panel. 
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 Step 3 - Click on Attach a new Document. 

   

 
 

 
 Step 4 - Select document from the Attach Document browser. 

   
Document can be attached from the local computer, disks or flash drives.  Locate the 
document from the source and click open.  
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 Step 5 - Confirm document selection. 

   
Click Add Documents to accept the selected document.  Click Close to cancel.  
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 Step 6 - Date, name and describe document. 

   
Enter the document date.    
   
Select document type from drop down list.    
   
Enter Document Description to correctly name the document in the list.  
   
Click OK.  
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7.2 - Scanning Documents   
Type your drop-down text here. 

7.2 - Scanning Documents 
 Step 1 - Expand the case. 

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 Step 2 - Click on Documents in the Case Navigation panel. 
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 Step 3 - Click on Attach from Scanner or Scan a document 

   
If no documents exist the documents nodes actions will look similar to the following 
image. Click Scan a document.  
   

 
   

 
If documents exist the documents nodes actions will look similar to the following 
image. Click Attach from Scanner  
   

 
 

 Step 4 - Insert document into scanner. 
   
Insert the document in a top-down, face-down orientation.  (See scanner 
documentation for document feed capacity.)  
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 Step 5 - Click Scan in Docviewer. 

 
  
 

 
   

 
 Step 6 - Save document and close MYCIDS Document Processor. 
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The MYCIDS Document Processor allows the user to manipulate documents 
scanned into MYCIDS.   Click on   to save the scanned document.  Click on 

  to close the Document Processor.  
   

 
   

 

Close MYCIDS 
Document Processor.     

 

Print Document. 

 

Go to previous document 
of a multiple page scan. 

 

Go to next page of a 
multiple page scan.  

 

Rotate page in current 
view. 

 

Revert to default zoom 
level. 

 

Zoom in.  

 

Zoom out. 

 

Delete currently viewed 
page.  

 

Scan another document 
to the end of the current 
document. 

 

Save current document. 

 

Move the page order of 
the document. 
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Check the box to scan 
the front and back of the 
next document. 

 

Check the box to add the 
document to be scanned 
to the end of the current 
document.  Leave the 
box empty to add to the 
beginning of the current 
document. 

   

 
 Step 7 - Date, name and describe document. 

   
Enter the date of the document.  
   
Select the Document Type from the drop-down list.  
   
Enter the description of the document if necessary.  
   
Click OK.  
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7.3 - Removing Documents   
Type your drop-down text here. 

7.3 - Removing Documents 
 Step 1 - Expand the case. 

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

 
The case can also be collapsed / expanded by double-clicking the 
case. 
 

   
   

 
 Step 2 - Click on Documents in the Case Navigation panel. 
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 Step 3 - Select document from the Documents list. 
   

 
   
   

 

Clicking on the document highlights the document in blue.  This insures 
that the correct document has been chosen. 

 
 Step 4 - Click Remove in Actions list. 

   

 
   

 

Note!   

Documents that have been recorded cannot be removed. 

   

 
 Step 5 - Confirm removal of document. 

   
Click on Yes to complete the removal process.  Click No to cancel.  
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7.4 - Replacing Documents   
Type your drop-down text here. 

7.4 - Replacing Documents 
 Step 1 - Expand the case. 

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 Step 2 - Click on Documents in the Case Navigation panel. 
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 Step 3 - Click on document to be replaced in the Document list. 
   

 
   
   

 

Clicking on the document highlights the document in blue. 
 This insures that the correct document has been chosen. 

 
 Step 4 - Click on Replace in the Actions list.  

   
Click on "Replace" from scanner to replace the selected document with a scanned 
document.  
   

 
   
Click on "Replace" the selected document to replace the selected document with a 
document from the computer.  
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7.5 - Recording Documents   
Type your drop-down text here. 

7.5 - Recording Documents 
 Step 1 - Expand the case. 

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 Step 2 - Click on Documents in the Case Navigation panel. 
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 Step 3 - Click on document to be recorded in Documents list. 

   

 
   
   

Note !   

Record only documents that have been scanned.  Documents 
generated by MYCIDS will be recorded automatically when 
signed. 

 
 

 

Clicking on the document highlights the document in 
blue.  This insures that the correct document has been 
chosen. 

 
 

 Step 4 - Click on Record in the Actions list. 
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 Step 5 - Confirm Recording. 

   
Click Yes to complete the recording process.  Click No to cancel the recording 
process.  
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7.6 - Downloading and Viewing Documents   
Type your drop-down text here. 

7.6 - Downloading and Viewing Documents 
 Step 1 - Expand the case. 

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 Step 2 - Click on Documents in the Case Navigation panel. 
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 Step 3 - Click on selected document in the Documents list. 
   

 
   

 

Clicking on the document highlights the document in blue.  This 
insures that the correct document has been chosen. 

 
 

 Step 4 - Click on Download in the Actions list. 
   

  
   
Documents may be edited, routed, and printed from this screen.  To learn more about 
the MYCIDS Word Processor features, see   23.0 - Word Processor.  
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7.7 - Edit Document Descriptions   
Type your drop-down text here. 

7.7 - Edit Document Descriptions 
 Step 1 - Expand the case. 

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 Step 2 - Click on Documents in the Case Navigation panel. 
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 Step 3 - Click on document in the Documents list. 
   

 
   

 

Clicking on the document highlights the document 
in blue.  This insures that the correct document has 
been chosen. 

 
 Step 4 - Click on Edit in the Actions list. 

   

 
 
 

 
 Step 5 - Edit description field. 

   
Enter the description of the document if necessary.  
   
Click OK.  
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7.8 - Edit Document Notes   
Type your drop-down text here. 

7.8 - Edit Document Notes 
 Step 1 - Expand the case. 

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 Step 2 - Click on Documents in the Case Navigation panel. 
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 Step 3 - Click on selected document in the Documents list. 
   

 
   

 

Clicking on the document highlights the document in blue.  This 
insures that the correct document has been chosen. 

 
 Step 4 - Click on Edit Notes in the Actions list. 

   

 
 

 Step 5 - Click on New in the Document Notes editor. 
   
This screen lists the notes entered for the selected document.  
   



Documents 

127 

 
 

 Step 6 - Type note. 
   
Type the necessary notes in the screen.    
   
Click OK.  
   
 Click Close on Documents Note editor.  

Note !   

Document notes can be viewed by all MYCIDS users.   
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7.9 - Showing Summons Documents   
Type your drop-down text here. 

7.9 - Showing Summons Documents 
 Step 1 - Expand the case. 

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 Step 2 -  Click Documents in the Case Navigation panel. 
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 Step 3 - Click Show Summons Documents in Work Space panel. 
   

 
   
Click in the check box and the Summons documents will appear in the Documents 
list.  
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Custody 

8.0 - Custody 
This section will address how to manage custody records for a case. It will also address 
generating orders from the custody node and viewing custody history for a youth.  
 

 8.1 - Add a Custody Record 
  

 8.2 - Edit a Custody Record 
  

 8.3 - Delete a Custody Record 
  

 8.4 - Record Custody Change to General Docket 
  

 8.5 - Generate Custody Change Order 
  

 8.6 - Generate Transport Order 
  

 8.7 - View Custody History for Youth 
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8.1 - Add a Custody Record   
Type your drop-down text here. 

8.1 - Add a Custody Record 
 Step 1 - Expand the case.  

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 

 Step 2 - Click on Custody node. 
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 Step 3 - From the Edit Panel area click on "Add a custody record" or click on 
"Add a custody change record." 

 
If no custody records exist, click Add a custody record.  
 

 
 
 
If a custody record already exists, click on Add a custody change record.  
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 Step 4 - Enter Custody Information in the Custody Edit window. 

   
Choose the date/time from the calendar drop down menu or type in the date/time.  
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Type in the time.  
   

 
   
Choose type of custody change from the type drop down menu.  
   

 
   
Choose where custody is taken from in the from drop down menu.  
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Choose where custody is to in the to drop down menu.  
   

 
 
 

Note !   

Individuals and entities must be added as Associated Persons (See 5.0 - 
Associated Persons) for the case to be available in the "To" and "From" 
drop down menus.  
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Type in any restrictions in the restrictions text box area.  
   

 
 

   

 
 Step 5 -  Click OK.  
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8.2 - Edit a Custody Record   
Type your drop-down text here. 

8.2 - Edit a Custody Record 
 Step 1 - Expand the case.  

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
     

 
 

 Step 2 - Click on Custody node. 
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 Step 3 - Choose the custody record to edit and click "Edit this custody record" 

from the list of actions.  
   
Choose the custody record to edit and click Edit this custody record from the list of 
actions.  
   

 
 

   
   
   
   

    
 Step 4 -Make the desired changes in the Custody Edit window. 
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 Step 5 -  Click OK.  
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8.3 - Delete a Custody Record   
Type your drop-down text here. 

8.3 - Delete a Custody Record 
 Step 1 - Expand the case.  

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 

 Step 2 - Click on Custody node. 
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 Step 3 - Choose the custody record to delete and click "Delete this custody record" 

from the list of actions.  
   
Choose the custody record to delete and click Delete this custody record from the list 
of actions.  
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8.4 - Record Custody Change to General 
Docket   

Type your drop-down text here. 

8.4 - Record Custody Change to General Docket 
 Step 1 - Expand the case.  

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 

 Step 2 - Click on Custody node. 
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 Step 3 - Choose the custody record to record and click "Record this custody 
change on the General Docket" from the list of actions.  

   
Choose the custody record to record and click "Record this custody change on the 
General Docket" from the list of actions.  
   

 
     
Once a custody change is recorded, the  symbol will appear next to the custody 
record as shown in the image below.  
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8.5 - Generate Custody Change Order   
Type your drop-down text here. 

8.5 - Generate Custody Change Order 
 Step 1 - Expand the case.  

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 

 Step 2 - Click on Custody node. 
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 Step 3 - Choose the custody record to generate the Custody Change Order and 

click "Generate custody change order" from the list of actions. 
   
Choose the custody record to generate the Custody Change Order.  
   

 
   
   
Click "Generate custody change order from the list of actions.  
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The custody change order  will open in the MYCIDS word processor as shown in the 
image below.  
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8.6 - Generate Transport Order   
Type your drop-down text here. 

8.6 - Generate Transport Order 
 Step 1 - Expand the case.  

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 

 Step 2 - Click on Custody node. 
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 Step 3 - Choose the custody record to generate the Transport Order and click 
"Generate Transport order" from the list of actions. 

   
Choose the custody record to generate the Transport Order.  
   

 
   
   
Click "Generate Transport order" from the list of actions.  
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The Transport order  will open in the MYCIDS word processor as shown in the image 
below.  
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8.7 - View Custody History for Youth   
Type your drop-down text here. 

8.7 - View Custody History for Youth 
 Step 1 - Expand the case.  

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / 
expanded by double-clicking 
the case. 
 

   
   

 
 

 Step 2 - Click on Custody node. 
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 Step 3 - Click "View complete custody history for this youth" from the list of 

actions. 
   
Choose "View complete custody history for this youth" from the list of actions.  
   

 
   
   
The Custody History will open as shown in the image below.  
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Petition 

9.0 - Petition  
This section will address adding, editing, and deleting petition information. It also addresses 
filing, recording, and generating the petition document.  
 

 9.1 - Create a Petition 
  

 9.2 - Edit the Petition 
  

 9.3 - Add documents to the Petition 
  

 9.4 - Scan documents to the Petition 
  

 9.5 - File and record Petition to the General Docket 
  

 9.6 - Delete Petition 
  

 9.7 - Generate Petition 
  

 9.8 - Amend a Petition 
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9.1 - Create a Petition   
Type your drop-down text here. 

9.1 - Create a Petition 
 Step 1 - Expand the case.  

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 

 Step 2 - Click on Petition node. 
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 Step 3 - Click on "Create a Petition" from the Edit Panel area.   

 

 
    

 Step 4 - Enter Petition Information. 
   
Choose the petition file date from the calendar drop down menu.  
   

 
   
   
Choose which referrals to bring forward by clicking the check box(s)  for the 
referral(s) to bring forward.  
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 Step 5 -  Click OK.  
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9.2 - Edit the Petition   
Type your drop-down text here. 

9.2 - Edit the Petition 
 Step 1 - Expand the case.  

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 

 Step 2 - Click on Petition node. 
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 Step 3 - Click on "Edit the Petition" from the list of actions. 

 

 
 

    
 Step 4 - Enter Petition Information. 

   
Choose the petition file date from the calendar drop down menu.  
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Choose which referrals to bring forward by clicking the check box(s)  for the 
referral(s) to bring forward.  
   

 
   
   
   
   

 
 Step 5 -  Click OK.  
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9.3 - Add documents to Petition   
Type your drop-down text here. 

9.3 - Add documents to Petition 
 Step 1 - Expand the case.  

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
     

 
 

 Step 2 - Click on Petition node. 
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 Step 3 - Click on "Add documents to the Petition" from the list of actions. 

 

 
 

    
 Step 4 - Browse to the desired document to attach.  
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 Step 5 -  Click Open.  
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 Step 6  -  Enter document information.  

  
   
Choose date from the calendar drop down menu.  
   

 
   
Choose Document Type from the drop down menu.  
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Add/Edit document description  
   

 
 

 Step 7  - Click OK.   
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9.4 - Scan documents to the Petition   
Type your drop-down text here. 

9.4 - Scan documents to the Petition 
 Step 1 - Expand the case.  

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
     

 
 

 Step 2 - Click on Petition node. 
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 Step 3 - Click on "Scan documents to the Petition" from the list of actions. 

 

 
 

    
 Step 4 - Scan document. 

   
See Steps 4 through 7 of section 7.2 - Scanning Documents - CLICK HERE.  
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9.5 - File and record petition on the General 
Docket   

Type your drop-down text here. 

9.5 - File and record petition on the General 
Docket 

 Step 1 - Expand the case.  
   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
     

 
 

 Step 2 - Click on Petition node. 
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 Step 3 - Click on "File this petition and record an entry on the General Docket"  

 
From the list of actions 
 

 
 
or, from the top of the petition screen.  
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9.6 - Delete Petition   
Type your drop-down text here. 

9.6 - Delete Petition 
 Step 1 - Expand the case.  

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 

 Step 2 - Click on Petition node. 
 



MYCIDS User Guide 

174 

 
 
 

 
 Step 3 - Click on "Delete the Petition" from the list of actions. 

 

 
 

    
 Step 4  - Click "Yes" on the window confirming the deletion. 

   

 
 

   
   
   
   

 



Petition 

175 

 

9.7 - Generate Petition   
Type your drop-down text here. 

9.7 - Generate Petition 
 Step 1 - Expand the case.  

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 

 Step 2 - Click on Petition node. 
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 Step 3 - Click on "Generate Petition" from the list of actions 

   
Choose "Generate the Petition" from the list of actions.  

    
   
The petition will open in the MYCIDS word processor as shown in the image below.  
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9.8 - Amend a Petition 
 
There are two ways to amend the petition. 
 

 Amend the Existing Referrals  
  

Note !   

This process should be used to amend the petition before the 
Adjudication Hearing has taken place. 

 
 

 Step 1 - Expand the case.  
   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 

 Step 2 - Click on Petition node. 
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 Step 3 - Click on "Amend Referral on the Filed Petition" from the list of 

actions. 
  

 

 
 

 Step 4 - Select a New Referral from the drop down list. 
  

 

 
 

 Step 5 - Enter any documented text associated with the referral. 
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 Step 6 - Click OK. 
  

 
 Amend the Referrals of a Filed Petition 

 

Note 
! 

 

• This process should be used to amend the petition at the 
Adjudication Hearing. 

 
• The petition can only be amended if no court actions 

have been entered at the Adjudication Hearing.. 

 
 

 Step 1 - Expand the Case. 
 

Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
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 Step 2 - Click on the Hearings node. 
 

 
 

 Step 3 - Select an Adjudication hearing. 
 

 
 

Note !   

A petition may only be amended if no court action has 
been entered at the Adjudication Hearing.. 

 
 

 Step 4 - From the action links, click on Edit this hearing. 
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You can also double-click on the hearing 
to open the hearing editor. 

 
 

 Step 5 - Click on either the Response tab or the Court Action tab. 
 

 
 

 Step 6 - Right-click on one of the listed referrals. 
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 Step 7 - From the menu that appears, click on "Create a Motion to 

Amend the Petition for Existing Referrals". 
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 Step 8 - Select the Requesting Person from the drop down list. 

 

 
 

 
 Step 9 - Right-click on the referral to be amended. 
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 Step 10 - From the menu that appears, select Action and then 

GRANTED. 
 

 
 

 

• To undo a single referral 
amendment, select the None 
action. 

 
• To undo all referral amendments, 

select "Clear All Actions". 
 

 
 Step 11 - Select a New Referral from the drop down list. 

 

 
 

 
 Step 12 - Enter any documented text associated with the 

referral. 
 

 
 

 
 Step 13 - Click OK. 
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Notes 

10.0 - Notes 
 This section will address how to add, edit, delete, and view notes.  
 

 10.1 - Add a Note 
  

 10.2 - Edit a Note 
  

 10.3 - Delete a Note 
  

 10.4 - View Note Details 
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10.1 - Add a Note   
Type your drop-down text here. 

10.1 - Add a Note   
Type your drop-down text here. 

 Step 1 - Expand the case. 
 

Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 Step 2 - Click on Notes in the Case Navigation panel. 
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 Step 3 - Click Add link from the Edit Panel area. 
   

 
 

 Step 4 -  Type note text. 
   
Enter the text of the note in the window.  
   
Click OK.  

Note !   

Notes can be viewed by all MYCIDS users.   
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10.2 - Edit a Note   
Type your drop-down text here. 

10.2 - Edit a Note   
Type your drop-down text here. 

 Step 1 - Expand the case. 
   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
     

 
 Step 2 - Click on Notes in the Case Navigation panel. 
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 Step 3 - Select the Note from the Notes list. 
   

 
 

 Step 4 - Click Edit in the Actions list. 
 

Note !   

Notes may only be edited or deleted by the user that entered the 
note. 

   
   

 
 

 Step 5 - Make corrections to note text. 
   
Make necessary changes to the note text.  
   
Click OK.  
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10.3 - Delete a Note   
Type your drop-down text here. 

10.3 - Delete a Note   
Type your drop-down text here. 

 Step 1 - Expand the case. 
   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 Step 2 - Click on Notes in the Case Navigation panel. 
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 Step 3 - Select the Note from the Notes list. 
   

 
 

 Step 4 - Click Delete in the Actions list. 
 

Note !   

Notes may only be edited or deleted by the user that entered the 
note. 

   
   

 
 

 Step 5 - Confirm Deletion. 
   
Click Yes to confirm deletion of the Case note.  
   
Click No to cancel.  
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10.4 - View Note Details   
Type your drop-down text here. 

10.4 - View Note Details   
Type your drop-down text here. 

 Step 1 - Expand the case. 
   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
  

The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 Step 2 - Click on Notes in the Case Navigation panel. 
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 Step 3 - Select the Note from the Notes list. 
   

 
 

 Step 4 - Click View in the Actions list. 
 

Note !   

All Case notes may be viewed by all MYCIDS users. 
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Hearings 

11.0 - Hearings 
This section will address how to add, edit, and delete hearings. It also shows step by step how 
to record hearings and generate hearing orders.  
 

 11.1 - Add a Hearing 
 

 11.2 - Edit a Hearing 
 

 11.3 - Delete a Hearing 
 

 11.4 - Record a Hearing 
 

 11.5 - Generate a Hearing Order 
 

 11.6 - Generate a Valid Court Order 
 

 11.7 - Generate a Valid Court Order Acknowledgement 
 

 11.8 - New Adjudication Hearing Process 
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11.1 - Add a Hearing   
Type your drop-down text here. 

11.1 - Add a Hearing 
 Step 1 - Expand the case.   

 
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
     

 
 Step 2 - Click on Hearings in the Case Navigation panel. 
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 Step 3 - Click on the Add Link from the Edit Panel area. 

   
If no hearings have been added, the Edit Panel area displays this message.  Click 
Add.  
   

 
   
If hearings have been added, click Add from the actions list.  
   

 
 

 Step 4 - Select Hearing type in Type field. 
   
The Type field includes a drop-down list of available hearing types.  Click in the field 
and begin typing the hearing name or choose from the list.  
   
If the Other Hearing is selected, the user may name the hearing by typing the name 
in the Other field.  
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 Step 5 - Edit date and time. 
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 Step 6 - Select Presiding Judge in Presiding field. 
   
Select the Presiding Judge from the drop-down list in the Presiding field.    
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If no Judges appear in the drop-down list, close the hearing editor, 
return to the Associated Person node and add the Judge.   

   

 
 Step 7 - Select Presiding Type in Presiding Type field. 

   
Select the appropriate Presiding type from the Presiding Type drop-down list.  
   
Click Save and Proceed.  
   

Note !   

See Presiding Type descriptions below. 
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 Step 8 - Add cases addressed in this hearing. 

   
MYCIDS allows addressing multiple cases in one hearing editor.  Use of this feature 
requires the cases to be addressed to be grouped.  To learn more about grouping 
cases, see 18.0 Grouping Cases.  
   
In the General tab of the hearing editor, click Add.  
   

 
   
Select the case(s) to add to this hearing.  
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Click OK.  
   
The hearing editor will now address both case together.  Duplicate hearing editors 
appear in both cases but need only to be addressed in one.  
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11.2 - Edit a Hearing   
Type your drop-down text here. 

11.2 - Edit a Hearing   
Type your drop-down text here. 

 Step 1 - Expand the case. 
 

Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 Step 2 - Click on Hearings in the Case Navigation panel. 
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 Step 3 - Select Hearing in Hearing List. 
   

 
 

 
 Step 4 - Click on "Edit" this hearing in the Actions list. 

   

   
 

 
 Step 5 - Edit the hearing. 

   
 Summons/Notices (See section 12.0 - Summons)  

   
 Attendees  

   
From the hearing editor, click on the Attendees tab.  
   
Click on Add.  
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Select the persons in attendance by holding the Control (Ctrl) button down 
and clicking on the names in the list.  
   

 
   
Click OK.  
   
   

   
 Continuance  

   
 Court Action  

From the hearing editor, click on the Court actions tab.  
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Right-click the mouse on the item row to address.  
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Select from the list of actions.  
 

 
 

     
 Copy Hearing  

   
To copy the hearing information from one hearing to the next, click on 
Copy Hearing at the top of the hearing editor.  This feature is typically used 
to copy an Adjudication hearing to the Disposition hearing.  
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In the Copy Hearing editor, select the New Hearing Type.  
   
Click the Copy Attendees and Automatically Issue Notices check boxes.  
   
Click OK.  
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11.3 - Delete a Hearing   
Type your drop-down text here. 

11.3 - Delete a Hearing   
Type your drop-down text here. 

 Step 1 - Expand the case. 
 

Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 Step 2 - Click on Hearings in the Case Navigation panel. 
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 Step 3 - Select Hearing in Hearing List. 

   

 
 

 
 Step 4 - Click on Delete in the Actions list. 

   

 
 

 
 Step 5 - Confirm hearing deletion. 

Click Yes to confirm the hearing deletion.  
   
Click No to cancel action.  
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11.4 - Record a Hearing   
Type your drop-down text here. 

11.4 - Record a Hearing   
Type your drop-down text here. 

 Step 1 - Expand the case. 
 

Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 Step 2 - Click on Hearings in the Case Navigation panel. 
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 Step 3 - Select Hearing in Hearing List. 

   

 
 

 
 Step 4 - Click on Record in the Actions list. 
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11.5 - Generate a Hearing Order   
Type your drop-down text here. 

11.5 - Generate a Hearing Order   
Type your drop-down text here. 

 Step 1 - Expand the case. 
 

Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 Step 2 - Click on Hearings in the Case Navigation panel. 
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 Step 3 - Select Hearing in Hearing List. 

   

 
 

 
 Step 4 - Click on Generate Order in the Actions list. 
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11.6 - Generate a Valid Court Order   
Type your drop-down text here. 

11.6 - Generate a Valid Court Order   
Type your drop-down text here. 

 Step 1 - Expand the case. 
   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 Step 2 - Click on Hearings in the Case Navigation panel. 
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 Step 3 - Select Disposition Hearing in Hearing List. 

   

 
 

 
 Step 4 - Click on Generate Order in the Actions list. 
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11.7 - Generate a Valid Court Order 
Acknowledgement   

Type your drop-down text here. 

11.7 - Generate a Valid Court Order 
Acknowledgement   

Type your drop-down text here. 

 Step 1 - Expand the case. 
   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 Step 2 - Click on Hearings in the Case Navigation panel. 
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 Step 3 - Select Disposition Hearing in Hearing List. 

   

 
 

 
 Step 4 - Click on Generate Acknowledgement in the Actions list. 
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11.8 - New Adjudication Hearing Process   

11.8 - New Adjudication Hearing Process   
The new adjudication process will eliminate the need to create a first call hearing.  Responses 
may now be indicated in the adjudication hearing under the Response tab. 
 

 Step 1 - Expand the case.   
 

Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
     

 
 Step 2 - Click on Hearings in the Case Navigation panel. 
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 Step 3 - Click on the Add Link from the Edit Panel area. 

   
If no hearings have been added, the Edit Panel area displays this message.  Click 
Add.  
   

 
   
If hearings have been added, click Add from the actions list.  
   

 
 

 Step 4 - Select Adjudication in the hearing Type field. 
   
The Type field includes a drop-down list of available hearing types.  Click in the field 
and begin typing the hearing name or choose from the list.  
   
Notice that the First Call hearing is no longer in the list.  Select the Adjudication 
hearing type.  
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 Step 5 - Edit date and time. 
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 Step 6 - Select Presiding Judge in the Presiding field. 
   
Select the Presiding Judge from the drop-down list in the Presiding field.    
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If no Judges appear in the drop-down list, close the hearing editor, 
return to the Associated Person node and add the Judge.   

   

 
 Step 7 - Select Presiding Type in the Presiding Type field. 

   
Select the appropriate Presiding type from the Presiding Type drop-down list.  
   
Click Save and Proceed.  
   

Note !   

See Presiding Type descriptions below. 
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 Step 8 - Add cases addressed in this hearing. 

   
MYCIDS allows addressing multiple cases in one hearing editor.  Use of this feature 
requires the cases to be addressed to be grouped.  To learn more about grouping 
cases, see 18.0 Grouping Cases.  
   
In the General tab of the hearing editor, click Add.  
   

 
   
Select the case(s) to add to this hearing.  
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Click OK.  
   
The hearing editor will now address both case together.  Duplicate hearing editors 
appear in both cases but need only to be addressed in one.  
   

 
 Step 9 - Indicate the response under the Response tab. 

 
In the Adjudication window, click the Response tab.   
 

 

If you wish to enter the same response for more than one 
referral when more than one referral exists, hold the Ctrl 
button down on the keyboard and click each referral that 
you wish to enter a like response. 

 
Right-click the referral that you wish to enter a response.  If multiple referrals are 
selected, right-click one of the selected referrals. 
 
In the menu that appears, select Referral Response and then the appropriate 
response. 
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Summons 

12.0 - Summons 
This section shows step by step how to add and remove persons to summons. It also address 
how to generate summons, print summons, and enter summons results.  
 

 12.1 - Add Persons to Summons 
  

 12.2 - Generate and Print Summons 
  

 12.3 - Remove Persons to Summons 
  

 12.4 - Entering Summons Results 
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12.1 - Add Persons to Summons   
Type your drop-down text here. 

12.1 - Add Persons to Summons 
 Step 1 - Expand the case.  

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

     
 Step 2 - Click on the Hearings node. 
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 Step 3 - Select the appropriate Hearing from Hearings List. 
  

 

 
   
   

 Step 4 - From list of actions, click on Edit this hearing. 
   

 
   
   

 
 Step 5 - Click on the Summons/Notice tab.  
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 Step 6 - Click the add button. 
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 Step 7 - Enter Summons Information.  
   
 1. Choose person(s) to summons.  
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Hold the Ctrl button down on the 
keyboard and click persons to summons. 
This will allow multiple selections.  

   
   
  2. Choose Issue Date from the drop down calendar menu.  
   

 
   
3. Choose summons type from the drop down menu.  
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4. The persons chosen will show up in the grid.  
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12.2 - Generate and Print Summons   
Type your drop-down text here. 

12.2 - Generate and Print Summons 
 Step 1 - Add persons to Summons (See Section 12.1 - Add persons to Summons) 

     
 Step 2 - Right-click on the appropriate from the summons list. 

  
   
 A menu like the one shown in the image below will open.  
   

 
   
   
   
   

 Step 3 - Choose Edit to open the summons to view/edit or choose print to print 
without viewing.  



Summons 

237 

   
1. Choose Edit to open the summons to view/edit.  
   

 
   
   
   
2. The generated summons will open. Click Print.  
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OR 
 

   
   
1. Choose Print Summons to print without viewing.    
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12.3 - Remove Persons to Summons   
Type your drop-down text here. 

12.3 - Remove Persons to Summons 
 Step 1 - Expand the case.  

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

     
 Step 2 - Click on the Hearings node. 
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 Step 3 - Select the appropriate Hearing from the hearings list. 

  
 

 
 

   
   

 Step 4 - From list of actions, click on Edit this hearing. 
   

 
   
   

 
 Step 5 - Click on the Summons/Notice tab.  
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 Step 6 - Choose person to remove and click the remove button. 
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Note 
! 

  

When trying to remove a person from the Summons/Notice list and a generated 
summons exist for this person, the following error window will appear:  
 

 
 

   
 

In order to remove the person from the summons list, the summons document that is 
linked to that person would have to be removed from documents node.  

• See Section7.9 - Showing Summons Documents  
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• See Section 7.4 - Removing Documents  
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  12.4 - Entering Summons Results   
Type your drop-down text here. 

12.4 - Entering Summons Results 
 Step 1 - Click the Edit menu from the menu bar at the top of the MYCIDS 

application and choose Summons Result Quick Entry.  
  

   

 
   
   
   
   

 Step 2 - Enter the Ref # in the Summons Quick Entry window. 
  

   
Enter the serial number that is at the top of the printed summons documents into the 
Ref# field.  
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 Step 3 - Choose the result from the drop down menu. 
  

   

\ 
   

 Step 4 - Choose the date from the calendar drop down menu.  
  

   

 
 

   

 Step 5 - Click the Save and New button. 
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 Step 6 - Repeat steps 1 - 5 for the next summons document. 
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Continuance 

  13.0 - Continuance 
This section shows step by step how to create, delete, and edit a continuance.  

 
 

 13.1 - Create a Continuance 
  

 13.2 - Delete a Continuance 
  

 13.3 - Edit the Continuance 
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13.1 - Create a Continuance   
Type your drop-down text here. 

13.1 - Create a Continuance 
 Step 1 - Expand the case.  

   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

     
 Step 2 - Click on the Hearings node. 
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 Step 3 - Select the Hearing to create a continuance for. 

  

 
 

 Step 4 - From the list of actions, click on Edit this hearing. 
 

 
 

 

You can also double-click on the hearing 
to open the hearing editor. 

 
 

 Step 5 - Click on Copy/Continue Hearing. 
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 Step 6 - Check the box to continue the hearing. 
  

Check the box beside "Continue the ___________ Hearing".  The type of hearing to 
be continued depends on the hearing that is being edited.  In this example, we are 
creating a continuance for the Adjudication hearing.  
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 Step 7 - Choose the New Hearing Date. 
  

Choose the New Hearing Date from the calendar drop down menu. 
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 Step 8 - Click OK to generate the Continuance Order. 
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 Step 9 - Route the Continuance Order to the Judge for signature. 
  

 
 

 Step 10 - The Continued Hearing may now be edited. 
   
Both hearings are now open for editing.  The hearing on top is the new continued 
hearing, while the hearing behind is the old hearing that has been continued.  The 
hearing date (underlined here in red) is the best way to distinguish between 
continued hearings.  
   
You may now enter summons or subpoena information for the new hearing. If this is a 
Full Evidentiary Hearing, check the box labeled "Adjudication (FEH)" (outlined here in 
red).  
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13.2 - Delete a Continuance   
Type your drop-down text here. 

13.2 - Delete a Continuance 
 

 Delete a Continuance Order 
  

Step 1 - Expand the case.  
   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
Step 2 - Click on the Documents node. 
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Step 6 - Select the Continuance Grant Order to be deleted 

 

 
 

 
Step 7 - From the list of actions, click on "Remove the selected document". 

 

Note!   

Documents that have been electronically signed cannot 
be deleted. 
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Click Yes to permanently remove the document entry. 
 

 
 

 
 

 Delete a Continuance Hearing 
 
Step 1 - Expand the case.  
   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
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The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

     
Step 2 - Click on the Hearings node. 
   

    
 

     
Step 3 - Select the Hearing to delete a continuance for. 
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Step 4 - From list of actions, click on Delete this hearing. 
 

 
   
  Click Yes to confirm the deletion of the hearing.  
   

 
   

 
Step 5 - In the navigation panel, click on the Documents node. 

 

 
 

 
Step 6 - Select the Continuance Grant Order to be deleted 
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Step 7 - From the list of actions, click on "Remove the selected document". 

 

Note!   

Documents that have been electronically signed cannot 
be deleted. 

 

 
 
Click Yes to permanently remove the document entry. 
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13.3 - Edit the Continuance 

13.3 - Edit the Continuance 
Note !   

Documents that have been electronically signed cannot 
be changed. 

 
 

 Step 1 - Expand the case.  
   
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 Step 2 - Click on the Documents node. 
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 Step 3 - Select the Continuance Grant Order. 
 

 
 

 Step 4 - From the list of actions, click on Download and view the selected 
document. 
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You may now edit the document. 
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14.0 - Permanency 
 
Permanency findings are only required in those cases where a child is removed from a Primary 
Physical Custodian, PPC, and are no longer necessary once a child’s custody is returned to  the 
PPC.  Permanency findings may be made during Shelter Hearings, Disposition Hearings, 
Review Hearings and Permanency Hearings.  Permanency requirements are tied to custody 
changes from the PPC. 
 
This module of the MYCIDS case management system provides the youth courts with an 
automated permanency process. Youth Courts must use MYCIDS in order to obtain the 
benefits of the automated permanency process. 
  

Removal of Custody from the Primary 
Physical Custodian, PPC 

The law allows Mississippi Department of Human Services social workers and law 
enforcement officers to take a child into protective custody, from a PPC, if they believe that 
such child has been or is being abused or neglected.  Once a child is taken into custody, an 
order outside a hearing must be obtained to authorize the continued custody of the child.   
 
Add a Custody Record. 
 

1. Click on the ”Custody” node for the case. 
 

 
  

 
2. Click on the Add link to add a custody record.  
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After clicking the Add a custody record link, the custody edit window below will appear.  
 
 

 
  

3. Select the custody change ”Date”, ”Type” of custody change, the person/entity custody 
is passing ”From”, and the person/entity the custody is passing ”To” from the drop-down 
menus.  
  
The Court must make reasonable efforts to prevent removal before the expiration of 30 
days from the initial removal of child from PPC. If reasonable efforts have not been 
completed, this can be done at a subsequent Shelter, Review, Disposition, or Permanency 
Hearing. 
 
If reasonable efforts were made and the ”Reasonable Efforts Made” check box was 
selected, the Permanency Plan Editor opens when you click on ”OK” in the Custody Edit 
screen.   

 

Permanency Plan Editor 
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When, the Permanency Plan Editor window appears, enter the requested information in the 
”est. (estimated) Achievement Date” field and ”Plan Name” field.  Then, click save and 
proceed.  
 

 
  
 To enter specific information about the plan in a narrative format, select ”Add a New 
Reasonable Effort Note” from the ACTIONS list. 
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When you complete the Permanency plan, close the editor by clicking on the  in the 
upper right of the screen.  This will open another Permanency Plan Editor window for the 
Concurrent plan.  Complete the screen with the necessary information and close it just 
like the first screen. 
  

 



14.0 - Permanency 

273 

  NOTE:  The grayed out boxes on the Permanency Plan Editor cannot be changed. 
                                                           

Generate Custody Change Order 
In the custody node for the case, click on Generate custody change order.  

 

 
 
  

 

Shelter Hearing 
A Shelter Hearing must be conducted within 48 hours, excluding statutory holidays and 
weekends, from the date of the custody removal from the PPC. The purpose of the shelter 
hearing is to determine if continued custody is in the best interest of the child. 

   
   

1. Click Add a new hearing to the case 
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2. Choose Shelter Hearing from the ”Type”, the date of the Shelter Hearing, the presiding 
Judge, and the presiding type from the drop down menus.  
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3. Then, click on save and proceed. This will add the shelter hearing for the requested 
date.  
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4. Then, to address what happened at the Shelter hearing, click the court action tab.  
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5. Right click below the ”Action at this hearing” column, which will bring up a submenu 
allowing you to choose a court action.  
 
  

 
 

6. Choose the desired court action from this submenu.  
   

Generate Shelter Hearing Order 
 

In the Hearings node for the case, click on the shelter hearing in the grid. Then, click on 
Generate order. 
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Managing Service Plans 
   

Attach a new Service Plan 
  

 
  
Attach a new Service Plan allows the user to insert a plan from an electronic document 
to the Permanency Plan. 

 
Click on Attach a new Service Plan.  A screen similar to the one below will appear. 
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Search for the location of the document you are attaching (i.e.: local hard drive, CD-
ROM drive, etc.), and select the document and click on the Open button. 
To exit without attaching the document, click on the Cancel button. 

 
One you have selected the document and clicked the Open button, the screen below 
appears.  Enter the date, document type and description and click OK. 

 

 
  

 
Scan in a new Service Plan 

 
If you have a paper copy of the service plan that needs to be scanned in, select Scan in 
a new Service Plan. 
 
This process is the same as scanning a document.  See section Scanning a Document 
under Creating and Modifying a Case. 
Attached and scanned documents will be referenced on the Edit Panel similar to the 
example below. 
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Enter Satisfaction Text 
 

Satisfaction Text is a note area attached to the Service plan.  In this area the user can 
input actions that need to be completed to bring the Service plan into compliance with 
the Court order. 

 

 
 

Click on Edit under Satisfaction Text on the Edit Panel.  The Service Plan Satisfaction 
Text Editor will appear.   
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Click on the New button.  The New Service Plan Satisfaction Text screen appears.   
 

 
 

Enter the action steps necessary to bring the service plan into compliance.  Click the OK 
button to save, or the Cancel button to close without saving the text. 

 
Then click the Close button on the Service Plan Satisfaction Text Editor screen. 
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NOTE:  Type in complete sentences as this text will appear in the generated permanency 
order. 
 
 

Permanency Hearing 
Permanency hearings must be scheduled to 1) determine if an existing permanency and 
concurrent plans are working or to establish (adopt) the first permanency and concurrent plans, 
and 2) to review and take action against any service plans or report documents that help to 
establish the permanency and concurrent plans. 
 
The first Permanency hearing must take place within 12 months of the initial removal of a 
child from the primary physical custodian (PPC). This hearing can also address the findings for 
”Reasonable Efforts to Prevent Removal” if not already done. 
 
Permanency hearings will continue to be held within 12 months of the last permanency hearing 
until the permanency plan is accomplished or the child is returned to PPC. 
 
 

Add and Conduct Permanency Hearing 
   

Click Add a new hearing to this case 
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Choose Permanency Hearing from the ”Type”, the date of the Permanency Hearing, the 
presiding Judge, and the presiding type from the drop down menus.  
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Then, click on save and proceed. This will add the Permanency hearing for the requested 
date.  
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Then, to address what happened at the Permanency hearing, click the court action tab.  
 

 
 

Right click on the plan you wish to address, which will bring up a submenu allowing you 
to choose a court action. Choose the desired court action for that plan.  
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If the Court determines that a permanency or concurrent plan is not sufficient, then a new 
plan will be adopted and the old plan closed. 

 
If the Court determines that a permanency and concurrent Plan is sufficient, then the 
existing plan will continue until the next permanency hearing. 

 
If the Court determines that a supporting service plan or report document is not sufficient, 
then the designated party will be responsible for bring that plan or document into 
compliance with the Court order. 

 

Managing Permanency Alerts 
A Permanency Hearing Alert will display when the following conditions apply: 
 
This alert displays when there is a pending twelve (12) month time limit of a required 
Permanency Hearing where the child has not been physically returned to their PPC.  This alert 
will stop displaying once a Permanency Hearing exists where both Permanency and 
Concurrent plans have actions assigned to them, the child is physically returned to their PPC, 
or the permanency plan has been accomplished. 
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This alert displays when there is a pending twelve (12) month time limit of a required 
Permanency Hearing after the last Permanency Hearing.  This alert will stop displaying once 
the child is physically returned to their PPC or the permanency plan has been accomplished. 
 
Required Reasonable Effort Custody Change  
 
When a child has been physically removed from PPC, this alert will stop showing if the 
”Reasonable Efforts Made” box is checked on a custody change record, or a custody change 
occurs that physically returns the child to their PPC 
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Case Orders 

15.0 - Case Orders 
This section shows step by step how to generate case orders.  
  

 15.1 - Generate Case Order 
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15.1 - Generate Case Order   
Type your drop-down text here. 

15.1 - Generate Case Order 
 Step 1 - Expand the case. 

 
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 Step 2 - Click on Case Orders in the Case Navigation panel. 

   



Case Orders 

291 

  
 

 Step 3 - Choose the appropriate Case Order from the List click the Generate Case 
Order action. 
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16-0 - Information Packet 
MYCIDS can prepare a comprehensive case packet for most information stored in a case. 
Follow these steps to create a case packet.  
 

 Step 1 - Expand the case. 
 

Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
     

 
 Step 2 - Click on Information Packet in the Case Navigation panel. 
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 Step 3 - Choose items to include in the packet.  
  

 
The General Docket is selected by default. Select the case items that you want 
included in the packet. To select or deselect an item, click the check box next to that 
item.  
   

 
   
To include detail for not only this case, but all cases for this youth in MYCIDS, check 
Include detail for all other cases for this youth.  
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 Step 4 - Click Submit to view the case packet. 
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To print the packet, click print.  
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17.0 - Closing Case Nodes 
 

 Close a single Case Node 
   

Right-click on a case number and choose close node from the popup menu.  
 

 
 
 
      ------ OR ------ 

 
Select the case number to close and choose close from file menu.  
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 Close all case nodes 
   

Choose close all from the file menu.  
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Grouping Cases 

18.0 - Grouping Cases 
 18.1 - Group Cases 

 
 18.2 - Remove Case from Group 
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18.1 - Group Cases   
Type your drop-down text here. 

18.1 - Group Cases 
 Step 1 - Choose a case to group. 

 
From the open cases in the case navigation panel, choose a case to group.  
 

 
 

 
 

 Step 2 - Group Case(s) 
  

   
Click the Edit menu, Group this case. This will show a list of the open cases that can 
be grouped with the selected case in the case navigation panel.  
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Choose the appropriate case to group with the selected case, 
 

 
 
 
OR 
 
choose group all to group all the cases open in the case navigation panel together.  
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 How to know if cases are grouped 
   
Once a case is grouped, this information is listed on the case docket screen. The 
case docket screen can be accessed by clicking on the case number in the case 
navigation panel.  
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18.2 - Remove Case from Group   
Type your drop-down text here. 

18.2 - Remove Case from Group 
 Step 1 - Choose the case to remove from the group. 

 

 
 

 
 

 Step 2 - On the Case Docket screen, click Remove this case from the Group. 
   



MYCIDS User Guide 

304 
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19.0 - Multi-case Petitions and Hearings 
 Multi-case Petitions 

 
Youth involved with grouped cases may appear on the same petition if the charges 
for both cases are brought forward. When filing the petition for a case, a user will 
have the option to include the youth) from the grouped cases. 
 

 
 
Clicking the Add button will bring forward a list of cases that are grouped with the 
case where the original petition is being filed.  
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The user must now select which charges for each youth they wish to file on the 
petition. Check the referrals that will be brought forward.  
 

 
  

 
 

 Multi-case Hearings 
Hearings may involve more than one case and more than one juvenile. This often 
occurs whenever a group of juveniles are involved in an activity that results in a 
charge being brought against all members of the group. Grouping cases together 
allows for multi-case hearings to be arranged in MYCIDS.  
 

1. The user must begin by scheduling a hearing for one of the cases that have 
been grouped. 
  

2. Schedule the hearing under one of the grouped cases. Click the ”Add” button 
found towards the bottom of the screen. This will bring up any cases that are 
grouped together. 
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3. Both hearings will now appear under each case. Charges from all the 
grouped cases will appear under the ”Court Actions” tab for each case in the 
group. 
 

4. The user will have the option to enter the same action for all charges for all 
children who have been grouped or enter different charges. The action(s) 
entered by the user under one hearing for one juvenile will appear under the 
”Court Actions” for all youth who are grouped with the case(s).  
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Conclude and Recommence Cases 

20-0 - Conclude and Recommence Cases 
 20.1 - Conclude Cases 

 
 20.2 - Recommence Cases 
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20.1 - Conclude Cases   
Type your drop-down text here. 

20.1 - Conclude Cases 
 Step 1 - Choose a case to conclude. 

From the open cases in the case navigation panel, choose a case to conclude.  
 

 
 

 
 

 Step 2 - Choose Conclude Case / Terminate Jurisdiction from the Edit menu. 
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 Step 3 -  Choose the conclude date from calendar drop down menu.  
  

   

 
   
The case folder changes to a closed folder symbol. Now, information on the case is 
viewable via the Information Packet only unless the case is recommenced.  
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 Step 4 -  Choose Create Conclude Case Order from the Edit menu.  
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20.2 - Recommence Cases   
Type your drop-down text here. 

20.2 - Recommence Cases 
 Step 1 - Choose a case to recommence. 

 
From the open cases in the case navigation panel, choose a concluded case to 
recommence.  
 
 

 
 
 

 
 Step 2 - Choose Recommence Case from the Edit menu. 
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 Step 3 - Choose the recommence date from calendar drop down menu.  
  

   

 
   
The case folder changes to an open folder symbol. Case information is viewable via 
the case nodes again.  
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 Step 4 - Choose Create Recommence Case Order from the Edit menu.  
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Transfer Cases 

21.0 - Transfer Cases 
 21.1 - Transfer Case to another youth court 
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21.1 - Transfer Case to another youth court   
Type your drop-down text here. 

21.1 - Transfer Case to another youth court 
 Step 1 - Choose a case to transfer. 

 
From the open cases in the case navigation panel, choose a case to transfer to 
another youth court. 
 

 
 

 
 Step 2 - Click on the Edit menu and choose Record Transfer Jurisdiction Info. 

  
   



Transfer Cases 

319 

 
 

 Step 3 - Enter Transfer Case information.  
  

   
Choose the county/district to transfer the case to.  
   

 
   
   
Choose transfer date.  
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Click OK.  
   

 
 Step 4 - Click on the Edit menu and choose Create Transfer Jurisdiction Order. 
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Route the document for e-signature or print the document for ink signing.  

 Step 5 - Finalize case transfer. 
 
 
  

Click on the Edit menu and choose Finalize Case Transfer.   
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The OK button on the Finalize Case Transfer may be grayed out like the image 
below. All hearings must be concluded (see section 11.0 - Hearings) and all 
documents must be recorded (see section 7.5 - Recording Documents) before you 
can proceed.  
   

   
   
Once all hearings have been concluded and documents have been recorded, the 
finalize transfer button will be available. Click Finalize Transfer.  
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Click Yes to confirm the transfer.  
   

 
   
Once the transfer is finalized, the case folder will turn into a case folder with red "X". 
The red "X" on a case means you have read-only access to it. You can also see the 
current county for the case on the case docket screen. These items are shown in the 
image below.    
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Reports 

22.0 - Reports 
 

 22.1 - Submit Reports for Generation 
  

 22.2 - Download Generated Reports 
  

 22.3 - Remove Reports from Reports Listing 
  

 22.4 - Report Breakdowns 
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22.1 - Submit Reports for Generation   
Type your drop-down text here. 

22.1 - Submit Reports for Generation 
 Step 1 - Choose "Open Reports Module..." from the edit menu. 

 

 
 

 
 Step 2 - Choose a report to generate from the Report Selector window.  

   
After choosing a report from the list, click the Select Report button.    
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 Step 3 - Enter the criteria for the report and click OK. 
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22.2 - Download Generated Reports   
Type your drop-down text here. 

22.2 - Download Generated Reports 
 Step 1 - Choose "Open Reports Module..." from the edit menu. 

 

 
 

 
 Step 2 - Click on the Show Report Listings button in the Reports Selector. 

   

   
 

 
 Step 3 - Download a report. 



Reports 

329 

Once the report is ready, it will appear under "Reports Ready for Download." Select 
the report and click the download action.  
   

 
   
   
   
Once the report is ready, it will appear under "Reports Ready for Download." Select 
the report and click the download action.  
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22.3 - Remove Reports from Reports 
Listing   

Type your drop-down text here. 

22.3 - Remove Reports from Reports Listing 
 Step 1 - Choose "Open Reports Module..." from the edit menu. 

 

 
 

 
 Step 2 - Click on the Show Report Listings button in the Reports Selector.  
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 Step 3 - Remove Report from list. . 

   
Click on the check box to the left of the reports to be removed from the list.  
   

 
   
Click OK.  
   

 
   
The reports that were check will no longer be in the listing.  
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Word Processor 

23.0 - Word Processor 
 
The MYCIDS program includes a built-in word processing application in order to facilitate the 
creation of the various standard documents required in Youth Court cases.  These documents 
are created using Action items that generate the various documents, including Orders and 
Petitions. 
 
The MYCIDS word processing application produces documents using standard document 
templates and specific information recorded for the selected case. The document template used 
is determined by the type of document being generated. 
 
For example, an Intake Order is generated from the Referral screen using the entered Youth 
Information, Associated Persons information, Referral information, and County/District 
information. 
 
Click Generate the intake order to create this document in the MYCIDS word processing 
application.  
 

 
 
The generated document is displayed in the MYCIDS word processer. The text generated by 
MYCIDS can be edited, and any revisions or additions may be saved to the document. 
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 23.1 - Toolbar 
  

 23.2 - Inserting Standard Text 
  

 23.3 - Routing Documents 
  

 23.4 - Electronic Signing 
  

 23.5 - Change PIN on Signature Key 
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23.1 - Toolbar   
Type your drop-down text here. 

23.1 - Toolbar 

 
  
 

Line Spacing  
 

Open 
 

Spell Check 

 
Font Name 

 
Zoom Out 

 
Create Table 

 
Font Size 

 
Zoom In 

 
Select Row 

 
Font Color 

 
Prior Page 

 
Insert Row 

 
Bold 

 
Next Page 

 
Delete Row 

 
Italic 

 
Print 

 

Insert Column 
 

Underline 
 

Printer Setup 

 

Delete Column 

 
Superscript  
  

Undo 

 

Select Column 
 

Subscript 
 

Redo 

 

Split Cell 

 
Strike Out 

 
Select All 

 
Combine Cells 

 
Hyperlink 

 
Hide Selection 

 
Switch Borders Off 
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Hidden 
 

Cut 

 

Bullets 

 
Left Align 

 

Copy 
 

Numbers 

 
Center Align 

 

Paste 
 

Next Level 

 
Justified 

 
Find 

 
Prior Level 

 
Right Align 

 
Replace 

 
Paragraph Protect  

 
    Keep Paragraph Together 
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23.2 - Inserting Standard Text   
Type your drop-down text here. 

23.2 - Inserting Standard Text 
 Step 1 - Within the MYCIDS Word Processor, place cursor where the text needs to 

be inserted into the document. 
 

   
 

 Step 2 - Click the down arrow next to Insert on the toolbar.  
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 Step 3 - Choose Standard Text from the menu. 
   

 
 

 Step 4 -  Choose the Standard text to be inserted and click OK. 
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23.3 - Routing Documents   
Type your drop-down text here. 

23.3 - Routing Documents 
 Step 1 - Within the MYCIDS Word Processor, click on the Route button. 

 

   
 

 Step 2 - Choose For Review or For Signature and select the appropriate person to 
receive the document. 
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23.4 - Electronic Signing   
Type your drop-down text here. 

23.4 - Electronic Signing 
 Step 1 - Insert the USB Signature Key into the USB port of the computer.  

 
 Step 2 - While the document is opened in the word processor, click the down 

arrow next to the sign button and choose esign.   
   

 
 

 Step 3 - Choose Yes in the confirm window to proceed.  
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 Step 4 -  Enter PIN.  

   

 
   
The signature will look similar to the image below.  
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23.5 - Change PIN on Signature Key   
Type your drop-down text here. 

23.5 - Change PIN on Signature Key 
 Step 1 - Insert the USB Signature Key into the USB port of the computer.  

 
 Step 2 - While in the word processor, click the down arrow next to the sign button 

and choose change PIN. 
   

 
 

 Step 3 - Enter Old PIN and click OK. 
   

   
   

 
 Step 4 -  Enter new PIN and click OK.  
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The following will appear when the PIN has been changed.  
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24.0 - Standard Text 

Creating Standard Text 
 Step 1 - Click on the Edit menu and choose Edit Standard Document Text... 

  
   

 
 

 Step 3 - Choose the desired district. 
  

   
Choose the district. Depending on your individual user rights you may or may not 
have multiple districts to choose from.  
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 Step 4 - Click the new button. 
  

   



24.0 - Standard Text 

351 

 
 

 Step 5 - Enter title for standard text entry. 
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 Step 6 - Double-click the entered title.  
   

 

To use Standard Text (inserting into 
documents) - See 23.2 - Inserting Standard 
Text 
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Inbox 

25.0 - Inbox 
 
The Inbox is a document routing system within MYCIDS. MYCIDS generated documents can 
be routed for review or signature.  
 
This list may include the following (as shown in the image below): 
  

• Documents that require your signature 
• Documents that require your review 
• Documents you routed for signature 

 

 
   

 
 25.1 - Opening the Inbox 
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 25.2 - Reviewing Documents 
  

 25.3 - Opening Cases from Inbox 
  

 25.4 - Refresh Inbox 
  

 25.5 - Printing Inbox List 
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25.1 - Opening the Inbox   
Type your drop-down text here. 

25.1 - Opening the Inbox 
To open the Inbox, click on the Inbox shortcut, click on the Inbox in the case navigation panel, 
or choose Inbox from the Edit Menu.  
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25.2 - Reviewing Documents in Inbox   
Type your drop-down text here. 

25.2 - Reviewing Documents in Inbox 
Click on the Review document link next to the case.  
 

 
 
The document will open in the MYCIDS word processor.  
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 Electronically Sign Documents (See 23.4 - Electronic Signing) 
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25.3 - Opening Cases from Inbox   
Type your drop-down text here. 

25.3 - Opening Cases from Inbox 
Click on the case link to open the case.  
 

 
 
The case opens in the case navigation panel.  
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25.4 - Refresh Inbox   
Type your drop-down text here. 

25.4 - Refresh Inbox 
Click the refresh button.  
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25.5 - Printing Inbox List   
Type your drop-down text here. 

25.5 - Printing Inbox List 
Click the Print button.  
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General Docket Document Review 

26.0 - General Docket Document Review 
When a document is recorded to the generated document it will be added to the General 
Docket Document Review. From here these documents can be reviewed and registered to the 
Electronic Minute Book.  
 

 26.1 - Opening the General Docket Document Review 
  

 26.2 - Viewing Documents in General Docket Document Review 
  

 26.3 - Registering Documents to the Electronic Minute Book 
  

 26.4 - Removing Documents from the General Docket Document Review 
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26.1 - Opening the General Docket 
Document Review   

Type your drop-down text here. 

26.1 - Opening the General Docket Document 
Review 

Click on the Inbox shortcut, click on the Inbox in the case navigation panel, or choose Inbox 
from the Edit Menu.  
 

 
 
Choose the Review these documents link 
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The General Docket Document Review window will open.  
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26.2 - Viewing Documents in General 
Docket Document Review   

Type your drop-down text here. 

26.2 - Viewing Documents in General Docket 
Document Review 

Click on the desired document in the list, and choose Download and view the selected 
document.  
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26.3 - Registering Documents to the 
Electronic Minute Book   

Type your drop-down text here. 

26.3 - Registering Documents to the Electronic 
Minute Book 

 Step 1 - Click Register to EMB next to the documents to send to the Electronic 
Minute Book. 

   

 
 

 Step 2 - Choose a file date if different from today's date in which it defaults.  
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Click in the date field for an item and a drop down arrow appears. Click the arrow to 
open the drop down calendar and choose the desired date.  
   

 
   

 
 

 Step 3 - Click OK. 
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26.4 - Removing Documents from the 
General Docket Document Review   

Type your drop-down text here. 

26.4 - Removing Documents from the General 
Docket Document Review 

 Step 1 - Click the Remove check box next to the items to remove. 
   

 
 

 Step 2 - Click OK to close the document review window and the items will be 
removed. 
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Electronic Minute Book (EMB) 

27.0 - Electronic Minute Book 
 27.1 - Register Documents to the minute book 

  
 27.2 - View Status of Pending EMB documents 

  
 27.3 - Download EMB entry 

  
 27.4 - Print EMB entries 

  
 27.5 - Replace EMB entry 

  
 27.6 - Return EMB entry 

  
 27.7 - Search the EMB 
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27.1 - Register Documents to the minute book   

Type your drop-down text here. 

27.1 - Register Documents to the minute book 
 
 

 Step 1:  (6.1 - Opening the General Docket Document Review) 
  

 Step 2:  (26.3 - Registering Documents to the Electronic Minute Book) 
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27.2 - View Status of Pending EMB documents   

Type your drop-down text here. 

27.2 - View Status of Pending EMB documents 
 
 

 Step 1 - Open the Electronic Minute Book (EMB). 
  

   
To open the EMB click on the EMB shortcut, click on EMB in the case navigation 
panel, or choose EMB from the Edit Menu.    
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 Step 2 - If necessary, choose the County/District from the County/District drop 
down menu.  

 

 
 

 
 Step 3 - Click on the "View the status of pending Electronic Minute Book 

documents" link.  
 

 
 
The pending documents window opens.  
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27.3 - Download EMB entry   

Type your drop-down text here. 

27.3 - Download EMB entry 
 
 

 Step 1 - Open the Electronic Minute Book (EMB). 
  

   
To open the EMB click on the EMB shortcut, click on EMB in the case navigation 
panel, or choose EMB from the Edit Menu.    
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 Step 2 - If necessary, choose the County/District from the County/District drop 
down menu.  

 

 
 

 
 Step 3 - Choose the EMB entry from the list to download.  

  
 

 
 

Click the "Download the selected Electronic Minute Book entry" from the list of 
actions. 

 

 
 

The EMB entry opens.  
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 Step 4 - Click the "Download the selected Electronic Minute Book entry" from the 

list of actions. 
 

 
 

The EMB entry opens.  
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27.4 - Print EMB entries   

Type your drop-down text here. 

27.4 - Print EMB entries 
 

 Step 1 - Open the Electronic Minute Book (EMB). 
  

   
To open the EMB click on the EMB shortcut, click on EMB in the case navigation 
panel, or choose EMB from the Edit Menu.    

 

 
 Step 2 - If necessary, choose the County/District from the County/District drop 

down menu.  
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 Step 3  

  
 Print a single EMB entry 

  
 

Choose the EMB entry from the list to print.  
 

 
 
 

Click the "Print the selected Electronic Minute Book Entry" from list of 
actions.   
 

 
 

The Printer setup window opens. Make any desired changes and click the print 
button.  
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 Print All 
 

Click the "Print all the currently displayed Electronic Minute Book entries" 
action from list of actions.   
 

 
 

The Printer setup window opens. Make any desired changes and click the print 
button.  
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27.5 - Replace EMB entry   

Type your drop-down text here. 

27.5 - Replace EMB entry 
 

 Step 1 - Open the Electronic Minute Book (EMB). 
  

   
To open the EMB click on the EMB shortcut, click on EMB in the case navigation 
panel, or choose EMB from the Edit Menu.    

 

 
 Step 2 - If necessary, choose the County/District from the County/District drop 

down menu.  
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 Step 3 - Choose the EMB entry from the list to replace. 

  
 

 
 

Click the "Download the selected Electronic Minute Book entry" from the list of 
actions. 

 

 
 

The EMB entry opens.  
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 Step 4 - Click "Replace the selected Electronic Minute Book entry with a new 

document" from the list of actions.  
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 Step 5 - Choose the document to replace with and enter a file date.  

 

 
 
Click the OK button. 
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27.6 - Return EMB entry   

Type your drop-down text here. 

27.6 - Return EMB entry 
 

 Step 1 - Open the Electronic Minute Book (EMB). 
  

   
To open the EMB click on the EMB shortcut, click on EMB in the case navigation 
panel, or choose EMB from the Edit Menu.    

 

 
 Step 2 - If necessary, choose the County/District from the County/District drop 

down menu.  
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 Step 3 - Choose the EMB entry from the list to return .  

  
 

 
 

Click the "Download the selected Electronic Minute Book entry" from the list of 
actions. 

 

 
 

The EMB entry opens.  
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 Step 4 - Click "Return the selected Electronic Minute Book entry to the Clerk 

Document Screen" from the list of actions.  
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Choose Yes from the window that opens to return the selected entry. 
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27.7 - Search the EMB   

Type your drop-down text here. 

27.7 - Search the EMB 
 

 Step 1 - Open the Electronic Minute Book (EMB). 
  

   
To open the EMB click on the EMB shortcut, click on EMB in the case navigation 
panel, or choose EMB from the Edit Menu.    

 

 
 Step 2 - If necessary, choose the County/District from the County/District drop 

down menu.  
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 Step 3 - Click "Search the Electronic Minute Book" from the list of actions. 

  
 

 
 Step 4 - Choose search method and enter search criteria.  

  
 

 
 Step 5 - Click the Search button and the EMB will be filtered based on your 

search criteria.  
 
  

 To show all the current years entries again, click the reset button.  
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397 

Scheduler 

28.0 - Scheduler 
The Scheduler is an electronic calendar of events. Hearings scheduled in the course of court 
business are reflected on the court calendar, as well as events manually added by the district 
staff. 
  
The scheduler includes a calendar and a viewing area below the calendar which displays events 
for the date selected in the calendar 
 

 28.1 - Opening the Scheduler 
  

 28.2 - Calendar Controls 
  

 28.3 - Scheduling Hearings 
  

 28.4 - Scheduling Events 
  

 28.5 - Printing Calendars 
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28.1 - Opening the Scheduler   
Type your drop-down text here. 

28.1 - Opening the Scheduler 
To open the Scheduler, click on either the Scheduler shortcut, the Scheduler link in the case 
navigation panel, or choose Scheduler from the Edit Menu.  
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28.2 - Calendar Controls   
Type your drop-down text here. 

28.2 - Calendar Controls 
A calendar is displayed across the top of the Scheduler screen, with the current month and date 
selected. 
 
The current date is indicated by the red circle around the date. The selected date is indicated by 
the blue highlighting. 
 

 
 
Select a new date by clicking on the day in the calendar. 
 

 
 
View previous months by clicking the left arrow , and you can view 
upcoming months by clicking the right arrow . 
 

 
 
Select a different month from a popup menu by clicking the month name. 
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Select a different year by clicking the year to reveal a control to adjust the year 
number up or down. 
 

 
 
 
System users who have rights in multiple counties may select the County/District schedule 
they wish to view. Most system users will default to one assigned county. 
 

 
 
The Scheduler allows filtering by event type and user. After selecting from the filter drop 
down menus, click on the refresh button at the top of the scheduler screen to view your 
changes. 
 

 
 
If you do not click the refresh button after selecting from the drop down filters, a 
message will appear reminding you to click refresh. 
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28.3 - Scheduling Hearings   
Type your drop-down text here. 

28.3 - Scheduling Hearings 
Hearings are scheduled from the Hearings node. Once a hearing date is set, it will be set on the 
scheduler automatically. For more information, see 11.1 - Add a Hearing.  
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28.4 - Scheduling Events   
Type your drop-down text here. 

28.4 - Scheduling Events 
 Step 1 - From the Scheduler, Click on the New Event button.   

 
   

  
 

 
 Step 2 - Enter Event information.  

   
Choose the County / District from the drop down menu.  
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Choose the Event type from the drop down menu.    
   

 
   
Choose the User to Assign the event to from the Assign to this User drop down menu 
(Optional).  
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Enter the date & time.  
   

 
   
Choose the duration from the drop down menu.  
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Type in the Event Description.  
   

 
 

 
 Step 3 - Click OK. 
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28.5 - Printing Calendars   
Type your drop-down text here. 

28.5 - Printing Calendars 
 Step 1 - From the Scheduler, choose the dates to print the calendar for.   

 
Select date(s) 
 

 
 

 
 Step 2 - Right-click the mouse and make the selection for the desired calendar.  

   
This brings up a menu to choose from.  
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Choose print from the menu.  
   

 
   

• Print Events Calendar 

Choose Events. 
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The following window will appear to allow you to choose whose events 
you would like to show up on the events calendar. Make your selections 
and click OK.  
 

 
 
After clicking OK, the calendar will open.  
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• Print Court Docket Calendar 

Choose Court Docket 
 

 
 
Choose the court docket with Associated persons or without Associated 
Persons.  
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Once the calendar opens, it will look similar to the image below.  
 

 
 

• Print Events Calendar 

Choose Master Calendar. 
 
 
The following window will appear to allow you to choose whose events 
you would like to show up on the events calendar. Make your selections 
and click OK.  
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After clicking OK, the calendar will open.  
 

 
 

 Step 3 - Click Print on the calendar that was generated. 
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28.6 - Event Actions   
Type your drop-down text here. 

28.6 - Event Actions 
For the Events Scheduled, there is an Actions column. To perform any of these event Actions 
click on the action next to the event. These actions will vary depending on the event type and 
the progress of the event.   
 

 





 

417 

Alerts 

Alerts 
Alerts are reminders of case actions which must be taken within a prescribed time period.   
 
This section can be accessed from the Shortcuts panel, the Case Navigation panel or the edit 
menu. 
 

 
 
The alerts may be filtered according to County/District, or Case Intake type.  Filter selections 
are made at the top of the Alerts screen in the Edit panel. 
 

 
 
Alerts cover the following areas: 
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 29.1 - Intake Alerts 
  

 29.2 - Petition Alerts 
  

 29.3 - Hearing Alerts 
  

 29.4 - Record to General Docket Alerts 
  

 29.5 - Record MYCIDS Generated Documents to Docket 
  

 29.6 - Other Information Alerts 
  

 29.7 - Motion Alerts 
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29.1 Intake Alerts 

29.1 Intake Alerts 
 

 
 

 Intake Alerts 
  

The Intake alert is triggered when a case intake has been initiated but an intake 
recommendation and order have not been completed.  To view the Intake alerts click 
on View Intake Alerts from the Edit panel. 
 
This action will return a screen similar to the image below. 
 

 
 
The Intake officer may then proceed by clicking on the case link or the Show the 
information link. 
 
Clicking on the case link in the yellow box will open the case in the Case 
Navigation panel.  The referrals may be accessed and completed from the referral 
node.  To see more relating to the referral node, see 6.2 - Edit a Referral. 
 
Clicking on the Show the information link expands the screen as shown below. 
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The referrals may be edited directly from this screen.  To see more information on 
editing referrals see 6.2 - Edit a Referral. 
 

 Cases with NO Referral Alerts 
The Cases with NO Referral alert is triggered when a case intake has been initiated 
but a referral has not been entered.  To view the Cases with NO Referral alert click 
on View Cases with NO Referral Alerts from the Edit panel. 
 
This action will return a screen similar to the image below. 
 

 
 
The Intake officer may then proceed by clicking on the case link or the Show the 
information link. 
 
Clicking on the case link in the yellow box will open the case in the Case 
Navigation panel.  The referrals may be added from the referral node.  To see more 
relating to the referral node, see 6.1 - Add a Referral. 
 
Clicking on the Show the information link expands the screen as shown below. 
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The referrals may be added directly from this screen.  To see more information on 
adding referrals, see 6.1 - Add a Referral. 
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29.2 Petition Alerts 

29.2 Petition Alerts 
 Petition Alerts 

 

 
 
Petition Alerts are generated to notify the Prosecutor when cases pending petitions 
have been entered.   
 
The following alerts are generated when: 
 
1.  A non-recorded referral exists with the Order of the Court of "Formal Petition 
Ordered" entered. 
 

 
 

Action:  The Intake officer should record the referral to the general docket. 
 To see more on recording a referral, see 6.4 - Record Referral on General 
Docket. 

 
 
2.  A recorded referral exists with the Order of the Court of "Formal Petition 
Ordered" entered. 
 

 
 

Action:  Create a petition.  To see more on creating a petition, see 9.1 - Create 
a Petition 

 
3.  A petition exists but has not been filed. 
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Action:  Click Show the information  and select File this petition from the 
Actions list.  To see more on filing a petition, see 9.5 - File and record petition 
on the General Docket. 

 
4. A new non-recorded referral has been added to a case where a filed petition 
exists. 
 

 
 

Action:  Click Show the information and select Record this referral and all 
associated items on the General Docket.  To see more on recording a referral, 
see 6.4 - Record Referral on General Docket. 

 
5.  A new recorded referral has been added to a case where a filed petition exists. 
 

 
 

Action:  Click Show the information  and select Edit this petition from the 
Actions list.  To see more on amending a petition, see 9.8 - Amend a Petition. 

 
6.  A recorded referral and a Detention/Shelter Hearing continuing custody exists. 
 

 
 

Action:  Create a petition.  To see more on creating a petition, see 9.1 - Create 
a Petition. 

 
 No Adjudication Hearing Scheduled 

 
The No Adjudication Hearing Scheduled Alert alerts the prosecutor to cases in 
which a petition has been filed but the Adjudication hearing has not been set on the 
court docket. 
 

 
 
To address the alert, click on the Show the information link. 
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Then click on Add.  To learn more about adding a new hearing, see 11.1 - Add a 
Hearing. 
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29.3 Hearing Alerts 

29.3 Hearing Alerts 
 

 Adjudication Hearing Alerts 
 
An Adjudication Hearing Alert will display when the following conditions apply: 
 
Scenario 1 

• a case has been created with a Petition that has been created and filed 
• the PPC has custody 
• sixty (60) days have passed since the initial filing of the petition 
• there is at least one referral that has no action taken on it in an Adjudication 

Hearing.  
 

 
 

Action: Click on Show then set and conduct an Adjudication hearing within 
ninety (90) days of the date shown. To see more on creating an Adjudication 
hearing, see 11.8 - New Adjudication Hearing Process. 

 
 

 
Scenario 2 

• a case has been created with a Petition created and filed 
• the PPC does not have custody 
• fifteen (15) days have passed since the removal of the youth from his/her 

PPC 
• there is at least one referral that has no action taken on it in an Adjudication 

Hearing. 
 

 
 

Action:  Click on Show then set and conduct an Adjudication hearing  within 
twenty-one (21) days from the date the youth was remove from his/her PPC. 
 To see more on creating an Adjudication hearing, see 11.8 - New 
Adjudication Hearing Process. 
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 Disposition Hearing Alerts 

 
A Disposition Hearing Alert will display when a case has been created containing a 
filed Petition, an Adjudication Hearing, and at least one referral that does not have a 
disposition action. 
 

 
 

Action:  click Show, then Add a new hearing.  Conduct the Disposition 
hearing within fourteen (14) days of the Adjudicatory Hearing.  To learn more 
about adding a hearing, see 11.1 - Add a Hearing. 

 
 

 
 Foster Care Review Hearing Alerts 

 
A Foster Care Review Hearing alert will display when the following conditions 
apply: 
 
Scenario 1 

• a case has been  created 
• 120 days have passed since the removal of the child from his/her PPC 
• a Foster Care Review or Disposition Hearing does not exist 

 

 
 

Action:  Click Add to create a Foster Care Review Hearing.  To learn more 
about adding a new hearing, see 11.1 - Add a Hearing 

 
 

 
Scenario 2 

• a case has been created 
• the child has been removed and NOT returned to his/her PPC 
• a Foster Care Review or Disposition Hearing does exist 
• 120 days have passed since the last Foster Care Review Hearing 
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Action: Click Show and then Add a Foster Care Review Hearing.  To learn 
more about adding a new hearing, see 11.1 - Add a Hearing 

 

 
 

 
 
Scenario 3 

• a case has been created 
• the child has been removed and NOT returned to his/her PPC 
• a Foster Care Review or Disposition Hearing does exist 
• 120 days have passed since the last entered Disposition Hearing 

 

 
 

Action:  Click Show and then Add a Foster Care Review Hearing.  To learn 
more about adding a new hearing, see 11.1 - Add a Hearing 

 
 

 

 
 

 
 Annual Review Alerts 

An Annual Review Hearing alert for Delinquency Case will display when the 
following conditions apply: 

•  a case has been created with a petition created and filed 
• the child has been removed and NOT returned to his/her PPC 
• the case has either a Annual Review, Permanency, or Disposition Hearing 
• 300 days have passed since the last Annual Review or Disposition Hearing 

 



MYCIDS User Guide 

428 

Action:  click Show, then Add a new hearing.  To learn more about adding a 
hearing, see 11.1 - Add a Hearing. 
 

 
 Detention/Shelter Hearing Alerts 

A Detention/Shelter Hearing alert will display when custody for a youth has been 
removed from his/her PPC.  
 

 
 

 
 
To address this alert, click on Show and add a detention or shelter hearing to the 
case.  
 

 
 
To learn more about adding hearings see 11.1 - Add a Hearing.  
 

 
 Summons Alerts 

 
A Summons Alert will display when a hearing has summons or subpoena entries 
that are missing either a Summons Result or a generated Summons Document. 
 

 
 

Action:  Click on Show and select a hearing from the list.  To learn more 
about entering Summons Results, see 12.4 - Entering Summons Results. 
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Concluding the hearing will also remove the Summons alert. 
 

 
 Permanency Hearing Alerts 

 
A Permanency Hearing Alert will display when the following conditions apply: 
 
Initial Permanency Hearing Required 
 
This alert displays when there is a pending twelve (12) month time limit of a 
required Permanency Hearing where the child has not been physically returned to 
their PPC.  This alert will stop displaying once a Permanency Hearing exists where 
both Permanency and Concurrent plans have actions assigned to them, the child is 
physically returned to their PPC, or the permanency plan has been accomplished. 
 

 
   

This alert displays when there is a pending twelve (12) month time limit of a 
required Permanency Hearing after the last Permanency Hearing.  This alert will 
stop displaying once the child is physically returned to their PPC or the permanency 
plan has been accomplished. 
 
Required Reasonable Effort Custody Change  
 
When a child has been physically removed from PPC.  This alert will stop showing 
if the ”Reasonable Efforts Made” box is checked on a custody change record, or a 
custody change occurs that physically returns the child to their PPC 
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29.4 Record to General Docket Alerts 

29.4 Record to General Docket Alerts 
 

 Cases not Recorded 
 
The Cases not Recorded Alert will display when a case has not been recorded on the 
General Docket.  
 
To address this alert, click on Show and choose to Record this Case on the General 
Docket.  
 

 
 

 Referrals not Recorded 
The Referrals not Recorded Alert will display when a case has referrals that have 
not been recorded on the General Docket.  
 
To address this alert, click on Show.  
  

 
 
Select the referral to record and choose to Record this Case on the General Docket.  
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For more information on recording referrals, see 6.4 - Record Referral on General 
Docket.  
 

 
 Documents not Recorded 

 
The Documents not Recorded Alert will display when a case has scanned or 
attached documents that have not been recorded on the General Docket.  
 
To address this alert, click on Show.  
  

 
 
Select the document to record and choose to Record this Case on the General 
Docket.  
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For more information on recording documents, see 7.5 - Recording Documents. 
 

 
 Custodies not Recorded 

 
The Custodies not Recorded Alert will display when a case has custody records that 
have not been recorded to the General Docket.  
 
To address this alert, click on Show.  
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Select the custody record and choose to Record this Custody Change on the General 
Docket.  
 

 
 
For more information on recording custody records, see 8.4 - Record Custody 
Change to General Docket. 
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 Hearings not Recorded 

  
 
The Hearings not Recorded Alert will display when a case has hearings that have 
not been recorded to the General Docket.  
 
To address this alert, click on Show.  
  

 
 
Select the hearing record and choose to Record this hearing on the General Docket.  
 

 
 
For more information on recording hearing records, see 11.4 - Record a Hearing. 
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 Motions not Recorded 
 
The Motions not Recorded Alert will display when a case has motions that have not 
been recorded on the general docket.  
 
To address this alert, click on Show.  
  

 
 
Select the motion to record and choose to Record the selected Motion to the General 
Docket.  
 

 
 
For more information on recording motions, see 35.4 - Record Motion to General 
Docket.  
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29.5 Record MYCIDS Generated Documents 
to Docket Alerts 

29.5 Record MYCIDS Generated Documents to 
Docket Alerts 

 View MYCIDS Generated Documents not Recorded to the General Docket. 
 
The MYCIDS Generated Documents not Recorded Alert will display when a case 
has MYCIDS generated documents that have not been recorded on the general 
docket.  
 
Note: MYCIDS Generated documents that require a signature will automatically be 
recorded once they have been electronically signed. If any MYCIDS generated 
documents are recorded manually before the Judge or Prosecutor signs them, the 
document will be locked down and they will not be able to sign them.  
 
To address this alert, click on Show and select a document from the list.  Then click 
Record this document on the General Docket where absent. To see more 
information on recording documents, see 7.5 - Recording Documents. 
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29.6 Other Information Alerts 

29.6 Other Information Alerts 
 Cases Transferred to your District 

 
The Cases Transferred to your District Alert displays when a case has been 
transferred to your district.  
 
Click Accept to remove this alert.  
 

 
 

 
 Required Reasonable Effort Custody Change 

 
The required Reasonable Effort Custody change alert will display when a custody 
change with reasonable efforts made is required.  
 
For more information on Reasonable Effort Custody Changes see 14.0 - 
Permanency. 
 
 

 
 Imported DHS Cases 

 
See 32.0 - DHS Import for information on the Imported DHS case alert.  
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 Community Service  
 
The community service alert will display until the total hours ordered for 
community service have been completed.  
 
Click on show to open the alert. 
 

 
 
This brings up the community service screen.  
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Changes can be made on this screen, but the alert will not be removed until the total 
community service hours ordered have been completed.  
 

 
 Status of Case deletion requests 

 
This alert will display once a case has been requested for deletion.  
 
Click on Show to view the alert information.  
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The alert information will show the status of the deletion request.  
 

 
 
To remove the case from the alert list, click Remove selected Case from Alert list.  
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For more information on case deletions see 34.0 - Case Removal & Unlocking 
Documents. 
 

 
 Status of Document Modification requests 

 
This alert will display once a document has been requested for deletion.  
 
Click on Show to view the alert information.  
 

 
 
The alert information will show the status of the document unlocking request.  
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To remove the case from the alert list, click Remove selected Case from Alert list.  
 

 
 
For more information on Document Modification requests see 34.0 - Case Removal 
& Unlocking Documents. 
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29.7 Motion Alerts 

29.7 Motion Alerts 
 

 
 

 Motions Action Alerts 
  

The Motions Action Alert is triggered when a motion has been created but a court 
action has not been entered for the motion.  To view the Motions Actions Alerts, 
click on View Motions Action Alerts from the edit panel. 
 
This action will return a screen similar to the image below. 
 

 
 
You may now proceed by clicking on the case link or the Show the information link. 
 
Clicking on the case link in the yellow box will open the case in the Case 
Navigation panel.  The motions may be accessed and completed from the Motions 
node.  To see more relating to the motions node, see 35.2 - Edit a Motion Record. 
 
Clicking on the Show the information link expands the screen as shown below. 
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The motions may be edited directly from this screen.  To see more information on 
editing motions, see 35.2 - Edit a Motion Record. 
 

 Motion Hearing Alerts 
  

The Motion Hearing Alert is triggered when a motion has been scheduled for a 
Motion Hearing and no court actions have been entered.  To view the Motion 
Hearing Alerts, click on View Motion Hearing Alerts from the Edit panel.  
 
The action will return a screen similar to the image below. 
 

 
 
You may now proceed by clicking on the case link or the Show the information link. 
 
Clicking on the case link in the yellow box will open the case in the Case 
Navigation panel.  The motions may be accessed and completed from the Motions 
node.  To see more relating to the motions node, see 35.2 - Edit a Motion Record. 
 
Clicking on the Show the information link expands the screen as shown below. 
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The motions may be edited directly from this screen.  To see more information on 
editing motions, see 35.2 - Edit a Motion Record. 
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30.0 - TPR (Termination of Parental Rights) 
Once an action of TPR (Termination of Parental Rights) is given at a Disposition hearing, a 
TPR case alert will display in the alerts section of MYCIDS.  
 

 Create TPR case from the TPR Case Alerts 
  

 
Click on MYCIDS Alert to open the alerts. The image below shows 3 places the 
alerts can be accessed from.  
 

 
 
Select the Termination check box 
 

 
 
Click View Termination Case Creation Alerts.  
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Select a case alert to work with and click on the  Show link.  
 

 
 

 
 
Click Create Termination Case to create the case.  
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Complete the Intake process. Be sure to choose Termination for the case type. 
 
For help on the intake process see section 3.2 - New Intake for Existing Youth.  
 

 Adding TPR Referrals 
  

 
Click on the referrals node.  
 

 
 

 
Click on Add a referral 
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Choose Reason for Referral 
 

 
 
Enter Document Text (optional) 

   

 
 
Enter Ref.#  (optional) 
 

 
 
Enter Offense Date 
 

 
 
Enter Referral Date 
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Click the Add button to Enter Allegation Brought By 
 

 
 
 
Enter Associate Person to TPR Referral 
 

 
 
 
 

 Create TPR Petition 
  

 
Click on the petition node.  
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Click on Create a petition. 
 

 
 

Enter Petition File Date and click OK. 
 

 
 

Click on Generate the petition to create the petition document.  
 

 
 

 TPR Hearing 
 
Click on the hearings node. 
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• To Schedule a TPR hearing click on Add a new hearing to this case. Enter 

the hearing information and click save and proceed.  
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31.0 - DYS Export 
* This new feature is still in beta testing.  
 
The purpose of the DYS Case Selector in the MYCIDS application is to transmit Youth Court 
Cases to the Department of Youth Services. This process will eliminate the need for DYS to 
re-enter youth specific information into their system. Instead, the information will be sent 
electronically from MYCIDS to the DYS system.  
 
  
• Transmitting Cases to DYS 

 
 Report - Cases Transmitted to DYS 
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32.0 - DHS Import 
* This new feature is still in beta testing.  

   
The purpose of the DHS import interface in the MYCIDS application is to import protection 
cases from the Family and Children Services' MACWIS system into the MYCIDS system. 
MYCIDS users that are given access rights to the DHS Import alert will be allowed to remove 
an imported case if MYCIDS finds possible duplicates of the imported case in the MYCIDS 
system. Also, a DHS import report can  be generated to see the cases that have been imported 
into MYCIDS. Once these cases are imported into MYCIDS, searches can performed on these 
cases.  
 

 DHS Case Import Alert 
  

   
Open the MYCIDS alerts and Click on the "View Imported DHS Cases" Alert. 
 

 
 
This alert will show all the protection cases that have been imported into the 
MYCIDS application from the Family and Children Services MACWIS system 
 

 
 
Once an imported case is modified in MYCIDS, the alert is removed from the list.  
 
If MYCIDS finds possible duplicates of the imported case in the MYCIDS system, 
it will list them on this alert and give an option to remove the imported case from 
MYCIDS 
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 DHS Case Import Report 
   
The DHS import report can be generated from the reports module in MYCIDS. 
For more information on generating reports, see section 22.0 - Reports 
 
The DHS import will look similar to the image below: 
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33.0 - Community Service 
 
The Community Service node on a case becomes available once community service or 
community service extended is added as a court action at the disposition hearing and 
community service hours ordered are entered. If this has not taken place, the node will have a 
red  symbol next to it as shown in the image below.  
 

 
 
  

 Community Service Hours Ordered 
 
1. Community service or community service extended needs to be added as a court 
action at the disposition hearing.  
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 For information on adding court actions to a hearing see section 11.2 - Edit a 
Hearing.  
 
2. Enter the community service hours information.  
 

 
   

Click OK.  
 

 Assign Work hours to Community Service Site 
 



34.0 - Case Removal & Unlocking Documents 

461 

1. Click on the Community Service Node.  
 

 
 
2. Community Service Sites need to be added as associated persons to the case. The 
note in the image below states "There must be at least one Associated Person with 
the relationship of Community Service Site to assign work hours." 
 

 
 
Enter the Community Service Sites as Associated Persons with the relationship of 
"Community Service Site." For more information on adding associated persons to a 
case see section 5.4 - Search for a person to add to this case. 
 
3. Select from the list of community Service sites.  
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4. Click the "Edit Selected Community Service Site" action 
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5. Enter the Work Hours for the site.  
 

 
 

 
 Add hours worked to Community Service Site 

 
1. Click on the Community Service Node.  

   

 
 
 
2. Choose the Community Service site to add hours worked.  
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3. Click on the "Add hours worked" action. Note: This action will only be available 
if the community service site selected has been assigned hours - See  
 

 
 
4. Enter information for the Community Service Hours Worked.  
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5. Click OK 
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34.0 - Case Removal & Unlocking 
Documents 
Cases in MYCIDS that have no electronically signed documents in the case can be requested 
for removal from the MYCIDS system.  Also, recorded documents can be requested to be 
unrecorded (unlocked). Electronically signed documents cannot be requested for deletion. 
Only users who are given MYCIDS access rights to request removal of cases or unlocking of 
documents will be able to use this feature. 
 

 Requesting Case Removal 
 
Step 1: Right Click on the case to request for removal.  
 

 
 
Step 2: Choose "Request the Permanent Deletion of THIS case from the System" 
from the menu.  
 

 
 
 

Note !   

If the case being requested for deletion has recorded documents attached to it, the 
following message with appear.  
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Step 3: Choose YES from the "Confirm deletion" window to confirm the deletion or 
choose NO to cancel the request.  
 

 
 
Step 4: Enter the reason(s) for requesting the case deletion and click OK or click the 
CANCEL button to cancel the deletion request.  
 

 
 
After the OK button is clicked, a message will appear stating that the deletion 
request has been logged.  Click the OK button to close out this window.  
 

 
 
 

Note !   

When a case is requested for deletion and the case has already been logged for 
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deletion, a message will appear to notify the user.  
 

 

 

 
 

 Requesting Document unlocking. 
 
Step 1: Select the document in the documents node to request the unlocking of.  

 

 
 
Step 2: Choose "Request unlocking  of selected document" from the list of actions.  
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Note !   

If a document cannot be requested for unlocking, the action to request the unlocking 
of the document will not be available and a message will show up stating why is 
cannot be requested for unlocking.  
 

 
 

 
 
Step 3: Choose YES from the "Confirm Document Unlocking" window to confirm 
the unlocking of the document or choose NO to cancel the request.  
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Step 4: Enter the reason(s) for requesting the unlocking of the document and click 
OK or click the CANCEL button to cancel the unlocking request.  
 

 
 
After the OK button is clicked, a message will appear stating that the unlocking 
request has been logged.  Click the OK button to close out this window.  
 
 
 

Note !   

When a document is requested for unlocking and the document has already been 
logged for unlocking, a message will appear to notify the user.  
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Motions 

35.0 - Motions 
This section will address how to add, edit, and delete motions.  It also shows how to record the 
motions to the General Docket. 
 

 35.1 - Add a Motion record 
  

 35.2 - Edit a Motion Record 
  

 35.3 - Delete a Motion Record 
  

 35.4 - Record a Motion to the General Docket 
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35.1 - Add a Motion Record 

35.1 - Add a Motion Record 
 Step 1 - Expand the Case 

 
Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 
 Step 2 - Click on the Motions Node 
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 Step 3 - From the list of actions, click on Add a Motion record. 
 

 
 

 Step 4 - Choose a Date of Request from the calendar drop-down menu. 
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 Step 5 - Choose a Motion Type. 

 
• Motion to Dismiss Cause with Prejudice 

 

Note !   

A Motion to Dismiss Cause with Prejudice must be filed before 
the case has been adjudicated.  

 
Step 6 - Select Motion to Dismiss Cause with Prejudice as the Motion Type. 
  

 

 
 

Step 7 - In the requesting Person field, select the person who made the 
request from the drop-down list. 
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Step 8 - Click Save and Proceed. 
  

 

 
 

Step 9 - Select a Court Action from the drop-down menu. 
  

 

 
 
Granted    
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If this option is selected, the Motion to Dismiss Cause 
with Prejudice window will close and the motion will be 
marked as granted.  All referrals on the Hearing Court 
Action and Hearing Response tabs will be disabled. 
 Also, referrals may no longer be added or edited under 
the Referrals node. 
  

Denied 

   
If the motion is denied, the Motion to Dismiss Cause 
with Prejudice window will close and the motion will be 
marked as denied. 
  

Schedule Motion Hearing 

   
If this option is selected, a new hearing window will be 
displayed.  The Motion Hearing may be scheduled from 
this window. 
  

 
Step 10 - Click OK. 
 

 
 

• Motion to Transfer to an Adult Court 
 

Note !   

A Motion to Transfer to an Adult Court must be filed within 10 
days of the date of the last filed petition.  Also, no Adjudication 
actions may have taken place on any referral. 

 
 

Step 6 - Select Motion to Transfer to an Adult Court as the Motion 
Type. 
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Step 7 - In the Requesting Person field, select the person who made 
the request from the drop-down list. 
  

 

 
 

Step 8 - In the Transfer to District field, select a district from the 
drop-down menu. 
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Step 9 - In the Transfer to Court Field, select a court from the drop-
down menu. 
  

 

 
 

Step 10 - Click Save and Proceed. 
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Step 11 - Select a Court Action from the drop-down menu. 
  

 

 
 
 

Granted 

   
If this option is selected, a new hearing window will be 
displayed.  A Transfer Hearing may be scheduled from 
this window. 
  

Denied 

   
If the motion is denied, the Motion to Transfer to an 
Adult Court window will close. 
  

Schedule Motion Hearing 

   
If this option is selected, a new hearing window will be 
displayed.  The Motion Hearing may be scheduled from 
this window. 
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Step 12 - Click OK. 
 
The motion window will close and you will be returned to the main 
MYCIDS window under the Motions node. 
 

 
 

 
• Motion to Transfer to Another Court District 

 
Step 6 - Select Motion to Transfer to Another Court as the Motion Type. 
  

 

 
 

Step 7 - In the Requesting Person field, select the person who made the 
request from the drop-down list. 
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Step 8 - The Purpose of Motion field options will vary depending on the 
circumstance of the case.  Click here for a list of possible options and when 
they are available. 

 

Motion Purpose Case Type Description 

Transfer for 
Disposition Delinquency 

This motion is available 
after a case has been 
adjudicated but before it has 
been disposed. 

Transfer for 
Supervision Delinquency 

This motion is only 
available after the case has 
been disposed. 

Transfer for 
Disposition Protection 

This motion is available 
after a case has been 
adjudicated but before it has 
been disposed. 

Transfer for 
Supervision Protection 

This motion is only 
available after the case has 
been disposed. 

Transfer for Venue 
Change Protection 

This motion is available 
anytime during a protection 
case. 
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Step 9 - In the Transfer to District field, select a district from the drop-down 
menu. 
  

 

 
 

Step 10 - Click Save and Proceed. 
  

 

 
 

Step 11 - Select a Court Action from the drop-down menu. 
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Granted 

   
If the motion is granted, a Transfer Case window will be 
displayed. 
  

Denied 

   
If the motion is denied, the Motion to Transfer to 
Another Court District window will close and the motion 
will be marked as denied. 
  

Schedule Motion Hearing 

   
If this option is selected, a new hearing window will be 
displayed.  The Motion Hearing may be scheduled from 
this window. 
  

 
Step 12 - Click OK. 
 

 
 

• Motion to Continue an Existing Hearing 
 

Note !   

A Motion to Continue an Existing Hearing is filed outside of the 
hearing.  This type of motion is typically used to reschedule a 
hearing due to a scheduling conflict or similar circumstances. 
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Step 6 - Select Motion to Continue an Existing Hearing as the 
Motion Type. 
  

 

 
 

Step 7 - In the Requesting Person field, select the requesting person 
from the drop-down list. 
  

 

 
 

Step 8 - In the Hearing to Continue field, select a hearing to continue 
from the drop-down list.  Only hearings that exist under the Hearings 
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node will be available to continue. 
  

 

 
 

Step 9 - Select a date for the new hearing from the calendar drop-
down menu. 
  

 

 
 

Step 10 - Click Save and Proceed. 
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Step 11 - Select a Court Action from the drop-down menu. 
  

 

 
 
 

Granted 

   
If the motion is granted, a new hearing window 
containing the continued hearing will be displayed.  The 
continued hearing may be edited from this window. 
  

Denied 

   
If the motion is denied, the Motion to Continue an 
Existing Hearing window will close and no continued 
hearing will be created. 
  

Schedule Motion Hearing 
   

If this option is selected, a new hearing window will be 
displayed.  The Motion Hearing may be scheduled from 
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this window. 
  

 
Step 12 - Click OK. 

 
The motion window will close and you will be returned to the main 
MYCIDS window under the Motions node. 
 

 
 

 
• Motion for Contempt Hearing 

 
Step 6 - Select Motion for Contempt Hearing as the Motion Type. 
  

 

 
 
 

Step 7 - In the Requesting Person field, select the person making the 
request from the drop-down list. 
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Step 8 - Select the Person to be Held in Contempt from the drop-down 
list. 
  

 

 
 
 

Step 9 - Click Save and Proceed. 
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Step 10 - Select a Court Action from the drop-down list. 
  

 

 
 

Granted 

   
If this option is selected, a new hearing window will be 
displayed.  A Contempt Hearing may be scheduled from 
this window. 
  

Denied 

   
If the motion is denied, the Motion for Contempt 
Hearing window will close. 
  

 
 

Step 11 - Click OK. 
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The motion window will close and you will be returned to the main 
MYCIDS window under the Motions node. 
 

 
 

• Motion for Review  
 

Note !   

A Motion for Review Disposition Hearing can only be filed after 
a case has been disposed. 

 
Step 6 - Select Motion for Review Disposition Hearing as the Motion Type. 
  

 

 
 

Step 7 - In the Requesting Person field, select the person who made the 
request from the drop-down list. 
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Step 8 - Click Save and Proceed. 
  

 

 
 

Step 9 - Select a Court Action from the drop-down list. 
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Granted 

   
If this option is selected, a new hearing window will be 
displayed.  A Post Dispositional Review hearing may be 
scheduled from this window. 
  

Denied 

   
If the motion is denied, the Motion for Review 
Disposition Hearing window will close and the motion 
will be marked as denied. 
  

 
Step 10 - Click OK. 
 

 
 

• Motion for Disclosure of Records 
 

Step 6 - Select Motion for Disclosure of Records as the Motion Type. 
  

 

 
 
 

Step 7 - In the Requesting Person field, select the person making the 
request from the drop-down list. 
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Step 8 - Click Save and Proceed. 
  

 

 
 

Step 9 - Select a Court Action from the drop-down list. 
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Granted 

   
If this option is selected, the Motion for Disclosure of 
Records window will close and the motion will be 
marked as Granted. 
  

Denied 

 
If the motion is denied, the Motion for Contempt 
Hearing window will close and the motion will be 
marked as Denied. 
 

Schedule Motion Hearing 

 
If this option is selected, a new hearing window will be 
displayed.  The Motion Hearing may be scheduled from 
this window. 
 

 
 

Step 10 - Click OK. 
 
The motion window will close and you will be returned to the main 
MYCIDS window under the Motions node. 
 

 
 

 
• Motion to Close the Case 
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Step 6 - Select Motion to Close the Case as the Motion Type. 
  

 

 
 

Step 7 - In the Requesting Person field, select the person who made 
the request from the drop-down list. 
  

 

 
 

Step 8 - Click Save and Proceed. 
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Step 9 - Select a Court Action from the drop-down list. 
  

 

 
 

Granted 

   
If this option is selected, the Motion to Close the Case 
window will close and the motion will be marked as 
Granted. 
 

Denied 

 
If the motion is denied, the Motion to Close the Case 
window will close and the motion will be marked as 
Denied. 
 

Schedule Motion Hearing 

 
If this option is selected, a new hearing window will be 
displayed.  The Motion Hearing may be scheduled from 
this window. 
 

 
 

Step 10 - Click OK. 
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The motion window will close and you will be returned to the main 
MYCIDS window under the Motions node. 
 
 

 
 

• Motion for Psychological Treatment 
 

Step 6 - Select Motion for Psychological Treatment as the Motion 
Type. 
  

 

 
 

Step 7 - In the Requesting Person field, select the person who made 
the request from the drop-down list. 
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Step 8 - Click Save and Proceed. 
  

 

 
 

Step 9 - Select a Court Action from the drop-down list. 
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Granted 

   
If this option is selected, the Motion for Psychological 
Treatment window will close and the motion will be 
marked as Granted. 
 

Denied 

 
If the motion is denied, the Motion for Psychological 
Treatment window will close and the motion will be 
marked as Denied. 
 

Schedule Motion Hearing 

 
If this option is selected, a new hearing window will be 
displayed. The Motion Hearing may be scheduled from 
this window. 
 

 
Step 10 - Click OK.  

 
The motion window will close and you will be returned to the main 
MYCIDS window under the Motions node. 
 
 

 
 

 
• Motion for Medical Treatment 

 
Step 6 - Select Motion for Medical Treatment as the Motion Type. 
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Step 7 - In the requesting Person field, select the person who made the 
request from the drop-down list. 
  

 

 
 

Step 8 - Click Save and Proceed. 
  

 

 
 

Step 9 - Select a Court Action from the drop-down list. 
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Granted 

   
If this option is selected, the Motion for Medical 
Treatment window will close and the motion will be 
marked as Granted. 
 

Denied 

 
If the motion is denied, the Motion for Medical 
Treatment window will close and the motion will be 
marked as Denied. 
 

Schedule Motion Hearing 

 
If this option is selected, a new hearing window will be 
displayed. The Motion Hearing may be scheduled from 
this window. 
 

 
Step 10 - Click OK. 

 
The motion window will close and you will be returned to the main 
MYCIDS window under the Motions node. 
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35.2 - Edit a Motion Record 

35.2 - Edit a Motion Record 
 Step 1 - Expand the Case 

  
 

Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 Step 2 - Click on the Motions Node 
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 Step 3 - Select a Motion in the Motions List. 

  
 

 
 

 Step 4 - From the list of actions, click on Edit the selected Motion record. 
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35.3 - Delete a Motion Record 

35.3 - Delete a Motion Record 
 Step 1 - Expand the Case 

  
 

Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 Step 2 - Click on the Motions Node 
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 Step 3 - Select a Motion in the Motions List. 

  
 

 
 

 Step 4 - From the list of actions, click on Delete the selected Motion record. 
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35.4 - Record a Motion to the General 
Docket 

35.4 - Record a Motion to the General Docket 
 Step 1 - Expand the Case 

  
 

Click on the  next to the case number in the Case Navigation Panel.  
   

 
The expanded case will look like the image below.  
   

 
   
   

 

The case can also be collapsed / expanded 
by double-clicking the case. 
 

   
   

 Step 2 - Click on the Motions Node 
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 Step 3 - Select a Motion in the Motions List. 

  
 

 
 

 Step 4 - From the list of actions, click on Record the selected Motion record to the 
General Docket. 
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Case Fees 

36.0 Case Fees 
The Case Fees node on a case becomes available once a type of case fee (fine, restitution, court 
cost) as a court action at the disposition hearing. If this has not taken place, under the node, the 
statement "There are no Case Fee records for the case" will appear. 
 
 

 
 
 

 36.1 Add a Case Fee 
 

 36.2 Edit a Case Fee 
 

 36.3 Add a Case Fee Payment 
 

 36.4 Generate a Notification Letter 
 

 36.5 Generate a Statement Letter 
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36.1 Add a Case Fee   
 

   Step 1 - Expand the case.   
 

Click on the  next to the case number in the Case Navigation Panel.  
   

 
 

   Step 2 - Click on the Hearings node. 
   

 
 

 
   Step 3 - Select Hearing type in the Edit panel. 

   
Highlight the hearing where the new case fee will be added.  
   

 
 

 
   Step 4 - Edit the Case Fee record. 

   
A type of case fee extended needs to be added as a court action at the 
appropriate hearing. Under the Court Action tab, right click and choose Action 
under "Action at the hearing".  
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Choose the appropriate type of case fee to add to the hearing. 
 

 
 

   Step 5 - Add Case Fee information in the Case Fee editor. 
   
Enter amount ordered.   

 

 
 

Under "Click for Actions", choose Increase or Decrease by Amount Ordered. 
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Enter the date the fee or the monthly payment amount has to be paid in full. 
 

 
 

If you entered Date to be paid in full, click the "Calculate Monthly Payment" 
button to calculate the monthly payment. If you entered monthly payment 
amount, click "Calculate Date to be Paid in Full." 

 

 
 

Click OK. This information will be stored under the Case Fee node. 
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36.2 Edit a Case Fee   
 
 

 Step 1 - Expand the case.   
 

Click on the  next to the case number in the Case Navigation Panel. 
   

 
 

 Step 2 - Click on the Case Fee node. 
   

 
 

 
 Step 3 - Select Case Fee under Case Fee Category. 

   

   
 

 
 Step 4 - Click on "Edit" this selected Case Fee Record in the Actions list. 
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 Step 5 - Edit the case fee. 

   
 Amount Ordered  

   
Enter amount ordered.   

 

 
 
 

Choose Increase or Decrease by Amount Ordered and notice the 
New Total Balance.  

 

 
   

 Monthly Payment  
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Click the "Calculate Monthly Payment" button to calculate the new 
monthly payment. If you entered the monthly payment amount, 
click "Calculate Date to be Paid in Full" button. 

 
 

 
 

Click OK. This information will be stored under the Case Fee node.  
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36.3 Add a Case Fee Payment   
 

 Step 1 - Expand the case. 
 

Click on the Case Fees node under the specified case. 
 

 
   

 
 Step 2 - Click on the Add Link from the Edit Panel area.   

 
Click Add from the Payments list.  

 

 
 
 Step 3 - Edit Date.   

 

 
 

 Step 4 - Select Payment Type.  
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The Type field includes a drop-down list of available payment types. Click in the 
field and begin typing the payment name or choose from the list. 

   

 
 
 Step 5 - Select Payer from the Payer Field.   
 

Select the Payer from the drop-down list in the Payer field.   
 

 
 
 Step 6 - Add Total Amount Paid.   
 

Enter the total amount that was paid.  
   

 
 

Click OK. The receipt will open up in MYCIDS word processor as shown in the 
image below. 
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36.4 Generate a Notification Letter   
 Step 1 - Expand the case. 

 
Click on the  next to the case number in the Case Navigation Panel.  

   

 
 

 Step 2 - Click on the Case Fee node.  
   

 
 

 
 Step 3 - Click on Generate notification letter under Notifications. 

   

 
 

 
 Step 4 - Choose the recipient from the Restitution Letter Recipients list. 

   
Choose the proper restitution letter recipients.  
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Click OK. The statement will open in the MYCIDS word processor as 
shown in the image below. 
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36.5 Generate a Statement Letter   
 

 Step 1 - Expand the case. 
 

Click on the  next to the case number in the Case Navigation Panel.  
   

 
 

 Step 2 - Click on the Case Fee node. 
   

 
 

 
 Step 3 - Click on Generate statement letter under Notifications. 

   

 
 
The statement will open in the MYCIDS word processor as shown in the 
image below. 
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M 
MYCIDS: Mississippi Youth Court Information Delivery System 
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