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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.

w

1.1 - Menu Bar

b 1.2-Tool Bar

b 1.3 - Shortcuts Panel

P 1.4 - Case Navigation Panel

» 1.5 - Edit Panel

P 1.6 - StatusBar

P 1.7 - Exiting the Application
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1.1 - Menu Bar

1.1 - Menu Bar

The Menu Bar islocated at the top of the MY CIDS application window as highlighted in the
image below. Menu options on the menu bar may vary depending on your individual user
rights.

} 0.0.0 » L]
File Edit Reports Help

ERFind =l = % K3 | * Heatings - Search UCIDH ||| Find LC#

To access the items under a menu, click the desired menu option and choose from the list in
that menu.

¥+ MYCIDS v2.9.0.0

Fil= B=al¥ Reports Help
"r'-:uuth Locakaor

I_ Scheduler F1z
Sho
; MY CIDS Alerts
ﬁ In Box
EME
Summons Result Quick Entry. ..

Edit Standard Document Texk. ..
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1.2 - Tool Bar

Type your drop-down text here.

1.2 - Tool Bar

The Tool Bar islocated directly under the Menu Bar as highlighted in the image below.

¥+ MYCIDS v2.9.0.0

File Edit Reporks Help
=] Find =[S k% & | A Hearings - Search LICIDH | | Find LC# |
Shartcuts
' - 24C-2008-D-3-167186 .
@ [ 'l Docket Information
EH vouth sk
Elm freneistad Parcnae Universal Case D 57186

Use this toolbar option to
quickly find a case docket
item. Find anitem by
entering the County, Y ear,
— Type (Delinquency,
Fne 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
3 the case navigation panel

and the case currently
selected is not the first
caseinthelist 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 | ast
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caseinthelist 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.

M Hearings | -

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

Search UCID#

Enter auniversal case
number in thisfield 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.

Find LCH#

Enter aLocal Cause#in
thisfield and then click
Find LC# to find a match.

If an exact matchis
found, the case will open
up in the case navigation
panel. If multiple matches
are found, awindow will
display with your search
results.




Application Overview and Navigation

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.

Shartouts

Y outh Locator - (See section 2.0 - Y outh Locator Section)

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

Scheduler - (See section 28.0 - Schedul er)

MY CIDS Alerts - (See section 29.0 - MYCIDS Alerts)

Inbox - (See section 25.0 - Inbox)

vlel B @ 8

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 isthe 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, Y outh Locator,
Scheduler, MY CIDS Alerts, Inbox, and EMB. If no cases are open these links will be the only
items in the case Navigation Panel.

Find El [ K X Hearings -
I Shortcuts
@ El'-- 24 C-2008-P-3-1[56624)

w0 [E] 2ve200an-31e71gg | D Ocket Inform

My Quick List Liris

=8 v ouith Locakar

----- 428 Scheduler L
R MYCIDS Alerts

ﬁ ..... :

Each case number hasa = symbol to left of it. Clicking this plus symbol will expand the case
to access the nodes pertaining to that case.



14 C-2009-0-29-1(7 7350
EH vouth sk
Efy Azsociated Persons
Referal
@2 Documents
Cusztody
&4 Petition
%1 Mates [1]
A Hearings
@\__ «. Cornrnunity 5 ervic
Muotions

Case Orders
E [nfarmation Packet

Application Overview and Navigation

Clicking the = symbol next to the case will collapse the case making the nodes pertaining to
that case not viewable.

+-[E] 2+vC-2008-P-3-1[56624)

xiin

o

Double-clicking the case will aso expand and
coll apse the case. 24 C-2008-P-3-1[56E24]
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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 al the nodes under a case open up in the following
areawhen clicked.

¥t MYCIDS v2.9.0.0 |« IN=1[E3
File Edit Reports Help
) Find El = e K3 | A Hearings ~ | |56624 Search UCIDH ||| Find LC#
Shartcuts

+ 2+'C-2008-D-3-1(E718E)
+ 2-r'C-2008-P-3-1(56624)

IC

=8 MYCIDS Alerts
5 InBox

Edit Panel

i @ B8

B

¢ > |

Caonnected ko server (TESTER) 10.13.69.28
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1.6 - Status Bar

Type your drop-down text here.

1.6 - Status Bar

The Status Bar islocated 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.

¥+ MYCIDS v2.9.0.0

Find

File Edit Reports Help

=l = * K3 | A Heaings - Se hLII:ID#|

I Shaortouts

&

B o AA Docket Information

& Aszsociated Persons Universal Caze D 59759
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1.7 - Exiting the Application

Type your drop-down text here.

1.7 - Exiting the Application

Click the LB as shown in the image below.

%+ MYCIDS v2.9.0.0

File Edit Repaorts Help

EJFind = [& k% K3 | A Hearings ~ Search UCIDH ||| Find LC#

Shortcuts

P

SR B 2vC-2008-D-25-1(53753
8 outh AKA

Docket Information T

bl 4ssociated Persans Universal Case |D 89784
Feferal Diocket # -V C-2008-0-25-1

10
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2.0 - Youth Locator

The Y outh Locator is a search tool used to locate ayouth in MY CIDS. Y ou have the option to
search by name, DOB, address, etc. It also alows 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.

F 2.1 - Search Options

b 2.2 - Perform a Search

b 2.3 - Search Results

P 2.4 -View Dockets

11
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2.1 - Search Options

Type your drop-down text here.

2.1 - Search Options

The Youth Locator givesthe 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)

I

P 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.

12
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Searching by first name and last nameis

usually sufficient, but if the nameisa
EBI common name, it may return alarge
number of cases or amessage to refine the
search criteria.

PRIMARY SEARCH

AHD

AND

AHD

AHD

AHD

j AHD

» 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.

Koo

» REF-District

The Referral number is the serial number from the document presented to the Court
from the referring source.

REF# - District ALCORN (2 - District 1 -

13
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P Local Cause Number-District

The Local Cause number is the Court file number assigned by the Clerk of the Court.

Cause ALCORN (2) - District 1 |

Mumber - Distric

14
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2.2 - Perform a Search

Type your drop-down text here.

2.2 - Perform a Search

»  Sep 1- Open Youth Locator.

From the Edit Menu,

#+ MYCIDS v2.9.0.0
Reparts  Help

Youth Locakor

o Scheduler
% MYCIDS Alerts

ﬁ In Box
EME
or, from the Shortcuts panel,

&

or, from the Case Navigation Panel.

+ 2-+C-2008-0-22-1[(63783
+ 2-vC-2008-0-26-1(63732

b Sep 2 - Enter your search criteria.

15
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| | | Search Using Thiz Criteria | Mew Search |

PRIMARY SEARCH

AND

AND

AHD

AHD

AND

j AND

_OR-

YOUTH RELATED ONLY
o]

OR-
CASE RELATED
REF# - District | |ALCORM {2) - District 1 [-l|

Local Cause |ALCORM (2) - District 1 -

Mumber

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.

» Sep 3 - Click on the Search Using This Criteria button.

16
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| Menxt | [| Search Using Thiz Critena [I Mew Search

17
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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 MY CIDS records and no SCATS records that match the search criteria.

Thiz search found 2 MYCIDS records that match the criteria specified. Cick Back If you want 1o refine this search,

* Options Youth AKA's Agsociated Persons
KEITH ANDY TESTCASE BUBBABUBEA- 55N - JEHNY TESTCASE - MOTHER - BIOLOGICAL
SSM: 126-52-1152 JASON TESTCASE - FATHER - BIOLOGICAL
Sdew Dockets 203 MY 90
1 MO'WHEREVILLE, MISSISSIPPI 25424
@ DOB: 21041806
HOMEPHOMNE: (0013647-4051
WHITE MALE

DR HKEITH JUSTIN TESTCASE Mo Ak information on file.
\ S5N; 574456454
Y ow Dockets 419 M4SN STREET

1 ANTWHERE, MISSIS5IPFI 38512
DOB: 1141801953
HOMEPHONE: (B0 1J754-4412

WHITE MALE

2z

Hew Intake for Haw Youth

Thiz search didn' find ary SCATS records that matched the specifisd criteria. Click New Search to start & new search uzing nevw criteria, or click Back
ta refing this search.

The results table is divided into the following columns:

This is the number
assigned to each record
returned in a search.

18



Optlon= The Options column gives
the choice of viewing the
ew Oochate dockets for that child or
New Intake creating a new intake for
that child.
The Y outh Information
Youth column gives information

KEITH ANDY TESTCASE

SSM: 125-52-1152

293 Huy 90

NOWHEREWILLE, MISSIS5SIPP] 25424
DOB: 2A01996

HORMEPHOKNE: (G013267-4651

WIrHITE hiaLE

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

AKA's
BUBABUBA- S5H:- -

The AKA column lists
and alias information for
the child.

Y outh Locator

19
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SCATS records will appear in a second table that lists Record #, Y outh and Case Information,

Associated Persons

JEWMY TESTCASE - MOTHER - BIOLOGICAL
JASON TESTCASE - FATHER - BIOLOGICAL

The Associated Persons
column lists people that
have been associated with
this child.

AKA Names, Mother, and Father.

20

The SCATS information is for reference only. A new intake

cannot be created from this information.




Y outh Locator

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)
b Sep 2 - Identify correct youth.

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

This search found 2 MYCIDS records that match the criteria specified. Chick Back if you want to refine this search.

# Options Youth AKA's Assoclated Persons
KEITH ANDY TESTCASE BUBBA BUBBA- S5N-- - JEHHY TESTCASE - MOTHER - BIOLOGICAL
SEM: 126521152 JASOM TESTCASE - FATHER - BIOLOGICAL

“lew Dockets &03 HWY 80
HO'WHEREWVILLE, MISSISSIPPI 25454

@ DOB: 21041906
HOMEPHONE: (301 474051
WHITE MALE

DR KEITH JUSTIN TEETCASE Mo A information on file,
\ S5H; £74.45-6454
Y| ow Dackers 415 bAIN STREET

ANYWHERE, MISSISSIPP| 38512

DOB: 117191983
HOMEPHONE: (5 7544412

WHITE MALE

Meow Iniake for Hew Youth

Thiz search didnt find any SCATS records that matched the specified crieria. Click Mewy Search to start a new search using new criteria, or chick Back
to refine thiz search.

P Sep 3 - Select View Dockets in Options column.

Click on the View Dockets link of the appropriate youth to view a list of cases.

& Options Youth

KEITH ANDY TESTCASE
SSM: 125-52-1152

1 HOWHEREWLLE, MISSISSIPPI 35424

Mew Intake |DOB: 2051996
HOMEPHONE: (BD1867-4651
IYHITE hiaLE

KEITH JUSTIN TESTCASE
S5MN: 874-45-f464
“lew Doclets  |[412 MAIN STREET
2 ANTWHERE, MISSISSIPPI 38512
Mew Irtake  |DOB: 111951993
HOMEPHONE: (G015754-4412
IYHITE hiALE

21
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P Sep 4 - Select casefromlist.

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

listed last.
# DOCKET YOUTH
12 ¥YEAR OLD
WHITE MALE
2-4C-2008-D-22-
1 [BS7ER]
LLCORM
COUNTY

INFORMATION
INTAKE DATE: 12/2/2003

DHSZ

REFERRALS:

FORMAL PETITION FILED:

ADJUDICATION:

MSPOSITION:

MOST RECENT HEARING:

The open book @by the case number indicates an open case. A

closed book ¢ indicates a closed case.

22



3.0 - Intake

This section explains the steps of creating a new case (new intake) into the MY CIDS
application for ayouth 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.

P 3.1- New Intake for New Y outh

P 3.2- New Intake for Existing Y outh

P 3.3 - Youth Information

23
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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 Y outh Locator. (See section 2.2 - Perform a Search)

P Sep 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)

Thiz =earch didn't find any MY CIDS records that matched the specified criteria. Click Mew
Search to start & newy search using newy criteria, or click Back to refine this search.

Mew Intake for Mew Y%

Thiz =earch didn't find any SCATS records that matched the specified criteria. Click Meswy
Search to start & new search using nesy criteria, ar click Back to refine this search.

(The screen may look similar to the image below if some MYCIDS records were found from
the search)
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Thiz search found 4 MY CIDS records that match the criteria specified. Click Back if you want to refine this search.

¥  Options

eu
Dochets

Mew Intake

Mew Intake

=111}
Dochets

Mew Intake

lew
Dockets

Mew Intake

YWouth

AMY JO TESTCASE

SEM: 555-13-2584

345 SHADY LAME

CORINTH, MISSISSIPPI 38834
DOB: 11741992
HOMEPHOME: (B0 555- 1478
WHITE FBWALE

AMME MARIE TESTCRSE
SSM: BO0-43-2221

A6 HWY 51 S0OUTH

hAC CORB, WIS SISSIPPL 39456
DOB: 495092

HOMEPHOME: (F01)783-4467
WHITE FBWALE

AMME MARIE TESTCASE

S5M: 200-43-2221

UNEMOWH CITY , MISSISSIPPI
UMNKEROWH ZIF

DOB: 495992

AMME TESTCASE

SSM: 578-03-4625

UMEHDWH CITY , MISSISSIPRI
UNEMNOWH ZIF

DOB: UNEMOWH

[Neu.l Intake for Mew Vouth ] _—

AKA's
JOJ0 JOJ0 - SEN 65650565

SEOOTER SKOOTER - S5M:- -

Mo ARPinformation on file.

SKOOTER SKOOTER - S5M:- -

Case Docket

Caunty / District |

Court
Court Type

Intake Date |
Intake Type |

Local Cauze # |

b Sep 3 - Enter Case Docket information.

¥C

YOUTH

Hl
El
=l

K (2

| Cancel |

Associated Persons

SAMORA TESTCASE - MOTHER -
BIOLOGICAL

JILL WieR Y TESTCASE - MOTHER -
BIOLOGICAL

JACK LEE TESTCASE - FATHER -
BIOLOGICAL

AHN TESTCASE - GRANDOMOTHER -
PATERMAL

DAKLEY TRANING SCHOOL -
STATE TRAIMING SCHOOL

SALLY TESTCASE - MOTHER -
BIOLOGICAL

GRAHAW TESTCASE - FATHER -
BIOLOGICAL

BEM TRIFLE - FATHER - STEP

SALLY TESTCASE - MOTHER -
BIOLOGICAL

GRAHAW TESTCASE - FATHER -
BIOLOGICAL

SALLY TESTCASE - MOTHER -
BIOLOGICAL

GRAHAW TESTCASE - FATHER -
BIOLOGICAL

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.

Any field that includes an E‘ 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.

b Step 4 - Enter Y outh Information. (See section 3.3 - Youth Information)

26
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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 Y outh Locator. (See section 2.2 - Perform a Search)

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

Thiz search found 2 MYCIDS records that match the criterla specified, Chck Back if you vwant to refine this search.

¥ oOptions Youth | AHA's | Associated Persons
KEITH ANDY TESTCASE BUBEABUBBA- SSN- - JEHNY TESTCASE - MOTHER - BIOLOGICAL
S5N: 125-52-1152 JASON TESTCASE - FATHER - BIOLOGICAL

Sdew Dockets  S03 HINY 00
1 HOWHEREVILLE, MISSISSIPPI 35424

@. DOB: 21101906
HOMEPHONE: (301 474051
WHITE MALE

DR KEITH JUSTIN TESTCASE Mo Sk information on file,
S5MN; §T446-6454
law Dockets 418 AN STREET
Z ANTWHERE, MISSISSIPRI 38512

@ DOB: 1171871995
HOMEPHONE: (5 7544413

WHITE WALE

Mow Irtaks for Maw Youth

Thiz search didnt find any SCATS records that matched the specified criteria. Click Mewy Search to start a new search using new criteria, or click Back
to refing thiz search.

b Sep 3 - Enter Case Docket |nformation.

Case Docket

R 2

Caunty / District ||
Court ¥C
Court Tepe |YIIIUTH ﬂ
Intake Date | ﬂ
[

Intake Type |

Local Cauze # |

| Cancel |

27



MY CIDS User Guide

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.

Any field that includes an E‘ 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.

» Sep 4 - Click on Associated Person selection.

** Associated Person Select n :”Em__ﬂ

Azgociated Perszons to Add

{* i ast Caze for thiz Child

" Al Previous Cases far this Child

" Mo Previous Cazes

v 0K

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 Y outh Information. (See section 3.3 - Youth I nformation)
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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.

Edit ¥Youth Information

D etail lDetaiI [I:u:unt.]] Other ] Other [Eu:unt.]] Change Histu:ur_u]
s
DHs#|
*Last Mame |
*Firzt Mame |
Middle Mame |
Suffie [
Haome Phone l— ks l—
CellPhore |
Address |
|
City |
State MISSISSIFF = Zip
*County of residence | j
=

Fields marked with an * arerequired 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.

Edit Youth Information

Detail  Detal [Cont. l Other ] Other [Eu:unt.]] Change Histu:-r_lrll
Current School Erroliment | j

School Mame |

[Grade Level: Completed

Current Grade Lewvel

Living &rrangement |

b arital Statuz of M atural
Parents

Led L Lo

Reszsidence Length |

[ Family Receiving Azzistance
[ Child Support Ordered

Support Paid By |

[ Paymentz are cument

Other
Click on Other tab.

Collect and enter Other information.
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Edit Youth Information

[ E ] Detail [Cont.]  Other lEIther [Eu:unt.]] Change Histu:ur_u]

Date of Birth | |
Birth City |

Birth State | -l

Birth Country | -l

Race | ﬂ

[ Hizpanic

Sex | j

Eve Color | j

Hair Colar | j
Height [0 2]FT. [0 2|IN.

weight | 3] LBS.

Other (Cont.)

Click on Other (Cont.).

Collect and enter Other (Cont.) information.

Intake

31



MY CIDS User Guide

Edit Youth Information

[ E ] Detail [Eu:unt.]] Other  Other [Cant. ] l Change Histu:ur_u]

Irmmediate Medical Meeds

Immediate Pzuch Meeds

Current Medications

kedial Insurance Cao. Name |

Palicy Humber |

Click OK.

Change History

Change History isan audit tab. Thereis no entry to be done.

32



Edit Youth Information

Detall | Detail {Cant | Other | Other (Cont) Change History |
Audit Reftt | Audit Date |action|Edited By |Last Mame &
M| 409273 12/05/200834918 .U TESTER  TESTCASE
| 409274 12/05/200834918 ..U TESTER  TESTCASE
| 409275 12/05/2008349:44 .U TESTER  TESTCASE
| 409276 12/05/2008 34944 ..U TESTER  TESTCASE
| 409277 12/05/2008 34946 U TESTER  TESTCASE
| #nazesizmovzooe1ima. 0 TESTER  TESTCASE
W
< b
L 05 J| Cancel

Intake

33






AKA
4.0 - Youth AKA

Type your drop-down text here.

The AKA nodeiswhere aliases or "nick names’ that ayouth may have are entered into
MY CIDS. This section will address how to add, edit, or delete AKA records.

P 4.1 - Add AKA Record.

P 4.2-Dedete AKA Record.

P 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

»  Sep 1 - Expand the case.

Click on the ® next to the case number in the Case Navigation Panel.
+-[E] 25020 2-0-261-1(178
&
The expanded case will look like the image below.

= 255C-201 2-0-261-1[1749
D B Y outh AKA
& Agzociated Persons
Referral
2 Documents
Cuztody
i Petition

% MNaotes
* Hearings

@x"-., Comrmurity Servic
M otions
% Case Fees

Case Orders
% Information Packet

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

b Sep 2 - Click on Youth AKA.
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=1-|EN 257 C-2012-D-261-1(17E

P Sep 3 - Fromlist of actions, click on Add a new AKA record.

&

& Aggocited Persons
Referal

@2 Documents
Custody

il Patition

% Motes
* Hearings

@R'-., Commurity Servic
kotions
% Case Fees

Caze Orders
é |nformation Packet

Mo AHA records exist for thiz yu:uuth newy SHA record.

P Sep 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.

Edit AKA Information

Froperties l

£3

S| - -

* Last Mame [BUBEA

*First Name |BUBEA

Middle Mame |

Suffis|

ak | Cancel |

AKA
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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.
b Sep 1 - Expand the case.

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

2+ C-2008-D-3-1(67186)
The expanded case will look like the image below.

—%

Efg Azsociated Perzons
Referal

@2] Documents
Custody

i Petition

% Maotes
& Hearings

Casze Orders
E Information Packet

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

b Sep 2 - Click on Youth AKA.
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- 2-'C-2008-0-3-1(67186)

& Aszzsoclaged Persons
Referal

@2 Documents
Cusztody

4% Petition

%1 Maotes
A Hearings

Case Orders
% Infarmation Packet

P Sep 3- Click on AKA record to be deleted.

[s5M | Last Mame |First Mame [Middle Name | Suffix

ACTIONS

Add a nesw AKA record for this youth,
Delete the selected AKA record.

Edit the selected AKA recard far this youth.

HOTE: AKA records that you edit or delete here affect all other cases where this youth is referenced.

P Sep 4 - Clickon Deletein the Actions list.

ACTIONS
Add a new LKA record for thiz youth.

Delete the selected AKA record.
Edi zelected AKA recard for this yvouth.

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

P Sep 5 - Confirmaction.
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Confirm [z

\i\:) Are yol sure wou wank to delete this kg record?
-
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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.
b Sep 1 - Expand the case.

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

2+ C-2008-D-3-1(67186)
The expanded case will look like the image below.

—%

Efg Azsociated Perzons
Referal

@2] Documents
Custody

i Petition

% Maotes
& Hearings

Casze Orders
E Information Packet

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

b Sep 2 - Click on Youth AKA.
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= [EJ 2-vC-2008-D-31 (67186

Bl Azsoclsied Persons
Refernal

@2 Documents
Cuztody

4% Petition

% Motes
A Hearings

Case Orders
% Infarmation Packet

P Sep 3 - Click on AKA record to edit.

[55H | Last Mame First Mame Middle Mame S uffis

ACTIONS

Add a nesw AKA recard far this youth.
Delete the selected AKA recard.

Edit the selected AKA record for this youth.

HOTE: AKA recards that ywou edit or delete here affect all ather cazes where thiz youth iz referenced.

P Sep 4 - Select Edit fromthe Actions list.

ACTIONS

Add a new ARA record for thiz youth.
Delete the selected AKA recard.

Edit the selected AKA record for this youth.

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

»  Sep 5 - Enter corrected information.

Enter the AKA information into both the last Name and First Name fields.

42



Click OK.

Edit AKA Information

Properties l

S5 | - -

x]

* Last Mame [BUBEA

* First Marme |EL|E=E.E‘-.

Middle Name |

Suffis|

ok

| Cancel |

AKA
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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.

P 5.1 - Edit the Person Detail

# 5.2 - Change the Relationship

P 5.3 - Remove Person

b 5.4 - Search for aPerson

P 5.5- Add Personto Quick List

P 5.6-Usngthe Quick List

P 5.6 - Appointed Persons

b 5.7 - List Case of Associated Person
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5.1 - Edit the detall for this person

Type your drop-down text here.

5.1 - Edit the detail for this person

Type your drop-down text here.
b Sep 1 - Expand the case.

Click on the® next to the case number in the Case Navigation Panel.
+-[E] 2840201 2-D-261-1178

Trhe expanded case will look like the image below.

=B B 25 C-2012-0-261-1(178
D B Y outh AKA
& Agzociated Persons
Referral
2 Documents
Cuztody
it Patition

% Mates
* Hearings

@x"-., Comrmurity Servic
kotions
% Case Fees

Case Orders
% |nformation Packet

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

o

b Sep 2 - Click on Associated Persons in the Case Navigation panel.
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- [E] 25 vC-2012-0-2611(178
EH vouth sk

:
Referral
= Documnents

Cuztody
i Petition

% Maotes
A Hearings

@H, Community Servic
k otionz
Y Case Fees

Caze Orders
EI |nfarmation Packet

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

Marme |Helation$hip |U$er |F'F'C |.-’-‘n.ppc-inted Date |Helieved from Appointrment Date|
_[JAS0ON TESTCASE FATHER - BIOLOGICAL
_|JENMY TESTCASE MOTHER - BIOLOGICAL +

TESTER JUDGE PRESIDING

v
FROSECUTING ATTORNEY | | | |

E JamIE KELLY MCBRIDE

ACTIONS

Edit the detail for this person.

Change the relationship of this perzon to the case.
Remove this person from this case.

Search for & person to add to this caze.

Add Selected Persons to my Guick List.

List the cazes thiz person has been associated with.

P Sep 4 - Click on Edit in the action list.

ACTIONS

Edit the detail far this person.

Cltiie the relstionzhip of this perzon to the case.
Remove thiz perzon from thiz caze.

Search for a personto add to this case.

Add Selected Persons 1o my Quick List.

Lizt the cases this perzon has been associsted with.
Record Date Appainted.

Remove Date Appainted.

Change Date Appointed.

Generste appoirted order .

Generate Order ta Pay Guardian AD Litem Fees.
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P  Sep 5 - Make corrections to necessary fields.

Edit Person Information

Detail ]I:Ither ] Change Histu:ur_lrl]

SEM | - -

"Last Mame |TESTCASE
“First Mame: 4NN
Middle Mame |

Suiffis
Home Phone |[601]332-7786 “whark |[ ] -
Cell Phone

Address [123 MAIN STREET
BPT 3
City |GREENWOOD

State [MISSISSIPPL <) Zip [38930

County of residence |LEFLI:IF|E [42] j

ok Cancel

............................

The information for the Judge and Attorneys cannot be edited.
Thisinformation is generated fromthe 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

P Sep 1 - Expand the case.

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

=-[Z] 25201 2-D-261-1178

N

The expanded case will look like the image below.

= 255C-2012-0-261-1[1743
D B8 Y outh AKA
by Aszociated Persons
Referral
@2 Documents
Cusgtody
i Patition

%1 Mates
& Hearings

@N'-., Comrmurity Servic
b otions
%o Case Fees

Caze Orders
% |nformation Packet

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

© +-[=]

b Sep 2 - Click on Associated Persons in the Case Navigation panel.
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Referal
3= Documnernts

Custody
&4 Petition

% M otes
A Hearings

®\'-1, Commurity Servic
Motiars
% Case Fees

Casze Orders
é |nfarmation Packet

P Sep 3 - Click on the Person record to change the relationship in the list.

E JAMIE KELLY MCERIDE

Marmne |F!e|ationship |L|ser |F'F'E |Appointed Date |Helieved frorm Appaintrent D ate
_|JASOM TESTCASE FATHER - BIOLOGICAL
_|JENMY TESTCASE MOTHER - BIOLOGICAL ad

TESTER JUDGE PRESIDING

v
PROSECUTING ATTORMEY 0

ACTIONS

Edit the detail for this person.

Change the relationship of this person to the case.
Remove thiz per=on from this case.

Search for a perzon to add to thiz casze.

Add Selected Persons to my GQuick List,

Lizt the cases this person has been associated with.

b Sep 4 - Click on Change the relationship in the action list.

50

ACTIONS

Edit the detail for this person.

Chanie the relstionship of this perzon to the case.
Remuvﬁ'ﬂs perzon from thiz caze.

Search for a person to add to this casze.

Add Selected Persons 1o my Quick List.

List the cases this person has been associated with.
Record Date Appointed.

Remove Date Appainted.

Change Date Appointed.

Generate appointed arder .

Generste Ordet to Pay Guardian AD Litem Fees.




Associated Persons

»  Sep 5 - Make necessary changes.

Lﬁelatianship to Case u

]

Belationship |FRANDFATHER - FATERMAL ;I

cer [FATHER - PUTATIVE
- (FATHER -STEP
GIRL FRIEND - LIVE IN
FRD | GRANDFATHER - MATERNAL

GRANDFATHER - FATERMAL

Appointed
{GRAMDFATHER - 5TEP

Eresiding Tvpe | cRANDMOTHER - MATERNAL
GRANDMOTHER - PATERNAL

I OrmeeT I '

» 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

P Sep 1 - Expand the case.

Click on the = next to the case number in the Case Navigation Panel.
+-[E] 2840201 2-D-261-1178

Tihe expanded case will ook like the image below.

257 C-2012-0-261-1(178
B Y outh AKA

& Agzociated Persons
Referal

2 Documents

Cuztody

it Patition

% Mates
* Hearings

@x"-., Comrmurity Servic
kotions

% Case Fees

Case Orders

% Information Packet

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

o

P Sep 2 - Click on Associated Persons in the Case Navigation panel.
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- [E] 25 vC-2012-0-2611(178
EH vouth sk

iy :
Referral
= Documnents
Cuztody
i Petition

% Maotes
A Hearings

@H, Community Servic
k otionz
Y Case Fees

Caze Orders
EI |nfarmation Packet

»  Sep 3 - Click on the Person record to be removed in the list.

Marme |Helation$hip |U$er |F'F'C |.-’-‘n.ppc-inted Date |Helieved from Appointrment Date|
_[JAS0ON TESTCASE FATHER - BIOLOGICAL
_|JENMY TESTCASE MOTHER - BIOLOGICAL +

TESTER JUDGE PRESIDING

v
FROSECUTING ATTORNEY | | | |

E JamIE KELLY MCBRIDE

ACTIONS

Edit the detail for this person.

Change the relationship of this perzon to the case.
Remove this person from this case.

Search for & person to add to this caze.

Add Selected Persons to my Guick List.

List the cazes thiz person has been associated with.

»  Sep 4 - Click on Removein the action list.

ACTIONS

Edit the detail for this person.

Change the relationzhigp of thiz perzon to the caze.
Remove this person fram thiz case.

Search for a person to add to this case.

Addd Selected Persons to my Guick List.

Lizt the cases this perzon has been associated with.
Record Date Appainted.

Remgye Date Appointed.

Cha Date Appairted.

Generate appointed order.

Generate Order ta Pay Guardian AD Litem Fees.

P Sep5- Confirmremoval of Associated Person.
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Confirm [$__<|

\::) Are ol sure wou wank ko remove this person from the case?
-

o |

Associated Persons that have been referenced on any of the case
nodes cannot be removed unless that reference is removed.

TESTER. JUDGE cannot be removed From the case,
Database dependencies exist Far this parky




Associated Persons

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.

P Sep 1 - Expand the case.

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

=-[Z] 25201 2-D-261-1178

N

The expanded case will look like the image below.

= 25-7C-2012-0-261-1[174
D B8 Y outh AKA
b Azsociated Persons
Referal
@2 Documents
Cusgtody
i Patition

%1 Mates
& Hearings

@N'-., Comrmurity Servic
b otions
%o Case Fees

Caze Orders
% |nformation Packet

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

o

P Sep 2 - Click on Associated Persons in the Case Navigation panel.
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- 2C-2008-D-31[67186)
EH vouth sk
l& Azzociated F:Eer:E:l:l ns
Referal
=] Documnernts
Custody
&5 Petition

% M otes
A Hearings

Casze Orders
é |nfarmation Packet

»  Sep 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.

Mo aszociated persons have been added to this caze. Search for a personto add to this caze.

In acase with previoudly associated persons added, click on Search in the Actions
list.

ACTIONS

Edit the detail for thiz person.

Change the relationship of thiz perzon to the caze.
Eemove this perzon from thiz case.

Search for a person to add to this case.
ﬁded Perzons to my Guick List.

Lizt the cases thiz person has been azsocisted with.
Fecord Date Appainted.

Remove Date Appainted.

Change Date Appointed.

Generste appoirted order.

Generate Order to Pay Guardian AD Litem Fees.

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

Find |J.&MIE MCERIDE Go |

To search for & perzon, enter the person's name, social, or barrall number, then press Enter or Click Go.

b Sep 5 - Search Results and View Details.

|dentify the person from the resultslist. To help, click on the person and then click
on View inthe Actionslist.
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Search for a person to add to case 2-YC-2008-P-3-1(56624) - AMY JO TESTCASE

Find |J.6.MIE MCERIDE

dzer |Laszt Name

MCEBRIDE
MCERIDE
MCERIDE
MCERIDE

Flrst Mame

JAMIE
JAMIE
JAMIE

Middle Mame| Suffix |Social

[ £

]

|

Your search found 4 records.

ACTIONS

Addd this person to the case.

Yiewy details or change the address for the selected person.
Add a newy person to the case.

Lizt the cazes this person has been associgted with.

Cloze

» Step 6

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

zer |Last Mame Flrst Mame Middle Marme| Suffis |Social
MCERIDE JAkIE
MCERIDE JAkIE
MCERIDE JAkIE
MCERIDE JAkIE n

2. Click Add this person to the case.
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ACTIONS

Add thiz person to the casze.

Yiewy detailz or change the addrezz for the selected perzon.
Add a new perzon to the case.

List the cases this person has been associated with.

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

1. Click Add anew person to the case.

ACTIONS

Add thiz person to the caze.

Yiewy details or change the addrezzs for the selected perzon.
Add a newy person to the case.

Lizt the cases this perzon has been associsted with.

2. Enter Associated Persons Information

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

Edit Person Infarmation

O Detail lEIther | Change Histary |
Usze Information Frarm | ﬂ ‘
g5p |J&S0OM TESTCASE
JENMY TESTCASE
“Last Name | K EITH AMDY TESTCASE
Detail

Collect and enter the Person Detail information.

Thisinformation is used to generate Summons documents. Itis
very important that the information in the Associated persons
filesare accurate.
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Edit Person Information

Detail l Other ] Change Histary ]
Use Infarmation Fram |KEITH ANDY TESTCASE -
ssMf--
"Last Mame |TESTCASE
“First Name |AAR0N
Middle Mame |

Suffix
Home Phone |[501)367-4651 Wwork |[ ] -
Cell Phone

Address 833 HwY 90

City |N O'WwHEREWILLE

State [MISSISSIPPL | Zip 35434

County of rezsidence |.-’-'-.LEEIFEN 2] ﬂ

k. | Cancel

Other

Collect and enter the Person Other information.
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Edit Person Information

Detail  Other lEhange Histu:ur_l,ll

Date of Birth | |
Birth City |

Bith State |MISSISSIFFI |
Birth Covntry | j
Race [wHITE >

[ Hispanic
Sex
Eve Color | j
Hair Color | j

Height [0 5{FT. |0 &|IN.

Wweight 2T LBs.

k. Cancel

Change History

Thereis no information to be input on the Change History tab.
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Edit Person Information

Detail | Other  Change History ]
|fwdit Reftt | Audit Date |action|Edited By |Last Mame
LI 12/19/2008 9.20:26 U | TESTER | TESTCASE
v
<l k4
k. Cancel

P Sep 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.

Relationship to Case b_(l

Relationship [MOTHER - BIOLOGICAL ]
mmmle- FPPC [ [Pemanent Physical Custadian)
|
[

Appainted | J
Presiding Type | J

Ok i Cancel |
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62

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 DY S Counselor,
is selected.

Relationship to Case le

Rielationship |DYS COUMSELOR ﬂ

I
— F'I: [+ [Primary Counselor]
r
Appointed | J
Presiding Type | J
ak. | Cancel |

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 modul e, see section 22.0 - Reports.

Relationship to Case ['5__<|
Relationship |Lét ENFORCEMENT |
[
[
mmlp- PRD. v [Police Report Due?]
Appointed | J
Preziding Type | J
Ok, | Cancel |

The Appointed field is only used with Associated Persons that must be appointed to
acase 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.
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5.5 - Add Selected Person to my Quick List

Type your drop-down text here.

5.5 - Add Selected Person to my Quick List

P Sep 1 - Expand the case.

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

+-[E] 250201 2-D-261-1(178

N
P Sep 2 - Click on Associated Persons in the Case Navigation panel.

- 2B T2 2-0-261-1173
EH vouth sk
l& Azzociated Persons
Referral
= Documents
Custody
&4 Petition

%1 Motes
* Hearings

@X'-q, Community 5 ervic
M oticns
Y% Case Fees

Case Orders
E| | nfarmation Packet

P Sep 3 - Click on the Person record to be added to the list.

Mame |F|e|ati0nship |User |F'F'C |.ﬂ.pp0inted Date |Relieved from Appointment D ate
_|JASON TESTCASE FATHER - BEIOLOGICAL
_|MENMY TESTCASE MOTHER - BIOLOGICAL +

TESTER JUDGE PRESIDING

v
FROSECUTING ATTORMEY B

._I.-"J.l-.-1|E KELLY MCBRIDE

ACTIONS

Edlit the detail for this person.

Change the relstionship of this person to the caze.
Remove this person from this caze.

Search for a person to add to this case.

Add Selected Perzons to my Guick List,

List the cazes this person has been associsted with.
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b Sep 4 - Click on Add Selected Personsto my Quick List in the action list.

64

ACTIONS

Edit the detail for thiz person.

Change the relationzhigp of thiz perzon to the caze.
Remove this person fram this case.

Search for & person to add to this case.

Add Selected Persons to my Quick List.

List the n:asﬂ'h_Tihis perzon has been associated with.
Record Date Appainted.

Remove Date Appointed.

Chiange Date Appointed.

Generate appointed order.

Generate Order ta Pay Guardian AD Litem Fees.




Associated Persons

5.6 - Using the Quick List

Type your drop-down text here.

5.6 - Using the Quick List

»  Sep 1- Click onthe Quick List to open it.

Shortcuts

ﬁ +- =) 2:vC-2009-0-22-1[7F7253

| Lazt Marne First Marne Middle M ame Relationship
[d|CENTER DETENTION COUNTY DETEMTION CENTER
TESTER TESTER PRESIDIMG
ACTIONS
Delete this person from the Guick List.

b Sep 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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+ 2 C-2003-D-22-1 (77253 |Last M arne First Mame
DETENTION
TESTER h TESTER
+ | Last Marme First M ame

DETENTIOM
TESTER TESTER

Once the symbol that looks like a small white sheet of paper appearsU let go of the
left mouse button.

+ 2-\r|:-2nna-n-22%??253 | Last Mame | First Mame

DETEMTIOM
TESTER TESTER

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

P Sep 1 - Expand the case.
Click on the = next to the case number in the Case Navigation Panel.

+-[E] 25-¢-2012-D-2611(178
The expanded case will look like the image below.

=B Bl 257 C-2012-0-261-1[178
D B routh AKA,
& Aszgociated Persons
Referal
@2 Documents
Cuztody
4% Petition

%1 Motes
A Hearings

@M"-., Community Servic
Mations
% Caze Fees

Case Orders
% Infarmation Packet

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

b Sep 2 - Click on Associated Persons in the Case Navigation panel.
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- [E] 25 vC-2012-0-2611(178
EH vouth sk

=i sae
Referral
= Documnents
Cuztody
i Petition

% Motes
* Hearings

@\'-1, Community Servic
M otians
Y Case Fees

Case Orders
EI | nfarmation Packet

P Sep 3 - Click on the Person record to be edited in thelist.

Marme |Helation$hip

|U$er |F'F'C |.-’-‘n.ppc-inted Date |Helieved from Appointrment Date|

JASOM TESTCASE FATHER - BIOLOGICAL
JEMMNY TESTCASE MOTHER - BIOLOGICAL
TESTER JUDGE PRESIDING

E JAMIE KELLY MCERIDE

PROSECUTIMNG AT TORMEY

ACTIONS

Edit the detail for this person.

Change the relationship of this person to the case.
Remove thiz per=on from this case.

Search for a person to add to this casze.

Add Selected Persons to my GQuick List,

Lizt the cases this person has been associated with.

«
v
I e

P Sep 4 - Click on List the cases this person has been associated with in the action

list.

ACTIONS

Edit the detail for this person.

Change the relationship of this person ta the case.
Femove thiz perzon from thiz caze.

Search for a perszon to add to this case.

Add Selected Persons to my Quick List.

Lizt the cases this person has been associated with.
RE! }

rd Date Appoirted.
Eemove Date Appainted.
Change Date Appointed.
Generate appointed order.
Generste Order to Pay Guardian AD Litem Fees.

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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Thislist may be printed by clicking on the : § button in the upper right hand

corner of this screen.

Close the screen by clicking on 53
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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
Y outh, Guardian Ad Litem's and Court Appointed Special Advocates.

b Soecify 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.

= 1-v'C-2009-D-29-1[F 7350
ER vouth sk,
gy Associated Persons
Feferral
== Docurments
Custody
Sl Petition
MHate= [1]
M Hearings
®\'-, Community S erwic
kA otions
Cases Orders
% Information Packet
MEy Suick List
¥=H3 “routh Locator
=8 Scheduler

Step 3 - Click on the Person record to be edited in the list.
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M amne |Helatiu:unship |L|ser |F'F'I: |.-’-'-.|:||:u:|inteu:| Date
AMN TESTCASE GRANDMOTHER - PATERMAL v
SETH JUSTIN DUKE GUARDIAN AD LITEM -ATTORNEY | | | ]
_|AMANDA TESTCASE MENTAL HEALTH FACILITY
_|TESTER JUDGE PRESIDING v
_|REX MOHON PRESIDING v
ACTIONS

Edit the detail for this person.

Change the relationship of this perzon to the case.
Remove this perzon from this case.

Zearch for a personto add to this case.

Add Selected Persons to my Quick List.

List the cases this person has been associated with.
Specify Date Appoirted.

Step 4 - Click on Specify in the Actions list.

ACTIONS

Edit the detail for this person.

Change the relationzhigp of thiz perzon to the casze.
Remove this person fram this case.

Search for a person to add to this case.

Add Selected Persons to my Quick List.

Lizt the caszes this perzon has been associated with.
Specity Date Appointed.

Step 5 - Enter date Appointed.

Specify Date Appointed

Appainted

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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— 1 C-2009-D-29-1(7 7360
Bl wouth A,
Efp fssociated Persons
Referral
=1 Docurments
Custody
2l Petition
MHotes [1]
" Hearings
2 Community S ervic
r ations
Case Orders
é Information Packet
Y Quick List
E= A routh Locator
E=A Scheduler
A R CIDS Alerks
E=l Il Box
# EMME

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

|Name |F|e|ati0nshi|:| |User |F'F'C |.&pp0inted D ate |F|e|ieved from Appointment Datel
AMM TESTCASE GRANDMOTHER - PATERNAL '

SETH JUSTIM DUKE GUARDIAM AD LITEM -ATTORMEY | | |1 ]
AMANDA TESTCASE MENTAL HEALTH FACILITY

TESTER JUDGE FRESIDING «

REX MOHON PRESIDING {

Step 4 - Click on Record in the Actions list.

ACTIONS

Edit the detail for thiz person.

Change the relationzhip of thiz perzon to the casze.
Remove this petson fram this case.

Search for & person to add to thiz case.

Add Selected Persons to my GQuick List.

Lizt the cases this perzon has been associated with.
Record Date Appointed.

Remove Date Appoirted.

Change Date Appointed.

Generste appointed order.

Generate Order to Pay Guardian AD Litem Fees.

» Remove Date Appointed.
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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.
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= 1 C-2009-0-29-1 (77350
EH vouth sk
& Azzsociated Persons
Feferral
=] Documents
Custody
Ll Petition
MHotes [1]
M Hearings
®\", Cornmumnity S erwvic
Fotions
Case Orders
% Information Packet
5 Cluick List
E=A vwouth Locator
A Scheduler
A M CIDS Alerks
F=M Il Box
M EME

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

|Name |Helati0nship |User |F'F'C |.&pp0inted Date |Helieved from Appointment Datel
AMM TESTCASE GRAMDMOTHER - PATERMAL v

[J|SETH JUSTIM DUKE GUARDIAN AD LITEM - ATTORNEY | | |1 ]
AMANDA TESTCASE MEMTAL HEALTH FACILITY
TESTER JUDGE FRESIDING +
REX MOHOM FRESIDING +

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

ACTIONS

Edit the detail for this persaon.

Change the relationship of thiz person tathe case.
Remove this person from this case.

Search for a person to add to this case.

Add Selected Persons to my Quick List.

Ligt the cases thiz perzon has been azsocisted with.
Eemove Date Appainted.

Change Date Appointed.

Generste appoirted order.

Specity Releaze from Appoirtment Date.

Generate Order to Pay Guardian AD Litem Fees.

» 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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= 1 C-2009-0-29-1 (77350
EH vouth sk
& Azzsociated Persons
Feferral
=] Documents
Custody
Ll Petition
MHotes [1]
M Hearings
®\"-., Cornmumnity S erwvic
Fotions
Case Orders
% Information Packet
5 Cluick List
E=A vwouth Locator
A Scheduler
A M CIDS Alerks
F=M Il Box
M EME

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

|Name |Helati0nship |User |F'F'C |.&pp0inted Date |Helieved from Appointment Datel
AMM TESTCASE GRAMDMOTHER - PATERMAL v

[J|SETH JUSTIM DUKE GUARDIAN AD LITEM - ATTORNEY | | |1 ]
AMANDA TESTCASE MEMTAL HEALTH FACILITY
TESTER JUDGE FRESIDING +
REX MOHOM FRESIDING +

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

ACTIONS

Edit the detail for this persaon.

Change the relationship of thiz person tathe case.
Remove this person from this case.

Search for a person to add to this case.

Add Selected Persons to my Quick List.

Ligt the cases thiz perzon has been azsocisted with.
Eemove Date Appainted.

Change Date Appointed.

Generste appoirted order.

Specity Releaze from Appoirtment Date.

Generate Order to Pay Guardian AD Litem Fees.

Step 5 - Enter correct date.

Change Date Appointed

Appainted

Step 6 - Click OK.

P 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.

= 1 - C-2009-D-29-1[F 7350
B vouth &k,
Agzociated Persons
Feferral
= Docurnents
Custody
Ll Petition
Fate= [1]
M Hearings
"o Community S ervic
kd otions
Case Orders
é Irnformation Packet
e Cuick List
¥=8 “r'outh Locator
=3 S cheduler
MY CIDS Alerts
In Bo=

M EMB

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

|Name |F|e|ati0nshi|:| |User |F'F'C |.&pp0inted D ate |F|e|ieved from Appointment Datel
ANM TESTCASE GRANDMOTHER - PATERMAL +

[J[SETH JUSTIN DUKE GUARDIAN AD LITEM -ATTORMEY | | |1 ]
AMANDA TESTCASE MEMTAL HEALTH FACILITY
TESTER JUDGE PRESIDING +
REX MOHON FPRESIDING +

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

ACTIONS

Edit the detail for this persaon.

Change the relationship of thiz person tathe case.
Remove this person from this case.

Search for a person to add to this case.

Add Selected Persons to my Quick List.

Lizt the cases thiz person has been associated with.
Remove Date Appointed.

Chance Date Appoirted.

Generste appoirted order.

Specity Release from Appointment Date.
Generate Order to Pay Guardian AD Litem Fees.

P 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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= 1 C-2009-0-29-1 (77350
EH vouth sk
& Azzsociated Persons
Feferral
=] Documents
Custody
Ll Petition
MHotes [1]
M Hearings
®\"-., Cornmumnity S erwvic
Fotions
Case Orders
% Information Packet
5 Cluick List
E=A vwouth Locator
A Scheduler
A M CIDS Alerks
F=M Il Box
M EME

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

|Name |Helati0nship |User |F'F'C |.&pp0inted Date |Helieved from Appointment Datel
AMM TESTCASE GRAMDMOTHER - PATERMAL v

[J|SETH JUSTIM DUKE GUARDIAN AD LITEM - ATTORNEY | | |1 ]
AMANDA TESTCASE MEMTAL HEALTH FACILITY
TESTER JUDGE FRESIDING +
REX MOHOM FRESIDING +

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

ACTIONS

Edit the detail for this persaon.

Change the relationship of thiz person tathe case.
Remove this person from this case.

Search for a person to add to this case.

Add Selected Persons to my Quick List.

Ligt the cases thiz perzon has been azsocisted with.
Eemove Date Appainted.

Change Date Appointed.

Generste appoirted order.

Specity Releaze from Appoirtment Date.

Generate Order to Pay Guardian AD Litem Fees.

Step 5 - Route document to Judge for signature.

P Foecify 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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= 1 C-2009-0-29-1 (77350
EH vouth sk
& Azzsociated Persons
Feferral
=] Documents
Custody
Ll Petition
MHotes [1]
M Hearings
®\"-., Cornmumnity S erwvic
Fotions
Case Orders
% Information Packet
5 Cluick List
E=A vwouth Locator
A Scheduler
A M CIDS Alerks
F=M Il Box
M EME

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

|Name |Helati0nship |User |F'F'C |.&pp0inted Date |Helieved from Appointment Datel
AMM TESTCASE GRAMDMOTHER - PATERMAL v

[J|SETH JUSTIM DUKE GUARDIAN AD LITEM - ATTORNEY | | |1 ]
AMANDA TESTCASE MEMTAL HEALTH FACILITY
TESTER JUDGE FRESIDING +
REX MOHOM FRESIDING +

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

ACTIONS

Edit the detail for this persaon.

Change the relationship of thiz person tathe case.
Remove this person from this case.

Search for a person to add to this case.

Add Selected Persons to my Quick List.

Ligt the cases thiz perzon has been azsocisted with.
Eemove Date Appainted.

Change Date Appointed.

Generste appoirted order.

Specity Releaze from Appoirtment Date.

Generate Order to Pay Guardian AD Litem Fees.

Step 5 - Enter release date.

Specify Release from Appointment Date

Appainted

Step 6 - Click OK.

P 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.

= 1 C-2009-0-29-1 (77350
EH vouth sk
& Azzsociated Persons
Feferral
=] Documents
Custody
Ll Petition
MHotes [1]
M Hearings
®\"-., Cornmumnity S erwvic
Fotions
Case Orders
% Information Packet
5 Cluick List
E=A vwouth Locator
A Scheduler
A M CIDS Alerks

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

|Name |F|e|ati0nshi|:| |User |F'F'C |App0inted Date |F|e|ieved from Appointment Datel
AMM TESTCASE GRAHMDMOTHER - PATERNAL I

Q|SETH JUSTIN DUKE GUARDIAN AD LITEM -ATTORMEY | - | |1 ]
AMANDA TESTCASE MENTAL HEALTH FACILITY
TESTER JUDGE PRESIDING «
REx MOHON FRESIDING s

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

ACTIONS

Edit the detail for this person.

Change the relationship of this person to the case.
Femove thiz perzon from thiz caze.

Search for a perszon to add to this case.

Add Selected Persons to my Quick List.

Lizt the cases thiz perzon has been associsted with.
Eemove Date Appainted.

Generate appoirted order.

Record Release Appointment Date.

Generate Releaze from Sppointment Order.

P Generate Release from Appointment 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.



Associated Persons

= 1 C-2009-0-29-1 (77350
EH vouth sk
& Azzsociated Persons
Feferral
=] Documents
Custody
Ll Petition
MHotes [1]
M Hearings
®\", Cornmumnity S erwvic
Fotions
Case Orders
% Information Packet
5 Cluick List
A wouth Locator
Scheduler
A CIOS Aderks

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

|Name |Helati0nship |User |F'F'C |.&pp0inted Date |Helieved from Appointment Datel
AMM TESTCASE GRAMDMOTHER - PATERMAL v

SETH JUSTIN DUKE GUARDIAN AD LITEM - ATTORNEY | | | ]
AMANDA TESTCASE MEMTAL HEALTH FACILITY

TESTER JUDGE FRESIDING +

REX MOHOM FRESIDING +

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

ACTIONS

Edit the detail for this person.

Change the relationship of this person to the case.
Femove this person from thiz caze.

Search for a person to add to this case.

Add Selected Persons to my Guick List.

Lizt the cases thiz perzon has been associsted with.
Eemove Date Appainted.

Generste appoirted order.

Record Release LAppoirtment Date.

Generate Releaze from Appointment Order.

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.

"

»

L

6.1 - Add aReferral to a Case

6.2 - Edit aReferral

6.3 - Delete a Referrd

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

P Sep 1 - Expand the case.

Click on the ® next to the case number in the Case Navigation Panel.
+-[E] 25020 2-0-261-1(178
&
The expanded case will look like the image below.

= 255C-201 2-0-261-1[1749
D B Y outh AKA
& Agzociated Persons
Referral
2 Documents
Cuztody
i Petition

% MNaotes
* Hearings

@x"-., Comrmurity Servic
M otions
% Case Fees

Case Orders
% Information Packet

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

b Sep 2 - Click on Referral node.
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e 2-vC-2008-D-28-1[69797
EH vouth Ak
by 4:sociated Perzons

@2 Docugents
Custody
()2 Petition
% Maotes

A Hearings

Caze Orders
é Information Packet

»  Sep 3 - Fromthe Edit Panel area, click on "Add areferral” or click on "Add a
new referral to this case.”

If noreferrals exist, click Add areferral.

= 2 C-2008-0-23-1[BI7I7F o referralzs have been added to thiz case.
B vouth Ak
Efg Azsociated Persons || ACTIONS

% referral.

@2 Documents
£ Custody
(4 Petition

EI Nu:uteig

If areferral already exists, click on Add anew referral to this case from the actions

list.
- 2-4'C-2008-0-28-1(69797 | | |F|efena| Date R eferral Order Date | Order
EF vouth aka 12/18/2008 ARSON: FERSONAL PROPERTY 415/2008 |FORMA
By Associated Personz
Referral
@2 Documents
Caztody
()l Petition <
Motes T
* Hearings Thiz referral has one or more items that have not been recorded on the General Docket.

Casze Drdew ACTIDNE
é. Info_rmatmn i Al & newy referral to this caze.

[ Quick List ﬁis referral.

£=8 routh Locator Delete this referral.

#=8 Schadulsr Record this referral and all associsted tems on the General Docket.

=8 MV CIDS Alerts Generate the intake arder.

=8 | Bow

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

o
Beazon for Referral ~ |

ACCESSORY AFTER THE FACT [Delinguant Child or a Child inMeed of Supervizion] : 97-1-5

ACCESSORY BEFORE THE FACT [Delinguent Child or a Child in Meed of Supervizion] : 97-1-3

AMIMALS: DOG, CALSING MaLICIoUs IMJURY [Definguent Child or a Child in Meed of Supervizion] : 97-41-16
AMIMALS: LIMESTOCE, CAUSING MaLICIOUS INJURY [Delinguent Child or & Child in Meed of Supervision] : 97-41-15
Fef. # [|ARREST: RESISTIMNG OR OBSTRIUCTING [Delinguent Child ar & Child in Heed of Supervizsion] ; 37-3-73

ARSOM: ATTEMPT, AID OR IMDUCE TO BEURM [Delinquent Child or a Child in Meed of Supervizion] : 97-17-3
ARSOM: DWELLING OR OUT BUILDIMG [Delinguent Child or a Child in Need of Supervigion] : 97-17-1

Document Texst

Offensze Date

ARSON: INSURED FROPERTY [Delinguent Child or a Child in Meed of Supervision] : 97-17-11
T

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

Docurment Test |Amy o Testcase tied to burn down Alcorm County High
Schonl.

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.

Ref. # |

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

Offense Date 121642003 * | Refenal Date
n December. 2008 n

Sur Mon Tue "Wed Thu Fri Sat

1 2 3 4 5 B
o8 9 10 11 12 13
14 15 4 17 E) 13 20
21 22 2[& 24 25 28 27
28 29 ;A

=5 Today: 12/18/2008

5. Choose the date of referral from the drop down calendar.

Reterral Date |12/17/2003 -
n December. 2008 u

Sun Mon TueWed Thu Fri Sat

1 2 3 4 5 B
o8 9 10 11 12 13
14 15 15 # @'} 13 20
2 022 23 Mwm 2B
28 29 30 A

T Today: 12/18/2008
1




6. Click the add button under the Allegation Brought By section.

Allegation Brought By

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

Select Allegation Source Types [$_<|

Dezcription -

RESPOMSIBLE CARETAKER

_[SECURITY OFFICER

_|SELF
S0CIAL SERVICE
Qschoot B
VICTIM
b/
%1/ >

k. m Cancel |

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

o window

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

Intake Aecommendation

| H

BRING FORWARD bage
CHILD BE "ARNED OF COUNSELED INFORMALLY
INFORMAL ADJUSTMENT

MOHS TO MOMITOR CHILD OR FAMILY INFORMALLY
Ta&KE MO ACTION

8. Choose the intake recommendation date from the drop down calendar.

Referrals
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Intake Recommendation

ERING FORWARD -

Date |12/16/2008

[ 4 | Decemhﬁ, 2008 |3

Sun Mon Tue "wed Thu Fn Sat -
1 2 3 4 H B
Date| 7 2 9 10 11 12 13

14 15 16 17 4E® 19 Ol —
B o1 22 23 4 5 27
28 29 30 31

< Today: 12/18/2008

9. Choose the order of the court from the drop down list.

Order of the Court

| N

CHILD w&RMED OR COUMSELED INFORMALLY OWDERED
FORMAL PETITION ORDERED

INFORMAL ADJUSTHENT ORDERED

MOHS MOMITOR CHILD OR FAMILY INFORMALLY ORDERED
—|{TAKE NO ACTION ORDERED

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

Order of the Court
|FEIHM.-“-‘«L FETITION ORDERED j

Date |12/16/2008

By n Decemhsr, 2008 “

Sun Mon Tuewed Thu Fri Sat

1 2 3 4 &5 B
o8 9 10 11 12 13
— 1415 16 17 m 19 20—
2022 23 M4 %/ XX O
28 29 3o A

< Today: 12/18/2008

11. From the drop down list, choose who the order of the courts is by.

Order of the Court

|FEIFEM£-‘-.L FETITION ORDERED j
Date |12/418/2008 -
Ey ||
M ame | R g@tiunship
JakIE KELLY MCERIDE FRESIDIMNG
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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.

Edit Referral

Properties | Agaravating Factors ]

YWeapon [mvolved
Mo recaords exist far this referral. Add |

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

YWieapaon lnvalved
Mo records exizt for this referal.

Choose from the weapons list and click OK.

Select Weapon, Types E'
r.

Dezcription

K.nife/Cutting Instrument
Other Weapon

[
[

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

|ntosicant lnvalved

Mo records exist for this referral. ,&,df

15. Choose from the aggravating factors list and click OK.
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Select Intoxicant Types _ |

D escription
AMPHETAMIMES
Alzohol and Drugs

X

(>

BlEAREITURATES

_|BEER

BENZODIAZEFINES
B cannABINDIDS
_|cocaine
_|LIGUOR

» Step5- Click OK.
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6.2 - Edit a Referral

Type your drop-down text here.

6.2 - Edit a Referral

P Sep 1 - Expand the case.

Click on the ® next to the case number in the Case Navigation Panel.
+-[E] 25020 2-0-261-1(178
&
The expanded case will look like the image below.

= 255C-201 2-0-261-1[1749
D B Y outh AKA
& Agzociated Persons
Referral
2 Documents
Cuztody
i Petition

% MNaotes
* Hearings

@x"-., Comrmurity Servic
M otions
% Case Fees

Case Orders
% Information Packet

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

b Sep 2 - Click on Referral node.
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= 24'C-2008-0-28-1(69797

EH vouth Ak

ﬁ Azzociated Personz
@2 Docugents
Custody

()2 Petition

% Maotes
A Hearings

Caze Orders
é Information Packet

P Sep 3 - Choose the referral to edit and click "Edit thisreferral" fromthe list of
actions.

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

| | Referral O ate | Referral | Order Date | Order
124172008 A55AULT: AGGRAVATED 12/18/2008 FORMAL FETITIO
E-- 12/18/2008 ARSOM: FERSONAL FROFERTY 241972008 |FORMAL PETITIO

g [
Thiz referral has one of more tems that have not been recorded on the General Docket.

ACTIONS

Add a new referral to this case.

Edit thiz referral.

(] thiz referral.

Record thiz referral and all associated tems on the General Docket.

» Sep 4 -Make the desired changes in the Edit Referral window.
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Edit Referral 3

Froperties l Agaravating Factars ]

Beazon for Referral ? |.-5.HSEIN: PERSOMAL PROPERTY [DELIMGUEMNT CHILD EIFj
|

Document Test

1

Fief. # |

Offense Date (1241142008 =|  Referal Date [12418/2008 -

Allegation Braught By
Add

[’
=

| Referral Becommendation/Order [nfarmation

Irtake Recommendation
ERING FORwWARD

Date (12/13/2008 -

Order of the Court

|FEIFEI'-1.¢'-.L PETITION ORDERED ﬂ
Date (12/19/2003 -
By |J.-'1'-.MIE KELLY MCERIDE j

ak | Cancel |

» Step 5- Click OK.
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6.3 - Delete a Referral

Type your drop-down text here.

6.3 - Delete a Referral

P Sep 1 - Expand the case.

Click on the ® next to the case number in the Case Navigation Panel.
+-[E] 25020 2-0-261-1(178
&
The expanded case will look like the image below.

= 255C-201 2-0-261-1[1749
D B Y outh AKA
& Agzociated Persons
Referral
2 Documents
Cuztody
i Petition

% MNaotes
* Hearings

@x"-., Comrmurity Servic
M otions
% Case Fees

Case Orders
% Information Packet

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

b Sep 2 - Click on Referral node.

92



Referrals

e 2-vC-2008-D-28-1[69797
EH vouth Ak
by 4:sociated Perzons

@2 Docugents
Custody
()2 Petition

% Maotes
A Hearings

Caze Orders
é Information Packet

P Sep 3 - Choosethe referral to delete and click "Delete thisreferral” fromthe list
of actions.

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

| |Heferral Date |F|eferra| |I:Ir|:|er Date ||:In:|er
12417/2008 A5SALT: AGGRAVATED 12/18/2008  FORM
O | [1zn180008 ARSOMN: PERSOMAL PROPERTY  |12419/2008 |FORM

|

[
Thiz referral has one or maore tems that have not been recorded on the General Docket.

ACTIONS
Add a new referral to this case.
Edit thiz referral.

Celete this referral.
Re thiz referral and all azsociated tems on the General Docket.
Generate the intake order.

» Sep 4 - On the deletion confirmation window, click yesto delete the referral or no
to keep the referral.

Information [z|

i J Are you sure you wank bo remove this 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

P Sep 1 - Expand the case.

Click on the ® next to the case number in the Case Navigation Panel.
+-[E] 25020 2-0-261-1(178
&
The expanded case will look like the image below.

= 255C-201 2-0-261-1[1749
D B Y outh AKA
& Agzociated Persons
Referral
2 Documents
Cuztody
i Petition

% MNaotes
* Hearings

@x"-., Comrmurity Servic
M otions
% Case Fees

Case Orders
% Information Packet

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

o

b Sep 2 - Click on Referral node.
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= 24'C-2008-0-28-1(69797

EH vouth Ak

ﬁ Azzociated Personz
@2 Docugents
Custody

()2 Petition

% Maotes
A Hearings

Caze Orders
é Information Packet

» Sep 3 - Choosethereferral to record and click "Record this referral on the
General Docket" fromthe list of actions.

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

| | Referral Date | Referral | Order Date | Order
12/17/2008 ASSAILT: AGGRAVATED 12/18/2008  FORM,
O | [12n18:2008 ARSON: PERSONAL PROPERTY ; FORM,

i |
This referral has one or more items that have not been recorded on the General Docket.

ACTIONS

Add a newy referral to this caze.

Edit this referral.

Delete this referral.

Recarﬁ thiz referral and all associated tems on the General Docket.
Gene the intake order.

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

| |HeferraIDate |Heferral |EIru:|erDate |Elr:
12/17/2008 ASSAILT: AGGRAVATED 12/18/2008  FO
O = /12182008 ARSON: PERSONAL PROPERTY  |12/19/2008 |FO)

21

This referral and all azsocisted tems have been recorded on the General Docket.

95



MY CIDS User Guide

6.5 - Generate Intake Order

Type your drop-down text here.

6.5 - Generate Intake Order

P Sep 1 - Expand the case.

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

+ 24 C-2008-0-28-1[69737

P Sep 2 - Click on Referral node.

= 2-+C-2008-0-28-1(63737

BH vouth sk

& Agzociated Persons
@2 Docuagents
Cusztody

(A)Ek: Petition

% Motes
A Hearings

Caze Orders
@ Infarmation Packet

b Sep 3 - Click "Generate the intake order” fromthe list of actions.

Choose "Generate the intake order" from the list of actions.
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| Referral D ate Referral Order Date | Orde

124 7/2008 ASSALULT: AGGRAMATED 1241820028
12M159/2008 ARSOM: PERSONAL PROPERTY  12419/2008 FORI

This referral has one or more tems that have not been recorded on the General Docket.

ACTIONS

Add a nevy referral to this case.

Edit this referral.

Delete thiz referral.

Record this referral and all aszociated tems on the General Docket.

Gener%e the intake order.

The intake order will open in the MYCIDS word processor as shown in the image
below.

i Kl - BX
[10 =] [F TmesHewRoman =12 -] [M=] B 2] 1] a%| 2] | @) H|[e =] =] =] =}

Al e B &S 58 o] | m| < x5 | e ] 85 2 m] =] =) 5 0 m) ] O] ) el

=] =) 1 £x| R/ <] ol

Insst ~| FRouls | Sign - Save | LefiMagn 4 | ¥ | RightMagn 4| ¥| | E
1L11234“:“$-|

IN THE YOUTH COURT OF ALCORN COUNTY, MISSISSIPPL
INTHE INTEREST OF:
AMY JO TESTCASE, A MINOE Y OC-2008-I-28-1{69797)
(DOE: 117/1991)

INTAKE ORDER

THIS DAY this cause came before this Court upon the recommendation of the Youth
Court Intake Tnit which upon conducting a preliminary investgation asserted that
AMY JOTESTCASE 15 a Delingquent Child or a Child in Heed of Supervinion coming
within the purmiew of the dississipps Y outh Court Act and wathin the junsdiction of
this Court and made the following Intake Becomm endatons to this Court,

O e 5o Reason For Beferral Intake Fecommendation
Date

12182008  ARSOMOF FERSOMNAL FROPERTY in  BRINGFORWARD
violation of §97-17-7 of the Mississipp
Code of 1972 o

O O T T T = Y Y T [T Y U A U T O
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6.6 - Modify Ref. Number

Type your drop-down text here.

6.6 - Modify Ref. Number

P Sep 1 - Expand the case.

Click on the ® next to the case number in the Case Navigation Panel.
+-[E] 25020 2-0-261-1(178
&
The expanded case will look like the image below.

= 255C-201 2-0-261-1[1749
D B Y outh AKA
& Agzociated Persons
Referral
2 Documents
Cuztody
i Petition

% MNaotes
* Hearings

@x"-., Comrmurity Servic
M otions
% Case Fees

Case Orders
% Information Packet

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

b Sep 2 - Click on Referral node.
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= 24'C-2008-0-28-1(69797

EH vouth Ak

ﬁ Azzociated Personz
@2 Docugents
Custody

()2 Petition

% Maotes
A Hearings

Caze Orders
é Information Packet

P Sep 3 - Choose the referral to modify the ref. number and click "Modify the Ref.
Number ONLY" fromthe list of actions.

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

| | Referral Date | Referral | Order Drate | Crd
i é 1241772008 A554ULT: AGGRAVATED 12/18/2008 | FOF
B | = [12/13/2008 ARSON: PERSONAL PROPERTY  |12/13/2008 |FOR

e |

Thiz referral and all azzocisted tems have been recorded on the General Docket .

Thiz referral has been referenced on a previously filed petition. o will not be allowwed to e
petition to not include this referral.

ACTIONS

Add a neww referral to this case.
Wiewy this referral.

Moy the Ref. Mumber QORLY .
e e the intake order.

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

Edit Ref. Number X

Properties l

Bef. # |APD-7EIGE ‘
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The Modify Ref. # ONLY action isavailable 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.

P Sep 4 -Make the desired changes in the Edit Referral window.

Edit Referral

Froperties l Aggravating Factors ]

X]

Beazon for Referal ? |.-5'-.FESEIN: PERSOMAL PROPERTY [DELIMGUENT CHILD EIFj

Dacurment Text

1

Ref. # |

Allegation Braught By
Add

[
=

| Feferral A ecommendationOrder [nfarmation

Intake Recommendation
[BRING FORWARD

Date 12/19/2008 -

Order of the Court

\FORMAL PETITION ORDERED |
Date [1219/2008 =
By [JAMIE KELLY MCERIDE -]

Offenze Date (121142008 = |  Beferal Date [12/18/2008

Ok,

| Cancel |

» Step 5- Click OK.
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7.0 - Documents

The Documents node lists documents which have been generated by MY CIDS, 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.

b 7.1 - Attaching

P 7.2 -Scanning

P 7.3 -Replacing

P 7.4 - Removing

b 7.5-Recording

P 7.6 - Downloading and Viewing

P 7.7 - Edit Description

b 7.8 - Edit Notes

b 7.9 - Showing Summons
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7.1 - Attaching Documents

Type your drop-down text here.

7.1 - Attaching Documents

P Sep 1 - Expand the case.

Click on the ® next to the case number in the Case Navigation Panel.
+-[E] 25020 2-0-261-1(178
&
The expanded case will look like the image below.

= 255C-201 2-0-261-1[1749
D B Y outh AKA
& Agzociated Persons
Referral
2 Documents
Cuztody
i Petition

% MNaotes
* Hearings

@x"-., Comrmurity Servic
M otions
% Case Fees

Case Orders
% Information Packet

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

b Sep 2 - Click on Documentsin the Case Navigation panel.
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= 2-7C-2008-D-3-1[67186)
EH vouth sk
& Azzociated Persons

Referal

Cuztod
i Petition

% Maotes
& Hearings

Caze Orders
é |nfarmation Packet

»  Sep 3 - Click on Attach a new Document.

ACTIONS

Attach a new document.

@mm SCENMEY .

Replace the zelected document.

Replace from scannet.

Remove the selected document.

Record this documert on the General Docket where absent.
Dowenload and view the zelected document.

Edit attached document's description.

Edit Motes for the selected document.

b Sep 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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Attach Document(s)

Look, in: | :} My Computer ﬂ = -

e Local Disk ()

(2 Audio €O (D)
MyRecent | I8 oneTouchd (E3)
Documents S oys on 'supreme-1' (F!)
?[: &5 %D {5M Drive (G:)
..g(Memu:ury Stick Drive (H:)
Desktop £ 50 Card Drive (1)

“o* Removable Disk (1:)

ECDmpact Flash Drive {M:)

a

\$

ky Documents

@

My Computer
by Mebwark File name: | ﬂ Iil
Flaces
Files of tppe: *D0CWPD LS PDF PGS TIFS TET j m

P Sep 5 - Confirm document selection.

104

Click Add Documents to accept the selected document. Click Close to cancel.

Add Document r>_(|

Pleaze confirm that you want to add the following docurmentz. Then click Add Documents:

v| C:\Documents and Settings\REMYMy DocumentzWAlSP wpd

Al | Mone | Add Docurments




» Sep 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.

C:\Documents and Settings\REMYMy DocumentsMISP.wpd

Documents

]

Date |12/15/2008 |
Document Type [OTHER CASE DOCUMENT -
Description |D.ﬁ.l'-.-1.-'l'-.GE ESTIMATE
-
k. Cancel |
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7.2 - Scanning Documents

Type your drop-down text here.

7.2 - Scanning Documents

P Sep 1 - Expand the case.

Click on the ® next to the case number in the Case Navigation Panel.
+-[E] 25020 2-0-261-1(178
&
The expanded case will look like the image below.

= 255C-201 2-0-261-1[1749
D B Y outh AKA
& Agzociated Persons
Referral
2 Documents
Cuztody
i Petition

% MNaotes
* Hearings

@x"-., Comrmurity Servic
M otions
% Case Fees

Case Orders
% Information Packet

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

b Sep 2 - Click on Documents in the Case Navigation panel.
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= 2-rC-2008-D-3-1[6718E)
EH vouth sk
Efg 4.zsociated Perzons

Referral
&=

Cuztod
&4 Petition

%1 Motes
A Hearings

Case Orders
é Information Packet

P Sep 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.

Mo documents exist. Attach or Scan a document.

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

ACTIONS

Attach a newy document.

Adtach from scanner.

ﬁthe zelected document.

Replace from scanner.

Eetmove the selected document.

Record thiz document on the General Docket where absent.
Dowvnload and viewy the selected document.

Edit attached document's description.
Edit Fotes for the selected document.

P Sep 4 - Insert document into scanner.

Insert the document in a top-down, face-down orientation. (See scanner
documentation for document feed capacity.)

107



MY CIDS User Guide

P  Sep 5- Click Scanin Docviewer.

Y. TWAIN Driver (32)

[=]

1 Z E 4 5 -] 7 2

Image Scanner: f-5120Cd
IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|II

16ME

Bru:ume.. -
Config...

EE| Black & White

0 Setting Fies: |IJEI : Currert Setting j
1 = Rezolution Scan Type:

e E

SE 200w 200 - ADF [Fiont Side] -
= ize:

5§ I_:II i Paper Size:

Bé [ Predefine ‘ Letter [B.5wl Tin|

= ~

8=
= Front | I

1=

105 Image kMada: Brightress:

(=]

Black. W kite:

&
Il

e

E iy

]

Threshod:

” |Static Thi=sheld
Scanning &ieal nch]

=

Ji 122

1]

Confrast:

Left: IW Top: ]W |
“w'icdthe 8.500 Length: |11.000

[

e ———
Advance...

| Scan | Prewview |
Cloze | Feset | Optiart... ‘ Online. .. Help | About,. ‘
Specify the threzhold for corwerting the multiple-bit image to binary. [rata Size abouk: 1.1MB

P Sep 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 ﬁ to save the scanned document. Click on
ﬂ to close the Document Processor.

w| sl e|ln| 8| | c|lala| X| &|&| @6 ]|
Movel JTO| JJ Scan Duplex [~ Append ta End of Docurment [v

Close MYCIDS
Document Processor.

Print Document.

Go to previous document
of amultiple page scan.

Go to next page of a
multiple page scan.

Rotate pagein current
view.

Revert to default zoom
level.

Zoom in.

Z0oom out.

Delete currently viewed
page.

(el bl e o]l e

Scan another document
to the end of the current
document.

Save current document.

= |

b T T T e
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Check the box to scan
Stan Duplex v the front and back of the
next document.

Check the box to add the
document to be scanned
to the end of the current
ppend to End of Docurnent! v document. Leavethe
box empty to add to the
beginning of the current
document.

b Sep 7 - Date, name and describe document.

110

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.

C:\Documents and SettingsMll Users\Application DataAMYCIDSLOCAL Wise. .. E|

Date |12/15/2008 |

Document Type [OTHER C4SE DOCUMENT |

Description |D.ﬁ.l'-.-1.-'l'-.GE ESTIMATE

-

k. Cancel |




Documents

7.3 - Removing Documents

Type your drop-down text here.

7.3 - Removing Documents

P Sep 1 - Expand the case.

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

24 C-2008-0-3-1[57136]

The expanded case will look like the image below.

—%

25C-2005-D-3-1[67186]
W Youth AKA

& Aszociated Persons
Referal

&= Documents
Custody

£k Petition

% Maotes
A Hearings

Casze Orders
El Information Packet

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

b Sep 2 - Click on Documentsin the Case Navigation panel.
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= 2-rC-2008-D-3-1[6718E)
EH vouth sk
Efg 4.zsociated Perzons

Referral
&=

Cuztod
&5 Petition

% M otes
A Hearings

Case Orders
é | nfarmation Packet

b Sep 3 - Seect document from the Documents list.

B [ 12/08/20081401 | INTAKE DRDER M,
12/18/2002 1250 APPOINT YOUTH ATTORNMEY ORDER M,
O | [12/15/20080000 [DaMAG EN STIMATE N

‘H: Clicking on the document highlights the document in blue. Thisinsures
o that the correct document has been chosen.

P Sep4- Click Removein Actions list.

ACTIONS

Attach a newy document.

Attach from scanner.

Replace the selected document.

Feplace from scanner.

Eemoye the selected document.

Recu&wis document on the General Docket where absent.
Dovenlozad and viewe the selected document.

Edit attached documenrt's description.
Edit Motes for the selected document.

Documents that have been recorded cannot be removed.

P Sep 5 - Confirm removal of document.

Click on Yes to complete the removal process. Click No to cancel.
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Warning [g|
"j This will permanently remowve the document entry, Continue?
L

|
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7.4 - Replacing Documents

Type your drop-down text here.

7.4 - Replacing Documents

P Sep 1 - Expand the case.

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

2-4'C-2008-0-3-1(6713E]
The expanded case will look like the image below.

—%

25C-2005-D-3-1[67186]
W Youth AKA

& Aszociated Persons
Referal

&= Documents
Custody

£k Petition

% Maotes
A Hearings

Casze Orders
El Information Packet

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

b Sep 2 - Click on Documents in the Case Navigation panel.
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= 2-rC-2008-D-3-1[6718E)
EH vouth sk
Efg 4.zsociated Perzons

Referral
&=

Cuztod
&5 Petition

% M otes
A Hearings

Case Orders
é | nfarmation Packet

»  Sep 3 - Click on document to be replaced in the Document list.

B [ 12/08/20081401 | INTAKE DRDER M,
12/18/2002 1250 APPOINT YOUTH ATTORNMEY ORDER M,
O | [12/15/20080000 [DaMAG EN STIMATE N

‘H’ Clicking on the document highlights the document in blue.
! Thisinsures that the correct document has been chosen.

P Sep 4 - Click on Replace in the Actions list.

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

ACTIONS

Attach a newy document.

Attach from scanner.

Replace the selected document.

Eeplace from scanner.

Hemné the selected document.

Record thiz document on the General Docket where absent.
Dowvnload and viewy the selected document.

Edit attached document's description.
Edit Mates far the selected document.

Click on "Replace" the selected document to replace the selected document with a
document from the computer.
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ACTIONS

Attach a newy document.

Attach from scanner.

Feplace the selected document.

@mm ZCanner.

Remove the selected document.

Record this document on the General Docket swhere absent.
Dowvnload and viewe the selected document.

Edit attached documenrt's description.
Edit Motes for the selected document.




Documents

7.5 - Recording Documents

Type your drop-down text here.

7.5 - Recording Documents

P Sep 1 - Expand the case.

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

2-4'C-2008-0-3-1(6713E]
The expanded case will look like the image below.

—%

25C-2005-D-3-1[67186]
W Youth AKA

& Aszociated Persons
Referal

&= Documents
Custody

£k Petition

% Maotes
A Hearings

Casze Orders
El Information Packet

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

b Sep 2 - Click on Documents in the Case Navigation panel.
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= 2-rC-2008-D-3-1[6718E)
EH vouth sk
Efg 4.zsociated Perzons

Referral
&=

Cuztod
&4 Petition

%1 Motes
A Hearings

Case Orders
é Information Packet

»  Sep 3 - Click on document to be recorded in Documents list.

B % 12/08/2008 140 INTAKE ORDER M AL
12/18/2008 13:50 APPOIMT YOUTH ATTORMNEY ORDER M A&
O | [1zn52008 0000 [DAMAGEESTIMATE

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

Clicking on the document highlights the document in
EHI blue. Thisinsuresthat the correct document has been

o chosen.

»  Sep 4 - Click on Record inthe Actions list.

ACTIONS

Attach a newy document.

Attach from scanner.

Feplace the zelected document.

Replace fram scanner.

Remove the selected document.

Fecord thiz document on the General Docket where abzent.
Du:uwii Mo and view the selected document.

Edit attached document's description.

Edit Motes for the selected document.
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#  Sep 5 - Confirm Recording.

Click Yes to complete the recording process. Click No to cancel the recording
process.

Confirm [$_<|

fre yol sure wou wank to Record this Document ko the
- ;aeneral Docket?
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7.6 - Downloading and Viewing Documents

Type your drop-down text here.

7.6 - Downloading and Viewing Documents

P Sep 1 - Expand the case.

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

2-4'C-2008-0-3-1(6713E]
The expanded case will look like the image below.

K W

] routh AKA
& Aszzociated Persons
Referral

&= Documents
Cuzbody

& Petition

% Maotes
A Hearings

Casze Orders
El Information Packet

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

b Sep 2 - Click on Documents in the Case Navigation panel.
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= 2-rC-2008-D-3-1[6718E)
EH vouth sk
Efg 4.zsociated Perzons

Referral
&=

Cuztod
&5 Petition

% M otes
A Hearings

Case Orders
é | nfarmation Packet

P Sep 3 - Click on selected document in the Documents list.

B [ 12/08/20081401 | INTAKE DRDER M,
12/18/2002 1250 APPOINT YOUTH ATTORNMEY ORDER M,
O | [12/15/20080000 [DaMAG EN STIMATE N

‘9: Clicking on the document highlights the document in blue. This
o insures that the correct document has been chosen.

b Sep 4 - Click on Download in the Actionslist.

ACTIONS

Attach a newe document .

Attach from scanner.

Feplace the selected document.

Replace from scanner.

Remove the selected document.

Record this document on the General Docket where abzent.
Dowvnlpad and vies the selected document .

med document's description.

Edit Motes for the selected document.

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

P Sep 1 - Expand the case.

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

2-4'C-2008-0-3-1(6713E]
The expanded case will look like the image below.

—%

25C-2005-D-3-1[67186]
W Youth AKA
& Aszociated Persons
Referal

&= Documents
Custody

£k Petition

% Maotes
A Hearings

Casze Orders
El Information Packet

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

o

b Sep 2 - Click on Documents in the Case Navigation panel.
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= [E] 2-rC-2008-D-3-1[67126]

EH vouth sk
Efg 4.zsociated Perzons

Referral
&=

Cuztod
&5 Petition

% M otes
A Hearings

Case Orders
é | nfarmation Packet

P Sep 3 - Click on document in the Documents list.

3l | [1215/2002 00:00

B % 12/08/2008 14:01 INTAKE ORDER
12/18/2008 13:50 APPOIMT YOUTH ATTORMEY ORDER
DAMAG EN STIMATE

=

o

Clicking on the document highlights the document
in blue. Thisinsuresthat the correct document has
been chosen.

P Sep4- Click on Edit in the Actions list.

ACTIONS

Attach a newy document.

Attach from scanner.

Replace the selected document.

Feplace from scanner.

Remove the selected document.

Record this document on the General Docket where absent.
Dowvnload and view the selected document .

EE[-F
E otes for the selected document.

it gttached document's descrigtion.

b Sep 5 - Edit description field.

Enter the description of the document if necessary.

Click OK.

Documents

M A
M A

123



MY CIDS User Guide

C:\Documents and SettingsMIL UsersiApplication Data\AMYCIDSLOCALWse. .. E'

Date |12/15/2008 |

Dacument Type [0THER CASE DOCUMENT |

Description |D.ﬁ.h-1.-'i'-.l3E ESTIMATE

r

k. Cancel |
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7.8 - Edit Document Notes

Type your drop-down text here.

7.8 - Edit Document Notes

P Sep 1 - Expand the case.

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

2-4'C-2008-0-3-1(6713E]
The expanded case will look like the image below.

—%

25C-2005-D-3-1[67186]
W Youth AKA

& Aszociated Persons
Referal

&= Documents
Custody

£k Petition

% Maotes
A Hearings

Casze Orders
El Information Packet

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

b Sep 2 - Click on Documents in the Case Navigation panel.
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= 2-C-2008-D-3-1(67186)
EH vouth A
Efg Azsociated Persons

Referral
&=

Cuztod
i Petition

% Motes
A Hearngs

Caze Orders
é [nfarmation Packet

b Sep 3 - Click on selected document in the Documents list.

B % 12/08/2008 140 INTAKE ORDER M AL
12/18/2008 13:50 APPOIMT YOUTH ATTORMNEY ORDER M A&
O | [1zn52008 0000 [DAMAGEESTIMATE

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

b Sep 4 - Click on Edit Notesin the Actions list.

ACTIONS

Attach a newy document.

Attach from scanner.

Replace the selected document.

Eeplace fram scanner.

Eemove the selected document.

Fecord thiz document on the General Docket where abzent.
Dowvnload and view the selected document.

Edit sttached document's description.

Edit Nntﬁs for the selected document.

P Sep 5 - Click on New in the Document Notes editor.

This screen lists the notes entered for the selected document.
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Document Notes E|
Created By |Date [Mate -~
L4
=
@m >
Cloz=

P Sep 6 - Type note.

Type the necessary notes in the screen.
Click OK.

Click Close on Documents Note editor.

Document notes can be viewed by all MYCIDS users.
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Mew Mote for Document

Pleaze corect document test,

Ok

| Cancel |




Documents

7.9 - Showing Summons Documents

Type your drop-down text here.

7.9 - Showing Summons Documents

P Sep 1 - Expand the case.

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

2-4'C-2008-0-3-1(6713E]
The expanded case will look like the image below.

—%

25C-2005-D-3-1[67186]
W Youth AKA
& Aszociated Persons
Referal

&= Documents
Custody

£k Petition

% Maotes
A Hearings

Casze Orders
El Information Packet

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

o

P Sep 2- Click Documentsin the Case Navigation panel.
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= 2-rC-2008-D-3-1[6718E)
EH vouth sk
Efg 4.zsociated Perzons

Referral
&=

Cuztod
&5 Petition

% M otes
A Hearings

Case Orders
é | nfarmation Packet

P Sep 3 - Click Show Summons Documents in Work Space panel.

[w Shaow Summons Documents

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

b 8.1- Add aCustody Record

b 8.2 - Edit aCustody Record

b 8.3 - Delete aCustody Record

P 8.4 - Record Custody Change to General Docket

b 8.5 - Generate Custody Change Order

P 8.6 - Generate Transport Order

b 8.7 - View Custody History for Y outh
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8.1 - Add a Custody Record

Type your drop-down text here.

8.1 - Add a Custody Record

P Sep 1 - Expand the case.

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

2-4'C-2008-0-3-1(6713E]
The expanded case will look like the image below.

—%

25C-2005-D-3-1[67186]
W Youth AKA
& Aszociated Persons
Referal

&= Documents
Custody

£k Petition

% Maotes
A Hearings

Casze Orders
El Information Packet

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

o

b Sep 2 - Click on Custody node.
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= 2-rC-2008-D-28-1(69797
EH vouth Ak
Efy A.zsociated Persons

Referal
@2 Documents

= a

Petit

% Motes
A Hearings

Case Orders
% Infarmnation Packet

P Sep 3 - Fromthe 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.

= 27C-20058-0-28-1(69797 | Mo custody records exist,
B vouth At
Efg 4zsociated Persons || ACTIONS

Referal % custody record.
Wi

lﬁ Dlocuments complete custody history for this youth.

Cuztody
s Petition

% Motes
A Hearings

Caze Orderz
% [nfarmnation Packet

If acustody record already exists, click on Add a custody change record.
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| D ate Type

12423/2008 |PHYSICAL A SAMNDRA TESTCASE - MOTHER - BIOLOGIALCORM CO

£/

This custody change did not occur &t a hearing.

Date 120232003
Type PHYSICAL AMD LEGAL
From SAMDRA TESTCASE - MOTHER - BIDLOGICAL PPC
To ALCORM COUMTY DETEMTION CEMTER - COUMTY DETE
Hearing -
Reasonable Effort Made M
Restrictions

ACTIONS
PPC - Permanent Physical Custodian
Record this custody change on the General Docket.

Add a custody change record.
(] this custody recard.

Erld dlim maamdmmi s vmmmesl

» Sep 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.

Custody Edit X

Properties l

Date |12/23/2008 02:00 AM

n December, 2008 nh

Sun Mon Tue Wed Thu Fii Sat ~| Ta| |

1 2 3 4 5 6
78 9 10 11 12 13
14 15 16 17 18 13 20
A n2EMH BB
26 29 30 3

T aToday: 1272372008

| Canhcel |
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Type in the time.

Properties l

 ——
Date |1 2f23fznnﬁ IE: 00 &M ||
Type |

Crmen |

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

Custody Edit

X

Froperties l

Date |12/23/2008 02:00 AM + |

Tupe || =l

Fram |DURABLE by —_l"
LEGAL
Restri{ PHYSICAL
PHYSICAL AMND LEGAL

| Cancel |

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

Custody Edit

Properties l

Date |12/23/2008 02:00 4M + |
Type [PHYSICAL AND LEGAL |

Fram | —TI‘J T.:.| ﬂ

Fresti| SAMDRA TESTCASE - MOTHER MWioLOGICAL - [PPC )
ALCORM COUNTY DETEMTION CEMTER - COUNTY DETENTION CENTER

| Canhcel |

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

Custody Edit

x]

Froperties l

Date |12/23/2008 08:00 &AM ~ |
Type [PHYSICAL AND LEGAL |
From |SAMDRA TESTCASE - MOTHEF »| Ta |

SAMDRA TESTCASE - MOTHER “BIDLOGICAL - [ PPC )
ALCORM COUNTY DETENTIOM CENTER - COUNTY DETEMTION CEMTER

Festrictions

| Cancel ‘

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.

Custody Edit

x]

Properties l

Date |12/23/2008 02:00 4M + |

Type |PHYSICAL AND LEGAL -
From |SAMDRA TESTCASE - MOTHEF » | To |SANDRA TESTCASE - MOTHEF |
Restrictions

Ay zhall have no contact with._.| |

ak | Cancel |

» Step5- Click OK.
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8.2 - Edit a Custody Record

Type your drop-down text here.

8.2 - Edit a Custody Record

P  Sep 1 - Expand the case.

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

2-4'C-2008-0-3-1(6713E]
The expanded case will look like the image below.

—%

25C-2005-D-3-1[67186]
W Youth AKA
& Aszociated Persons
Referal

&= Documents
Custody

£k Petition

% Maotes
A Hearings

Casze Orders
El Information Packet

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

o

b Sep 2 - Click on Custody node.
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= 2-rC-2008-D-28-1(69797
EH vouth sk
Efg 4:zsociated Persons

R eferal
@2 Documnerts

* =

Petit

% M obes
A Hearings

Casze Orders
é |nfarmation Packet

P  Sep 3 - Choose the custody record to edit and click "Edit this custody record"”
fromthe list of actions.

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

| |T_I,I|:|e |Frn:|n'| |Tn:|

3 [PHYSICAL & SAMDRA TESTCASE - MOTHER - BIOLOGI ALCORM COUMNTY DET

This custody change did not ocour &t & hearing.

Diate 1 2/23/2005
Type PHYSICAL AMD LEGAL
Fraom SAMNDRA TESTCASE - MOTHER - BIOLOGICAL PPC
Ta ALCORMN COUNTY DETEMTION CEMTER: - COUMTY DETEMTION CEP
Hearing -
Reasonable Effort Made R
Restrictions

ACTIONS

PP - Permanent Physical Custodian

Record thiz custody change on the General Docket.
Add a custody change record.

Delete this custody record.

Edit thiz custody record.

ﬁm custody change arder.

Generate transoort arder .

P Sep 4 -Make the desired changes in the Custody Edit window.
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Custody Edit

Properties l

Date |12/23/2008 02:00 &M « |

Type |F'HYSID3.L AMD LEGAL

ALCORN COUNTY DETEMTION GEMTER - COUNTY DETEMNTION CENTER

X

Ay =hall have Ao contact with,

0k | Cancel |

» Step5- Click OK.
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8.3 - Delete a Custody Record

Type your drop-down text here.

8.3 - Delete a Custody Record

P Sep 1 - Expand the case.

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

2-4'C-2008-0-3-1(6713E]
The expanded case will look like the image below.

—%

25C-2005-D-3-1[67186]
W Youth AKA
& Aszociated Persons
Referal

&= Documents
Custody

£k Petition

% Maotes
A Hearings

Casze Orders
El Information Packet

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

o

b Sep 2 - Click on Custody node.
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= 2-rC-2008-D-28-1(69797
EH vouth sk
Efg 4:zsociated Persons

R eferal
@2 Documnerts

* =

Petit

% M obes
A Hearings

Casze Orders
é |nfarmation Packet

b  Sep 3 - Choose the custody record to delete and click "Delete this custody record"
fromthe list of actions.

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

|T_I,I|:ue |Fr|:|m |T.;.

23,2008 [PHYSICAL A/ SANDRA TESTCASE - MOTHER - BIOLOGI ALCORM COUMTY DE

Thiz custody change did not occur &t a hearing.

Diate 1 2/23/2005
Type PHYSICAL AMD LEGAL
Fraom SARDRA TESTCASE - MOTHER - BIOLOGICAL PPC
Ta ALCORM COUNTY DETEMTION CEMTER - COUMTY DETEMTION CE
Hesaring -
Reasonakle Effort Made M
Restrictions

ACTIONS

PP - Permanent Physical Custodian

Record this custody change on the General Docket.
Add a custody change record.

Delete this custody record.

Ed = custody record.

Generate custody change order.
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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

P Sep 1 - Expand the case.

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

24'C-2008-0-3-1(6713E]

The expanded case will look like the image below.

IE

Efg Azsociated Perzons
Referral

@2 Docurnents
Cushady

&5 Petition

% M otes
A Hearings

Casze Orders
E Information Packet

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

© +-[=l

P Sep 2 - Click on Custody node.

143



MY CIDS User Guide

EEH 2'C-2008-0-28-1[69797
..... EH vouth sk
----- & Aszzociated Perzons

----- Referral

----- @2 Documnerts

..... W

----- 2l Petiti

----- %} MHaotes

------ A Hearings

----- Case Orders

----- % |nfarmation Packet

P Sep 3 - Choose the custody record to record and click "Record this custody
change on the General Docket" fromthe list of actions.

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

Date Type From To

124232008 |PHYSICAL A SANDRA TESTCASE - MOTHER - BIOLOGIALCORM

0| ]

Thizs custody change did not occur &t a hearing.

A st 122312008

C Type PHYSICAL AND LEGAL
" FromSANDRA TESTCASE - MOTHER - BIOLOGICAL PPC
_ ALCORMN COUNTY DETENTION CENTER - COUNTY [

i

ACTIONS

PPL - Permanent Physical Custodian

Fecopd this custody change on the General Docket.
A ztody change record.

Once a custody change is recorded, the E symbol will appear next to the custody
record as shown in the image below.

SICAL & SAaMDRA TESTCASE - MOTHER - BEIOLOGH &LC
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8.5 - Generate Custody Change Order

Type your drop-down text here.

8.5 - Generate Custody Change Order

P Sep 1 - Expand the case.

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

2-4'C-2008-0-3-1(6713E]
The expanded case will look like the image below.

K W

] routh AKA
& Aszzociated Persons
Referral

&= Documents
Cuzbody

& Petition

% Maotes
A Hearings

Casze Orders
El Information Packet

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

b Sep 2 - Click on Custody node.
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= 2-rC-2008-D-28-1(69797
EH vouth sk
Efg 4:zsociated Persons

R eferal
@2 Documnerts

* =

Petit

% M obes
A Hearings

Casze Orders
é |nfarmation Packet

» Sep 3 - Choose the custody record to generate the Custody Change Order and
click "Generate custody change order” fromthe list of actions.

Choose the custody record to generate the Custody Change Order.

|T Ve |Fr|:|m
2 |PHvSICAL &4 SAMDRA TESTCASE - MOTHER - BIOLOGIALCORN COUMTY DETEMTIOF
PHvSICAL A ALCORM COUNTY DETEMTION CEMTER - S&MDRA TESTCASE - MOTHER

Click "Generate custody change order from the list of actions.
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| Type Fram To
2342008 |PHYSICAL &) SaWDRA TESTCASE - MOTHER - BIOLOGI ALCORM COI
12/24/2008 PHYSICAL & ALCORM COUWNTY DETEMTION CEMTER - SANDRA TES

£

This custody change did not occur &t & hearing.

Diate 12/23/2005
Type PHYSICAL AMD LEGAL
From SAMDRA TESTCASE - MOTHER - BIOLOGICAL PPC
To ALCORM COUMTY DETEMTION CEMTER - COURTY DETE
Hearing -
Reasonable Effort Made M
Restrictions

ACTIONS

PPLC - Permanent Physical Custodian
Add a custody change record.
Delete thiz custody recard.

Edit thiz custody record.

Genepate custody change order.
ﬁtranspnd order.

Yiewy complete custody history for this youth.

The custody change order will open in the MYCIDS word processor as shown in the
image below.
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SERIAL: 358121

IN THE YOUTH COURT OF ALCORN COUNTY, MISSISSIPRI

IN THE INTFREST OF:

AMY JO TESTCASE, A MINOR
(DOE: 117/1991)

2-¥ C-2008-D-28-1(69797)

CUSTODY CHANGE ORDER

THIS DAY this cause came before this Court and this Court finding that it has
subject matter junsdiction and fully considering the premises herein finds as foll ows, to-
Wit

1. AMY JOTESTCASE 13 16 years old. has been alleged to be a Delincuent Chal d
or a Chald in Meed of Supervision whaose resident address1s 345 SHADY LAME
CORINTH, MISSISSTPPI 38834,

L e T T O I = L T T T T U e I T R I R I |

-
£
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8.6 - Generate Transport Order

Type your drop-down text here.

8.6 - Generate Transport Order

P Sep 1 - Expand the case.

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

2-4'C-2008-0-3-1(6713E]
The expanded case will look like the image below.

—%

25C-2005-D-3-1[67186]
W Youth AKA
& Aszociated Persons
Referal

&= Documents
Custody

£k Petition

% Maotes
A Hearings

Casze Orders
El Information Packet

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

o

b Sep 2 - Click on Custody node.
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= 2-rC-2008-D-28-1(69797
EH vouth sk
Efg 4:zsociated Persons

R eferal
@2 Documnerts

* =

Petit

% M obes
A Hearings

Casze Orders
é |nfarmation Packet

P Sep 3 - Choose the custody record to generate the Transport Order and click
"Generate Transport order” fromthe list of actions.

Choose the custody record to generate the Transport Order.

| |Date |T_I,I|:ue |Fr|:|m |T|:|

12/23/2008 |[PHYSICAL A SANDRA TESTCASE - MOTHER - BIOLOGIALCORM COUNTY DETENTION
12424/ 2008 PHYSICAL &4 ALCORM COUNTY DETEMTION CEMTER - SAMDRA TESTCASE - MOTHEF

[

Click "Generate Transport order" from the list of actions.
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|T_I,I|:|e |Frn:|m

242342008 | PHYSICAL &/ SAMDRA TESTCASE - MOTHER - BIOLOGI|:
=| 12/24/2008 PHYSICAL A ALCORM COUNTY DETEWTION CENTER - SAND

4

Thiz custody change did not occur st a hearing.

Date 1202302005
Type PHYSICAL AMD LEGAL
Fram SAMDRA TESTCASE - MOTHER - BIOLOGICAL P
To ALCORM COUNTY DETEMTICON CEMTER - COLMT
Hearing -
Reszonzhble Effort Made M
Restrictions

ACTIONS

PPLC - Permanent Physical Custodian
Add a custody change record.
Delete this custody recard.

Edit thiz custody recard.

Generate custody change order.

Generﬁe tranzport arder.
Wie plete custody history far this youth.

The Transport order will open in the MYCIDS word processor as shown in the image
below.
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SERIAL: 358122

IN THE YOUTH COURT OF ALCORN COUNTY , MISSISSTPPT
INTHE INTEREST OF:
AMY JO TESTCASE, A MINOR LY C-1008-D-28- 169797}
(DOE: 1'17/1992)

TRANSPORT ORDER

THIS DAY this cause came before this Court for an Order to transport AMY JO
TESTCAZE and thiz Court finding thatit has subject matter jurisdiction and fully
considenng the premises herem finds as Eollows, to-wnt:

1. AMY JOTESTCAZE 12 16 years old, has been alleged to be a Delinquent Chald
or a Child in Meed of Supervizion whose resident address 12 345 SHADY LANE

CORINTH, MISSISSIPPI 38834
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8.7 - View Custody History for Youth

Type your drop-down text here.

8.7 - View Custody History for Youth

P Sep 1 - Expand the case.

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

2-4'C-2008-0-3-1(6713E]
The expanded case will look like the image below.

K W

] routh AKA
& Aszzociated Persons
Referral

&= Documents
Cuzbody

& Petition

% Maotes
A Hearings

Casze Orders
El Information Packet

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

‘H: the case.

P Sep 2 - Click on Custody node.
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= 2-rC-2008-D-28-1(69797
EH vouth sk
Efg 4:zsociated Persons
Referral
@2 Documnerts

S Petili

% M obes
A Hearings

Casze Orders
é |nfarmation Packet

b Sep 3- Click "View complete custody history for this youth™ fromthe list of
actions.

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

| |Date |T_I,I|:ue |Fr|:|m |T|:|

PHYSICAL & SaMDRA TESTCASE - MOTHER - BIOLOGI
12/24/2008 PHYSICAL & ALCORM COUMTY DETENTIOMN CEMTER - SAMDF

This custody change did not occur &t a hearing.

Diate 1272302003
Type PHYSICAL AND LEGAL
From SANDRA TESTCASE - MOTHER - BICLOGICAL P
To ALCORM COUNTY DETEMTION CEMTER - COUMT
Hearing -
Reasonable Effort Made M
Restrictions

ACTIONS

PPL - Permanent Physical Custodian

Add a custody change record.

Delete thiz custody record.

Edit thiz custody record.

Generate custody change order.

Generate transport ordet.

Vie% complete custody histary for this youth.

The Custody History will open as shown in the image below.
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156

¥+ Custody History

Custody history for: AMY JO TESTCASE

1202452008 | PHYSICAL
9:00:00 AMD
Ahd LEGAL

ALCORM COUNMTY
DETEMTICN CEMTER: -
COUMTY DETERMTICN
CENTER

SANDRA TESTCASE -
MOTHER - BIOLOGICAL
PPC

DETEMTION -
1202472003 9:00:00
Al

12023020058 | PHYSICAL
AMD
LEGAL

SANDRA TESTCASE -
MOTHER - BIOLOGICAL
PPC

ALCORM COUMTY
DETEMTICON CEMTER: -
COUMTY DETEMTICON
CERTER

Fel S,

—_LJ




9.0 - Petition

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

P 9.1 - Create a Petition

b 9.2 - Edit the Petition

b 9.3 - Add documents to the Petition

P 9.4 - Scan documents to the Petition

# 9.5 - File and record Petition to the General Docket

P 9.6 - Delete Petition

b 9.7 - Generate Petition

P 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

P Sep 1 - Expand the case.

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

2-4'C-2008-0-3-1(6713E]
The expanded case will look like the image below.

—%

25C-2005-D-3-1[67186]
W Youth AKA

& Aszociated Persons
Referal

&= Documents
Custody

£k Petition

% Maotes
A Hearings

Casze Orders
El Information Packet

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

b Sep 2 - Click on Petition node.
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= 2-vC-2008-0-29-1(69739)
EH vouth aka
Bl 2.ssociated Persons

Referral

@2 Documents

:‘ Cuztody

Bk

Hearlngs
- Case Orders
=| Information Packet

P Sep 3- Click on "Create a Petition" from the Edit Panel area.

= 2 C-2008-0-23-1(69738) | o petition has not been filed for this caze. Cregte a Petition.
EH vouth Ak 3

Efy £.szociated Persong

Referal

@2 Documents
Custody

R oo

% Miotes
& Hearings

b Sep 4 - Enter Petition Information.

Choose the petition file date from the calendar drop down menu.

Editing Work-In-Process Petition

Froperties l

To file the petition, specify the petition date. zelect all referral: that apply, then click OF.
File Date  |12/24/2003

Bring Bd n December, 2008 “ Order _ |

Forward Sun Mon Tue wed Thu Fri Sat Date
t [ 124 1 2 3 4 § B 12/18/2008 FORMAL PETITION ORDERED
[ 129 7 8 93 10 11 12 13 ERTY 12413/2003 FORMAL PETITION ORDERED

14 15 16 17 18 13 20
Nz RS ® W
22 23 30 3

< Today: 12/24/2008

Choose which referrals to bring forward by clicking the check box(s) I for the
referral(s) to bring forward.
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b Step5-

160

Editing Work-In-Process Petition

Properties l

To file the petition, specify the petition date, select all referrals that apply, then click OF.

File Date  |12/24/2008 -

Bring Referral Order
Farward Date ‘ Referral ‘ ‘ Order

124172008 [ASSAULT: AGGRAVATED 21842008 |FORMAL PETITION ORDERED
k 12/13/2008 ARSOM: PERSOMAL PROPERTY | 12/13/2003 FORMAL PETITION ORDERED

Click OK.



Petition

9.2 - Edit the Petition

Type your drop-down text here.

9.2 - Edit the Petition

P Sep 1 - Expand the case.

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

2-4'C-2008-0-3-1(6713E]
The expanded case will look like the image below.

RIS 21 C-2008-D -3-1(67156)
% EH Youth AKA

& Azzociated Persons
Referal

[ﬁ Docurnents

Custody

£k Petition

% Maotes
A Hearings

Casze Orders
El Information Packet

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

b Sep 2 - Click on Petition node.
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= 2-vC-2008-0-29-1(69739)
EH vouth aka
Bl 2.ssociated Persons

Referral

@2 Documents

:‘ Cuztody

Bk

Hearlngs
- Case Orders
=| Information Packet

b Sep 3 - Click on "Edit the Petition" fromthe list of actions.

HOTE: Thiz petition is considered work-in-process since it has not been filed.

Action Referral
( Brought Fonward 1272008 - ASSAULT: AGGRAWATED
( Brought Fonward 121952008 - ARS0ON: PERSONAL PROPERTY

Edit the petition to add the new referrals.

ACTIONS

Eclg the petition.

& ocuments to the petition.

Scan documerts to the petition.

File thiz petition and record an entry on the General Docket.
Celete the petition.

Generate the petition.

b Sep 4 - Enter Petition Information.

Choose the petition file date from the calendar drop down menu.
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Intake Recommendation
121842002 - BRING FORWARD

12419/2008 - BRING FORWARD



Petition

Editing Work-In-Process Petition

Froperties l

To file the petition, specify the petition date. zelect all referral: that apply, then click OF.

File Date  |12/24/2008 k
Bring Bd n December, 2008 “ Order _ |
Forward Sun Mon Tue wed Thu Fri Sat Date
L [ 124 1 2 3 4 § B 12/18/2008 FORMAL PETITION ORDERED
[ 129 7 8 93 10 11 12 13 ERTY 12413/2003 FORMAL PETITION ORDERED

14 15 16 17 18 13 20
Nz RS ® W
22 23 30 3

< Today: 12/24/2008

Choose which referrals to bring forward by clicking the check box(s) ™ for the
referral(s) to bring forward.

Editing Work-In-Process Petition

Properties l

To file the petition, specify the: petition date, zelect all referrals that apply, then click OF.

File Date  12/24/2008 -

Bring
Fonward

Referal Order

Referal ‘

Order
[ate [ate

272008 [ASSAULT: AGGRAVATED 2M8/2008 | FORMAL PETITION ORDERED

k 12/19/2008 AR50MN: PERSOMAL PROPERTY (124158/20028 FORMAL PETITIOM ORDERED

» Step5- Click OK.
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9.3 - Add documents to Petition

Type your drop-down text here.

9.3 - Add documents to Petition

P Sep 1 - Expand the case.

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

2-4'C-2008-0-3-1(6713E]
The expanded case will look like the image below.

—%

25C-2005-D-3-1[67186]
W Youth AKA
& Aszociated Persons
Referal

&= Documents
Custody

£k Petition

% Maotes
A Hearings

Casze Orders
El Information Packet

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

o

b Sep 2 - Click on Petition node.
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= 2-vC-2008-0-29-1(69739)
EH vouth aka
Bl 2.ssociated Persons

Referral

@2 Documents

:‘ Cuztody

Bk

Hearlngs
- Case Orders
=| Information Packet

b Sep 3 - Click on "Add documents to the Petition” from the list of actions.

HOTE: Thiz petition is considered work-in-process since it has not been filed.  File thiz petition and record an ente

Action Referral Intake Recommendation
( Brought Fonward 1272008 - ASSAULT: AGGRAWATED 121842002 - BRING FORWARD
( Brought Fonward 121952008 - ARS0ON: PERSONAL PROPERTY 121952008 - BRING FORWARD

Edit the petition to add the new referrals.

ACTIONS

Eclg the petition.

& ocuments to the petition.

Scan documerts to the petition.

File thiz petition and record an entry on the General Docket.
Celete the petition.

Generate the petition.

b Sep 4 - Browse to the desired document to attach.
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Attach Document

Look in: |E} Docurments ﬂ IC:F *

ky Recent
Documents

Dezktop

&

ky Documents

by Computer

@ﬁ

Py Metwark, File name: |F'etiti|:|n Aftachment. doc ﬂ m
Flaces
Files of tppe: FD0CWPD LSS PO PG TIFS TAT j m

» Sep5- Click Open.
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Attach Document

Look. in: |l.f} Docurments ﬂ £ B~

ky Recent
Documents

Dezktop

\$

ky Documents

i

by Computer

- II.'

My Metwark. File name: |F'etiti|:|n Attachment. doc ﬂ Upen

Flaces
Files of type: *DOC wWPD " wLS " POF"JPG. TIF " TKT j Cancel

P Sep 6 - Enter document information.

Choose date from the calendar drop down menu.

C:AMYCIDS Test\Documents\Petition Attachment. doc

Date |12/24/2008 -

Document Tope n December, 2008 u j

Sun Mon Tue Wwed Thu Fri Sat

1 2 3 4 5 B
§o8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 E 2B
28 029 30 3

D escription

T Today: 1272472008

Choose Document Type from the drop down menu.
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C:AMYCIDS Test\Documents\Petition Attachment. doc

Date |12/24/2008 |

Docurment Type || j

FETITIOM &TTACHMENT
FETITION DOCUMEMT
TPR PETITION DOCUMENT

Diezcription

Add/Edit document description

C:AMYCIDS Test\Documents\Petition Attachment. doc E'

Date |12/24/2008 |

Dacument Type [PETITION ATTACHMENT |

Dezcription |P'ETITIEIN ATTACHMENT]| I

r

k. Cancel |

» Step7 - 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

P Sep 1 - Expand the case.

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

2-4'C-2008-0-3-1(6713E]
The expanded case will look like the image below.

K W

] routh AKA
& Aszzociated Persons
Referral

&= Documents
Cuzbody

& Petition

% Maotes
A Hearings

Casze Orders
El Information Packet

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

b Sep 2 - Click on Petition node.
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= 2-rC-2008-0-23-1(69799)
EH vouth sk
Efg 4zsociated Perzons

Referral

3= Documnents

:‘ Custody

o

H eanngs:
- Casze Orders
=| Information Packet

P Sep 3 - Click on " Scan documents to the Petition” from the list of actions.

HOTE: This petition iz considered waork-in-process since it has not been filed.  File this pe

Action Referral
( Brought Fonward 121752008 - ASSALILT: AGGRAVATED
( Brought Fonward 121952008 - ARSON: PERSONAL PROPERTY

Edit the petition ta add the new referrals.

ACTIONS
Edit the petition.
Add documents to the petition.

Zcan docwnerts to the petition.
File thiz pﬁn and record an entry on the General Docket.

Delete the petition.
Zenerate the petition.

P Sep 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

P Sep 1 - Expand the case.

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

2-4'C-2008-0-3-1(67186]

The expanded case will look like the image below.

|a

& Azzociated Persons
Referal

@2] Documents
Custody

i Petition

% Maotes
& Hearings

Casze Orders
E Information Packet

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

e =R 2 C2005-0-31(67186)

5

P Sep 2 - Click on Petition node.

171



MY CIDS User Guide

= 2-vC-2008-0-29-1(69739)
EH vouth aka
Bl 2.ssociated Persons

Referal
@2 Documents

% Mot
A Hearings

Casze Orders
=| Infarmation Packet

P Sep 3 - Click on "Filethis petition and record an entry on the General Docket"

From the list of actions

HOTE: This petition iz considered wark-in-process since it has nat been filed.  File this petition and

Action Referral Intake Recomr
( Brought Foneard 1272008 - ASSAULT: AGGRAWATED 121802008 - BRING
( Brought Foneard 12192008 - ARS0ON: PERSOMAL PROFPERTY 12192008 - BRING

Edit the petition to add the new referrals.

ACTIONS

Edit the petition.

Add documerts to the petition.

Scan documents to the petition.

File thiz petition and record an entry on the General Docket.
[ the petition.

Generste the petition.

or, from the top of the petition screen.

HOTE: This petition is considered work-in-process since it has not been filed.  File thiz petition and record an entry on the General Docket.

Action Referral Intake Recommendation Intake Orde

+ Brought Fanward 1241742008 - ASSAULT: AGGRAWVATED 1241842008 - BRING FORWARD 1241842008 - FORMAL PE
OROERED

v Brought Fonward 1241942005 - ARSON: PERSOMAL PROPERTY 12/19/2005 - BRING FORWARD 12/19/2005 - FORMAL PE
OROERED

Edit the petition to add the new referrals.

ACTIONS
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9.6 - Delete Petition

Type your drop-down text here.

9.6 - Delete Petition

P Sep 1 - Expand the case.

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

2-4'C-2008-0-3-1(6713E]
The expanded case will look like the image below.

RIS 21 C-2008-D -3-1(67156)
% EH Youth AKA

& Azzociated Persons
Referal

[ﬁ Docurnents

Custody

£k Petition

% Maotes
A Hearings

Casze Orders
El Information Packet

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

b Sep 2 - Click on Petition node.
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= 2-rC-2008-0-23-1(69799)
EH vouth sk
Efg 4zsociated Perzons

Referral

3= Documnents

ﬁ Custody

o

H eanngs:
- Casze Orders
=| Information Packet

P Sep 3 - Click on "Delete the Petition” fromthe list of actions.

HOTE: Thiz petition iz conzsidered work-in-process since it has not been filed.  File this ¢

Action Referral Intak
( Brought Forward 1272008 - ASSALULT: AGGRAVETED 1218200
( Brought Forward 121952008 - ARSON: PERSONAL PROPERTY 1219200

Edit the petition to add the new referralz.

ACTIONS

Edit the petition.

Add documerts ta the petition.

Scan documents ta the petition.

File this petition and record an entry on the General Docket.

Delﬁ the petition.
el & the petition.

P Sep 4 - Click "Yes' on the window confirming the deletion.

Information [‘5—(|

jr) Are you sure you wank to Delete this Petition?
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9.7 - Generate Petition

Type your drop-down text here.

9.7 - Generate Petition

P Sep 1 - Expand the case.

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

2-4'C-2008-0-3-1(6713E]
The expanded case will look like the image below.

—%

25C-2005-D-3-1[67186]
W Youth AKA

& Aszociated Persons
Referal

&= Documents
Custody

£k Petition

% Maotes
A Hearings

Casze Orders
El Information Packet

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

b Sep 2 - Click on Petition node.
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= 2-vC-2008-0-29-1(69739)
EH vouth aka
Bl 2.ssociated Persons

Referral

@2 Documents

:‘ Cuztody

Bk

Hearlngs
- Case Orders
=| Information Packet

P Sep 3 - Click on "Generate Petition" fromthe list of actions

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

HOTE: This petition iz considered work-in-process since it has not been filed.  File this |

Action Referral Intal
‘(’ Brought Forward 1217020038 - ASSALILT: AGGRAWATED 12185200
‘(' Brought Forward 121942002 - ARS0M: PERSONAL PROPERTY 12195200

Edit the petition to add the nevw referrals.

ACTIONS

Edlit the petition.

Add documert s ta the petition.

Scan documerts ta the petition.

File this petition and record an entry on the General Docket.
Delete the petition.

Generste the petition.

Docw__hts

The petition will open in the MYCIDS word processor as shown in the image below.
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. ]

- |« [ 9=10t3
[0 =] [®TmesHewFomen  =][12 <] [W =] B| 2| U|a|ad | @) 1| =l =] =] =
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SERIAL: 358120
- [ THE YOUTH COURT OF ALCORN COUNTY, MISSISSIPFI
- IN THE INTEREST OF :
: AMNY JO TESTCASE, A MINOR LY C-2008-T0-29-1(69793)
- Race: WHITE Sex: FEMALF
) Age: 16 vears old DOE: 1171992
- PETITION
[a]
- COMES HOW the ALCOEN COUNTY prosecuting attorney and fil es the petition
z alleging that the minor chuld ARLY JO TESTCASE 15 a Delinquent Child or a Childin
s Meed of Supervision within the purview of the Missisnppt Touth Court Act and would
: shewr unte the Court the following to-wit:
(]
- Ralea iRt Tl ik Fat t Ly
E >
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9.8 - Amend a Petition

There are two ways to amend the petition.

» Amend the Existing Referrals

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

b Sep 1 - Expand the case.

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

2-7C-2008-0-3-1 (671 8E)
The expanded case will look like the image below.

eg =l 2-vC-2008-0-3-1[67126)
Q‘ E5 v outh KA

Bl A.ss0ciated Persons
Referral

@2 Documents

Custody

&4 Petition

% Motes

A Hearings

Casze Orders

=| Information Packet

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

P Sep 2 - Click on Petition node.
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=[] 2-vC-2008-0-29-1(69798)
B vouth kA
& Aggociated Persons

Referral

lﬁ Documents

b Cuztody
Nntﬁ!g
Heanngs

- Case Orders
|nfarmation Packet

P Sep 3 - Click on "Amend Referral on the Filed Petition" fromthe list of
actions.

PETITION FILED OhE 051 02010

( Brought Forward 081042010 - BURGLARY: BUSINESS, COMMERCIAL 03/10/2010 - BRING FORWARD
FROPERTY
f Brought Forward 02/10/2010 - BURGLARY: DWELLING 0271172010 - BRING FORWARD

Edlit the petition to add the new referrals.

ACTIOHNS
Edit the: petition.

Amend Referrals on the Filed Petition.
Aré! ocuments to the petition.

Scan documents to the petition.
Generste the petition.

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

0ld Refenal mﬂl& INSURED PROFERTY [DELINGUENT CHILD OR A CHILD IN NEED OF SLUPERVISION) : 871711

PR ARE ON: OTHER BUILDINGS OR STRUCTURES [DELINGUENT CHILD DR A CHILD IN HEED OF 5

ANIMALS: LIVESTOCK, CAUSING MALICIOUS INJUR'Y [Delnguent Chid or & Chald in Need of Supervision] : 97-41-15 -
Document Text [ARREST: RESISTING DR OBSTRUCTING [Definguent Chid o a Chid in Heed of Supenision) : 97-3-73

ARSON: ATTEMPT, AID OR INDUCE TO BURN [Debnguent Chid o a Chid in Heed of Supenasion] | 97179

MRS0N: IWELLING OR OUT BUILDING [Delinquent Chid or a Chid in Meed of Stpervmn] P17

P Sep 5 - Enter any documented text associated with the referral.
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0ld Refearal |.¢'AFI5EIN: INSURED FROFPERTY [DELINQUENT CHILD DR A CHILD [N NEED OF SUPERVISION]: 87-17-11 j

Mew Refensl [ARSON: 0THER BUILDINGS OR STRUCTURES (DELIMGUENT CHILD OR A CHILD IN NEED OF SUPERVISION): 97175 = |

Document Text [Determined stucture was not insured) I

» Step 6 - Click OK.

b Amend the Referrals of a Filed Petition

!

e Thisprocess should be used to amend the petition at the
Adjudication Hearing.

e The petition can only be amended if no court actions
have been entered at the Adjudication Hearing..

b  Sep 1 - Expand the Case.

Click on the # next to the case nhumber in the Case Navigation Panel.

2-7C-2008-0-3-1[E7186]

The expanded case will look like the image below.

2-r'C-2008-0-3-1[67186)

SR El

Q B " outh AKA
By 4ss0ciated Persons
Referal
@2 Documents
Custody
ixid Patition

% Motes

A Hearihgs

Caze Orders

=| Information Packet

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

180



Petition

3-1(6718E]

¥ Sep 2 - Click on the Hearings node.

80-vC-2010-0-1-1(77425) -
EH vouth sk
& Azzociated Persons
R eferal
@2 Documnents
Custody
& Petition

%1 Motz

. M l:utlnns

ity Service

»  Sep 3 - Select an Adjudication hearing.

| Date | | | Dezcription | Presziding
|07416/20110 ADJUDICATION TESTER A JUDGE

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

P  Sep 4 - Fromthe action links, click on Edit this hearing.
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| Date | | | Dezcription Preziding

u 07/03/2010 ADJUDICATION TESTER A JUDGE

[ Show Hearing Details

ACTIONS
Add a new hearing to thiz case.
it this hearing.
& this hearing.
Record this hearing and all associated tems to the General Docket,

Eﬂ’ Y ou can also double-click on the hearing
0 to open the hearing editor.

P Sep5- Click on either the Response tab or the Court Action tab.

- ADJUDICATION (07/16/2010 09:00 AM) - BO-YC-2010-D-1-1 (77425) BRANDON TEsT [ |[B][]
@ Copy/Cantinue Hearing

] Summonz/Motices I .ﬁ.ttendeesl F!esponsel Court .-’-‘-.ctiunl Agaravated Eircumstances] Documents]

Reference # |1 13431 Originating District 28
Type [ADJUDICATION | T Adiudication [FEH)
Other |

Date |07/16/2010 0900 AM | @

Presiding [ TESTER A.JUDGE

Presiding Type |REFEREE

Cazes addreszed by thiz heanng

[~
[~
B0-vC-2010-D-1-1 [77425] BRAMDON TEST

|

.
L4

P  Sep 6 - Right-click on one of the listed referrals.
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- ADJUDICATION (07/16/2010 09:00 AM) - BO-YC-2010-D-4-1 (77433) DN mibpLE ... (= |[B][X]
.&_Dpen Hearngs - | @Enp}lmnntinue Hearing

Generall SummonstoticesI Afterdess  Response | Court Actinnl Agaravated Eircumstancesl Dncumentsl

IDismissedx’F‘roved IFleferraI IEount I.&ction at thiz hearing Ll
- ARSOM: ATTEMPT, AID OR INDUCE TO .1

> Ao eLInER ARAnCoT

Referral Response 3

Zhoose a Referral Response from List, ..

Clear Referral Response

Zreate a Motion to Amend Pekition for Existing Referrals.. .
Otherwise Ordered. .. Chrl4+0 3
Record Entry on aeneral Docket., ., -

3

<_|ﬂ|

® Show Applicable
Show &l

Jump ta »

[ Order FORMAL PETITION ORDERED - 07 A 62010

i

P Sep 7 - Fromthe menu that appears, click on "Create a Motion to
Amend the Petition for Existing Referrals’.
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2= ADJUDICATION (07/16/2010 09:00 AM) - B0-YC-2010-D-4-1 (77433) DON MIDDLE ...
@ Copy/Continue Hearing

General] Summonstotices] Afterdess  Response ] Court Actinn] Agaravated Eircumstances] Dncuments]

|Dismissedx’F‘roved |F|eferra| |Eount |.-'3«c:tion at thiz hearing
ARSOM: ATTEMPT, AID OR INDUCE TO .1

N ) fEEOL mieUnE A BoaaE T -
— Referral Response 3

Choose a Referral Response From Lisk. ..

|

Clear Referral Response
Creake a Motion to Amend Petition For Existing Referrals., .

=

|

Record Entry on aeneral Docket. ..

DizmizsedPr
Rei ® Show Applicabls

c Show All

Resp  umpto 3
Adjudicamrr
Dizposition -
Recommendation BRING FORVWARD - 07 ME/2010
Order FORMAL PETITICN ORDERED - OF M E/2010

Editakley v

P Sep 8 - Select the Requesting Person from the drop down list.

MOTION TO AMEND EXISTING REFERRALS AT ADJUDICATION

General l
Date of Fequest 07462010 ~

Motion Type |MDTIEIN TO AMEND EXISTING REFERRALS AT ADJUDICATION ﬂ

T g == ol PO O0S TEST - [PROSECUTIMNG ATTL
PROS TEST - [PROSECUTIMG ATTORME™Y)

P  Sep 9 - Right-click on the referral to be amended.

|I:ourt Action |Heferra| |Heferra| Count

:‘ ARSON: ATTEMPT, AID OF INDUCE T0 BURN 1
R

ARS0M: INSURED PROPERTY

Action 3
Clear all Actions
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P Sep 10 - From the menu that appears, select Action and then
GRANTED.

I Court Action |F|efenal I Retemal Cnuntl
ARSOM: ATTEMPT. 810 OR INDUCE TO BURN 1
Q0 @ |sRSOM:INSURED PROPERTY :

3
Clear all Actions

e Toundoasinglereferral
amendment, select the None

.ﬂ: action.

e Toundo al referra amendments,
select "Clear All Actions'.

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

Oid Refensl OM: INSURED PROFERTY [DELINQUENT CHILD OR A CHILD IN NEED OF SUFERVISION]: 971711 - ||

» Sep 12 - Enter any documented text associated with the
referral.

Old Referral WRSON: INSURED FROPERTY [DELINQUENT CHILD DR A CHILD IN NEED OF SUPERVISION) : 871711 -

MNew Refenal [4RS0N: OTHER BUILDINGS OF STRUCTURES (DELINGUENT CHILD OR A CHILD IN NEED OF SUPERVISION): 97-17-5 LI

Document Test [Determined stuclure was ot inswed| |

» Step 13- Click OK.
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10.0 - Notes

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

b 10.1- Add aNote

P 10.2 - Edit aNote

F 10.3 - Delete aNote

P 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.
b Sep 1 - Expand the case.

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

2-4'C-2008-0-3-1(67186]

The expanded case will look like the image below.

[y B outh aka
Efg Azsociated Perzons
Referal
@2 Docurnents
Custody
i Petition

% Maotes
& Hearings

Casze Orders
E Information Packet

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

P Sep 2 - Click on Notes in the Case Navigation panel.
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- [EJ 2°vC-2008-D-31 (57186

EH vouth &kA

Bl A.zsociated Persons
Referral

@2 Documnents
Custady

4% Petition

5 e

Caze Orders
=| Information Packet

P Sep 3 - Click Add link from the Edit Panel area.

Mo notes exist for this case. Add a nevy note to the casze.

P Sep 4 - Type notetext.

Enter the text of the note in the window.

Click OK.

Notes can be viewed by all MYCIDS users.

Add Mote

Details ]

X]

YWe received a repart on |

k. | Cancel |

Notes
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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.
b Sep 1 - Expand the case.

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

2+ C-2008-D-3-1(67186)
The expanded case will look like the image below.

—%

Efg Azsociated Perzons
Referal

@2] Documents
Custody

i Petition

% Maotes
& Hearings

Casze Orders
E Information Packet

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

b Sep 2 - Click on Notes in the Case Navigation panel.
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- 24 C-2008-0-3-1[57136]
EH vouth sk
By 4zsociated Persons
Referal
@2 Documnents
Custody
& Petition

e

Case Orders

=| Infarmation Packet

» Sep 3 - Select the Note from the Notes list.

|Date |N|:ute

2008 0417 pm ['We received areport an ...

# Sep4- Click Editinthe Actions list.

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

ACTIONS
Add a newy note to this case.

Edit details for the existing note.
@ zelected Caze Mote,
»  Sep 5 - Make corrections to note text.

Make necessary changes to the note text.

Click OK.
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192

Add Mote

Details ]

We received a repart on

2k | Cancel |




Notes

10.3 - Delete a Note

Type your drop-down text here.

10.3 - Delete a Note

Type your drop-down text here.
b Sep 1 - Expand the case.

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

2+ C-2008-D-3-1(67186)
The expanded case will look like the image below.

—%

Efg Azsociated Perzons
Referal

@2] Documents
Custody

i Petition

% Maotes
& Hearings

Casze Orders
E Information Packet

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

b Sep 2 - Click on Notes in the Case Navigation panel.
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- 24 C-2008-0-3-1[57136]
EH vouth sk
By 4zsociated Persons
Referal
@2 Documnents
Custody
& Petition

e

Case Orders

=| Infarmation Packet

P Sep 3 - Sdlect the Note from the Notes list.

|N|:ute

002 04:17 prn [We received areport of ...

P Sep4- Click Deletein the Actions list.

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

ACTIONS
Add a new note ta thiz caze.
Edit detailz for the existing note.

Del@e zelected Case Mote.

P  Sep 5- Confirm Deletion.

Click Yes to confirm deletion of the Case note.

Click No to cancel.

Confirm b__<|

\::) Are you sure you wish to delete this Case Moke?
-
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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.
b Sep 1 - Expand the case.

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

h 24'C-2008-0-3-1(6718E]

The expanded case will look like the image below.

—%

25C-2005-D-3-1[67186]
W Youth AKA

& Aszociated Persons
Referal

= Documents
Custody

&4 Petition

%1 Motes
A Hearings

Case Orders
E Information Packet

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

P Sep 2 - Click on Notes in the Case Navigation panel.
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- 24 C-2008-0-3-1[57136]
EH vouth sk
By 4zsociated Persons
Referal
@2 Documnents
Custody
& Petition

e

Case Orders

=| Infarmation Packet

» Sep 3 - Select the Note from the Notes list.

|Date |N|:ute

008 0417 pm ['We received areport an ...

# Sep4- Click Viewin the Actionslist.

All Case notes may be viewed by all MYCIDS users.

ACTIONS
Add a new note to this case.
Yiewy detailz for the existing note.
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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.

P 11.1 - Add aHearing

b 11.2 - Edit aHearing

b 11.3- Delete aHearing

P 11.4 - Record aHearing

P 11.5 - Generate a Hearing Order

P 11.6 - Generate aValid Court Order

P 11.7 - Generate aValid Court Order Acknowledgement

b 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

P Sep 1 - Expand the case.

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

4[% 2% C-2008-D-3-1[67196)

The expanded case will look like the image below.

—%

25C-2005-D-3-1[67186]
W Youth AKA

& Aszociated Persons
Referal

= Documents
Custody

&4 Petition

%1 Motes
A Hearings

Case Orders
E Information Packet

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

P Sep 2 - Click on Hearings in the Case Navigation panel.
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g0-vC-2010-0-1-1(77425] -
EH vouth sk
& Associated Persons
Referal
@2 Documents
Custody
&4 Petition

%1 Motes
unity S ervice

. M-:utlcuns

P Sep 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.

Mo hearings exist for this case. Add a new hearing to this case.

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

ACTIONS

Add a newy hearing to this casze.

Edit thiz hearing.

Delete this hearing.

Fecord this hearing and all azsocisted tems to the General Docket.
Generate Crder.

Generate Walid Court Order.

Generate Walid Court Order Acknovwledgement.

b Sep 4 - Select Hearing typein 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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#= Mew Hearing for 1-¥C-2010-D-18-1(77442) - DON MIDDLE KNOX

Geneal l

Reference # |1 23028 Originating Cistnct 1

Tipe | =
Other [FOIUDICRTION
COMMITHRNT HEARING
Date | COMTEMPT
- |ceTENTION
Presiding | 1y ps 10N
DRUG COURT HEARING
FOSTER CARE REVIEW
OTHER v

|3

Prezidng Tupe

P Sep 5 - Edit date and time.
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#- Mew Hearing for 1-¥C-2010-D-18-1(77442) - DON MIDDLE KNOX

Geneal l
Reference # |1 23028 Originating Cistnct 1
Tine |.5.DJUD|I:.-'1'LT||:|N ﬂ [ Adiudication IFEH)
Oither |

(E1e=R 015/ 642010 0500 Abkd

Preziding | =

Prezidng Tywoe | -

P Sep 6 - Sdect Presiding Judge in Presiding field.

Select the Presiding Judge from the drop-down list in the Presiding field.
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~- Mew Hearing for 1-¥C-2010-D-18-1(77442) - DON MIDDLE KNOX

Geneal l
Reference # |1 23028 Originating Cistnct 1
Tine |.5.DJUD|I:.-'1'LT||:|N ﬂ [ Adiudication IFEH)
Oither |

Date |08/16/2010 0300 &M = | E

RS TESTER & JLIDGE -

Presiding Type IS

‘E: If no Judges appear in the drop-down list, close the hearing editor,
o return to the Associated Person node and add the Judge.

P Sep 7 - Select Presiding Typein Presiding Type field.

Select the appropriate Presiding type from the Presiding Type drop-down list.

Click Save and Proceed.

See Presiding Type descriptions below.
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~- Mew Hearing for 1-¥C-2010-D-18-1(77442) - DON MIDDLE KNOX

Geneal l
Reference # |1 23028 Originating Cistnct 1
Tine |.5.DJUD|I:.-'1'LT||:|N ﬂ [ Adiudication IFEH)
Oither |

Date |08/16/2010 0300 &M = | E

Presiding | TESTER A JUDGE

Prezidng Tywoe ||

S|

CHANCELLOR
{JUDGE
REFEREE
SPECIAL JUDGE

P Sep 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.

Cazes addrezsed by thiz hearing

2-YC-2008-D-26-1 (69792) KEITH ANDY TESTCASE

[

T

||

Select the case(s) to add to this hearing.
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204

Add Cases To Hearing

ﬂ 247C-2008-0-28-1 (E9797) AMY JO TESTCASE A

%

k. | Cancel |

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.



Hearings

11.2 - Edit a Hearing

Type your drop-down text here.

11.2 - Edit a Hearing

Type your drop-down text here.
b Sep 1 - Expand the case.

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

2-4'C-2008-0-3-1(67186]

The expanded case will look like the image below.

[y B outh aka
Efg Azsociated Perzons
Referal
@2 Docurnents
Custody
i Petition

% Maotes
& Hearings

Casze Orders
E Information Packet

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

P Sep 2 - Click on Hearingsin the Case Navigation panel.
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B0-vC-2010-0-1-1(77425] -
EH vouth Ak
Bl A2sociated Persons

Referral

@2 Documents
Custody
4% Petition

% Maotes
Linity S ervice

. MDtIDr‘lS

P Sep 3 - Select Hearing in Hearing List.

| | | Description Presiding
DISPOSITION TESTER JUDGE

12#24;’2008 ADJUDICATION TESTER JUDGE

» Sep4- Clickon"Edit" this hearing in the Actions list.

ACTIONS

Add a new hearing to this case.

Edit thiz hearing.

Delete this hearing.

Record this heating and all associsted tems to the General Docket.
Genetate Order.

Generate alid Court Order.

Generate Valid Court Order Acknovvledgement.

» Sep5 - Edit the hearing.

»  Summons/Notices (See section 12.0 - Summons)

b Attendees

From the hearing editor, click on the Attendees tab.

Click on Add.
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/> ADJUDICATION (08/11/2010 09:00 AM) - 1-YC-2010-D-18-1 (77442) DoNmDLE ... [=|[B]5X]
& Copyw'Conlinue Hearing

Y 8 A

| s

Select the persons in attendance by holding the Control (Ctrl) button down
and clicking on the names in the list.

Add Hearing Attendees

JAMIE KELLY MCEBRIDE »
JaS0OM TESTCASE

JEMMY TESTCASE

FEITH aMDY TESTCASE

W

| e

*

Ok | Cancel |

Click OK.

b Continuance

» Court Action
From the hearing editor, click on the Court actions tab.
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/> ADJUDICATION (08/11/2010 09:00 AM) - 1-YC-2010-D-18-1 (77442) DON MIDDLE ... [= |[B][X]

& Open Hearngs - | @E:pyﬂ:mtihue Hearing
EenE|a|| SurrmmsJNn:ti:es| .&Itendeesl Rezmonze EDUTt-‘!'-CtDEJ Agoravated Eirn.lmsten:esl Dn:umentzl
|Dismisseda’F'|nwed IHeferraI & IEount |.f-'«[:lim at thiz hearing ad
14 - BURGLARY: BUSIMESS. COMMERCIAL ... 1
| - BLRGLARY DWELLING ? =
|
20| ]
[ Referral BURGLARY: BUSINESS, COMMERCIAL PROPERTY
[ Response ADMTTED - 08112000 %:00:00 AW
 Reconmendslion BRNG FORWARD- 507010
I Crder FORMAL PETITION ORDERED - 08H 042010

Right-click the mouse on the item row to address.
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/> ADJUDICATION (08/11/2010 09:00 AM) - 1-YC-2010-D-18-1 (77442) DON MDDLE ... [= |[B][X]
& Open Hearngs - | @E:pyﬂ:mtihue Hearing

EenE|a|| SurrmmsJNn:ti:es| .&Itendeesl Resnonze  Courtt Action | Ageravated Eirn.lmsten:esl Dn:umentzl

|Dismisseda’F'|nwed IHeferraI IEount
- BURGLARY: BUSIMESS. COMMERCIAL ... 1

| &xcticn at this hearing |

>/ -

Action

Chanse Action from Lisk,,,
Clear Action

Create aMekion ko Amend Petition For Existing Referrals.,
Othermisz Ordered., CErH-O ¥
Record Entry on Generd Dockst.,., o

=l

]

® Show Applicable
Show &l

Jump Lo r

© aonmendstion BRINGFORVARD - 112010
[ Crder FORMAL PETITION ORDERED - 08142010

. Etae?y

Select from the list of actions.

- S IE=E]

Court Action | Aaoravated Circumstances | Dacurnent r= |

[Count [ Acticn sk this hearing 1 L]
1

BUSIMESS. COMMERLCLAL ..
DsE L LI G

Mane

ADIUDICATION b ITHHELD
BEMCH L AR FART TSSUED

CHILD T MEED ©F SPECIAL CARE
Chrl+ O

CHILD T NEED OF SUPERWISION
. DELTMQUENT CHILD

= Show Applicable DISMISSED

L Showal HELD SPEN WITHGUT SCTION
— INFORMAL AD IS TIERT
R — L MOT A DELINQUETT
- rci=position - oTHER

L Recommendstion BRING FORWLARD - 030112010 PASSED To FILES
o Grder FORMAL PETITION ORDERED - 08/ 152010 RURAMWAY
S EcitanleT v

» 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.

209



MY CIDS User Guide
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/% ADJUDICATION (08/11/2010 09:00 AM) - 1-YC-2010-D-18-1 (77442) pon MpoLE ... [= |[B]5X]
& Copyw'Conlinue Hearing

Eeneral] Summars/Nalices | Sttendees l Hesp:unse| Cowrt .ﬁ.chu:un] Bggravaed Creumstances | Documerts |

Y 8 A

| s

In the Copy Hearing editor, select the New Hearing Type.
Click the Copy Attendees and Automatically Issue Notices check boxes.

Click OK.

Copy or Continue Hearing

Thig opdicn allows vou o copi of conlinue the curent heanng, The new hearing wil comain the

heearing type that you specily below (if you are copying the heanng) Optionaly, wou can copy

ihendm from this hearing bo the new heaiing, and you can nolice sltendees to be at the new
2fing.

IF yous aie conlinuing the curent heaing, make sure to e the date of the newl crested heating
to the desied date and hime.

HMew Heanng Type

[ =
[~ Copy Attendess

[ Automaticaly |ssue Motices

¥ Relate lhis Hearing for the puipose of generaling orders

[~ Continue the ADJUDICATION Hearing.




Hearings

11.3 - Delete a Hearing

Type your drop-down text here.

11.3 - Delete a Hearing

Type your drop-down text here.
#  Sep 1 - Expand the case.

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

2+ C-2008-D-3-1(67186)
The expanded case will look like the image below.

—%

Efg Azsociated Perzons
Referal

@2] Documents
Custody

i Petition

% Maotes
& Hearings

Casze Orders
E Information Packet

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

b Sep 2 - Click on Hearingsin the Case Navigation panel.
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g0-vC-2010-0-1-1(77425] -
EH vouth sk
& Associated Persons

Feferal

@2 Documents
Custody
&4 Petition

%1 Motes
unity S ervice

. M-:utlcuns

P Sep 3 - Select Hearing in Hearing List.

|Dale | | |Descri|:uliu:un Presiding
0 DISPOSITION TESTER JUDGE

12/24/2008 ADJUDICATION TESTER JUDGE

» Sep4- Clickon Deletein the Actionslist.

ACTIONS

Add a new hearing to this case.

Edit thiz hearing.

Delete this hearing.

Record this hearing and all associsted tems to the General Docket .
Generate Crder.

Genetate alid Court Order.

Generate Valid Court Order Acknovvledgement.

»  Sep 5- Confirm hearing deletion.
Click Yes to confirm the hearing deletion.

Click No to cancel action.

Confirm h @

\::) Are yol sure wou wank to delete this hearing?
-
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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.
b Sep 1 - Expand the case.

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

2-4'C-2008-0-3-1(67186]

The expanded case will look like the image below.

[y B outh aka
Efg Azsociated Perzons
Referal
@2 Docurnents
Custody
i Petition

% Maotes
& Hearings

Casze Orders
E Information Packet

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

P Sep 2 - Click on Hearingsin the Case Navigation panel.
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g0-vC-2010-0-1-1(77425] -
EH vouth sk
& Associated Persons
Referal
@2 Documents
Custody
&4 Petition

%1 MHotesz

. M-:utlcuns

unity S ervice

P Sep 3 - Select Hearing in Hearing List.

|Dale | | |Descri|:uliu:un Presiding
z i DISPOSITION TESTER JUDGE

12/24/2008 ADJUDICATION TESTER JUDGE

P Sep 4 - Click on Record in the Actions list.

ACTIONS

Add a new hearing to this case.

Edit thiz hearing.

Delete this hearing.

Record this hearing and all associsted tems to the General Docket .
Generate Crder.

Genetate alid Court Order.

Generate Valid Court Order Acknovvledgement.
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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.
b Sep 1 - Expand the case.

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

2-4'C-2008-0-3-1(67186]

The expanded case will look like the image below.

IE

Efg Azsociated Perzons
Referal

@2 Docurnents
Custody

i Petition

% Maotes
& Hearings

Casze Orders
E Information Packet

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

P Sep 2 - Click on Hearingsin the Case Navigation panel.
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g0-vC-2010-0-1-1(77425] -
EH vouth sk
& Associated Persons
Referal
@2 Documents
Custody
&4 Petition

%1 MHotesz

. M-:utlcuns

unity S ervice

P Sep 3 - Select Hearing in Hearing List.

|Dale | | |Descri|:uliu:un Presiding
z i DISPOSITION TESTER JUDGE

12/24/2008 ADJUDICATION TESTER JUDGE

P Sep 4 - Click on Generate Order in the Actions list.
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ACTIONS

Add a new hearing to this case.

Edit thiz hearing.

Delete this hearing.

Record this hearing and all associsted tems to the General Docket .
Generate Crder.

Genetate alid Court Order.

Generate Valid Court Order Acknovvledgement.




Hearings

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.
b Sep 1 - Expand the case.

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

2+ C-2008-D-3-1(67186)
The expanded case will look like the image below.

=B|E 2-vC-2002-D-3-1[67186)
[y B outh aka

Efg Azsociated Perzons
Referal

@2] Documents

Custody

i Petition

% Maotes
& Hearings

Casze Orders
E Information Packet

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

P Sep 2 - Click on Hearingsin the Case Navigation panel.
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g0-vC-2010-0-1-1(77425] -
EH vouth sk
& Associated Persons
Referal
@2 Documents
Custody
&4 Petition

%1 Motes
unity S ervice

. M-:utlcuns

P Sep 3 - Select Disposition Hearing in Hearing List.

|Dale | | |Descri|:uliu:un |F‘residing
0 DISPOSITION TESTER JUDGE

12/24/2008 ADJUDICATION TESTER JUDGE

P Sep 4 - Click on Generate Order in the Actions list.
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ACTIONS

Add a new hearing to this case.

Edit thiz hearing.

Delete this hearing.

Record this hearing and all associsted tems to the General Docket .
Generate Crder.

Genetate alid Court Order.

Generate Valid Court Order Acknovvledgement.
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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.
P Sep 1 - Expand the case.

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

24'C-2008-0-3-1(6713E]

The expanded case will look like the image below.

IE

Efg 4.zsociated Perzons
Referral

=] Documnents
Custody

&5 Petition

% M otes
A Hearings

Casze Orders
E Information Packet

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

© =l

b Sep 2 - Click on Hearings in the Case Navigation panel.
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g0-vC-2010-0-1-1(77425] -
EH vouth sk
& Associated Persons

Feferal

@2 Documents
Custody
&4 Petition

%1 Motes
unity S ervice

. M-:utlcuns

P Sep 3 - Select Disposition Hearing in Hearing List.

|Dale | | |Descri|:uliu:un |F‘residing
0 DISPOSITION TESTER JUDGE

12/24/2008 ADJUDICATION TESTER JUDGE

P Sep 4 - Click on Generate Acknowledgement in the Actions list.

ACTIONS

Add a new hearing to this case.

Edit thiz hearing.

Delete this hearing.

Record this hearing and all associsted tems to the General Docket .
Generate Crder.

Genetate alid Court Order.

Generate Valid Court Order Acknovvledgement.
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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 afirst call hearing. Responses
may now be indicated in the adjudication hearing under the Response tab.

P Sep 1 - Expand the case.

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

4[% 24'C-2008-0-3-1(6718E]

The expanded case will look like the image below.

—%

Efg Azsociated Perzons
Referral

@2 Docurnents
Custody

&5 Petition

% M otes
A Hearings

Casze Orders
E Information Packet

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

o

b Sep 2 - Click on Hearings in the Case Navigation panel.

221



MY CIDS User Guide

g0-vC-2010-0-1-1(77425] -
EH vouth sk
& Associated Persons
Referal
@2 Documents
Custody
&4 Petition

%1 Motes
unity S ervice

. M-:utlcuns

P Sep 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.

Mo hearings exist for this case. Add a new hearing to this case.

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

ACTIONS

Add a newy hearing to this casze.

Edit thiz hearing.

Delete this hearing.

Fecord this hearing and all azsocisted tems to the General Docket.
Generate Crder.

Generate Walid Court Order.

Generate Walid Court Order Acknovwledgement.

b Sep 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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" Mew Hearing for 80-YC-2010-P-2-1{77428) - DON MIDDLE KNOX

General l

Reference # |'| 13445 Originating District ga

Type | [~

Other [ADIUDICATION
COMMITMENT HEARIN
Date | COMTEMPT 3
. |DETENTION

Presiding | nspagiTioM

DRUG COURT HEARING

FOSTER CARE REVIEW

OTHER 3

>

Preziding Type

b Sep 5 - Edit date and time.
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~" New Hearing for BO-YC-2010-P-2-1(77428) - DON MIDDLE KNOX M=1E3
General l
Reference # |'| 13446 Originating District ga
Type |f-‘«DJUDIC.~'-\TIDN ﬂ [ Adjudication [FEH]
Other |
(NEYEN 07 /092010 09:00 A @
Presiding | j
Preziding Type | j

b Sep 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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~" New Hearing for BO-YC-2010-P-2-1(77428) - DON MIDDLE KNOX M=1E3
General l
Reference # |'| 13447 Originating District ga

Type |f-‘«DJUDIC.~'-\TIDN ﬂ [ Adjudication [FEH]

Other |

Date |07/09/2010 0300 AM | @

Presiding | :tg
Presiding Type IITESTEH & JUDGE i

Eﬁ’ If no Judges appear in the drop-down list, close the hearing editor,
o return to the Associated Person node and add the Judge.

P Sep 7 - Sdect Presiding Type in the Presiding Type field.

Select the appropriate Presiding type from the Presiding Type drop-down list.

Click Save and Proceed.

See Presiding Type descriptions below.
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~" New Hearing for BO-YC-2010-P-2-1(77428) - DON MIDDLE KNOX M=1E3
General l
Reference # |'| 13447 Originating District ga
Type |f-‘«DJUDIC.~'-\TIDN ﬂ [ Adjudication [FEH]
Other |

Date [07/03/2010 0300 2M | @

Presiding |TESTER & JUDGE ]
Preziding Type | _'d
CHANCELLOR by
JJUDGE
REFEREE
SPECIAL JUDGE

» Sep 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.

Cazes addreszed by this hearing
2-'C-2008-0-26-1 [ES732) EEITH ANDY TESTCASE

|
[

</ m|

Select the case(s) to add to this hearing.
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Add Cases To Hearing

ﬂ 247C-2008-0-28-1 (E9797) AMY JO TESTCASE »

[

k. | Cancel |

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.

P Sep 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

Eﬂ’ referral when more than one referral exists, hold the Ctrl

o button down on the keyboard and click each referral that
you wish to enter alike response.

Right-click the referral that you wish to enter aresponse. 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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<= ADJUDICATION (07{15/2010 09:00 AM) - BO-YC-2010-P-2-1 (77428) DON MIDDLE ... |:”§| E'
4& [pen Hearngz - | @ Copy/Continue Hearing

Generall Summu:unsx'Nu:utiu:esI Aitendees  Fesponse I Court Actinnl Aggravated Eircum&tancesl Du:u:umentsl

Dismizzed/Proved  |Referral

Count Action at thiz hearing |

Referral Response
Choose a Referral Response Fram Lisk, .,
Clear Referral Response

Create a Motion to Amend Petition for Existing Referrals. ..
Ctherwise Crdered. .. CheHO
Record Entry on General Docket, ., o

i3 )

® Show Applicable
Show All

Jump ko

© Recommendation BRNG FORWARD - 071572010
I Order FORMAL PETITION ORDERED - OT/H5/2010

o Edtsbley
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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.

P 12.1 - Add Persons to Summons

b 12.2 - Generate and Print Summons

P 12.3 - Remove Persons to Summons

b 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

P Sep 1 - Expand the case.

Click on the ® next to the case number in the Case Navigation Panel.
+-[E] 25020 2-0-261-1(178
&
The expanded case will look like the image below.

= 255C-201 2-0-261-1[1749
D B Y outh AKA
& Agzociated Persons
Referral
2 Documents
Cuztody
i Petition

% MNaotes
* Hearings

@x"-., Comrmurity Servic
M otions
% Case Fees

Case Orders
% Information Packet

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

b Sep 2 - Click on the Hearings node.
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B0-vC-2010-0-1-1(77425] -
EH vouth aka
Bl A2sociated Persons
Referral
@2 Documents
Cuztody
4% Petition

% Motes

ity Service
. MDtIDhS

P Sep 3 - Sdect the appropriate Hearing from Hearings List.

Summons

P Sep 4 - Fromlist of actions, click on Edit this hearing.

| Date | | | L escription Preszidir

FIRST CaLL
12#24.-’2008 DETENTION JAMIE

[ Show Hearng Detailz

ACTIONS

Add & new hearing to this case.
Edi thiz hearing.

(] thiz hearing.

VT L Y PO | NPy Sy SR RO [ WU P, Y Ly g W) S Ny ey [ N Py

»  Sep 5 - Click on the Summons/Notice tab.

| D ate | | | Description Preziding
Y01 429, FIRST CALL JaMIE KELLY MCERIDE
12#24#2008 DETENTI JaMIE KELLY MCERIDE

231



MY CIDS User Guide

» Sep 6 - Click the add button.

232

@ Copy Hearing

General |
-
Summons Fesult Type Mame =
Id
v
<l >

- FIRST CALL (01/29/2009 09:00 AM) - 2-YC-2008-D-28-1 (69797) Amy Jo [kl (2 [B)(X]

Add

i




Summons

- FIRST CALL (01/29/2009 09:00 AM) - 2-YC-2008-D-28-1 (69797) Amy Jo [kl (2 [B)(X]

@ Copy Hearing
General Summons/Maotices l;‘-‘xttendees] Enntinuance] Court .-’-'xctiun] Dcu:uments]
~
Summons Fesult Type Mame 7l
id
v
3] >

»  Sep 7 - Enter Summons Information.

1. Choose person(s) to summons.

Persons to Summons/Motice

ALCORM COUNTY DETEWTION CEMTER
JAMIE KELLY MCERIDE

L]

2]

|zzue D ate | ﬂ

Summons Type | j

| Cancel |
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Hold the Ctrl button down on the
Eﬂl keyboard and click persons to summons.
Thiswill allow multiple selections.

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

Persons to SummonsiMNotice

ALCORN COUNTY DETENTION CENTER
JAMIE KELL'Y MCBRIDE
Y JO TESTCAS

(£

|ssue Date |01/29/2009
T

0 I January. 2009 1N -
Sun Mon Tue wed Thu Fri Sat

1 2 3
4 5 & F & 9 10 Cemral
11 12 13 14 15 16 17 4
18 19 20 21 22 23 M
25 2% 27 MEERI N

. e

T Today: 01/29/2009

St

3. Choose summons type from the drop down menu.
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Persons to Summons/Motice

SLCORM COUWTY DETEMTION CEMTER
JAMIE KELLY MCERIDE
&by JO TESTCASE —

[ £

<)

lssue Date |01/29/2009 ]

Surmmons Type | j

WOTICE

SUBPOEMA,

SUBPOEMA DUCES TECUM
SUMMEMS

AALE

4. The persons chosen will show up in the grid.

~ FIRST CALL (01/29/2009 09:00 AM) - 2-YC-2008-D-28-1 (69797) amy Jo Kl [Z][B](%]

@ Copy Hearing
General  Summons/Motices lﬁ.ttendees] Eu:untinuanu:e] Court .ﬁ.ctiun] Dcu:uments]
Summonz Rezult Type M arme
» SUMMONS SANDRA TESTCASE M
SUMMMONS akiy JO TESTCASE
.’
< >
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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 personsto Summons (See Section 12.1 - Add personsto Summons)

b Sep 2 - Right-click on the appropriate from the summons list.

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

~> FIRST CALL (01/29/2009 09:00 AM) - 2-YC-2008-D-28-1 (69797) Amy Jo [kl [ [E)X]

@ Copy Hearing

General Summons/Matices lﬂ.ttendeea] Eu:untinuanu:e] Court .-’-'-.u:tiun] Dcu:umentsl

25 Add

Remove

Summons Mame

Result ‘ Type

SANDEA TESTCAS

SUMMONS

SUMMONS Specify Summons Result, ..

Record Summons on General Docket:

Print Surnrmons

Edit Surmmaons

|
[ £

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

- FIRST CALL (01/29/2009 09:00 AM) - 2-YC-2008-D-28-1 (69797) amy Jo [kl [=][B](%X]

@ Copy Hearing

General  Summaonz/Motices l.ﬂ.ttendeesl Euntinuance] Court .-i‘u:ticun] Du:u:uments]

A Add

Remove

Summonz M arne

Reszult ‘ Type

SUMMOMNS

SUMMOMNS Specify Summons Result..,

Recard Summans on General Docket

Print Surmrmons

T

[ £

[

[

2. The generated summons will open. Click Print.
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KiCE
Times NewRoman = [12 «|[W -] B| 7| U] a%|ad| N @) H|[= =[=|=| =
= e = W VE - e e il i e e e = g

Save Left kargin ﬂﬂ Right Margin ﬂﬂ Ervelope

EIIIIIIIlIII|III2III|III3III|III4III|III5III|II

1

SERIAL: 116807

THE STATE OF MISSISSIPPI
COUNTY OF ALCORN

INTHE YOUTH COURT OF ALCORN COUNTY , MISSISSIPPI

IN THE INTEREST OF:
ALY JO TESTCASE, A MINOR 2-VC-2008-D-2E- 1060797

STMMONS

TO THE EHERIFF OF MADIEON County, Lawful Officer of the State of Mississipyd
ot persoh desighate to serve the process of this cowt,

GREETING 5:
Y ou are hereby comm anded to summons to the Vouth Court of AL CORN C ounty:

OR

1. Choose Print Summons to print without viewing.
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- FIRST CALL (01/29/2009 09:00 AM) - 2-YC-2008-D-28-1 (69797) amy Jo [kl [=][B](X]

@ Copy Hearing
General  Summaonz/Motices l Aftendess ] Cortinuance ] Court Action ] Diocuments ]
Fs
Summonz Reszult Type M arne T e
SUMMONS SANDRA TESTCASE M
apecify Summons Resalt,
Record Summons on General Docket
Edit Summn%
v
<) >
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12.3 - Remove Persons to Summons

Type your drop-down text here.

12.3 - Remove Persons to Summons

P  Sep 1 - Expand the case.

Click on the ® next to the case number in the Case Navigation Panel.
+-[E] 25020 2-0-261-1(178
&
The expanded case will look like the image below.

= 255C-201 2-0-261-1[1749
D B Y outh AKA
& Agzociated Persons
Referral
2 Documents
Cuztody
i Petition

% MNaotes
* Hearings

@x"-., Comrmurity Servic
M otions
% Case Fees

Case Orders
% Information Packet

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

o

b Sep 2 - Click on the Hearings node.
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B0-vC-2010-0-1-1(77425] -
EH vouth aka
Bl A2sociated Persons
Referral
@2 Documents
Cuztody
4% Petition

% Motes

ity Service
. MDtIDhS

P Sep 3 - Select the appropriate Hearing from the hearingslist.

| | | Dezcrption Preziding

15T CALL JAMIE KELLY MCERIDE
12;"24#2008 DETENTIH JAMIE KELLY MCBRIDE

P Sep 4 - Fromlist of actions, click on Edit this hearing.

| Date | | | L escription Preszidir

FIRST CaLL JAMIE
12#24.-’2008 DETENTION JAMIE

[ Show Hearng Detailz

ACTIONS

Add & new hearing to this case.
Edi thiz hearing.

(] thiz hearing.

VT L Y PO | NPy Sy SR RO [ WU P, Y Ly g W) S Ny ey [ N Py

»  Sep5- Click on the Summons/Notice tab.
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» Sep 6 - Choose person to remove and click the remove button.

242

- FIRST CALL (01/29/2009 09:00 AM) - 2-YC-2008-D-28-1 (69797) AmY Jo [kl (2 [B)(X]

@ Copy Hearing
General Summonsx’N?t\ices l;‘-‘xttendees] Enntinuance] Court .-’-'xctiun] Dcu:uments]
o - Add
Summons Fesult Type Mame Ti
b SUMMONS SANDRA TESTCASE M
SUMMONS AMY JO TESTCASE
bs
<l >




Summons

- FIRST CALL (01/29/2009 09:00 AM) - 2-YC-2008-D-28-1 (69797) AmY Jo [kl [Z)[B)(X]

@ Copy Hearing
General Surmmanz/Motices l;‘-‘xttendees] Enntinuance] Coart .-’-'xctiun] Dcu:uments]
-
Summons Fesult ‘ Type Mame 7l it
SUMMONS SANDRA TESTCASE w il
SUMMONS AMY JO TESTCASE
L]
<) >

!

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:

Error. r>_(|

6 CAMN MOT DELETE SUMMOMS, BECAUSE OF LINKED SUMMOMNS DOCUMENT,

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.

e See Section7.9 - Showing Summons Documents
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e 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

P Sep 1 - Click the Edit menu from the menu bar at the top of the MYCIDS
application and choose Summons Result Quick Entry.

¥+ MYCIDS v2.9.0.0
File M=l Reports Help

Yfouth Locator |
Scheduler Fiz
I Sho
MYCIDS Alerts

ﬁ In Box
EME

Summons Result Quiclk Entry. ..

Edit standard Docurent Texk. .,

P Sep 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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SERIAL: 116807

THE STATE OF MISSISSIPFI
COUNTY OF ALCORN

INTHE YOUTH COURT OF ALCOEN COUNT Y, MISSISSTFPL

IN THE INTEEEST OF:
AMT IO TESTCASE, 4 MINOER WC-2008-D-28- 1(8=79T

SURRIONS

T THE SHEEFF OF MADISON Conwty, Laarfial Officer of the S tte of Mississippd
or person designate to serve the process of fis oowrt,

GEREETING%

o are herebor contrmarded to sunerors to the ¥outh Conrt of AT CORN Conrty:
SANDRA TEST CASE
133 MATN STREET
CANT O, MISSISSIPPT 9046

if o be foand in wour ooty to appear personally before the Vouth Court of Akom Courty Taonth
Conyt, Mlississippa on Jamary 29, 2009 ot 0200 AR and farther do axd saffer sach thmgs as shallbe
considered ard cdered by the Conrt, in the premmises and have then and thee thos wiit, with endosement
therecn of the marmer mwlich waa shall serve the same.

TO: SANDEA TEST CASE

T ave hereh v conenanded to appear parsonally beffee the ¥V onth Coort of ALCORN
Connty, Mississippl atthe Coarthonse lacated at PO Box 62, Coprth, MS 3883 on Jamany 29, 2009 at
02:00 AWM, for afan FIRS T CALL hearing and then and there to show canse, iff any canbe shown, why
the above reférenced mmors shoald notbe adpdzed paruant © the allegatices set forth in the pebbon,
if any, ard forwhy appropeiate action should rothe takenarith g ad to the best inte st of 5a1d nuneels.
¥on have a nzld to be represented by an atbomer if vou so desite. Von ave requested to innnediaely
notfyr the woath comrtof the name and ad dves s of your attcere v if vou 50 enploy ore. [findigert, the
above nawed nunors he arnghtto have an atioevey apported fiee of charre, and shonld invenediately
apply to the youth oot for such appoirted comsel. ¥ o have a rght to subpoenawitnesses n yoar
behalf.

GIVEN under hand and seal of court, at ALCOREN Connty, Mississippe, on Jamarny 29,
2008,

D

Ref# [115807 =

Besult | ﬂ
Date | ﬂ

Status

Cloze




P Sep 3 - Choose the result from the drop down menu.

Summons Quick Entry

Ref # [116607 =

Status

Bezult |

Diate SERVED
WAPED
1WaTICED
E=ECUTED

UMDELMWERABLE

FERSOMALLY SERVED
CERTIFIED MAIL

Clogze

»  Sep 4 - Choose the date from the calendar drop down menu.

Summons Quick Entry

Ref # [116807 =

Result |SERVED

Date |01/23/2009

n January, 2009
SH5un Mon Tue wed Thu  Fri

[
6

Sat

4
11
13

1
5 B ¢ 8
12 13 14 15
19 20 21 22

2
3
16
23

== 25 28 ¥ 2B %SD

=5 Today: 0172972009

3
10
17
24
K}

Cloze

» Sep5 - Click the Save and New button.

Summons
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Summons Quick Entry D__<|
Ref# [116807 =
Eesult [SERVED ~|

Save and Mew |

Statis L%
Cloze
Summons Quick Entry [g|
Ref# [E -
Besult | ﬂ
Date |01/23/2009 |

Fef # 116807 was committed.

Cloze

Summons Quick Entry E'
Ref # 116307 2
Result |SERVED -
Date |01/29/2003 |

n January, 2009 n

SH5un Mon Tue wWed Thu Fri Sat
1 2 3

4 5 6 F 8 9 10

11 12 13 14 15 16 17

18 19 20 21 22 23 24 | [Close

=125 28 27 2B A

3 Today: 0172972009

» 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.

P 13.1 - Create a Continuance

b 13.2 - Delete a Continuance

F# 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

b Sep 1 - Expand the case.

Click on the ® next to the case number in the Case Navigation Panel.
+-[E] 25020 2-0-261-1(178
&
The expanded case will look like the image below.

= 255C-201 2-0-261-1[1749
D B Y outh AKA
& Agzociated Persons
Referral
2 Documents
Cuztody
i Petition

% MNaotes
* Hearings

@x"-., Comrmurity Servic
M otions
% Case Fees

Case Orders
% Information Packet

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

b Sep 2 - Click on the Hearings node.
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g0-vC-2010-0-1-1(77425] -
EH vouth sk
& Associated Persons
Referal
@2 Documents
Custody
&4 Petition

%1 MHotesz

. M-:utlcuns

unity S ervice

»  Sep 3 - Select the Hearing to create a continuance for.

| | | Description | Presiding
ADJUDICATION TESTER & JUDGE

» Sep4- Fromthelist of actions, click on Edit this hearing.

|Date | | | D escription | Presiding

070942010 ADJUDICATION TESTER A JUDGE

[ Show Hearing Details

ACTIONS
Add & new hearing to this case.

it this hearing.
& this hearing.

Becord this hearing and all associated tems to the General Docket.

Eﬂ: Y ou can also double-click on the hearing
0 to open the hearing editor.

»  Sep 5 - Click on Copy/Continue Hearing.
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~ ADJUDICATION (07/09/2010 09:00 AM) - B0-YC-2010-P-2-1 (77428) DON MiDDLE ... [=|[B]fX]

@ Copy/Continue Hearing
l Summnnst’Notices] Attendeesl Hesponse] Court Action] Agagravated Eircumstances] Documentsl
Reference # |'| 13448 Originating District I—EE
Type |f-‘«DJUDIC.~'-\TIDN ﬂ [ Adjudication [FEH]
Other |

Date [07/03/2010 0300 2M | @

Presiding |TE5TEH A JUDGE

Presiding Type |REFEREE

Cazes addressed by this heanng

[
[~
80-vC-2010-P-2-1 [77428) DOM MIDDLE FNOX

[

|
|

»  Sep 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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Copy or Continue Hearing

Thiz option allows pou to copy or continue the current hearing, The new hearing will contain the
heanng type that you specify below [if you are copying the hearing). Optionally, vou can copy
attendees from this hearing to the new hearing, and vou can notice attendees to be at the new
hearing.

|f wou are continuing the curent hearing, make sure to zet the date of the newly created hearing
ko the desired date and time.

Hew Hearing Type

ADJUDICATION -
-
-
-

0Ok Canizel

P Sep 7 - Choose the New Hearing Date.

Choose the New Hearing Date from the calendar drop down menu.
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General } Surnmong/ M obic

Reterence 8 (113445

Tope W

Other l—

Date W
Preziding lﬁ
Presiding Type lﬁ

Cazes addregzed by thi
80 C-2010-P-2-1 [FF4

|

Sun Mon Tue Wed Thu Fri Sat

Thiz option allows you to copy or continue the curent heanng. The new hearing will contain the
hearing type that you specify below [if you are copring the hearing). Optionally, you can copy
attendees from this hearing to the new hearing, and you can natice attendees to be at the new
hearing.

If you are continuing the current hearing, make sure to zet the date of the newly created hearing
to the dezired date and time.

Mew Hearing Type
ADJUDICATION -

[+ Continue the A0JUDICATION Hearing.
|EIB;"1 942010 09:00 Ak

Mew Hearing D ate ok Cancel

August, 2010

1
a
15
22
29

s Today: 07/12/2010

2 3 4 5 B 7
3 10 11 12 13 14
16 17 18 «Fr 20 2
23 24 25 26 27 28
a0 A

» Sep 8- Click OK to generate the Continuance Order.
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Copy or Continue Hearing [z|

Thiz option allows vou to copy or continue the current hearing.  The new hearing will contain the
heanng type that you specify below [if you are copying the hearing). Optionally, you can copy
attendees from this hearing ta the new hearing, and vou can notice attendees to be at the new

hearing.

If wou are continuing the curent hearing, make sure to zet the date of the newly created hearing
to the desired date and time.

Hew Hearing Type

/ADJUDICATION
-
-
-

[v Continue the ADJUDICATION Hearing.

=

|07/09/2010 0900 44 | Mew Hearing Date

Canicel
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»  Sep 9 - Route the Continuance Order to the Judge for signature.

e ——
10 |[® TimesHewRoman ~1[12 -|[W -] B| 2| U] 2% o N| @] H| == ==
JJ%JJJEE@J JJJJJJJ_JJﬂ“ H Jﬂjjj

W | ForSignature »|  JUDGE, TESTER - PRESIDING . [T AR i
ForReview  »  TEST, PROS - PROSECLITING ATTORNEY 3

N THE YOUTH COURT OF WINSTON COUNT

INTHE INTEREST OF:

DONMIDDLE KNOX, A MINOR 80-YC
(DOB: 3/9/1995)

CONTINUANCE ORDER GRANTING CONTINT.

|||||||1||||||||

THIZ Day this cause came before thiz Court on the motion

P Sep 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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*  MYCIDS v4.2

File Edit Maintenance D4%S Reports  Help

| BFind | & ¥ 13 | A Heaings - || Search UCID# ||| Find LCH# |

" ADJUD

with
ar

/1‘_ Open Hearings - | @ Copp/Continue Hearing

ummu:-ns;’Nc-ticesI Attendees' Hesp-:-nsel Court Action' Agaravated Circum&tance&l Dncument&'

Reference # |1 13471 Driginating District I_Sa
Type [ADJUDICATION LII'_ Adiudication [FEH)
Other I
ity Date [07/14/2010 0200 AM | i}
*3 Presiding [TESTER & JUDGE =]
Presiding Type |REFEREE =]

Cazes addrezsed by thiz hearing

g ! Jix, Add |
« Remove |

0 | &)

258



Continuance

13.2 - Delete a Continuance

Type your drop-down text here.

13.2 - Delete a Continuance

F Deete a Continuance Order

Sep 1 - Expand the case.

Click on the # next to the case number in the Case Navigation Panel.
+-[E] 25°-2012-D-2611(178
%
The expanded case will look like the image below.

=B B! 25 C-2012-D-261-1(178
D B Y outh AKA
& Agzociated Persons
Referral
2 Documents
Cuztody
i Patition

% Mates
* Hearings

@x"-., Comrmurity Servic
kotions
% Case Fees

Case Orders
% Information Packet

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

Sep 2 - Click on the Documents node.
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E 80-vC-2010-P-2-1[77 428
EH vouth Ak
Bl A.ssociated Persons

Referral
&=

Cuztody
&4 Petition

% Mates
A Hearings

Fa Pemanency

Mations

Case Orders

é [nfarmation Packet
[ Quick List

=8 anth b aeabar

Sep 6 - Select the Continuance Grant Order to be deleted

| | |Date |Description |Hearing Desc Hearing D ate
07072010 1342 INTAKE ORDER M
07072010 1417 CUSTODY CHAMGE ORDER Mt
FETITION DOCUMEMT M
4 -- 07/M13/2010 11:40 COMTINUAMCE GRAMT ORDER ADJUDICATION

Sep 7 - Fromthe list of actions, click on "Remove the selected document”.

Documents that have been electronically signed cannot
be deleted.
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| | [ ate Description
Q0707 /20001242 INTARE QORDER

070772010 1417 CUSTODY CHAMGE ORDER
070772010 14:24 FETITION DOCUMEMNT

O | [o7Aa2m011:40  [CONTINUANCE GRANT ORDER

£l

[ Shaw Summons Documents

The zelected document has been routed to another user for Review 'Signing.

ACTIONS

Attach a newve document.

Attach from scanner.

Replace the selected document.

Replace from scanner.

Femove the selected document.

Re thiz document on the General Docket where abzent.
Dovvnload and viewy the selected docurment.

Edit Motes for the selected document.

Click Yesto permanently remove the document entry.

Warning rz|

!T This will permanentky remove the document entry. Conkinue?

o |

b Delete a Continuance Hearing

Sep 1 - Expand the case.

Click on the ® next to the case number in the Case Navigation Panel.
+ [E] 25+v-2m12-D-2611(178

The expanded case will look like the image below.
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SRSl 25 C-2012-D-261-1(178
D B Y outh AKA
& Agzociated Persons
Referal
2 Documents
Cuztody
i Patition

% Mates
* Hearings

@x"-., Comrmurity Servic
kotions

% Case Fees

Case Orders

% Information Packet

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

o -[1-3-1[57186]

Sep 2 - Click on the Hearings node.

g0-vC-2010-0-1-1(77425] -
EH vouth sk,
& Azzociated Persons

Referral

@2 Documents
Cuztody
% Petition

%1 Motes
unity Service

. Ml:utu:uns

Sep 3 - Select the Hearing to delete a continuance for.

| Date | | | D ezcription Fresiding
40741522010 ADJUDICATION TESTER & JUUDGE
07/03/2010 = ADJUDICATION k TESTER & JUDGE
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Sep 4 - Fromlist of actions, click on Delete this hearing.

| Date | | | Description Preziding
d|07/15/2010 ADJUDICATION TESTER A& JU
07/09/2mo = ADJUDICATION TESTER & JU

[ Show Hearing Detailz

ACTIONS
Add a nevy hearing to thiz caze.
Edit thiz hearing.

Dﬁe this hearing.
F d thiz hearing and all azsocisted tems to the General Docket.

Click Yes to confirm the deletion of the hearing.

Confirm [5_(|

\i':) Are yol sure wou wank to delete this hearing?
-

o |

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

E 80 C-2010-P-2-1(77 428
EH vouth Ak
Bl A.zsociated Perzons

Referral
@&

Cusgtody
i Patition

%1 Mates
A Hearings

Fp Permanency

b otions

Caze Orders

% Information Packet
[ Quick List

=8 anth | aeabar

Sep 6 - Select the Continuance Grant Order to be deleted
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| | |Date Dezcription Hearing Desc Hearing D ate
07072010 1342 INTAKE ORDER M
07072010 1417 CUSTODY CHAMGE ORDER Mt
0707/ 2010 14:24 FETITION DOCUMEMT M
4 -- 07132010 11:40 COMTINUAMCE GRAMT ORDER ADJUDICATION 07/09,/2010 09:00 &k

Sep 7 - Fromthelist of actions, click on "Remove the selected document”.

Documents that have been electronically signed cannot
be deleted.

| | [ ate | Description
07/07/201013:42 INTAKE ORDER
07/07/2001014:17 CUSTODY CHAMGE ORDER
Q707 /2000 14:24 FETITION DOCUMEMT
E-- 07132010 11:40 COMTIMUAMCE GRAMT ORDER

£ |

[ Show Summons Documents

The selected documernt haz been routed to another user for Rewvies fSigning.

ACTIONS

Attach a newy document.

Attach from scanner.

Replace the selected document.

Feplace fram scanner.

Eetmove the selected document.

Fe thiz document on the General Docket where abzent.
Dovvenload and viewy the selected document.

Edit Motes for the selected document.

Click Yes to permanently remove the document entry.

Warning rz|

"'_-, This will permanently remove the document entry. Continue?

o |
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13.3 - Edit the Continuance
13.3 - Edit the Continuance

Documents that have been electronically signed cannot
be changed.

P Sep 1 - Expand the case.

Click on the # next to the case number in the Case Navigation Panel.
+-[E] 50201 2-0-261-1(178
'\.=
The expanded case will look like the image below.

= 25 C-2012-D-261-1[178
L} £ Y outh AKA
Bl A.ssociated Persons
Referal
@2 Documents
Cuztody
&4 Petition

% Mates
A Hearings

@\'-., Commurity Servic
Mations
% Caze Fees

Case Orders
% Infarmation Packet

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

o

P Sep 2 - Click on the Documents node.
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E 80-vC-2010-P-2-1(77 428
EH vouth Ak
Bl A.ssociated Persons

Referral
&=

Cuzstody
&4 Petition

% Mates
A Hearings

Fa Pemanency

Mations

Case Orders

é Infarmation Packet
[ Quick List

=8 Atk b Aeabar

P Sep 3 - Sdect the Continuance Grant Order.

| |Date |Description Hearing Desc Hearing D ate
| 07072010 1342 INTAKE ORDER Mt
| 0707/ 2010 1417 CUSTODY CHAMGE ORDER M

07/07/2010 14:24 FETITION DOCUMENT 24,
/e COMTINUAMCE GRAMNT ORDER ADJUDICATION

P Sep 4 - Fromthelist of actions, click on Download and view the selected
document.

| | D ate | Description

070772010 13:42 INTAKE ORDER

070720010 1417 CUSTODY CHAMGE ORDER
070772010 14:24 FETITION DOCUMEMNT
0713200101521 COMNTIMUANCE GRAMT ORDER

Rd

£

[ Shaow Summons Documents

The selected document has been routed to another user for Review 'Signing.

ACTIONS

Attach a newe document .

Attach from scanner.

Replace the selected document.

Feplace from scannet.

Remove the selected document.

Record this document on the General Docket where absent.

Dovvpload and viewe the selected document .
Edlit = for the selected document.
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Y ou may now edit the document.
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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 MY CIDS case management system provides the youth courts with an
automated permanency process. Y outh Courts must use MY CIDS 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 istaken 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 1-YC-2008-P-76-1(89727
“=| Infarmation Packet
L Y outh Ak
- Bfg Associated Perzons

: Heferral
(] Documerts

:

Lol Petitia

; %{ Motes
i Hearings
i-Fa Permanency

Case Orders

2. Click on the Add link to add a custody record.
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Mo custody records exist.

ACTIONS

.ﬂ.dﬁ a custody record.
| complete custody histary for this youth.

After clicking the Add a custody record link, the custody edit window below will appear.

Custody Edit m

Properhes |

Date |07/20/2008 01:00 PM |
Type |PHYSICAL AND LEGAL |
From [SANDRA TESTCASE - MOTHEF »| To [DEPARTMENT OF HUMAN SEF |

v [Reasonable Effort Made

Restnchons

0K N Cancel |

3. Select the custody change " Date’, " Type” of custody change, the person/entity custody
ispassing " From”, and the person/entity the custody is passing ” To” from the drop-down
menus.

The Court must make reasonabl e 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 ” Reasonabl e 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.

Permanency Plan Editor

Froperties ]

Start Date: |07/20/2008 |

Adoption D ate: J Lj
est. Achievement Date: |07/20/2009 |
End [rate: ] Li

Plan Type: |PERMANEMNCY |

Flar M arne: iFEELINIFID'-‘-.TIEIN WITH A PARENT OR PRIMARY I:&FEET.&.PL}

Save and F'rn:u:eeE |

Yoo must first zave this Plan, by clicking the "Save and Proceed" button, before vou can cloze the Plan Editor.

To enter specific information about the plan in a narrative format, select ”Add a New
Reasonable Effort Note” from the ACTIONS list.

Properties ]

Start Date: [07/20/2008  ~|
Adoption Date: |07/20/2008 |
est. Achievement Date: |07/20/2003 |

End Date: ] Li

Flan Type: |PERMANENCY |
Plan Name: |RELINIFICATION WITH & FARENT OF FRIMARY CARETA - |

Mo Reazonable Effort Motes have been added to this plan.

ACTIONS
Add & Mew Reasonable Effort Mote.
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Add Reasonable Effort Mote [5_(1
Dretailz 1

Note Date: |07/21/2008 -]

Digcuzzed with parents at length the actions necesszarny

k. Cancel ‘

Permanency Plan Editon

Properties ]

Start Date: (0742042008 v]
&doption Date: |07/20/2008 v]
ezt Achievement Date: (0742072009 v]

End Date: - }
Plan Type: |PERMANENCY |
Plan Mame: |FFEL|N|FIEATIEIN WITH & PARENT OR PRIMARY E.-'-‘«FEETMj
Mote D ate Reazonable Effort Note
FA21 2008 Dizcuzzed with parents at length the actions necessarny
$i
ACTIOHNS

Add a Mew Reazonable Effort Mote.
Edit the current Feazonakle Effart Mate.
Delete the current Reasonakle Effort Maote.

When you complete the Permanency plan, close the editor by clicking on the & in the
upper right of the screen. Thiswill 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.
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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.

] To
SaMDRA TESTCASE - MOTHER - BIOLOGHDERPARTHMENT OF HUMAM SER

This custody change did not occur &t a hearing.

Date /20,2005
Type PHYSICAL AND LEGAL
From SAMDRA TESTCASE - MOTHER - BIOLOGICAL PPC
To DEPARTRMEMT OF HURMAR SERWICES DHS - DHES
Hearing -
Restrictions
Reasonable Effort Made v

ACTIONS

PP - Permanent Physical Custodian

Record this custody change on the General Docket.
Add a custody change record.

Delete thiz custody recard.

Edit thiz custody record.

Generasfe custody chande order.

Wi %‘uplete custody history for this vouth.

Yiewy Permanency Plans attached to the Custody record.

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 isto determine if continued custody isin the best interest of the child.

1. Click Add a new hearing to the case
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Mo hearings exist for thiz case. .ﬂ-.d? a new hearing to thiz case.

-* New Hearing for 1-YC-2008-P-76-1(59727) - JOHN 5 TESTCASE

el ma: = | I
General |
Reference # | Originating Dictrict
Type | =
Dthes |
Date [07/22/2008 0300 AM = [T
F'rﬂiim[ _:J
Presiding Type | -

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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" Mew Hearing for 1-YC-2008-P-76-1(59727) - JOHN § TESTCASE B CEX
% Goen B
Genatal |
Reference 8 | Originating District
Type [SHELTER )
Dtes |

Dats [07/22/2008 0300 4M | [T
Presiding |TESTER JUDGE

Presidng Type |JUDGE

Save miPpoch[ |

L2

3. Then, click on save and proceed. Thiswill add the shelter hearing for the requested
date.
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-
A Dpenvesg: - | b Copy Heating 2
General | Summans/Motices | Attendees | Continuance | Court Action | Documents |
Reference # | Oniginafing District |
Type |- =
Difes |

Date [07/2272008 03.002M  +| [T
Presiding |TESTER JUDGE

Presiding Type |JUDGE

Cases addiessed by this hearing

=~
£
1:¥C-2008-P-76-] [93727) JOHN 5 TESTCASE I

4. Then, to address what happened at the Shelter hearing, click the court action tab.

SHELTER (07/22/2008 09:00 AM) - 1-YC-2008-P-76-1 (59727) Joun s TEf (26X
A0 g - | [Ak Copy Hearing
General | Summons/Motices | Attendees | Continuance  Court Action | Documents |

Action o this bes Cugtody Type Cushoidy Restictor &
b “

R
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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.

SHELTER (07/22/2008 09:00 AM) - 1-YC-2008-P-76-1 (59727) Jorn s TEfY [ |[B]K)

e [&e Copy Hearing
Geneeal | Summons/Motices | Altendees | Continusnce  CoutAction | Documents |

nction o his hearing Cuttody Type Cisstocy Fleshicor 2 l
¥
j' o
Chooss Sction from List... CHILD HELD [H SHELTER
ik LEGAL AND PHYSICAL CUSTODY PLACED WITH DHS
LEGAL aND PHYSICAL CUSTODY WITH RELATIVE OR OTHER
LEGAL CUSTODY DHS, PHYSICAL CUSTODY NOH-RELATIVE
facord Entry on Ganecal Dodkst ..
£ Saichimek ol LEGAL CLISTOOY DHS; PHYSICAL CUSTODY WITH RELATIVE
T Ediabies v LEGAL CUSTODY WITH DHS, PHYSICAL CUSTODY PARENTS

MO CLUSTODY CHANGE
CTHER h"
PHYSICAL CUSTODY PLACED 'WITH DHS

PHYSICAL CLUSTODY WITH RELATIVE OTHER LEGAL CUSTODY
RETURMED HOME

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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| | | D escription Preziding

SHELTER TESTER JUDGE

| Show Hearing Details

ACTIONS

Add a neww hearing to this casze.

Edit thiz hearing.

Delete this hearing.

Record thiz hearing and all azzocisted tems to the General Docket.
Generate Order.

Managing Service Plans

Attach a new Service Plan

Semrvice Plans and Reports

Mo Service Plans have been added to thiz case.

ACTIONS
Attach a new Service Plan.
Scan ina new =ervice Plan.

Attach anew Service Plan allows the user to insert a plan from an el ectronic document
to the Permanency Plan.

Click on Attach anew Service Plan. A screen similar to the one below will appear.
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Attach Document @@
Lnd;nl-__}l's:id:-:urzﬂh :j h@ﬁ"

:ﬁ L AISP document
My Recent
Documents

=

Dezhiop

7,

My Documents

-

My Compater
«
My Network  File name: A15F document = Open |

Places
Files of lype: I‘.DDE:'WPD_'XLS.' POF " JPGTIF S TKT ﬂ Cancel

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.

C:ADocuments and Settings\REMWMy DocumentsiTest documentsiAISP do... E|

Documert Type | =

Description |

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
anew 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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280

Senice Plans and Reports

Document Service Plan Completely Has Hearing Satisfaction
Date Type Satisfactory Actions Text
1211 22007 AlSP Edit
ACTIONS

Attach a nevw Service Plan.
Scan in & new Service Plan.

Enter Satisfaction Text

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

the Court order.

Senvice Plans and Reports

Document Service Plan Completely Ha= Hearing Satisfaction
Date Type Satisfactory Actions Text

121172007 AlSP Edit
ACTIONS

Attach a nesw Service Plan.
Scan in a new Service Plan.

Click on Edit under Satisfaction Text on the Edit Panel. The Service Plan Satisfaction
Text Editor will appear.



14.0 - Permanency

Service Plan Satifaction Texi Edilor

Ceeated By |Date [Note =
L
£ } 3
tew_| | I
Click on the New button. The New Service Plan Satisfaction Text screen appears.
Mew Service Plan Satifaction Text ]E|
| Ccancel |

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: Typein 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 theinitial 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 anew hearing to this case

ACTIONS

Add a new hearing to this case.
E iz hearing.

Delete this hearing.
Fecord thiz hearing and all aszociated tems to the General Docket.
Generate Crder,
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- New Hearing for 1-YC-2008-P-76-1(59727) - JOHN S TESTCASE
A0, e = | I

14.0 - Permanency

| 9=

General |
Retersnce # | Originating District
Type | =
Dthies |
Date [07/22/2008 0300AM = g}]
Frﬂiﬁnﬂ[ _:J
Presiding Type | -

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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*. New Hearing for 1-YC-2008-P-76-1(59727) - JOHN S TESTCASE

» = | B
General |
Relerence # | Originating District
Type |[PERMANENCY -
Dther |

Date (0772272008 0300AM  ~| [

Presidng | TESTER JUDGE |
Puasiding Type m j
Save and Procesd RJ

Then, click on save and proceed. Thiswill add the Permanency hearing for the requested
date.



14.0 - Permanency

 PERMANENCY (07/22/2008 09:00 AM) - 1-YC-2008-p-76-1 (59727) Joun [l (= |[B][%X]

A - ~ | [ Copy Heaing
General | Sumenons/Motice: | Aterdees | Continuance | Court Action | Documerts |
Referenice # | Onignating Distict |
Type [FERMANEN =
Dther |

Date 0772272008 0300AM  ~| [

Presiding [TESTER JUDGE ]
Presidng Type [JUDGE |
Cases addrersed by thiz heaiing D&

1-YC-2008-F-76-1 [53727) JOHN 5 TESTCASE

Then, to address what happened at the Permanency hearing, click the court action tab.

-‘h_ gl T Bm He-!"l‘l}
General | Surm!ﬂ":&ﬂ!hkn:laasi Contiruance  Court Action | Documents |
[T Deschption ~
(4 |PERMANENCY |REUMIFICATION 'WITH A FARENT OR P
COMCURRENT CUSTODY WITH & RELATIVE
v
s >

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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. PERMANENCY (0772272008 09:00 AM) - 1-YC-2008-P-76-1 (59727) Joun [l (S ][B]X]
: [ Copy Hearing

Genetal | Summons/Notices | Attendees | Continuance  CourtAction | Dacuments |

| 4IFERMANEMNCY Al T il =
Aucticn ] None

COMCURRENT e Action Froxn Lick
Chaos ¥ isk...
Clsar Action CLOSE AND ADOPT A NEW PLAN

CONTINUE THE PLAN

Sl SR L Fuaccomise L,
L

F) Reecord Entry on General Docket. .. 3

Type FERMAMENCY
Descriplion RELMFICATION VATH & PARENT OR PRIMARY CARETAKER
Starl Dale 07/20/2008
Bdoption Dake 07202008
‘Reasonable Efforl History \ie'w Reasonable Etfort History
Service Plans/Reports Hestory View Service Plans Repods Htory

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 arequired
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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14.0 - Permanency

1-YC-2006-P-46-1{39554] - AMANDA TESTCASE - MITIAL PERMANENCY HEARMG REQUIRED

The Initia Pesmanency Hearing is required within 12 manths since the custody change that removed the child from their PPC.

This aert displays when there is a pending twelve (12) month time limit of arequired
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 aert 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

1= C-2008-P-7E-1{ 587 27) - JOHN 5 TESTCASE - CUSTODY CHAMNGE YWMTH REASONABLE EFFORTS MADE REGUIRED

A custody change with Reasonable Efforts Made must be made within 30 days of the indial remaoval of the ciid from their PPC.
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15.0 - Case Orders

This section shows step by step how to generate case orders.

b 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

P Sep 1 - Expand the case.

Click on the ® next to the case number in the Case Navigation Panel.
+-[E] 25020 2-0-261-1(178
#
The expanded case will look like the image below.

= 25-7C-2012-0-261-1[1749
L} £ Y outh AKA
Bl A.ssociated Persons
Referral
@2 Documents
Cuzstody
&4 Petition

% Mates
A Hearings

@\'-., Commurity Servic
Mations
%o Caze Fees

Case Orders
% Infarmation Packet

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

P Sep 2 - Click on Case Ordersin the Case Navigation panel.
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- [EJ 2°vC-2009-D-1-1(59805)

EH vouth &kA

Bl A.zsociated Persons
Referral

@2 Documents

@ Custody

&l Peition

%{ Maotes
A Hearings
% Infarmattsh Packet

Case Orders

P Sep 3 - Choose the appropriate Case Order fromthe List click the Generate Case

Order action.

Caze Order Dezcription

ATTACHMEMNT ORDER

Bcariss ORDER
RECUSAL ORDER
WwislWER OF DETEMTION HEARING ORDER
| |\AIVER OF PROCESS - PARENT/CUSTODIAN

ACTIONS

Gener%e Caze Order.
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16-0 - Information Packet

MY CIDS can prepare a comprehensive case packet for most information stored in a case.

Follow these steps to create a case packet.

P Sep 1 - Expand the case.

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

=-[Z] 25200 2-D-261-1178

9
The expanded case will look like the image below.

=N =) 052

N

012-D-261-1[1 74
B outh AKA

Bl A.ssociated Persons
Referal

@2 Documents

Cuzstody

&4 Petition

% Mates
A Hearings

@\'-., Commurity Servic
Mations
%o Caze Fees

Case Orders
% Infarmation Packet

xin

o

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

P Sep 2 - Click on Information Packet in the Case Navigation panel.
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= 2-rC-2008-D-29-1(69733
EH vouth sk
By 4.zsociated Persons
Referal
@2 Documents
Custody
&4 Petition

%1 Motes
A Hearings

Case Orders

% Information Facket

b Sep 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.

[ 1 General Docket
r%ase Infarmation

[v “outh A4

v fzzociated Persons
[ Referral Detail

v Documert Summary
[ Custody Change

[ Petition

v Metes

[ Hearing Summary

........

[ Include detsil for all other cazes for this youth?

Subrmnit | Feset |

MY CIDS can prepare a comprehensive case packet for most information stored in this
caze. Selectthe caze tems that vou want included in this packet, then click Submit.

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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16-0 - Information Packet

| | Print |

MY CIDS can prepare & comprehensive case packet for most information stored in this
caze. Select the caze tems that you want included in this packet, then click Submit.

[ General Docket

[ Casze Information
[+ “vouth A&

v fzsocisted Persons
[ Referral Detail

v Document Summary
[ Custody Change

[ Petition

v Metes

[ Hearing Summary
[v Hearing Detail

34
o
=
o
[a1]
o
o
o,
2
[m]
=
o
=%
=
(i}
3
[}
ail
(0]
1]
(1]
4
[m]
-
?
=
(%]
—
[m]
=
o
=]

Submit | Reset

P Sep 4 - Click Submit to view the case packet.

| | Erink

MY CIDS can prepare & comprehensive caze packet for most information stored in this
caze. Selectthe caze tems that you want included in this packet, then click Submit.

| eneral Docket

[ Caze Information
[v outh Ak

v Associsted Persons
[ Referral Detail

[v Document Summary
[ Custody Change

[ Petition

I hlotes

[ Hearing Summary
[v Hearing Detail

Submri\t | Feset |
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Back | | Erint

o

Youth AKA 2-vyc-2009-D-1-1{69805) - AMY JO TESTCASE

SSH Last Hamie First Hame Midddle Hame Suffix
JoJdo Jodo

Associated Persons 2-vc-2009-D-1-1{69805) - AMY JO TESTCASE

Hame Relationship Date Appointed
J&dAIE KELLY MCBRIDE PRESIDIMG

Document Summary 2-vc-2009-D-1-1{69805) - AMY JO TESTCASE

Date Description Source File Hame Document Type
02042009 |CAONTIMUAMCE GRANT ORDER CONTIMNUANCE GRANT ORDER

MNotes 2N C-2009-D-1-1{69305) - AMY JO TESTCASE
Mo notes records exist for thiz case.

Hearing Summary 2-vc-2009-D-1-1(69805) - AMY JO TESTCASE

Hearing Date Type Presiding
g 02042008 FIRST CALL JAWIE KELLY MCBRIDE
- 0172972009 FIRST CALL JAiIE KELLY MCBRIDE
1202402008 DETENTIOMN JAIE KELLY MCBRIDE

To print the packet, click print.

Back | |

Youth AKA 2-yc-2009-D-1-1(69805) - AMY JO TESTCASE

SSH Last Hame First Hame Middle Hame Suffix
JoJa JoJdo

Associated Persons 2-vc-2009-D-1-1(69805) - AMY JO TESTCASE

Hame Relationship Date Appointed
JAlE KELLY MCBRIDE PRESIDING
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17.0 - Closing Case Nodes

» Closeasingle Case Node

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

003-D-1- aaaastly
E v outh AkA lose Mode
& Azzociated Persofis

Referral
@2 Documents

@ Custody

&% Petition
%1 Maotes
 Hearings
Case Orders
% Inforrmation Packet

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

I Y outh Ak

& Aszociated Persons
Referal

= Documents

@ Cuzstody

4% Petition

%1 Motes
A Hearings
Case Orders

% | nfarmation Packet
- 25C-2009-0-2-1[65807)
EH vouth sk

Cldst A crmmicbmd Dmemminn

297



MY CIDS User Guide

* MYCIDS v2.9.0.0
Edit

Reparks  Help

F | 2 Hearings -

Closkeiall
[69805) - AMY JO

Refresh Lookup Tables.., S Bl
b |

. wed |l Doc
Prinker Setup... KA
ed Persons -
— =
-3 Documents
.-%? @ Custody -
o Peiton I
Cluick List """ g‘ Notes !

b Closeall case nodes

298

Choose close all from the file menu.

¥ MYCIDS v2.9.0.0
Edit Reports  Help

Close F | A Heaiings - ||

T

Refresh Tgl:llﬂ.lp Tables., ..

Printer Setup...




Grouping Cases

18.0 - Grouping Cases

P 18.1 - Group Cases

P 18.2 - Remove Case from Group
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18.1 - Group Cases

Type your drop-down text here.

18.1 - Group Cases

P  Sep 1 - Choose a case to group.
From the open cases in the case navigation panel, choose a case to group.

** MYCIDS v2.9.0.0
File Edit Reports Help

| Bfind & [E 1% K3 | A Hearings - || Search UCID#

Docket Information

- [E]) 25vC-2009-P-2-1l3808)

ALCORN (23
ALCORM (2

JEH

Scheduler

+ [Ej2vceo0apaiEasog || - Universal Case D 54790
Locator | N8 ) Quick List . Docket#2YC-2007-Pe
5 | 3 Youth Lacator ~ LocalCaused
CERNIE ) Scheduer © rtskeDate o4nsmno?
""" L MYLIDS Alerts R L
Quick List | e kel . CaseYearW
""" J EME ~ CourtType YOUTH
 Rerommence Date

P Sep 2 - Group Case(s)

Click the Edit menu, Group this case. Thiswill show alist of the open cases that can
be grouped with the selected case in the case navigation pandl.
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¥+ MYCIDS v2.9.0.0
File Ba:[® Reporks  Help

J Youth Locator

Search LCIDH | |

Scheduler Fi1z
SN DS dlerts
| In Box .
( [— Information

Group khis case Group All
ST T SR 2-¥(C-2009-P-2-1(69808) - ANNE MARIE TESTCASE
gy -onciidease erminate Ansdeton 2-¥C-2009-P-3-1{63809) - KEITH ANDY TESTCASE

[ Record Transfer Jurisdiction Info...
flp Create Transfer Jurisdiction Crder. ..
Finalize Case Transfer. ..

||I Summons Result Quick Entry. .

Edit Standard Document Text. ..

Paske Chrl+Y

File N:[8 Reports Help

&1 outh Locator Search LICID# || I

Scheduler F12
] MYCIDS Alerks
£ In Baox
[ EME

Group this case

Conclude Case [ Terminate Jurisdickion

( Record Transfer Jurisdiction Infa...

B L T Jp

OR

choose group all to group all the cases open in the case navigation panel together.
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** MYCIDS v2.9.0.0
File Mas[® Feports Help

J Youth Locator Seemah UEID#“I

ho Scheduler F1z
] MYCIDS Alerks
W In Box .
| e Information
GAT7I9
L::II; Group this case Graup Al

£-¥Z-2009-P- k" £9505) - AMME MARIE TESTCASE

Conclude Case | Terminate Jurisdicti
5 G 2 U e 2-YC-2003-P-3-1{69809) - KEITH ANDY TESTCASE

[ Record Transfer Jurisdickion Infa. ..

» 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.

Kl C)EX
Repotts  Help

| = & * K | A Hearings ~ || Find LC# |

2-¥C-2007-P-6-1(69799] - AMY JO TESTCASE Case Docket

Search UCIDH | |

Docket Information

+-[E] LSE0%)

+-[E] 2-vC-2009-P-3-1(89209) i

2-YC-2007-P-6-1

04052007

=1

2007
YOUTH
ALCORN (2]
ALCORN (2]

This case is grouped with these additional cases:
2-%C-2009-P-2-1 (59805 ANME MARIE TESTCASE
2-%C-2009-P-3-1 (B9809) KEITH ARNDY TESTCASE

Remove this case from the grougp
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18.2 - Remove Case from Group

Type your drop-down text here.

18.2 - Remove Case from Group

P Sep 1 - Choose the case to remove from the group.

** MYCIDS v2.9.0.0
File Edit Reports Help

| Brind | & [E K | A Hearings | Search LICID# | |
SEEUCNER| 2-YC-2007-P-6-1(69799) - AMY JO TESTCASE

L i

bl SRIEY, 2 C-2007-P-6-1(69799)
[ h

- [E]] 2+¢C-2009-P-2-1la8808)

W Ga7a9

fouth +-[El 2+vC-2009-P-3-1(69809)

2-% C-2007-P-6-1

Docket Information

Locator | s My Quick List
----- ¥=8 vouth Lacatar
'%? ----- ¥=H S cheduler 0052007
LE | = MYTIDS Alerts 5
Cuick Lizt | S =8 [n Box 2007
----- EE ¥OUTH

AN

ALCORM (2
ALCORM (2)

Scheduler

»  Sep 2 - Onthe Case Docket screen, click Remove this case from the Group.
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. MYCIDS v2.

File Edit Reports Help

9.0.0

Kl C5X

| EBFind

8

ERE
El=2

2] 2-vC-2009-P-3-1[R9809)

|E = * ks | A Hearings - ||

ELRiEreRll] 2-YC-2007-P-6-1(69799) - AMY JO TESTCASE

b |
003-P-2-1[53208)

A Scheduler

i MYCIDS Alerts
A In Box

A EME

Search UCIDE |||

Docket Information
GA7a9
2-¥1C-2007-P-6-1

D4/05s2007

=3

2007
YOUTH
ALCORN (Z)
ALCORN (Z)

This case is grouped with these additional cases:
2-WC-2009-P-2-1 (B9505) AMNME MARIE TESTCASE
2-4C-2009-P-3-1 (55509 KEITH ANDY TESTCASE

Remo{e thiz case from the group

Find LC# |

Case Docket

e




19.0 - Multi-case Petitions and Hearings

b Multi-case Petitions

Y outh 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.

Editing Work-In-Process Peﬁliﬁn

Preperties |
T fibe thee pestition, specay the petion date, sebect al reterals that apply, Hhen cick 0K
File Date -
Biirg Reeferisl Dirclest A
Fowad |  Date gt Date e

b

r B/28/2007 | LARCENY: SHOPLIFTING
B B/28/2007 |RESISTING LAWFUL ARREST

E/28/2007  FORMAL PETITION ORDERED
6/28/2007  FORMAL PETITIOM DRDERED

}
2 C-2007-D-431[27048] - ASUEA TESTCASE
o | Neee | _ o | cemal |

Clicking the Add button will bring forward alist of cases that are grouped with the
case where the original petition is being filed.

Add Cases To Petition

(=
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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.

FDErrI.:-lagrd Docket Humber
t [ 2-C-2007-0-43-1[27048) - ASUEA TESTCASE
| [ 2-C-2007-0-43-1[27048) - ASUEA TESTCASE
] [ 2 C-2007-0-48-1[27055] - BLAH TESTCASE
|| [ 2 C-2007-D-48-1[270550] - BLAH TESTCASE

» 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 resultsin a
charge being brought against all members of the group. Grouping cases together
allows for multi-case hearings to be arranged in MY CIDS.

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. Thiswill bring up any cases that are
grouped together.

~* FIRST CALL (06/29/2007 09:00 AM) - 2-YC-2007-D-43-1 (27048) Asuka TE... [ |[B)X]
@ Copy Hearing

Reference # | Originating Diztrict
Type | J
Other |

Date |06/23/2007 0300 &M | @

Presiding |TESTERZ TESTERZ

L] L

Fresiding Type |JUDGE

Caszez addressed by this hearing

24'C-2007-0-43-1 [27048] ASLEA TESTCASE Add

|A
|
9]
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Add Cases To Hearing r§|

| 2YC-2007-D-46-1 [27055] BLAH TESTCASE

i

nx!ﬁ Cancel |

3. Both hearings will now appear under each case. Charges from all the
grouped cases will appear under the ” Court Actions’ tab for each casein the

4.

group.

The user will have the option to enter the same action for al 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).

|I:ase

|t auth IC

|4 24'C-2007-0-43-1 (27043)
24C-2007-0-43-1 (27048)
24'C-2007-D-46-1 [27055)
24'C-2007-D-46-1 (27055)

ASUkA TESTCASE
ASUEA TESTCASE
BL&H TESTCASE
BL&H TESTCASE
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Conclude and Recommence Cases

20-0 - Conclude and Recommence Cases

b 20.1 - Conclude Cases

P 20.2 - Recommence Cases
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20.1 - Conclude Cases

Type your drop-down text here.

20.1 - Conclude Cases

P Sep 1 - Choose a case to conclude.
From the open cases in the case navigation panel, choose a case to conclude.

* MYCIDS vZ.9.0.0
File Edit Reports Help

J Finu:l | =l [= b Hs | M Hearings ~ ||

Search UCID#

T
'[..

Docket Information

Gavag
2-'f C-2007-P-fi-1

“t'auth
1)

DekD5/2007
£

2007
¥OUTH
ALCORMN (2)
ALCORN (2)

Cluick Lzt

AN

Scheduler

P Sep 2 - Choose Conclude Case/ Terminate Jurisdiction from the Edit menu.
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#+ MYCIDS v2.9.0.0

File Bas[® Reports  Help
Youth Locator

W Scheduler Fiz
= MYCIDS Alerts
ﬁ In Box Inf
EME nrorn
i
Group this case r

Conclude Case | Terminate Jurisdiction

ﬁ Record Transfer Jurisdickion Infa. ..
Create Transfer Jurisdickion Order. ..

P Sep 3- Choose the conclude date from calendar drop down menu.

Conclude Case [ Terminate Jurisdi... E'

Conclude Caze / Temminate Jurizdiction l

Date: |02/05/2008 -
n February, 2009 u

15un Maon Tue Wed Thu Fn Sat
J Cancel
J1 2 3 4 E 7
g 9 10 M %13 14
1% 16 17 18 13 20 21
22023 24 2 28 27 28

<3 Today: 02/0572009

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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2-C-2003-P-3-1[B3809]
2+ C-2003-P-2-1[B38083]
=R - C-2007-P-6-1(R3799)
----- [AIEE Y otk A KA

----- (/)b 2:sociated Perzo

----- @ Referal

----- @[ﬁ D acuments

----- (/) #E Custody
----- ()42 Pelition
..... @ Motes
----- @ A Hearings

----- @ Caze Orders
----- % | nfarmation Packet

» Sep4- Choose Create Conclude Case Order from the Edit menu.

¥+ MYCIDS v2.9.0.0
Reports  Help

Wouth Locator
Scheduler
MYCIDS Blerks
In Box

EME

et Inform

Group this case

Create Concude Cage Qrder

Fecommence Case

Record Transfer Jurisdiction Infa. ..
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20.2 - Recommence Cases

Type your drop-down text here.

20.2 - Recommence Cases

P Sep 1- Choose a case to recommence.

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

=i 159 N7 g Aoomedirngs v JedIr

+ 2-+'C-2003-P-3-1(63203) .

. =2YI: 2IIIIIIEIF'21[EEIE=EIE=] Docket Information
= Lniversal Cas
Dock
@'& .-“-‘-.ssl:nzlated Perso Local Caus
@. Referal Intake
@@I Documents I
@ Custody Case 'y
{2)i:k: Petition Court T
@% MHotes Can
@ = Hearings Current Col
(/)] Caze Orders Dete Clo
_ % Information Packet Recommence [

P Sep 2 - Choose Recommence Case from the Edit menu.
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MYCID5 v2.9.0.0

Reports  Help

Youkth Locator

Scheduler F1z
MYCIDS Alerks

InBox

EME

et Informa

Group this case »

Create Conclude Case Order

Recommence Case

Fecord Transfer Jtlﬁsdictinn Infa...
Create Transfer Jurisdickion Order...
Finalize Case Transfer, ..

Surmmons Result Quick Entry, .

Edit Skandard Document Text, .,

Paske Chel+Y

P Sep 3 - Choose the recommence date from calendar drop down menu.

Recommence Case IEI

Properties |

Date: |02/05/2003 |

n February, 2009 n

Sun Mon TueWed Thu Fri Sat

12 3 4 % E 7
2 9 10 11 1 13 14
15 16 17 18 19 20 2
22023 24 2%/ 26 27 4

| cancal |

T Today: 02/05/2009

The case folder changes to an open folder symbol. Case information is viewable via
the case nodes again.
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----- & Azzociated Persons

----- Reteral
----- @2 Docurnents

----- Custady
----- ok Petition
----- % Motes
------ A Hearings
----- Caze Qrders
----- é [nfarmation Packet

Conclude and Recommence Cases

» Sep 4 - Choose Create Recommence Case Order from the Edit menu.

** MYCIDS v2.9.0.0
Reports  Help

Youkh Locator
Scheduler
MYCIDS Alerks
In Box

EME

Group this case

Conclude Case [ Terminate Jurisdiction

Create Recommence Case Crde

Record Transfer Jurisdictiu:unhﬁ-ufn. o
Create Transfer Jurisdickion Order, ..

Finalize Case Transfer...

Summons Result Quick Enkry...

Edit Standard Document Text. ..

Paste

- ETM Srherler |
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Transfer Cases

21.0 - Transfer Cases

b 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

P Sep 1- Choose acaseto transfer.

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

Find =l [ * K3 = * Hearings - Search

touks

&
2

Docket Information
Universal Cast
Diacke
Local Caus
Intake O
it
Caze Y
Court T+

Lt

b Sep 2 - Click on the Edit menu and choose Record Transfer Jurisdiction Info.
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File Bas[® OYS Reports

Youth Locakor
Scheduler
MYCIDS Alerts
In Box

EME

Garoup this case

Conclude Case | Terminake Jurisdickion

Record Transfer Jurisdiction Infa...
Create Transfer Jurksfiction Order. ..
Finalize Case Transfer...

Summons Result Quick Entry. ..

Edit standard Docurment Text..,

Paste Chel+y

Sep 3 - Enter Transfer Case information.

Choose the county/district to transfer the case to.

Transfer Case

Search |

Information

Froperties |

County / District I

Transfer Cases

ADAMS [1] - District 1
Date [ comn (2] - District 1
AMITE [3] - Disrict 1

Court Type |m T, [4] - District 1
BEMTL (5] - District 1
BOLIVAR (6] - District 1
BOLIVAR (E] - District 2
CALHOUN [7) - District 1

Choose transfer date.

319



MY CIDS User Guide

Transfer Case

Properties l

County / District | j
Date |02/09/2003 |

N o o 0

Sun Mon Tuewed Thu Fri Sat

1 2 3 4 5 B 7 |.;an,:e||
g 0 11 12 12 14

15 1k 17 18 13 20 2
W 22 23 24 25 % 228

A

5 Today: 02/09/2009

Click OK.

:[lHIIHL.‘-'.l_‘I'_I'Lp'IJII-IILpI 1 -

(1L

[ DK[}J Canizel |
)

P Sep 4 - Click on the Edit menu and choose Create Transfer Jurisdiction Order.
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|1,|:| j|'ﬂ"TimesNewHuman j|12j|.jﬂﬂgﬂﬂﬂgﬂ%%%J@
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HEEHE Rl

Inzert = | Route Sign - Save Left Margin ﬂﬂ Right b argin ﬂﬂ Ervelope
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SERIAL: 358173 =

[N THE YOUTH C OURT OF ALCORN COUNTY, MISSISSIPPI
IN THE INTEREST OF:
AMY JO TESTCASE, A MINOR 2-Y C-2008-D-29-1(69798)
DOE: 1/17/1992)

TEANSFER JURISDICTION ORDER

THI= Day this cause came on before this Court without a hearing and this Court
finding that it has subject matter jurisdiction and fully considering the premizes herein
finds as follows, to-wit:

1. AMY JOTESTCASE 15 achild within the purview of the Youth Court Act, being
the age of 17 vears old, having been born on 1/17/1952.

| £

3|||||||2|||||||1||||||||_

|
|

Route the document for e-signature or print the document for ink signing.
P  Sep 5 - Finalize case transfer.

Click on the Edit menu and choose Finalize Case Transfer.
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%+ MYCIDS v2.9.0.0
File Bas(® 0Y5S Reports  Help

Youth Locator S B
<h Scheduler F1z —
_D MYCIDS Alerks
' In Box .
ﬁ EMB Informatio
Universal
Graup this case " :
Conclude Case [ Terminate Jurisdiction Local 1
Irts
ﬁ Record Transfer Jurisdiction Info, ..

Create Transfer Jurisdiction Crder. .. Ca

Finalize Case Transfer. . Col

Surirons Resule Quick Efkry, ..
Currerd

Edit Standard Docurnent Text. ., Drate

Recammer

=11 |

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.

Finalize Case Transfer f'5_<|

Before you can finalize the transfer for case 69798 yvou must:

* Conclude all hearings.

& Record all documents onthe General Docket. NOTE: If you can't find the
documerts that havent been recorded, make sure you choose "=how
Summons Documents" on the documents node.

%‘ ........ Foroe

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




Transfer Cases

Finalize Case Transfer. f'5_<|

Case 69798 is complete and the transfer can be finalized.
TRAHSFER DETAILS:

A Tranzfer Order or transfer action exists for thiz caze.

This case was tranzferred on 9-FEB-2009 to ATTALA (17 - Y OUTH.
This transfer did not occur &t a hearing.

The transfer has not been finalized.

Click Finalize Tranafet to finalize the transfer for this caze.

Einalize Transfert | Cancel |

Click Yes to confirm the transfer.

€ | foumay nat have rights ko edit this case once the kransfer is finalized.
\‘__F
Are vou sure wou wank ko process the transfer For this case?

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.

%+ MYCIDS v2.9.0.0

File Edit D¥S Reporks Help

£} Find El [ k* k3 A Heaings ~ Search UCID# |||

Shortcuts

&

+ IS0 2 C-2008-D-25-1[69759

Docket Information

Wuick List Universal Caze D #9793
Diocket # 2-% C-2008-D-29-1

IS
A Scheduler Local Cauze #
A MYCIDS Alerts Irtake Date 1242342008
A [n Box Intake 29
A EME Case Year 2008
Court Type YOUTH
County ALCORMN (23
[ Current County ATTALA ) ]
Date Clozed
Recammence Date

F =
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22.0 - Reports

b 22.1 - Submit Reports for Generation

b 22.2 - Download Generated Reports

P 22.3 - Remove Reports from Reports Listing

b 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

P Sep 1- Choose "Open Reports Module..." from the edit menu.

%+ MYCIDS v2.9.0.0

File  Edit

Fird
| Shartcutz

Fa = i e 1 .

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

After choosing a report from the list, click the Select Report button.

Report Selector v1.13.6.48

Hearing Activity Feport
Referal Activity Repart
Caze Activity Report e
Referral Total Report Show Report Listings
Feferal Code Total Report

Digposition Code Total Report

Cazes Transmitted ta D%'S Repaort

Caze Flow Evalution Repart

DHS Import Report

Data Modifications Requested by User Repart

Data Modifications Requested by User ERROR Report

Youths Aged Out of the Youth Court Report

Petitionz Filed R eport

A0C Mizzing Casze Information Fepart

AQC Mizsing Caze Information Summary Hepart

Youthz In Facility Custody Report =
COutztanding Police Reports - By County
Qutztanding Police Reparts - By Palice D epartment
Time Standard Summary Feport

Time Standard Detail Repart

Idzer Login Statz Repart

TPR Cazez Mot Created Report

TPR Petitions Mot Filed Repart

LCloze

£
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P Sep 3 - Enter the criteria for the report and click OK.

Reports

I Case Activity Report |5|
Case Intake Date Range
From: IEI'I.-"EI'I.-"EEIEIEI vl To: IDE.-"'IEI.-"EEIEIE vI
[~ Select all Counties
COUNTY ~
[ ALCORN COUNTY - (2] =
..
v Select &l Intake Types
IMTAKE TYPES ”~

QK,\}J
L

(£

Cancel
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22.2 - Download Generated Reports

Type your drop-down text here.

22.2 - Download Generated Reports

P Sep 1- Choose "Open Reports Module..." from the edit menu.

%+ MYCIDS v2.9.0.0

File  Edit

Fird
| Shartcutz i

Fa = i e 1 .

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

Report Selector : v1.5.0.25 b—(|

Other Hearing Activity Report
Hearing Activity Feport
Referal Activity Repart

Caze Activity Report i
Referal Tatal RBeport Show Report Lf‘IStmgS:
Feferal Code Total Report by
Digposition Code Total Report

Cazes Transmitted ta D%'S Repaort

Caze Flow Evalution Repart

Imported DHS Cazes Report

TPR Cazesz Mot Created Report

TPR Petitions Mot Filed Report

TPR Hearing Mat Completed Report

Adoption Document Fequired Report

[

Feferal Type Report - By Referral Code

Referral Type Report - By Referral Descrption

Documentz Mot Submitted to the EMB Report

Active MYCIDS Uzers Repart

Detail MYCIDS Uszer Right Report

Duplicate SSH Report =

Pogsible Duplicate Youths Repart
__f_&ﬂ e Duplicate Youths Repor = Clase

b  Sep 3- Download a report.
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Once the report is ready, it will appear under "Reports Ready for Download." Select
the report and click the download action.

o Report Listings

Refrezh

Reports Fequested by TESTER:

USER  |REFORT TvPE |REQUESTED DATE ”
»

||

72 i

|

eports Ready for Download:]
PREVIOUSLY WIEWED|EMPTY REFORT |[REPORTTYPE -
ACTIVITY REPORT 01 A0 /200 02/10/2009

|
|

|

Select a Report in the "Reports Ready for Download” grid and click on "Dovwnload" to vieww that repor.
Atter vou revieww each report mark it for removal in the above list. When finished, click Ok,

ACTIONS

Downlﬁd selected report.

] Cancel

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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i Report Listings

Refrash

Feports Requested by TESTER:

USER  |REPORT TYPE |[REQUESTED DATE ~
L4
v
<l >
eports Ready for Downloack]
PREVIOUSLY VIEWED |EMPTY REPORT|REPORTTYPE FROM DATE A

N [ EPORT T

£

23] >
Select & Report in the "Reports Ready for Dovnload" grid and click on "Download" to view thet report.
After you review each report mark it for removal inthe above list. When finished, click OK.
ACTIONS
Downlﬁd selected repor.
QK Cancel
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22.3 - Remove Reports from Reports
Listing

Type your drop-down text here.

22.3 - Remove Reports from Reports Listing

P Sep 1 - Choose " Open Reports Module..." from the edit menu.

%+ MYCIDS v2.9.0.0

File Edit D5 R

¥4 Find Open R -

| Shartouts

Fo o Dl e 1 !

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

Report Selector v1.13.6.48

Hearing Activiby Report
Feferal Activity Report
Caze Activity Report o
Referal Total Report Show Rieport Listings
Referal Code Total Report

Digposition Code Total Report

Cazes Transmitted to D%'S Report

Caze Flow Ewvalution Feport

DHS Impart Repaort

Data Modifications Requested by User Repart

Data Modifications Requested by User ERROR Report

Youths Aged Out of the Yauth Court Bepart

Petitionz Filed R epart

AQC Mizzing Casze Information Report

A0C Mizzing Caze [nformation Summary Bepaort

Y'ouths In Faciity Custody Feport o
Outztanding Police Reparts - By Caunky
Qutztanding Police Reparts - By Palice D epartment
Time Standard Surmary Report

Time Standard Detail B epart

I1zer Login Statz Feport

TPR Cazez Mot Created Report

TPR Petitions Mot Filed Report

LCloze

[
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» Sep 3 - Remove Report fromlist. .

332

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

7 Report Listings

Riefresh |

Fepons Requested by TESTER:

USER  [REPORT TYPE [REQUESTED DATE

Ld

Repors Ready for Download:

3]

[PREVIOUSLY VIEWED]EMPTY REPORT|REPORTTYPE FROM DATE T0 DATE
T & N CASE ACTIVITY REFORT 0170172009 0271072009
E%-__ HEARING ACTIMITY REFORT 01/01/2003 02/10/2009

Select 5 Report in the "Repotts Ready for Dowwnlosd” grid and click on "Dovwnload" to vieww that report.
After vou revieve each report mark it for remaoval in the above list. When finished, click OK.

ACTIONS
Download zelected report.

ok

Cancel

¥

E3]

Click OK.

ak. [: ! Cancel |I

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




Word Processor

23.0 - Word Processor

The MY CIDS program includes a built-in word processing application in order to facilitate the
creation of the various standard documents required in Y outh Court cases. These documents
are created using Action items that generate the various documents, including Orders and
Petitions.

The MY CIDS 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 Y outh
Information, Associated Persons information, Referral information, and County/District
information.

Click Generate the intake order to create this document in the MY CIDS word processing
application.

- 24C-2008D-31(67186) || | | |Referal Date | Referal |0
EH vouth ks T 09/05/2008 ASSAULT: SIMPLE
Azsociated Persons & [§ oas0s/2008 DESTROYING/ DEFACING: SCHOOL O
@2 Documents
Cuztody
&4 Petition P,

Motes
% Hearings Thiz referral and all associsted tems have been recorded on the General [

Case Orders

. Thiz referral has been referenced on a previously filed petition. ™ ou will ne
% Information Packet

petition to not include this referral.

EJ outh Locator ACTIONS
E_, Scheduler Add a new referral to this caze.

=R MYCIDS Alerts “Wieww this referral.
B0 Box Modity the Ref. Mumber CRLY .

' EME Gener%ethe intake order.

The generated document is displayed in the MY CIDS word processer. The text generated by
MY CIDS can be edited, and any revisions or additions may be saved to the document.
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| ==1E9
|'I.EI ﬂrﬁ‘TimesNewHDman j|12j|.jﬂﬂgﬂﬂﬂ%ﬂ%%%%ﬂ
A& Bl @ = o | = o 5[] @ Sl & 3 B8] B8] S| S5 o o] 5] ] 2] 2
i HEE Rl
Inzert = | Route Sign T Save Left Margir ﬂﬂ Right Margin ﬂﬂ Envelope
“'—ﬂ'"""1"""'2"""'3'"""4"""'5"""*I

SERIAL: 358181

(N THE YOUTH COURT OF ALCORN COUNTY, MISSISSIPPI
INTHE INTEREST OF:
AMY JO TESTCASE, A MINOR 2-Y C-2008-D-3-1(67186)
(DOB: 1/17/1992)

INTAEKFE OFDEE

THIZ DAY thiz cause came before this Court upon the recommendati on of the Youth
Court Intale Tnit which upon conducting a preliminary investigation asserted that
AMY JOTESTCARE 15 a Delinquent Child or a Child in Need of Supervision coming
within the purview of the Mississippd Y outh Court Act and within the junsdiction of
this Court and made the following Intake Eecommendations to this Court.

Offense Reason For Referral Intalie Recommendation
Date

||3|||||||2|||||||1||||||||

b 23.1- Toolbar

b 23.2 - Inserting Standard Text

P 23.3 - Routing Documents

b 23.4 - Electronic Signing

P 23.5- Change PIN on Signature Key
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23.1 - Toolbar

Type your drop-down text here.

23.1 - Toolbar

Ki &)X

1.0 = |]|™ Times Mew Roman

EEEEDE

Ingert - Foute

O

21

=z -] ] 8| 7| ufs’ s nl@ H| == S ==
NS E == i = W O - == =) o g e e 1 2]

Sign - Save Left k4 argin ﬂj Right targin ﬂﬂ Ervelope
[ ||||||3|||||||4||

||||1|||||

Word Processor

LI I O T N L S A B I

Line Spacing Open Spell Check
[io <l = %

Font Name Zoom Out Create Table
|f_ﬂ" Times Mew Foman j ﬂ %

Font Size ZoomIn Select Row

12 <] « E]

Font Color Prior Page Insert Row

[ JE &

Bold Next Page Delete Row
= Ik I=l

Italic Print Insert Column
4] & il
Underline Printer Setup Delete Column
i =i L
Superscript Undo Select Column
A3 | | )
Subscript Redo Split Cell

Al | |

Strike Out Select All Combine Cells
£l = |
Hyperlink Hide Selection Switch Borders Off
g %
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Hidden
HI

Left Align
=]

Center Align

Justified

Right Align

336

Cut
4]
Copy
B
Paste
®

Find

Replace

Ak
59

Bullets

Numbers

1—]
3 —
¥ —

Next Level

Prior Level

Paragraph Protect

R

Keep Paragraph Together



Word Processor
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23.2 - Inserting Standard Text

Type your drop-down text here.

23.2 - Inserting Standard Text

P Sep 1- Within the MYCIDS Word Processor, place cursor where the text needs to
be inserted into the document.

[0 | [TTmesNewRoman  «[12 <[ -] B| 7| 0| s | | @] nv|[= === &

NI Ne == e =W e [ T Y e v == N e on w5
[Ef=Fpy
Ineet  + | Foute Sign T Save Left Margin ﬂﬂ Right Margin ﬂﬂ Envelope

“qullllllllllllllgllll|||3|||||||4|||||||5||||||$

INTHE YULTH CUOLEL UOF ALUUEREN CUOLNTY | MIssLss1PEL
IN THE INTEREST OF:
AMY JO TESTCASE, A MINOR 2-Y C-2008-D-3-1(67186)
DOB: 1/17/1992)

INTAEFE OBDEER.

THIZ DAY this cause came before this Court upon the recommendation of the Touth
Court Intake Tnit which upon conducting a preliminary investigation asserted that
AT JOTESTCARZE 15 a Delinquent Child or a Child in MNeed of Supervision coming
within the purview of the Mississippt ¥ outh Court Act and within the jurisdiction of
thiz Court and made the following Intake Recommendations to this Court

/ Off ense Reason For Referral Intake Recommendation

Date

L T T T T T O T T T L e e AL T (O I I |

P Sep 2 - Click the down arrow next to Insert on the toolbar.
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|1.EI j@TimesNewHaman j|12j|-_
NNl el =1l il = IS A IS -

EEEEDE

Inzert | - Route

FPage Muntaer

Page Count

Mumber of Mext Page
rumber of Previous Page
Date

Time

Symbal, ..

Standard Text
Inzert REF#
Insert CC Person

Sign - Save Lel
[ T T [ T 2 1
EYUULTH WU

REST OF:
TCASE, A MIN/
)

hiz cause came be
1t which upon co

ey W T

lllll SA ST ™ 1

b Sep 3 - Choose Sandard Text from the menu.

EEEETE

Inzert | - Raoute

Page Murmber
Page Count

Mumber of Mext Page
Mumber of Previous Page

Date

Time

Symbal. ..
Standard Tex%

Insert REF#
Insert CZ Person

10 «||T Times NewRoman = [[12 -|[H -] B
VRN ENE: = Jalia = I A ] -

Sign T Save Left Marg
| TR T I T 2 [ |
FYUUTH CUUERET L

REST OF:
TCASE, A MINOR
92)

INT

hiz cause came before
it which upon conduct

b  Sep 4 - Choosethe Sandard text to be inserted and click OK.

= AMNTYT TOTESTCARE 15 a Delinquent

Word Processor
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#+ Standard Text

Dezcription
10{PROBATION LaNGILAGE

1109 COMMUMITY SERYICE LANGUAGE

1110 CURFEW

[ [

[T I5 OFRDEEED, ADJUDGED, AND DECEEED that the
chid iz placed on probation with this Court for one (1) year.
The child will farthfully follow requirements set out in this order, —
obey all laws and will mamntan good behavior during the term

of probation. The parents of the chuld wall fathfully complete

all recuirements imposed upon them and will manage their child

o assure fathfil compliance with this order. The parents will
F:ooperate with all persons or entibes charged with 3

= DK’}J e |
14




Word Processor

> IS/
|1.EI j“ﬂ"Tim%NewHoman j|1ﬂj|.jﬂﬂgﬂﬂﬂﬁﬂ%%%%ﬂ
B NBN o ) == el = S - - ] e
EEEEE
Insett - Foute Sign - Save Left b argin ﬂﬂ Right Margin ﬂﬂ Envelope
fommms e s s |

(DOB: 1/17/1992) ~

INTAEKFE ORDER

THIS DAY this cause came before this Court upon the recommendation of the Touth
Court Intakee Tnit which upon conducting a preliminary investigation asserted that
AMT TOTESTCASE iz a Delincuent Child or a Child in MNeed of Supervision coming
within the purview of the Missiesippt Touth Court Act and within the jurisdiction of
thiz Court and made the following Intake Eecommendati ons to this Court.

ITIS CEDEREED, ADJUDGED, AWD DECEEED that the child is placed on probation
with this Court for one (1) year The child will faithfully follow requirements set out in
thizs order, obey all laws and will maintain good behavior during the term of probation.
The parents of the child will faithfully complete all requirements imposed upon them
and will manage their child to assure faithful compliance with this order. The parents
will cooperate with all persons or entities charged with responsibility to carry out the
termn s of this order. The parents will immediatel v report any viclations of the provisions
of this order to the child's youth court counselor. The parents and child will
immediately advise the Youth Court of any change of address or change of telephone
number.

Off ense Eeason For Beferral Intake Recommendation 3

L T T T T S T Y Y I = T R T Y I T O EE R I

LY
W
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23.3 - Routing Documents

Type your drop-down text here.

23.3 - Routing Documents

P Sep 1 - Within the MYCIDS Word Processor, click on the Route button.

(10 =] [® TimesNewRoman  ~1[12 ~| [ | B| 7| u|a
RRNCHEN= = =P R ] o

= === ni=
Inzert = | Route Sigh  * | Save | Left Margin ﬂﬂ
||_ For S%wature L e I B A A

For Review +

(N THE YOUTH COURT OF ALC

IN THE INTEREST OF:
AMY JO TESTCASE, A MINOR
DOB: 1/17/1992)

INTAKFE O

P Sep 2 - Choose For Review or For Sgnature and select the appropriate person to
receive the document.
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> (=1
15 ][ T NowRaman =112 [ =1 B 2] U] °| a ] 8 | == =/ =) 3]
A B|E| @l g8 of = = 5= e S| 28 ¥ Bl E| S| &) ] 2 ) 2] ] ]
EEHE R
Insertt - Foute Sign - Save Left kargin ﬂﬂ Fight t argin ﬂﬂ Envelope
“LM JUDGE, TESTER -PRESIDING - J 14t iS5 el

Far Revigw 4 MCERIDE, JAMIE - PROSECUTING ATTORMNEY ¥

SERIAL: 358192

[N THE YOUTH COURT OF ALCORN COUNTY , MISSISSIPPI
IN THE INTEREST OF:
AMY JO TESTCASE, A MINOR 2-YC-2008-D-3-1(67186)
(DOB: 1/17/1992)

INTAKF ORDER

THIZ DAY this cause came before this Court upon the recommendation of the Touth
Court Tntake Tnit which upon conducting a preliminary investization asserted that
AMY TOTESTCASE 15 a Delincuent Child or a Child in Meed of Supervision coming
within the purview of the Missizsippt Touth Court Act and within the junisdiction of
this Court and made the following Intake Eecommendati ons to this Court.

Off ense Reason For Beferral Intake Recommendation
Date

L T s LU T A B B

.
|
£
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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.

»  Sep 2 - While the document is opened in the word processor, click the down
arrow next to the sign button and choose esign.

|‘I,|:| j@TimesNewHDman j|12j|.jﬂﬂgﬂﬂﬂ%ﬂ%%%%
NG = = el Rl =10 = e v 1S W ] o
Insertt - Route Sign | - Motes Save Left b argin ﬂﬂ Right Margin ﬂﬂ

“l—q"' Ink Sign. .. T T T T T N T O = T O S S N T SO S N T T B B SR

e5ign. ..
Zhange PIN

IN THE YOUTH COURT OF ALCORN COUNTY, MISSISS
IN THE INTEREST OF:
AMY JO TESTCASE, A MINOR 2-Y C-2008-D
(DOB: 1/17/1992)

INTAKFE ORDER

||||1||||||||

»  Sep 3 - Choose Yes in the confirm window to proceed.

Confirm [z|
o, ‘ouare about ko electronically sign this document, Do wou wish bo procesd?
\_‘




Word Processor

P Sep4- Enter PIN.

— OK | |

The signature will look similar to the image below.

DIGITAL SIGNATURE CERTIFICATION. .

User: TESTJUDGE Sig Serial: 94586

Org: MS SUPREME COURT ¢ e :
Date/Time: 02/17/2009 @ 02:41.38 pm= D;;["
Location: 10.13.69.227:4035 .

Reason: Authorize intake order -
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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.

» Sep 2 - Whilein theword processor, click the down arrow next to the sign button
and choose change PIN.

10 =] [T TimesNew Roman ~_~|[12 ~| [ -||B z|[Uu &% a5|4
ol 8 S e e S 8y ¥ = 8| &) S| i ml B

Inzert = Foute Sign | MHates Save Left bargin ﬂ_
L I InkSign... E:E N R - B R
eSign...

hange PIM [ |

IN THE YOUTH COURT O]

» Sep 3- Enter Old PIN and click OK.
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The following will appear when the PIN has been changed.

Information [$_<|

= PIM change Ok
- | )
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24.0 - Standard Text

Creating Standard Text

P Sep 1 - Click on the Edit menu and choose Edit Standard Document Text...

¥+ MYCIDS v2.9.0.0

File Was[8 [0S Reports  Help
Yaoukh Locatar
Scheduler
I Sr_m MYCIDS Alerks
G In Box
EME

Conclude Case | Terminakte Jurisdickion

Record Transfer Jurisdiction Infao...
Create Transfer Jurisdiction Order., .
Finalize Case Transfer..,

Surnmons Result Quick Entry. .

Edit standard Docurment Text. .,

F1z

Search UCIDH

t Information
Univerzal Caze D 597
Docket # 2-Y
Local Cause #
Intake Date 12¢
Intake 28
Caze Year 200
Court Type 70
oLty AL
Current County AL
Date Closed
Recommence Date

ol

MYCIDS Alerts
oA [0 B o
A EAME

P Sep 3 - Choosethe desired district.

Youth

Information

Choose the district. Depending on your individual user rights you may or may not
have multiple districts to choose from.
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Edit Standard Document Text

Mew [~

U I Delete

ALCORM 2] -

DdALCORN [2] - District 1

Record 1D
4 1109 COMMUMITY SERYICE LAMGUAGE
11110 CURFEW
10 PROBATION LAMGUAGE
3 records,

b Sep 4 - Click the new button.
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24.0 - Standard Text

Edit Standard Document Text

New, [ < w17 i Deete [ALCORN (2] - District 1 |
Hecnﬁld | L escription |4_\
4 1103 CORMUNITY SERWICE LAMGUAGE

1110 |CURFEW
10 FROBATIOM LANGUAGE

[ %

3 recards,

» Sep5- Enter title for standard text entry.
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Edit Standard Document Text E
New [~ ~ ® ® + X Delete |ALCORN[2)- District 1 |
Fecord IO Drescription | ~

*| 1112 |TRAINING SCHO| ==
1103 |COMMUNITY SERVICE LANGUAGE
1110 |CURFEW

10 FROBATIOM LANGUAGE

3 recards,

P Sep 6 - Double-click the entered title.

Edit Standard Document Text

MHew A A = ko X Delete |-":"-|_|:|:|HN [2] - Diistrict 1
Fecord 1D

I 1112 ||TRAINING SEHDEIIIL.-’-‘-.NGLI.-’-‘-.GE
1103 JCOMMUNITY SERVICE LaNGUAGE
1110 |CURFEW

10 FROBATION LANGUAGE

~ Description
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Inbox

25.0 - Inbox

The Inbox is a document routing system within MY CIDS. MY CIDS generated documents can
be routed for review or signature.

Thislist may include the following (as shown in the image below):

e Documentsthat require your signature
o Documents that require your review
o Documents you routed for signature

Refresh Frirt
MYCIDS In Box, Wednesday, February 18, 2009

25 documents have been recorded on the General Docket and have not been revieswed.

Reviewy these documents.

[The following documents require your signature:]

De=cription Actions

24 C-2005-0-3-10(671 867 - Aty JO TESTCASE - CUSTODY CHARNGE ORDER Fewviewy document.
Daocumert serial 355196 routed from TESTER TESTER(TESTER) on Wednesday,

February 15, 2009

2N5C-2008-D-3-1(671567 - Ak JO TESTCASE - INTAKE ORDER Rewviewy document.
Document zetial 3553195 routed from TESTER TESTER(TESTER) on Wednesday,

February 18, 2009

[The following documents require your review:]
Dezcription Actions
2-45C-2005-0-3-1(671567 - AhY JO TESTCASE - DETEMTION Rewviewy document.

Document serial 358197 routed from TESTER TESTER(TESTER) on Wednesday,
February 18, 2009

[Documents that you have routed for signature: |
De=cription

2N C-2005-0-3-1(67 1867 - Al JO TESTCASE - PETITICN DOCUMENT
Daocument serial 355195 routed to JARMIE MCBRIDE(JKM) on Wednesday, February 15, 2009

b 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




I nbox

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.

#* MYCIDS v2.9.0.0
File Ms[® Maintenance D0YS  Reporks  Help

Youth Locator D
Scheduler F1z :
Shd  vemns slerts :
= " t Inf

Conclude Case [ Terminate Jurisdiction

ﬁ Record Transfer Jurisdickion Info...
Creake Transfer Jurisdiction Order., ..
Finalize Case Transfer...

Surmmons Result Quick Entry, .

i

Edit Standard Docurment Text, .,

FReferral
@] Documents

Cuiztody ) )
4 Petition This caseis g

% Mates S7-C-2008-D-2

Hearings Remaove this cas

Caze Orderz
@ | nfarmation Packet

E

N

[Ty
ur =
[w =]
= £
El_:'_
)
T 3

"'

=}

Youth Info
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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.

MYCIDS In Box, Wednesday. February 18, 2009

25 documents have been recarded on the General Docket and have not been revieswed.

Feviewy these documents.

The following documents require your signature:

Dezcription Actionz

2NC-2008-D-3-1(671 867 - AMY JO TESTCASE - CLUSTODY CHAMGE ORDER Reviewy document.
Document serial 355196 routed from TESTER TESTERITEZTER) on YWednesday,
February 18, 2009

2 C-2008-D-3-1(671567) - Ay JO TESTCASE - INTAKE ORDER Review: dockment.

Document serial 355195 routed from TESTER TESTER(TESTER) on YWednesday,
February 15, 2009

The following documents require your review:
Dezcription Actionz

2NC-2008-D-3-1(671 867 - AbY JO TESTCASE - DETEMTICR REeview document.
Document serial 355197 rauted from TESTER TESTER(TESTER) on YWednesday,
February 18, 2009

The document will open in the MY CIDS word processor.
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I nbox

Kl -0
|'I.EI jﬁTimesNewHDman jl'lEjl.jﬂﬂyﬂﬂﬂ%ﬂ%%%%ﬂ
R NRNIGT[ [ = el = WS R v W o s o o 1
=EHHHR=
Ingert  + | Route Sign - Motes Save Left M argin ﬂj Right Margin ﬂﬂ Ervelope

IILﬂIIIIIIIlllIIIIIEIIIIIII3IIIIIII4IIIIIII5IIIIII%I

Fa

SERIAL: 358196

IN THE YOUTH COURT OF ALCORN COUNTY, MISSISSIPPI
IN THE INTEREST OF:
AMY JO TESTCASE, A MINOR 2-Y ('-2008-D-3-1(67186)
(DOB: 1/17/1992)

CUSTODY CHANGE ORDEER.

THI= DAY this cause came before this Court and this Court finding that it has
subiject matter qurizdiction and fully considering the premises herein finds as foll ows, to-
wit:

1. AMYJTOTESTCAZE 12 17 yvears old, has been alleged to be a Delinguent Chald
or a Child in MNeed of Supervision whose resident address 15 245 SHADY LANE w
< |

|||||||2|||||||1||||||||

|

» Electronicaly 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.

MYCIDS In Box, Wednesday. February 18, 2009

25 documents have been recorded on the General Docket and have not been reviewed.

Review these documents.

The following documents require your signature:

Description Actions
2-4C-2008-0-3-1(671 867 - &b JO TESTCASE - CUSTODY CHANGE ORDER Review document.
Document serial 355196 routed from TES TEZTER(TESTER] on Wednesday,

February 158, 2009

2-%C-20058-0-3-1(E7186]) - &k JO TESTCASE - INTAKE ORDER Review document.
Documernt serial 358195 routed from TESTER TESTER(TESTER) on Wednesday,

February 18, 2009

The following documents require your review:
Descrigption Actions
2NC-2008-D-3-1(671 567 - AhY IO TESTCASE - DETEMTICHN Review document.

Documernt serial 358197 routed from TESTER TESTER(TESTER) on Wednesday,
February 18, 2009

The case opens in the case navigation panel.

#* MYCIDS v2.9.0.0
File Edit Maintenance DYS Reporks  Help

Fi”d =l = * Hep A Hearings -
I Shortouts

@ + 24'C-2008-0-3-1(6718E6) Docket Inform:

Lrive

Lt
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25.4 - Refresh Inbox

Type your drop-down text here.

25.4 - Refresh Inbox

Click the refresh button.

362

Refresh Frint
MYCID Box. Wednesday. February 18. 2009

25 documents have been recorded on the General Docket and have not been reviewed.

Reviewy these documents.

The following documents require your signature:

Dezcription Actions

2NC-20058-D-3-1 (671867 - Ay JO TESTCASE - CUSTODY CHAMGE ORDER REewview: document.

Document serial 358196 routed from TESTER TESTER(TESTER) on Wednesday,
February 18, 2009

2-9C-2005-0-3-1 (671567 - Ay JO TESTCASE - IMTAKE ORDER Reviewy document.

Document serial 355195 routed from TESTER TESTER(TESTER) on Wednesday,
February 15, 2009




I nbox

25.5 - Printing Inbox List

Type your drop-down text here.

25.5 - Printing Inbox List

Click the Print button.

Refrezh Frint
MYCIDS In hox, Wednesday. February 18, 2009

25 documentz have been recarded on the General Docket and have not been revievwed.

Reviewy these documents.

The following documents require your signature:

Description Actions

2-4C-2005-0-3-1 (671567 - AkY JO TESTCASE - CUSTODY CHAMGE ORDER Rewview document.
Document serial 355196 routed from TESTER TESTER(TEZTER) on Wednesday,
February 18, 2009

25C-A008-D-53-1 (671567 - AY O TESTCASE - INTAKE ORDER Review document.

Document zerial 355195 routed from TESTER TESTER(TESTER) on Wednesday,
February 18, 2009
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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.

b 26.1 - Opening the General Docket Document Review

P 26.2 - Viewing Documents in General Docket Document Review

P 26.3 - Registering Documents to the Electronic Minute Book

P 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.

#* MYCIDS v2.9.0.0
File B[ Maintenance DYS Reporks  Help

Youth Locator o
| Scheduler F1z :
Sho  veing sl :

EMBE i

Concude Case [ Terminate Jurisdiction

ﬁ Record Transfer Jurisdiction Info...
Create Transfer Jurisdiction Order., .,
Finalize Case Transfer...

Surnmons Result Quick Entry, ..

—

Edit Standard Docurnent Text, ..

[ :I Feferral
@2 Documents

¥ Custody . )
$ Patition This caseis g
%1 Motes 57-%(C-2008-D-:
§ '~ Hearings Remove this cas
Casze Orders
% Information Packet
My Quick List
E; “outh Locator
@ ) Schecher Youth Info

=N MY CIDS Alerts

Choose the Review these documents link
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MYCIDS In Box. Wednesday. February 18. 2009

25 documents have been recorded on the General Docket and have not been reviewed.

)

Review these d-:u:uments.] e

The following documents require your signature:

Description
24C-2005-D-3-1(E7T186]) - &k IO TESTCASE - CLISTODY CHAMGE ORDER
Documert serial 358196 routed from TESTER TESTER{TESTER) on Wednesday, February 18, 2009

25 C-2008-0-3-1 (671 867 - &MY O TESTCASE - INTAKE ORDER
Document serial 358195 routed from TESTER TESTER{TEZTER) on YWednesday, February 18, 2009

The following documents require your review:
Description

242-2005-0-3-1(671867 - &Y JO TESTCASE - DETEMTICN
Document setial 353197 routed from TESTER TESTER(TESTER] on YWednesday, February 13, 2009

The General Docket Document Review window will open.

General Docket Document Review El

Hearing Desc

= I 10/03/2008 10:428:46 £ APPOIMT YOUTH ATTORMEY ORDER AR

r E u 10/09/2008 10:49:25 £ RELEASE FROM APPOINTMENT ORDER A

r E u 10/09/2008 10:51:24 £ CUSTODY CHAMGE ORDER A

u E I 1042742008 11:56:27 £ TRANSPORT ORDER AR

r E r 10/09/2008 10:52:37 ADETENTION DETENTIOMN

r E u 10/09/2008 10:58:13 £ INTAKE ORDER A
| E u 1040342008 10:58:21 £ INFORMAL ADJUSTMENT ORDER AR
| E I 1040342008 10:5%:35 APETITION DOCUMENT AR
| E u 10/09/2008 11:01:47 £ FIRST CALL FIRST CALL
| E r 10/09/2008 11:08:57 £ COMTINUANCE GRANT ORDER ADJUDICATIO
| E I 10/03/2008 11:10:28 £ ADJUDICATION ADJUDICATIO
| E r 10/03/2008 11:13:10 £ DISPOSITION DISPOSITION
| E u 10/09/2008 11:20:58 £ RESTITUTION RESTITUTION
| E I 10/03/2008 11:22:15 £ CONTEMPT CONTEMPT
| E I 1040342008 11:22:37 £ 0THER OTHER
s E u 1040942008 11:25:20 £ POST DISPOSITION REVIEW POST DISPOS o

~

>
[ Show Summons Docunments

Documents that have been recorded on the General Docket but have not been revievved are showwn above. After you reviewy each document mark it
revievved in the above list, by clicking on the Remove checkbox. To add & documert to the Electronic Minute Book, mark it for Registration and assign
it & Filing Date. When finizhed, click OR.

ACTIONS

Dioveenlosdd and viesy the selected document.
Edit Motes for the selected document.

ak. Cancel
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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.

General Docket Document Review

Remave Register to EMB|EME Filed D ate| D ate Drezcription Hearing Desc
| é ™ 10/09/2008 10:48:46 £ APPOIMT YOUTH ATTORMEY ORDER M At
| % I 10/09/2008 10:49:25 £ RELEASE FROM APPOINTMENT ORDER M A
| @ I 10/09/2008 10:51:24 £ CUSTODY CHAMGE ORDER M A
| % ™ 10/27 /2008 11:56:27 £ TRANSPORT ORDER M At
L ™ % ™ 10/09/2008 10:53:37 £ CETEMTION
| @ I 10/09,/2008 10:58: INTAKE ORDER M A
| @ I 10/09/2008 10:58:21 £ INFORMAL ADJUSTMENT ORDER M At
| % ™ ;5935 APETITION DOCUMEMT M At
| % I 11:01:47 £FIRST CALL FIRST CALL
| @ I 008 11:08:57 £ COMTINUAMCE GRANT ORDER ADJUDICATIO
| % ™ 10409/2008 11:10:28 £ ADJUDICATION ADJUDICATIO
| % ™ 00942008 11:13:10 £ DISPOSITION DISPOSITION
| @ I 10/09/2008 11:20:58 £ RESTITUTION RESTITUTION
| @ I 10/09/2008 11:22:15 £ COMTEMPT CONTEMPT
| % ™ 10/09,/2008 11:23:37 £ OTHER OTHER
| % I 10/09/2008 11:25:20 £ POST DISPOSITION REVIEW POST DISPOS o
< >

[ Show Summons Documel

Documents that have be
revignved in the aboy
it & Filing Date. W

recorded on the General Docket but have not been revievwed are shown above. After you reviewy each document mark it
zt, by clicking on the Remove checkbox, To add & document to the Electronic Minute Book, mark it for Registration and aszsign
finizhed, click k.

ACTIONS
Do nlacd and viesy the selected document.
Edit Nh for the selected document.

ok Cancel
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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

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

General Docket Document Review

Remowve Feqizter to EMB|ERMB Filed D ate| D ate Dezcription

10/09/2008 10:48:46 £ APPOINT YOUTH ATT
10/09/2008 10:49:25 £ RELEASE FROM APPC
100942008 10:51:24 £ CUSTODY CHANGE O
10/27/2008 11:56:27 £ TRANSPORT ORDER
02A18/2003  10/09/2008 10:53:37 £ DETENTION
02A18/2003  10/09/2008 10:58:13 £ INTAKE ORDER
02A18/2008  10/09/2008 10:58:27 £ INFORMAL ADJUSTHMI
10/09/2008 10:59:35 L PETITION DOCUMERN"
10/09/20028 11:01:47 £FIRST CALL
10/08/2008 11:02:57 £ COMTIMUAMCE GRAN
10/09/2008 11:10:28 £ ADJUDICATION
100942008 11:1310 £ DISPOSITION
10/09/2008 11:20:58 L RESTITUTION
10/09/2008 11:2215 £ CONTEMPT
10/09/2008 11:23:37 £ OTHER
10/09/2008 11:25:20 £ POST DISPOSITION R

< =<1|<1 71|71 71|71

(e

I
1 {

1 | .

[ Show Summons Documents

Documents that have been recarded on the General Docket but have not been reviesved are shawn
revviewved in the above list, by clicking on the Remove checkbox. To add a documert to the Electronic
it a Filing Date. When finizhed, click QK.

ACTIONS

Dowwnload and view the zelected document.
Edit hotes for the selected document.

P Sep 2 - Choose afile dateif 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.

General Docket Document Review

Feqister to EMB|EMB Filed D ate) Date

10/09/2008 10: 4846 £ APPO
10/09/2008 10:49:25 £ RELE.

10/09/2008 10:51:24 £ CUST

10/27/2008 11:56:27 £ TRAN

02/18/2003  10/09/2008 10:53:37 £ DETE
02/18/2003  10/09/2008 10:55:13 £ INTAK
02/18/2009 ~ | 10/09/2008 10:58:21 £ INFOF
I 1voa/2008 10:55:35 4 FETIT
10/09/2008 11:01:47 £ FIRST

=2un Mon Tue Wed Thu Fri 10/09/2008 11:08:57 £ CONT
10/09/2008 11:10:28 £ ADJU

18 ; 130 141 152 153 1?4 10/09/2008 11:13:10 £ DISPC
15 16 17 @® 15 20 21 | 10092008 11:20.58 £ REST
790023 0 2 Ik 27 28 |10/0942008 11:2215 L COMT
10/09/2008 11:23:37 £ OTHE
= Today: 02/18/2009 10/09/2008 11:25:20 £ POST

<1|=1{=1| 1|11

Sat

| {

[~ Show Summonz Documents

Documents that have been recorded on the General Docket but have not been revie

»  Sep 3- Click OK.

()4 M Cancel
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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

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

General Docket Document Review

Feqister to EMB|EMB Filed D ate) Date

10/08/2002 10
10/09/2002 10
10/08/2002 10!
104272008 11!
100942008 10;!
10/08/2005 10:!
10/09/2005 10:!
10/09/2005 10:!
10/08/2008 11:1
10/08/2002 1121
10/08/2008 117
10/08/2008 11
100942008 11,
100942008 11,
10/09/2008 11
10/09/2008 11

o
ek | E
-
(2]

| [
.
(o o o o o B B e B

— | T T
B | { o {

|

[ Show Summaons Documents

Documents that have been recorded on the General Docket but have r

P Sep 2 - Click OK to close the document review window and the items will be
removed.

k. M Cancel
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Electronic Minute Book (EMB)

27.0 - Electronic Minute Book

w

27.1 - Register Documents to the minute book

P 27.2 - View Status of Pending EMB documents

b 27.3- Download EMB entry

P 27.4 - Print EMB entries

b 275 - Replace EMB entry

b 27.6 - Return EMB entry

B 27.7 - Searchthe EMB
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27.1 - Register Documentsto the minute book

Type your drop-down text here.

27.1 - Register Documents to the minute book

b 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 EM B documents

Type your drop-down text here.

27.2 - View Status of Pending EMB documents

b Sep 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.

File Bas[® Maintenance DYS Reporks  Help
Youth Locator

Scheduler F1z
I Shao
: MYCIDS alerts
In Box
ﬁ = tin

Conclude Case [ Terminate Jurisdiction

ﬁ Record Transfer Jurisdiction Infa..,
Create Transfer Jurisdiction Order...
Finalize Case Transfer,..

M Surnmons Result Quick Enkry. ..

Edit Standard Document Text, .,

[ | | Reterral
Documents
Custody Youth Inf
.::j;s Petition

% Motes

@ A Hearings

Caze Orderz

% Infarmation Packet

EME
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P Sep 2 - If necessary, choose the County/District from the County/District drop

down menu.

Select County/Distict [ALCORN (2)- DISTRICT 1 -]

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

376

documents’ link.

Refresh

|Year |Eh:uuk Starting Page|Ending Fage| Mumber of Pages | Descrption
2004 1 2 2[EMTRY LEFT IMTEMTIOMALLY ELAME,
2004 1 1 4 T/EMTRY LEFT INTEMTIOMALLY BLAME.
2004 1 ] B 2 EMTRY LEFT INTENTIOMALLY BELAME,
2004 1 7 7 1/DETEMTION ORDER

A0 )

Select County/District [4LCORM (2] - DISTRICT 1 |

ACTIONS

Dowenload the selected Electronic Minute Book entry .

Prirt the selected Electronic Minute Book entry.

Prict Al of the currently displayed Electronic Minute Book entries.

Replace the selected Electronic Minute Book entry with & nesw document.
Return the selected Electronic Minute Book entry to the Clerk Document Screen.
Search the Electronic Minute Boaok.

‘v‘ie% the status of pending Electronic Minute Book documents.

The pending documents window opens.

EMB Pending Documents
Filed D ate

Submitted D ate Dezcription
BA2009 210:04 ANADJIDICATION Pending
| 03/26/2009 3:10:04 A CONTEMPT Pending
| 0342672009 03/26/2009 3:10:04 A DISPOSITION Pending
| 0342672009 03/26/2009 9:10:04 AFFIRST CALL Pending
| |03/26/2003 03/26/2009 :10:04 A INTAKE ORDER Pending
| 03/26/2003 03/26/2009 3:10:04 Af INTAKE ORDER Pending
03/26/2009 03/26/2009 3:10:04 Af INTAKE ORDER Pending
03/26/2009 03/26/2009 3:10:04 At RELEASE FROM APPOIMTMEMT ORDER Pending

Befrezh | Cloge




Electronic Minute Book (EMB)

27.3 - Download EMB entry

Type your drop-down text here.

27.3 - Download EMB entry

b Sep 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.

File Bas[® Maintenance DYS Reporks  Help
Youth Locator

Scheduler F1z
I Shao
: MYCIDS alerts
In Box
ﬁ = tin

Conclude Case [ Terminate Jurisdiction

ﬁ Record Transfer Jurisdiction Infa..,
Create Transfer Jurisdiction Order...
Finalize Case Transfer,..

M Surnmons Result Quick Enkry. ..

Edit Standard Document Text, .,

[ | | Reterral
Documents
Custody Youth Inf
.::j;s Petition

% Motes

@ A Hearings

Caze Orderz

% Infarmation Packet

EME
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P Sep 2 - If necessary, choose the County/District from the County/District drop
down menu.

Select County/Distict [ALCORN (2)- DISTRICT 1 -]

b Sep 3 - Choose the EMB entry from the list to download.

Refresh

Y'ear | Book | Starting F'agel Ending F'age| Humber aof F'agesl Drescription
| 2003 1 1 1 1 FIRST CALL
2003 1 2 2 1 ADJUDICATION
20049 3] 1|pisposimion
| 2009 1 4 4 1 IMTAKE ORDER
2009 1 3 3 1 IMTAKE ORDER
<
Select County/District |ALCORM (2]- DISTRICT 1 |
ACTIONS

Dowvnload the zelected Electronic Minute Book entry .

Print the selected Electronic Minute Book entry.

Print &1l of the currently displayed Electronic Minute Book entries.
Replace the selected Electronic Minute Book entry with & newy document .

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

ACTIONS

Dawnln% the selected Electronic Minute Book enitey .

Print th ected Electronic Minute Book entry.

Prirt All of the currently displayed Electronic Minute Book entries.

Eeplace the selected Electronic Minute Book entry with & nesw document.
Feturn the selected Electronic Minute Book entry to the Clerk Document Screen.

Search the Electronic Minute Boak .
Wiewe the status of pending Electronic Minute Book documents.

The EMB entry opens.
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#* Re port Preview :

Ay | Mmemmp= = =55 HE O

3 ALCORMN COUNTY Y OUTH COURT 3
MINUTE HOOK
war 2003 - Book 1

AEETATS MFTIS

IN THE YOUTH COURT DF ALCORN COUNTY, MIFIEGHIFFL

IN THE INTEREST {W¥:
AMY JO TESTCASE, A MINOR 2-¥C-M9-D-8-1{TT1)
{DOB: L7199

THIA Day this ceuse came on for 2 DISPOSTTECH HEARMMA with MO
ATTENDEHERS in sisndancs snd befors this Coort and this Coort finding thet b has

rubjcct matter jorisdiction amd Fally consldedng the premines herein Ands e follows, -
wit

1 On G026E009 s Count condocted mn ADTUDTCA TION hearing whersin AMY
TESTCASE was ndjodicuicd io be o DELINQUENT CHILD for corumitting the act of
ABRSON OF TIMEHR, WOCODE MEADRCW OB MAREH in vichtion of §97-17-13 of
the Misdndppl Code of 1972 sa allcgesd in Count 1 of the Pottlon.

2. Good and sofficient cense cxinin ko coder & Dirposition in this msder.

IT 1§ ORDEBRED, mmmmwmdmm
regand i comumiitdng the act of ARSON OF TIMBHR, WOODE MEADOR OR
MARSH hn vicleton of §77-17-13 of tho Mississlppl Code of 1972, Annolaed, s
allkcgerd In Count 1 of the Petitlon th the following dizpositlon be ad herctry 1a crocoed b

Page 1 of 1

P Sep 4 - Click the "Download the selected Electronic Minute Book entry" from the
list of actions.

ACTIONS

Dawnln% the selected Electronic Minute Book enitey .

Print th ected Electronic Minute Book entry.

Prirt All of the currently displayed Electronic Minute Book entries.

Eeplace the selected Electronic Minute Book entry with & nesw document.
Feturn the selected Electronic Minute Book entry to the Clerk Document Screen.

Search the Electronic Minute Boak .
Wiewe the status of pending Electronic Minute Book documents.

The EMB entry opens.
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380

#* Re port Preview :

HREm AN

e = S EHE  Coe

ALCORM COUNTY Y OLTH COURT
MINUTE HOOK
War 2009 - Back 1

Page 1 of 1

AEETATS MFTIS

IN THE YOUTH COURT DF ALCORN COUNTY, MIFIEGHIFFL

IN THE INTEREST {W¥:
AMY JO TESTCASE, A MINOR 2-¥C-M9-D-8-1{TT1)
{DOB: L7199

THIS Day this cxusc came on for 2 DISPOSITECH HEARING with NGO
ATTENDHERS in atsndancs and heffors this Court and this Coort fnding thet i has
rubjcct matter jorisdiction amd Fally consldedng the premines herein Ands e follows, -
wit

1 On G026E009 s Count condocted mn ADTUDTCA TION hearing whersin AMY
TESTCASE was ndjodicuicd io be o DELINQUENT CHILD for corumitting the act of
ABRSON OF TIMEHR, WOCODE MEADRCW OB MAREH in vichtion of §97-17-13 of
the Misdndppl Code of 1972 sa allcgesd in Count 1 of the Pottlon.

2. Good and sofficient cense cxinin ko coder & Dirposition in this msder.

IT 1§ ORDEBRED, mmmmwmdmm
regand o commiiing the act of ARSON OF TIMBHER, WOODS MEADCR OR
MARSH hn vicleton of §77-17-13 of tho Mississlppl Code of 1972, Annolaed, s
allkcgerd In Count 1 of the Petitlon th the following dizpositlon be ad herctry 1a crocoed




Electronic Minute Book (EMB)

27.4 - Print EMB entries

Type your drop-down text here.

27.4 - Print EMB entries

b Sep 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.

File BZl# Maintenance D[0YS Reports  Help
Youth Locataor

m Scheduler F1z
= MYCIDS Alerts
In Biox
G = tin

Conclude Case | Terminate Jurisdickion

ﬁ Record Transfer Jurisdiction Info...
Create Transfer Jurisdiction Order. ..
Finalize Case Transfer...

M Summons Result Quick Entry. ..

Edit standard Document Texk, .,

[ |:| Reterral
Documents
o Youth Inf
-s:;ks Petition

% Motes

5 A Hearings

Case Orders

% Information Packet

P Sep 2 - If necessary, choose the County/District from the County/District drop
down menu.
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Select County/District |ALCORM (2)- DISTRICT 1 -]

P Step 3

» Print asingle EMB entry

Choose the EMB entry from the list to print.

Refrezh

Year |B|:u:uk |5tarting F"age| Ending F"age| Mumber of F'ages| Deszcription
n 2009 1 1 1 1 FIRST CaLL
2009 1 2 2 1 ADJUDICATION
20030 1] 3 1/DISPOSITION
a 2009 1 4 4 1/IMTAKE ORCER
2009 1 5 5 1/IMTAKE ORCER
<
Select County/District [ALCORN [2) - DISTRICT 1 |
ACTIONS

Dovvnload the zelected Electronic Minute Book entry.

Prirt the selected Electronic Minute Book entry.

Print &1l of the currently displayed Electronic Minute Book entries.
Replace the selected Electronic Minute Book entry with & newe docurment.

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

ACTIONS

Diowvnlozd the selected Electronic Minute Book entry.

Frirt the zelected Electronic Minute Book entry.

m of the currently displayed Electronic Minute Book entries.

Eeplace the selected Electronic Minute Book entry with a newy document.
Eeturn the selected Electronic Minute Book entry to the Cletk Document Screen.
Search the Electronic Minute Boak.

Yiewy the status of pending Electronic Minute Book documents.

The Printer setup window opens. Make any desired changes and click the print
button.
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Printer Setup ['5_(|

Prirter

Orientati
v Duplex &+ Side rientation
i« Portrait " Landscape
Frint R ange
i Al

r MNumber of Copies |1 :II

Prirt N Cancel |

P Print All

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

ACTIONS

Diovwwnload the selected Electronic Minute Book entry .

Prirt the selected Electronic Minute Book entry.

Print 2l of the currertly displayed Electronic Minute Book entries.

Re the selected Electronic Minute Book entry with a new document.
Return the selected Electronic Minute Book entry to the Clerk Document Screen.
Zearch the Electronic Minute Book.

Yiewy the status of pending Electronic Minute Book documents.

The Printer setup window opens. Make any desired changes and click the print
button.
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384

Printer Setup

Prirter

hp Lazerlet

J20PCL B

[vw Duplex

o Side

" Taop

Print B ange
v Al

~

Origntatiamn

{+ Paortrait (" Landscape

Mumber of Copiez |1 :II

Prirt N Cancel




Electronic Minute Book (EMB)

27.5 - Replace EMB entry

Type your drop-down text here.

27.5 - Replace EMB entry

b Sep 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.

File BZl# Maintenance D[0YS Reports  Help
Youth Locataor

m Scheduler F1z
= MYCIDS Alerts
In Biox
G = tin

Conclude Case | Terminate Jurisdickion

ﬁ Record Transfer Jurisdiction Info...
Create Transfer Jurisdiction Order. ..
Finalize Case Transfer...

M Summons Result Quick Entry. ..

Edit standard Document Texk, .,

[ |:| Reterral
Documents
o Youth Inf
-s:;ks Petition

% Motes

5 A Hearings

Case Orders

% Information Packet

P Sep 2 - If necessary, choose the County/District from the County/District drop
down menu.
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Select County/District |ALCORM (2)- DISTRICT 1 -]

b Sep 3 - Choose the EMB entry from the list to replace.

Fefresh

Y'ear | Book | Starting F'agel Ending F'age| MHumber aof F'agesl D'ezcription
| 2009 1 1 1 1 FIRST CALL
2009 1 2 2 1 ADJUDICATION
2009 3] 1|pisposimion
n 2003 1 4 4 1 IMTAKE ORDER
2003 1 B B 1 IMTAKE ORDER
<
Select County/District |ALCORM (2] - DISTRICT 1 |
ACTIONS

Diovwvnload the selected Electronic Minute Book entry .

Pririt the selected Electronic Minute Book enitry .

Print All of the currently dizplayed Electronic Minute Book entries.
Replace the selected Electronic Minute Book entry wwith & newy document .

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

ACTIONS

annln% the selected Electronic Minute Book entry.

Print th ected Electronic Minute Book entry.

Prict &1l of the currently displayed Electronic Minute Book entries.

Feplace the zelected Electronic Minute Book entry with & newe document .
Feturn the selected Electronic Minute Book entry to the Clerk Document Screen.

Search the Electronic Minute Book.
Wiewy the status of pending Electronic Minute Book documents.

The EMB entry opens.
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#* Re port Preview :

Ay | memmm = HE& HE o
L
3 ALCORMN COUNTY Y OLUTH COURT 3
MINUTE BOOK
Wwar 2009 - Baok 1
SEETAT. T
IN THE YOUTH COURT OF ALCORN DOUNTY, MISIEREIFFT
IN THE INTEREST OF:
AMY JO TESTCASE, A MINOR 2¥C-2009-1-8- 1{TT1¥)
MOR: 171993
EFDRITHIN ORDITR
THIS Doy thln cxuse carme on for 2 DISPOATTEON HEARING with NO
ATTENDEERS in stacdance ad befors thls Court and ths Court fnding that i has
rubjcct matter jorisdiction amd Fally consldedng the premines herein Ands e follows, -
wit
1. On DID6E008 dris Coun condocted am ADIUDICATION hearing whersin AMY
TESTCASE was adjudicutrd ko be & DELINQUENT CHILD for corumbithng the act of
ARSON OF TIMBER, WOODE MEADOW OR MARKH in viokrion of §#7-17-11 of
the Misdrppl Code of 1972 58 allegzd in Count 1 of te Pettion.
2. Good and sofficient cense cxinin ko coder & Dirposition in this msder.
IT 15 ORDEAED, mmmmwmﬂmm
regad i eomumitiing the mct of ARSON OF TIMBHR, WOODSE MEADOW O,
MARSH bn vickwtion of §97-17-13 of tae Minsisslppl Code of 1972, Annotuwed,
alleyerd ln Court 1 of the Pethion thit the following dispordtion be and hereiry i ordered "
Page 1 of 1
Refresh
Year | Book | Starting F'agel Ending F'age| MHurmber af F'agesl D'ezcriptian
n 2009 'I 'I 'I 1 FIRST CaLL
2003 1 ADJUDICATION
2009 _ -_ 1|DISPOSITION
n 2009 1 1 IMTAKE ORDER
2009 1 5 5 1 IMTAKE ORDER
<
Select County/District [ALCORN (2] - DISTRICT 1 |
ACTIONS

Dowvnload the selected Electronic Minute Book entry .
Print the selected Electronic Minute Book entry .
Prirt Al of the currertly dizplayed Electronic Minute Book entries.
Replace the selected Electronic Minute Book entry with & new document .
b Sep 4 - Click "Replace the selected Electronic Minute Book entry with a new

document” from the list of actions.

387



MY CIDS User Guide

ACTIONS

Dovenlozd the selected Electronic Minute Book entey.

Prirt the zelected Electronic Minute Book entry.

Prirt Al of the currently displayed Electronic Minute Book entries.

Replace the selected Electronic Minute Book entry with a new document.
Returé l& zelected Electronic Minute Book entry to the Clerk Document Screen.
Search the Electronic Minute Boak.

“iewy the status of pending Electronic Minute Book documents.

b Sep 5 - Choose the document to replace with and enter a file date.

388

Replace the currently selected EMB Document with..

nt|EME Filed Date| D ate
""" 03/26/2009

Drezcription

03/26/2003 10:14:24 £ DISPOSITION
03/26/2009 10:15:50 £ INTARE ORDER
03/26/200910:15:53 £ INTAKE ORDER

Click the OK button.



Electronic Minute Book (EMB)

27.6 - Return EMB entry

Type your drop-down text here.

27.6 - Return EMB entry

b Sep 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.

File BZl# Maintenance D[0YS Reports  Help
Youth Locataor

m Scheduler F1z
= MYCIDS Alerts
In Biox
G = tin

Conclude Case | Terminate Jurisdickion

ﬁ Record Transfer Jurisdiction Info...
Create Transfer Jurisdiction Order. ..
Finalize Case Transfer...

M Summons Result Quick Entry. ..

Edit standard Document Texk, .,

[ |:| Reterral
Documents
o Youth Inf
-s:;ks Petition

% Motes

5 A Hearings

Case Orders

% Information Packet

P Sep 2 - If necessary, choose the County/District from the County/District drop
down menu.
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Select County/District |ALCORM (2)- DISTRICT 1 -]

b Sep 3 - Choose the EMB entry fromthelist to return .

Fefresh

Y'ear | Book | Starting F'agel Ending F'age| MHumber aof F'agesl D'ezcription
| 2009 1 1 1 1 FIRST CALL
2009 1 2 2 1 ADJUDICATION
2009 3] 1|pisposimion
n 2003 1 4 4 1 IMTAKE ORDER
2003 1 B B 1 IMTAKE ORDER
<
Select County/District |ALCORM (2] - DISTRICT 1 |
ACTIONS

Diovwvnload the selected Electronic Minute Book entry .

Pririt the selected Electronic Minute Book enitry .

Print All of the currently dizplayed Electronic Minute Book entries.
Replace the selected Electronic Minute Book entry wwith & newy document .

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

ACTIONS

annln% the selected Electronic Minute Book entry.

Print th ected Electronic Minute Book entry.

Prict &1l of the currently displayed Electronic Minute Book entries.

Feplace the zelected Electronic Minute Book entry with & newe document .
Feturn the selected Electronic Minute Book entry to the Clerk Document Screen.

Search the Electronic Minute Book.
Wiewy the status of pending Electronic Minute Book documents.

The EMB entry opens.
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#* Re port Preview :

Ay | Mmemmp= = =55 HE O

3 ALCORMN COUNTY Y OUTH COURT
MINUTE HOOK
war 2003 - Book 1

AEETATS MFTIS

IN THE YOUTH COURT DF ALCORN COUNTY, MIFIEGHIFFL

IN THE INTEREST {W¥:
AMY JO TESTCASE, A MINOR 2-¥C-M9-D-8-1{TT1)
{DOB: L7199

THIA Day this ceuse came on for 2 DISPOSTTECH HEARMMA with MO
ATTENDEHERS in sisndancs snd befors this Coort and this Coort finding thet b has

rubjcct matter jorisdiction amd Fally consldedng the premines herein Ands e follows, -
wit

1 On G026E009 s Count condocted mn ADTUDTCA TION hearing whersin AMY
TESTCASE was ndjodicuicd io be o DELINQUENT CHILD for corumitting the act of
ABRSON OF TIMEHR, WOCODE MEADRCW OB MAREH in vichtion of §97-17-13 of
the Misdndppl Code of 1972 sa allcgesd in Count 1 of the Pottlon.

2. Good and sofficient cense cxinin ko coder & Dirposition in this msder.

IT 1§ ORDEBRED, mmmmwmdmm
regand o commiiing the act of ARSON OF TIMBHER, WOODS MEADCR OR
MARSH hn vicleton of §77-17-13 of tho Mississlppl Code of 1972, Annolaed, s
allkcgerd In Count 1 of the Petitlon th the following dizpositlon be ad herctry 1a crocoed

Page 1 of 1
Refresh
Year | Book | Starting F'agel Ending F'age| MHurmber af F'agesl D'ezcriptian
| 2009 ‘I 'I 'I 1 FIRST CALL
2003 1 ADJUDICATION
2009 _ ‘_ 1|DISPOSITION
n 2003 1 1 IMTAKE ORDER
2009 1 5 5 1 IMNTAKE ORDER
<
Select County/District [ALCORN (2] - DISTRICT 1 |
ACTIONS

Dowvnload the selected Electronic Minute Book entry .

Print the selected Electronic Minute Book entry .

Prirt Al of the currertly dizplayed Electronic Minute Book entries.
Replace the selected Electronic Minute Book entry with & new document .

b Sep 4 - Click "Return the selected Electronic Minute Book entry to the Clerk
Document Screen” from the list of actions.
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ACTIONS

Diowvnload the selected Electronic Minute Book entry.

Frirt the zelected Electronic Minute Book entry.

Prirt &l of the currently displayed Electronic Minute Book entries.

Eeturp the selected Electronic Minute Book entry to the Cletk Document Screen.
Searil the Electronic Minute Book.

“iewy the status of pending Electronic Minute Book documents.

Choose Y es from the window that opens to return the selected entry.

Information

i Are you sure wou wish ko rekurn this EME Document ko the Clerk Review Screen and remove it From the
. ) EME?
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27.7 - SearchtheEMB

Type your drop-down text here.

27.7 - Search the EMB

b Sep 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.

File BZl# Maintenance D[0YS Reports  Help
Youth Locataor

m Scheduler F1z
= MYCIDS Alerts
In Biox
G = tin

Conclude Case | Terminate Jurisdickion

ﬁ Record Transfer Jurisdiction Info...
Create Transfer Jurisdiction Order. ..
Finalize Case Transfer...

M Summons Result Quick Entry. ..

Edit standard Document Texk, .,

[ |:| Reterral
Documents
o Youth Inf
-s:;ks Petition

% Motes

5 A Hearings

Case Orders

% Information Packet

P Sep 2 - If necessary, choose the County/District from the County/District drop
down menu.
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Select County/District |ALCORM (2)- DISTRICT 1 -]

b Sep 3 - Click "Search the Electronic Minute Book" from the list of actions.

ACTIONS

Dowwnload the selected Electronic Minute Book entry.

Prirt the selected Electronic Minute Book entry .

Print All of the currertly displayed Electronic Minute Book entries.

Replace the selected Electronic Minute Book entry wwith a nesy document.
Return the selected Electronic Minute Book entry ta the Clerk Document Screen.
Search the Electronic Minute Book.

| he status of pending Electronic Minute Book documents.

P Sep 4 - Choose search method and enter search criteria.

EMB Search

Select Search Method

Search by Year

Search by Year, Book

Search by Y'ear, Book, Page
Search by Univerzal Caze Mumber
Search by Month / Year

Search by Month / Day / ear
Seatch by From-To Dates

Sealeth by Fram-Ta Starting Page Mumber

0 0 T T I N B

FROM 10

kanth: |3 - banth: |3 -
Dray: |EE'- - Day: |26 -
Y'ear: |2DDEI - Year 2009 -

Search Cancel |

» Step 5- Click the Search button and the EM B will befiltered based on your
search criteria.

» Toshow all the current yearsentries again, click the reset button.
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Select County/District |ALCORM (2)- DISTRICT 1 |

Movy dizplaying EMB entries matching this search criteria;
From “ear : 2009 To Year : 2009

From Book : 1 To Book : 1

From Starting Page : 3 To Starting Page : 5

Click Resgt to display the Default EMB entries.

The currently selected EMB document has been Corrected by this document: Year 2009, Book 1, Page# 9

ACTIONS

Dovvnload the selected Electronic Minute Book entry.

Prirt the selected Electronic Minute Book entry.

Print &1l of the currently displayed Electronic Minute Book entries.

Eeturn the selected Electronic Minute Book entry to the Clerk Document =creen.
Search the Electronic Minute Boaok.

“ieny the status of pending Electronic Minute Book documents.

Fezet the dizplay to the default Electronic Minute Book ertries.
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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.

#+ MYCIDS v2.9.0.0

File B8 OYS Reparts Help

= [ N I Search UCIDH |
5E | Scheduer 0 Fi2

F_IOS Merts by

¢ In Box .
ﬁ EME t Information
niversal Case |0 57186

¥+ MYCIDS v2.9.0.0
File Edit DYS Reports Help

Fi”'j E @ by Hs ;_’_Hearings -

Shortouts

B ouih A1 Docket Informal

& Azzociated Persaonz niver
Referral
@2 Documents Log
Cuztody
i Petition

% Motes

A Hearings

Case Orders

é Infarmation Packet CLE

[ Quick List C
=N v'outh Locatar

Recamr

o @ =2 &
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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 isindicated by the red circle around the date. The selected date is indicated by
the blue highlighting.

[ 4 | January, 2009 February, 2009 March, 2009 [+ |

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue wed Thuy Fri Sat Sun Mon Tue wed Thu Fri Sat
53 1 2 3 511 2 3 4 5 & 7 311 2 3 4 5 B 7
114 5 & 7 & 9 10 G188 9 10 11 12 13 14 1018 9 10 11 12 13 14
2111 12 13 14 15 16 17 7115 16 17 4B 1920y 21 11|15 168 17 18 19 20 21
F118 13 20 21 22 23 024 8122 23 24¥25 26 ZTWeE 12|22 23 24 25 2% 27 28

4128 28 27 28 29 30 A 13028 30 3
14
T Today: 02/20/2009 Selected Date Today's Date

Select anew date by clicking on the day in the calendar.

[ 4 | January, 2009 February, 2009 March, 2009 [ » |
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue wWed Thu Fri Sat Sun Mon Tue Wed Thuy Fri Sat

53 1 2 3 511 2 3 4 &5 B 7 a1 2 3 4 5 B 7
114 5% & 7 & 3 10 E| & 9 10 #€§e12 13 14 108 9 10 11 12 13 14
201 12 13 14 15 16 17 15 16 17 18313 20 21 11 (1% 16 17 18 13 20 A
I 018 13 20 A 22 23 24 Bl @@y24 25 26 27 28 12|22 23 24 X 26 27 28
4128 26 27 28 29 30 # 13029 30 H

14
3 Today: 022372009

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

[« | January, 2009 February, 2009 March, 2009

Sun Mon Tue wed Thu Fri Sat Sun Mon Tue wed Thu Fri Sat Sun Mon Tue'wed Thu Fri Sat
53 1 2 3 511 2 3 4 5 6 7 |1 2 3 4 5 6 7
114 5 & 7 & 9 10 El8 5 10 11 12 13 14 10 & 9 10 11 12 13 14
7
a

20111 12 13 14 15 16 17 15 16 17 4B 19 & 21 11|15 168 17 18 13 20 2
3|18 13 20 2 2 23 24 22023 024 025 % X 28 12|22 23 02 2\ Xk X728
LeftArrow 4 |25 26 27 28 29 30 31 12023 30 3 Right Arrow

3 Today: 02/20/2009

Select adifferent month from a popup menu by clicking the month name.
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arc:h (11} I
mg! J .
Sun Maon Sl Sat

§3T7 4] Februany

]

| g 7| Mach 12
1113 14 Api 19
12120 21 EET 26
13127 28 June

July
T Today: August

September

October

fity District m Movemnber 1
] b
Tupe Filker IEL BEEmREt

User Filter |-4LL-

Select adifferent year by clicking the year to reveal a control to adjust the year
number up or down.

[« | Marct . [TE] &%

Sun Mon Tue Wed ThifsFr Sat
g | 1 2 3 4 5

. -~ = - - 4. - ER

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.

Select County/Distict [ALCORM (2) - DISTRICT 1 |

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.

Select County/District [ALCORM (2] - DISTRICT 1 -l
Event Type Filker |-.-'-‘-.LL- -

Azzigned to U=zer Filter

DOCKET EVENT
COUMSELOR EVENT
EMPLOYEE EVEMNT
OTHER EVENT

Mo hearings or events Serrermr o ror e esTre e

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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Eefresh ] Mew Event ] Print
March, 2005 Apnl, 2005

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
9 1 2 3 4 13 1
mlfe ¥ 8 9 10 11 12 42 4 &5 & ¥ & EI
11113 14 15 16 17 183 19 1510 11 12 13 14 15 16
12020 21 22 23 24 25 26 1617 18 19 20 21 22 23
131027 28 29 30 m 17124 25 268 27 28 29 30
18

Today: 3/31/2005

mi;::ﬁhuttun view @

Select County/District |ALCORM (2] - DISTRICT 1 -]

[

Ewvent Type Filter
Azzigned to zer Filker ]-.i'-.LL- LJ
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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

»  Sep 1- Fromthe Scheduler, Click on the New Event button.

EEfrESh | m

n January, 2009 February, 2009

Sun Mon Tuewed Thu Fn Sat Sun Mon Tue "ed Thu Fn Sat
53 1 2 3 511 2 3 4 B B 7
114 &5 B 7 8 9 10 E|1 2 9 10 %Kk 12 12 14
2111 12 13 14 15 18 17 1185 16 17 18 18 20 A
3118 19 20 A 22 23 24 Bl22 22§y % 27 28
4125 26 27 28 29 30 A

T Today: 02/24/2009

Select County/Distict [ALCORN (2] - DISTRICT 1
Ewvent Type Filter |-.-'1‘-.LL-
Agzigned to User Filter |-.-'1‘-.LL-

LedLed Lo

P Sep 2 - Enter Event information.

Choose the County / District from the drop down menu.
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x]

Edit Event

Properties l

County / District |
Event Type |ALCORN (2] - Distict 1

Lo L]l s

Start Date

El

Cruration

|
|
|
Ewent Description

| Cancel |

Choose the Event type from the drop down menu.

Properties l

County / Digtrick | j

Ewert Type ||

DOCKET EWENT
COUMSELOR EVENT
Start Date | FMPLOYEE EVENT

OTHER EVEMT

Druration —

Event Deszcription

| Cancel |

Choose the User to Assign the event to from the Assign to this User drop down menu
(Optional).
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Properties l

County / Districk
Event Type
Azzigh to thiz L ger
Start D ate
Diuration

Event Description

x]

|.-’-'-.LEEIFHN [2] - District 1

|IIIL|NSELEIH EVEMT

Led Lo

kY CIDS EVALUATOR
MICHAEL JOMES
JaMIE MCEBRIDE

Rex Mahon

TESTER TESTER

| Cancel |

Enter the date & time.

Properties l

County / Digtrick
Event Type
Azzigh to thiz L zer
Start D ate
Diuration

Event Deszcription

|f-‘-.LEEIF|N [£] - Drigtrict 1 j
|EEILINSELEIF| EWVENT j
|F|e:-: b ahan ﬂ
|I]2£24£2IZIEIE| 09:00 Ak j
| j n February, 2009 u
Sun Mon Tue "Wed Thu Fri Sat
1 2 3 4 5 B 7
g 9 10 11 12 13 14
1% 16 17 18 13 20 21
22 23 m 28 28 27 28| |
T Today: 02/24/2009 J

Choose the duration from the drop down menu.

Scheduler
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Edit Event

Properties l

County / Districk
Event Type
Azzigh to thiz L ger
Start D ate
Diuration

Event Description

x]

|.-’-'-.LEEIFHN [2] - District 1

|IIIL|NSELEIH EVEMT

|Fle:-: kdahan

||:|2.-"24.-"2|:||:|'-9 03:00 Ak

Led Led L] Lo

' 3

15 Minutes

30 Mirutes =
45 Minutes

1 Howr -
1.5 Hourz

2 Hours

2.5 Hourz

3 Hourg W

| Cancel |

Edit Event

Properties l

Type in the Event Description.

X

Caunty / District |ALCORM (2] - District 1 |
Event Type |COUMNSELOR EVENT |
Azzigh to thiz L zer |F|e:-: tahan ﬂ
Start Date |012/24/2009 0900 AM -
Diuration |'I Hour j
Ewvent Description  [Appointment with Amy Jo Testcaze.
ak. Carcel |

b Sep 3- Click OK.
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Edit Event

X

Properties l

County / Digtrict |.-’-‘-.LEEIF|N [£] - Dvigtrict 1
Event Tupe |EEILINSELEIF| EVEMT

Azzigh to thiz L zer |F|e:-: tahan
Start D ate |I]2£24£2EIEIEI 09:00 Ak
Druration |'I Hawr j

LedLedLed Lo

Ewvent Descrption  [Appointment with Amy Jo Testcaze.
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28.5 - Printing Calendars

Type your drop-down text here.

28.5 - Printing Calendars

»  Sep 1- Fromthe Scheduler, choose the dates to print the calendar for.

Select date(s)

n January, 2009

February, 2009

Sun Maon Tue 'Wed Thu Fri Sat Sun Mon Tuewed Thuy Fri Sat
A3 1 2 3 511 2 3 4 B B T
114 5% 6 F 8 9 10 E| 3 9 4 13 14
2111 12 13 14 15 168 17 T115 16 17 181920 A
3118 19 20 2 22 23 24 g2 23 @ 2B Y26 27 28
4128 268 27 28 29 30 A

=5 Today: 02/24/2009

Select County/District |ALCORM (2] DISTRICT 1

Ewent Type Filker | ALL-

Azzigned to Uszer Filter |-.-'-‘-.LL-

Led L] Lo

P Sep 2 - Right-click the mouse and make the selection for the desired calendar.
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Scheduler

Befresh ‘ Mew Ewvent ‘

n January, 2009

February. 2009

March, 20

Sun Mon Tue "ed Thu  Fii

53 1 2 3 12 3 4 5 6B 7 311 2 3 4
114 5 6 7 & 39 10 8 9 «MEEEEEFE 13 14 10| 8 3 10 N

]

G
2011 12 13 14 15 16 17 115 18 17 18 19 200 A 11|15 18 17 18
31|13 20 A 22 Z3 XM a

Sun Mon Tue ed Thu Fri Sat Suh Mon Tue We

22 23@25 26 27 28 12|22 23 024 25
4 128 26 27 28 29 30 3 13129 30 3
14
=3 Today: 022472009
Select County/District |ALCORN (2) - DISTRICT 1 ~|
. Go ko Today
Ewvent T Filt ALL- -
went Type Filter | J R .
Azzigned to User Filter |-ALL- j
MNew Event, ..
Events Scheduled S
Time DESCRIPTICN et
9:00 am FIRST CALL =3
Docket #

2-WC-2008-00-3-1 (671 8§67 - Ay JO TESTCASE

Associated Persons:

Choose print from the menu.

G0 ko Today

Ewvents

Court Docket r
Master Calendar

Mew Event...

Order By Event Time
@& Order By First Mame
Order By Last Name

e Print Events Calendar

Choose Events.
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G0 ko Today h
Prink

Mews Event. ..

Master Calendar

Order By Event Time
® Order B First Mame
Order By Last Mame

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.

v Select All Event Users

(|

] Cancel |

L

After clicking OK, the calendar will open.
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F Scheduler Events T EEE

MYCIDS Event Calendar,
From: Wednesday. February 11, 2009
To: Friday. February 13, 2009

Events Scheduled

Wednesday, February 11, 2009

9:00 am Staff Meeting
(Azsigned-To) Mohon, Rex

Thursday, February 12, 2009

200 pm Appoirtment with Amy Testcase,
(Azsigned-To) MCBRIDE, JAMIE

il IS— + | Save Pritat

e Print Court Docket Calendar

Choose Court Docket

jv & Order By Event Time

Go ko Today i

T with Associated Persons
B BV Masker Calendar without Associated Persons

Order By First Mame
Order By Last Mame

Choose the court docket with Associated persons or without Associated
Persons.

a0 ko Today L

I with Associaked Persons
s BVert. Master Calendar withiout Associated Pers nh-

T Order By Event Time
Crder By First Mame
Crder By Last Mame
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Once the calendar opens, it will look similar to the image below.

i Court Docket O CEX

Alcorn County Youth Court
Docket

Wednesday, February 11, 2009

9:00 am FIRST CALL
Docket #: 2-%C-2008-D-3-1(67186) - AMY JO TESTCASE

Associated Persons: Court Actions and Hotes:
DETEMTION CENTER &LCORMN COUMTY

[COUNTY DETEMTION CEMTER)

JIhA B FISHER (PRESIDING)

TESTER JUDGE (PRESIDING)

JARMIE KELLY MCBRIDE (PROSECUTING

ATTORMEY)

SOMY & DAWN CHILDS PHILLIPS

(PROSECUTING ATTORMEY)

ANy JO TESTCASE (¥ OUTH)

JACH LEE TESTCASE (FATHER - BIOLOGICAL)

JILL M&RY TESTCASE (MOTHER -

BIOLOGICAL)

BOBEY TESTCASE (GUARDIAMN AD LITEM - -
ATTORMEY)

e Print Events Calendar

Choose M aster 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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¥ Select All Event Users
Select| Event User ad
v
] Cancel |

After clicking OK, the calendar will open.

— D EEE

MYCIDS Master Calendar,
From: Wednesday, February 11, 2009
To: Friday, February 13, 2009

Events Scheduled

Wednesday, February 11, 2009
9.00 am Staff Mesting
[Aszigned-Ta) Mohon, Rex

9:00 am FIRST CALL
Docket #: 2-%C-2008-D-3-1(67186) - AMY JO TESTCAZE

Thursday, February 12, 2009

3:00 pm Appointment with &my Testcase.
(&zzigned-To) MCBRICE, JAMIE

Ll CH S Save Prirt FTiose

P Sep 3 - Click Print on the calendar that was generated.
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28.6 - Event Actions

Type your drop-down text here.

Scheduler

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.

Events Scheduled
Time DESCRIPTICMN

00 am  Staff Meeting
[A=zigned-To) Mohon, Rex

900 am  FIRST CALL
Docket #: 2-NC-2003-0-3-1 (671567 - Ay JO TESTCASE

Actions

Edit thi= event.

Wiewy thiz
heating.

Completed

Mo

Mo

_
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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.

#* MYCIDS v2.9.0.0
File| Edit |Maintenance DY¥S Reports
3 Find E = e | A

Shortcuts

@ +-[E] 2-vC-2008-P-3-1(5662:
i 14¢C-2008-P-105-1(59:
+ 24C-2009-D-3-1(5381!

&
Gt
=

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.

Select County/District |ADAMS [1]- DISTRICT 1 -]

Select Caze Intakes
[w Pratection |w Delinquency | Temination

MYCIDS Alerts

Alerts cover the following areas:
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P 29.1 - Intake Alerts

b 29.2 - Petition Alerts

P 29.3 - Hearing Alerts

P 29.4 - Record to General Docket Alerts

P 29.5- Record MY CIDS Generated Documents to Docket

P 29.6 - Other Information Alerts

b 29.7 - Motion Alerts
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29.1 Intake Alerts

29.1 Intake Alerts

Intake Alerts:
O View Intake Alertz
O Niew Cazes with MO Referral Alerts

P Intake Alerts

The Intake alert istriggered 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.

BRefresh | Back | Search For... Brint

Total Cazes that generated an Alert; 1

| Intake Date | Docket Numnber

u 0341142009 24 C-20058-D-5-1(69812) - AWy JO TESTCASE

25 C-2003-0-5-1 (6351 2) - Abdy JO TESTCASE - A REFERRAL REQUIRES AN INTAKE RECOMMENDATION AND Ak ORDER OF THE COURT TO BE
ENTERED

This case has referral record(s) that requires bath a referral recommendation and s referral order.

Shiowy the information for the selected Case 2-%C-2009-D-5-1(69512) - AMY JO TESTCASE.

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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2.4 C-2009-D-5-1 (63512 - AMY JO TESTCASE - & REFERRAL REQUIRES AN INTAKE RECOMMENDATICN AND AN ORDER OF THE COURT TO BE
EMTERED

Thiz case has referral recarc(s) that reguires bath & referral recammendstion and & referral order.

| | |F|eferra| D ate |F|eferra| |Drder D ate |Drder |F|ecommendation Datel

03/11./2009 DISORDERLY COMDUCT: BREACH I

This referral has one or more items that have not been recorded on the General Docket.

ACTIONS

Add a new referral to thiz caze.
Edit this referral.

Delete this referral.

Generate the intake order.

The referrals may be edited directly from this screen. To see more information on
editing referrals see 6.2 - Edit a Referral.

P Caseswith NO Referral Alerts

420

The Cases with NO Referral alert istriggered when a case intake has been initiated
but areferral has not been entered. To view the Cases with NO Referral aert click
on View Cases with NO Referral Alerts from the Edit panel.

This action will return a screen similar to the image below.

Refresh | Bk | SeschFL, Piirt
Total Cases that generated an Alet: 1

Inkake Date Docket Number ~

[Sloanzie010 BE-C-2000-D-3-1(77445) - DON MIDDLE KNOG

6640201 0uD- 34 (T4 5) = DO MIDDLE KWK - MOTION REQUIRES & MOTION ACTION

The zelected caze does not have any Referrals Assigned to .

Shiovy e information for the selected Case B6-YC-2010-D-3-1(77445) - DO MIDDLE KMOX.

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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£6-YC2010.0-34(77445) - DON MDDLE KNOX - MOTION REGUIRES A MOTION ACTION

The selected case does not have any Referrals Assigned to &,

ho referrals have been added to this case.

ACTIONS
Add 3 referral,

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

P Petition Alerts

Petition Alerts:
O MWiewy Petition &lerts

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.

28-YC-2011-0-2-1(143850) - TEST TEST - INMIAL FILING OF PETITION REQUIRED

Referral(s) existing with the Action of "FORMAL PETITION ORDERED" have not been recorded to the Docket. Miss. Code Ann 43-21-451 reguires that a
petition shall be filed within ten, 10, days from the date of the Intake Order authorizing the filing of the petition. The court may, in ite descretion, dismiss the
petition for failure to cemply with the time schedule contained herein. After recording all relevant referrals listed below to the general docket, click Wiew
petition in order to amend the petition.

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

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

2% C-2009-D-5-1 (B9S1 27 - AhiYy JO TESTCASE - IMITIAL FILING OF PETITION REQUIRED

Mizs. Code Ann 43-21-451 requires that a petition shall be filed within ten, 10, days from the date of the Intake Order authorizing the filing of the petition.
The court may, in itz descretion, dizmiss the petition for failure to comply with the time schedule contained herein.

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

3. A petition exists but has not been filed.

2% C-2008-D-5-1(B951 27 - AhdY JO TESTCASE - FILING OF PETITION REQUIRED

Mizs. Code Ann 43-21-451 requires that a petition shall be filed within ten, 10, days from the date of the Intake Order authorizing the filing of the petition.
The court may, in its descretion, dismiss the petition for failure to comply with the time schedule contained herein.
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Action: Click Show theinformation and select File this petition from the
Actionslist. 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 afiled petition
exists.

28-vC-2011-D-2-1{1435850) - TEST TEST - AMENDMENT OF PETITION REQUIRED

MNewly added Referralz with the action of "FORMAL PETIMON ORDERED™ have not been recorded to the general docket of thiz case After recording all
relevant referrals listed below to the general docket, click View petition in order te amend the petition.

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

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

2-%C-2003-D-5-1(6951 2] - Ay JO TESTCASE - AMERNDMENT OF PETITION REGQUIRED

Meswely recardedd Referrals with the action of "FORMAL PETITION ORDERED" have not been added to the current Petition of this casze.

Action: Click Show the information and select Edit this petition from the
Actionslist. 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.

2-%C-2003-D-6-1(6351 3] - AMY JO TESTCASE - INITIAL FILING OF PETITION REQUIRED

Misz. Code Ann 43-21-451 reguires that & Petition shall be filed within five, 5, days from the date of the Detention Hearing continuing custody. The court
may, in its descretion, dismiss the petition for failure to comply with the time schedule contained herein.

Action: Create apetition. 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 casesin
which a petition has been filed but the Adjudication hearing has not been set on the
court docket.

25 C-2003-0-9-1 (772390 - Ay JO TESTCASE - ADJUDICATION HEARING SCHEDULED ALERT

Thiz alert iz for informstional purposes only. & petition has been filed bt no Adjudication Hearing has been scheduled.

To address the alert, click on the Show the information link.
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Shiovwy the information for the selected Case 2-%C-2009-D-9-1(77239) - AhY JO TESTCAZE.

Then click on Add. To learn more about adding anew hearing, see11.1 - 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
e acase has been created with a Petition that has been created and filed
o the PPC has custody
e Sixty (60) days have passed since the initial filing of the petition
o thereisat least onereferral that has no action taken on it in an Adjudication
Hearing.

2-4C-2003-D-2-1 (66227 - JOHR JAME SMITH - ADJUDICATION HEARIMG REQUIRED

Miss. Code Ann 43-21-551(1) requires that an Adjudication Hearing be conducted within ninety, 90, days after the filing of the petition, unless the hearing
iz continued on the showing of good cause or the case must be DISMISSED YiITH PREJUDICE.

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.

Shiowy the information far the selected Casze 2-YC-2003-D-2-1(6622) - JOHM JAMIE SMITH.

Scenario 2
e acase has been created with a Petition created and filed
o the PPC does not have custody
« fifteen (15) days have passed since the removal of the youth from his/her
PPC
o thereisat least onereferral that has no action taken on it in an Adjudication
Hearing.

S-IC-2008-D-2-1(71402) - AMY JO TESTCASE - ADJUDICATION HEARIMNG REGIIRED

Misz. Code Ann 43-21-55101) requires that an Adjudication Hearing be conducted within twenty-one, 21 | days after the removal from the PPC, unless
the hearing is continued on the showing of good cause.

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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Shiowy the information for the selected Caze 5-%C-20085-D-2-10714027 - ARy JO TESTCASE.

» Disposition Hearing Alerts

A Disposition Hearing Alert will display when a case has been created containing a

filed Petition, an Adjudication Hearing, and at |east one referral that does not have a
disposition action.

5-YC-2008-D-2-1(71 4027 - AMY JO TESTCASE - DISPOSITION HEARING REQUIRED

Misz. Code Ann 43-21-601 requires that & Disposition Heating be held within fourteen, 14, days after the Adjudicatory Hearing unless good cause be
showen for postponement.

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.

Showy the information for the zelected Caze S-%C-2008-D-2-107 14027 - Ak JO TESTCAZE.

P Foster Care Review Hearing Alerts
A Foster Care Review Hearing alert will display when the following conditions
apply:

Scenario 1
e acase hasbeen created

e 120 days have passed since the removal of the child from his’her PPC
o afFoster Care Review or Disposition Hearing does not exist

SN C-2008-P-2-1 (772667 - AhY JO TESTCASE - FOSTER CARE REVIEW HEARIMG REGIIRED

There have been 120 day (4 months) since this child has been removed from hisher PPC with no previous Disposition or Foster Care Review Hearings.

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

Mo hearings exist for this case. Add a new hearing to this case.

Scenario 2
e acase has been created
o the child has been removed and NOT returned to hissher PPC
o aloster Care Review or Disposition Hearing does exist
e 120 days have passed since the last Foster Care Review Hearing

426



30.0- TPR

2-%C-2005-P-2-1 (7 72E6] - Ay JO TESTCASE - FOSTER CARE REVIEW HEARIMNG REQUIRED

There have been 120 day (4 months) since last Foster Care Review Hearing without the child being returned to hisher PRC.

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

Showy the information for the selected Casze SN C-2008-P-2-1(7T2EEY - AMY JO TESTCASE.

ACTIONS

Add a newy hearing to this case.

Edit this hearing.

Delete this hearing.

Fecord this hearing and all agsocisted tems to the General Docket.

Scenario 3
e acase has been created
« thechild has been removed and NOT returned to his’her PPC
o aloster Care Review or Disposition Hearing does exist
o 120 days have passed since the last entered Disposition Hearing

- C-2005-P-2-1 (72667 - Akdy' JO TESTCASE - FOSTER CARE REVIEA HEARIMNG REGUIRED

Thete have been 120 day (4 months) since last Dispostion Hearing without the child being returned to hisher PPC.

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

Shovwy the information for the selected Caze 5% C-2008-P-2-1(7F2E66] - AlY JO TESTCASE.

ACTIONS

Add a newvy hearing to thiz caze.

Edit thiz hearing.

Delete this hearing.

Record this hearing and all associsted tems to the General Docket.

P Annual Review Alerts

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

e acase 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
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Action: click Show, then Add anew 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.

25 C-2009-D-27-1 (FTF2TE) - Abdy SO TESTCASE - DETEMTION HEARING REQLIRED

A Detention Hearing is recuired for this youth. If the youth has been alleged to be a Delinguent Child the Detertion Hearing is required within two, 2, days of
the removal from hisher PPC. See, £43-21-301(3) Miss. Code Ann. If the youth has been alleged to be a Child in Meed of Supervision or & Status Offender,
they must have a Detention Hearing within twenty-four, 24, hours of the removal from histher PPC. See, Rule 11, Uniform Rules of “outh Court Practice.

2-9C-2009-P-5- 1772750 - Ak JO TESTCASE - SHELTER HEARIMNG REQUIRED

A =hefter Hearing i= required for thiz Youth within tvwao, 2, days of remaval from hizher PPC.

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

Shuﬁ the information for the selected Case 2-%YC-2003-0-27-1(7 7273 - Ay JO TESTCASE.

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

P 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.

2N C-2008-P-2-1 (772667 - AMY JO TESTCASE - SUMMONS RESULTSDOCUMENTS REQUIRED

This case has Hearings that reguire Summons document(=) to be generated andior results that need to be added to the Hearing Summons.

Action: Click on Show and select ahearing from the list. To learn more
about entering Summons Results, see 12.4 - Entering Summons Results.

Showe the information for the selected Case 5-%Y'C-2008-P-2-1(77266) - AMY JO TESTCASE.
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|Date | | |Descriplion Freziding

u 04,/22/2009 FIRST CALL JIMMY B. FISHER

HO SUMRMONS RESULT/ HO SUMMONS DOCUMENT

ACTIONS

Add & newy hearing to thiz caze.

Edit thiz hearing.

Delete thiz hearing.

Record this hearing and all azsocisted tems to the General Docket .

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 dert 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. Thisalert will stop displaying once a Permanency Hearing exists where
both Permanency and Concurrent plans have actions assigned to them, the child is
physicaly returned to their PPC, or the permanency plan has been accomplished.

1-C-2006-P-46-1{39554) - AMANDA TESTCASE - MTIAL PERMANENCY HEARMG RECURED

The Initisd Permanency Hearing is required within 1.2 months since the custody change that removed the child from their PPC_

This dert displays when there is a pending twelve (12) month time limit of a
required Permanency Hearing after the last Permanency Hearing. Thisaert 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

1-YC-2008-P-7B-1(597 27) - JOHN S TESTCASE - CUSTODY CHANGE YATH REASONABLE EFFORTS MADE REGUIRED

A custody changs with Reasonable Efforts Made must be made within 30 days of the indial removal of the chdd from their PPC.
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29.4 Record to General Docket Alerts

29.4 Record to General Docket Alerts

P Casesnot 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.

ACTIONS

Edit thiz youth

Edit Local Cause Mumber

Record thiz Caze on the General Docket.

P 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 dert, click on Show.

Befresh | Back |
Total Cazes that generated an Alert: 1
|Intake Date |D|:u:ket MNurnber
| dl0a2a2009 2rC-2009-D-27-1[77273) - by JO TESTCAS

2-9C-2009-0-27 - (FF27E) - Ay JO TESTCASE - REFERRAL MUST BE RECORDED

Thiz caze haz referral record(s) that have not been recorded to the General Docket.

Showe the information for the selected Case 2-%C-2009-0-27-1(77273) - AdY JO TESTCASE.

Select the referral to record and choose to Record this Case on the General Docket.
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|| | Refenal |Order Date | Order

BAD CHECES FORMAL PETITION ORDERED

| #

Thiz referral has one or mote items that have not been recorded on the General Docket.

ACTIONS

Add a newy referral to this case.
Edit this referral.

[Delete this referral.

Record this referral and all associated tems on the General Docket.
Gene the intake order.

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 dert, click on Show.

Befrezh | Back |
Total Cazes that generated an Alert: 2
Intake Date | Docket Number
04,/28/2009 2rC-2009-0-27-1[77273) - by JO TESTCASE
E| 04,/28/2009 2 C-2009-P-5-1[F72750] - Ak JO TESTCASE

2-5C-2009-P-5- 10772757 - Ak JO TESTCASE - RECORDING OF DOCUMENTS REQIUIRED

There are Documents that have been attached to this case, which have not been recorded to the General Docket.

Shnﬁ the information far the selected Caze 2-C-2009-P-5-1(77275) - AhY JO TESTCASE.

Select the document to record and choose to Record this Case on the General
Docket.
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2 C-2009-P-5-1 (72750 - Akl JO TESTCASE - RECORDING OF DOCUMENTS RECIIRED

There are Documentz that have been attached to this caze, which have not been recorded to the General Docket.

| |Date |Descriptiun |Hearing Desc
04/23/2009 00:00  AFFIDAVIT N/,
B | [o429/20030000  [POLICE REPORT M

20|

[v Show Summons Documents

ACTIONS

Attach a newy document.
Attach from scanner.

Replace the selected document.
Feplace fram scanner.

Remove the selected document.

Fecord this document on the General Docket where absent.
Duﬁad and viewy the selected document.

For more information on recording documents, see 7.5 - Recording Documents.

P 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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Hefresh | Back |

Total Cazes that generated an Alert: 3

Intake 0 ate |D|:u:ket Murnber
031342003 24C-2009-P-21(F7236) - SETH TESTCASE
| 4(04/28/2009 2 C-2009-0-27-1] 3] - Ak IO TESTCASE

04/28/2009 24'C-2003-P-5-1[77275] - AWy U0 TESTCASE

2-5C-2009-0-27 (T F2T 3] - Ay JO TESTCASE - CUSTODY MUST BE RECORDED

This caze haz custody records that have not been recorded to the General Docket.

Showy the information for the selected Case 2-%C-2009-D-27-1(77273) - &MY JO TESTCASE.

Select the custody record and choose to Record this Custody Change on the General
Docket.

2-0C-2009-0-27 A (FT2TE] - Ay JO TESTCASE - CUSTODY MUST BE RECORDED

This caze haz custody records that have not been recorded to the General Docket.

| | Date Tupe From Ta

2003 |PHYSICAL AJILL MARY TESTCASE - MOTHER - BIOLOIBEMTOM |

This custody change did not occur &t a hearing.

Diate 04252009
Type PHYSICAL AMD LEGAL
From JILL MARY TESTCASE - MOTHER - BIOLCGICAL
Ta BEMTOMN COUMTY DHS - DHZ
Hearing -
Reasonakle Effort Made M
Restrictions

ACTIONS
PPLC - Permanent Physical Custodian

Fecord this custody change on the General Docket.
Ad ody change record.

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 dert, click on Show.

Befrezh | Back |
Total Cazes that generated an Alert: 14

Intake D ate | D ocket Murnber

_|04/02/2003 27 C-2003-D-17-1(77248] - AMY JO TESTCASE
04,06/ 2003 2-7C-2003-D-18-1(77249] - AMY JO TESTCASE

:| 04,03/ 2009 24'C-2009-0-21-1[77252] - AdY JO TESTCASE

_|04/421/2003 2rC-2009-P-31[77264]) - AMY JO MAY TESTCASE
04,/21/20039 2-rC-2003-P-4-1[77268) - ERIN JO TESTCASE

2 C-2009-0-21 -1 (FF252]) - Ay O TESTCASE - HEARING MUST BE RECORDED

Thiz caze has hearing record(z] that have not been recorded to the General Docket.

Shiowy the information far the selected Caze 2-YC-2009-D-21-1(7F72322] - AkY JO TESTCASE.

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

2-9C-2003-0-21 (T F2527 - Ay JO TESTCASE - HEARING MUST BE RECORDED

Thiz caze has hearing record( =) that have not been recorded to the General Docket.

Date | | | Dezcription | Preziding
_ | 0440342009 DISFOSITION TESTER TESTER
04,/03/2003 ADJUDICATION TESTER TESTER

| [FIRST CaLL TESTER TESTER

ACTIONS

Add a nevy hearing 1o this case.
Edit this hearing.

Delete this hearing.

Recnﬁ thiz hearing and all associated tems to the General Docket.
Fen Crler.

For more information on recording hearing records, see 11.4 - Record a Hearing.
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B 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 dert, click on Show.

Refresh | Back | Search For... Print
Taotal Cases that generated anflet: 1
Intake Date Docket Mumber
Q07092010 B6YC-2010-0-1-177443] - JOHN ‘WILLIE TESTER

BB 209 001 A (77443 « JOHW WYWILLIE TESTER - MOTION MUST BE RECORDED

Thiz cagze has mation records that have not been recorded to the General Docket.

%ﬂ'ﬂ information for the selected Case 66-YC-2010-0-1-1(77443) - JOHN WLLIE TESTER.

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

BE-YC2010.0-1-1(77443) - JOHNYWLLIE TESTER - MOTION MUST BE RECORDED

Thiz case has molion records thet have not been recorded to the General Dacket.

oFA22ma

MOTION TO CLOSE THE CASE

BOBBEY JOE TESTER - FATHER - BIOLOGICAL
£

>
ACTIONS
A & Motion record.
Edit the selected Motion record.
Delete the selected Mation record.

he selected Motion record to the General Docket.
1he selected Molion Order.

For more information on recording motions, see 35.4 - Record Mation 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

P View MYCIDS Generated Documents not Recorded to the General Docket.

The MY CIDS Generated Documents not Recorded Alert will display when a case
has MY CIDS generated documents that have not been recorded on the general
docket.

Note: MY CIDS Generated documents that require a signature will automatically be
recorded once they have been electronically signed. If any MY CIDS 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 dert, 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 aert.

Befreszh | Back |
Total Cazes that generated an dlert: 2
Intake D ate | D ocket Murnber
09/05/2002 2-7C-2008-0-3-1[67196] - MY JOFF TESTCASE
E 12/04/2008 B-vC-2008-0-2-1[F1402]) - Ak JO TESTCASE

2= C-2003-0-2-1071 4027 - AkY JO TESTCASE - CASE TRANSFERRED

This caze has been transferred from ancther District.
ACCEPET thiz Case to remove the 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.

Befrezh | Back |
Total Cazes that generated an Alert: 4
Intake Date | Docket Number
_|12/04/2008 B-7C-2008-D-2-1[71402) - Ak JO TESTCASE
_|03/23/2003 2 C-2009-D-7F1[77237) - AMY JO TESTCASE
03/23/2009 2 C-2009-D-8-1[77238) - AMY JO TESTCASE
El 04/02/2009 25'C-2009-0-17-1[77248) - AMY JO TESTCASE

25 C-2009-0-17-1 (FF248]) - Ay JO TESTCASE - COMMURITY SERWICE ALERT

Mizz. Ann Code 43-21-805 reguires tracking of youth's Community Service time until completion

Shuﬁ the infaormation for the selected Case 2-%C-2009-0-17-1(77248) - AhY JO TESTCASE.

This brings up the community service screen.
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E| 04/ : 2003-0-17-1(7 ] - &MY IO TESTE

20200901 T-1 (FF2487 - Ahy JO TESTCASE - COMMUMTY SERWICE ALERT

Mis=. Ann Code 43-21-605 requires tracking of youth's Community Service time until completion

| Site Hours .ﬁ.ssignedl Hours Eumpletedl Hours B emaining
| d|= DETENTION CEMTER ALCORM COLNTY
EHJAMIE KELLY MCERIDE 1 0 1
Total Community Service Hours
123
Ordered:
Total Community Service Hours 12
Worked:
Total Community Service Hours
o 111
Remaining:
ACTIONS

Edit zelected Community Service Site.

Generate Parent/Legal Guardian natification letter
Generate Paren/Legal Guardian confirmation letter.
Generate Site confirmation letter.

Generate work farm.

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

b Satus 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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Befrezh | Back |

Total Cazes that generated an Alert 14

Intake Date |D|:u:ket MNurnber

03,/05/2003 2C-2008-D-3-1(67186] - AdY JOTFT TESTCASE
:| 0341942003 24C-2009-0-3-1[77232] - AMY'JO TESTCASE

03/2342003 2C-2009-D-7F1(77237) - AMY JO TESTCASE
: 03/2342003 2C-2009-D-3-1(77238) - AMY JO TESTCASE

2-5C-2009-0-3-1 0772520 - AlY JO TESTCASE - REQUESTIMG THE DELETION OF & CASE

Reviewy the status of the selected Case Deletion Request. When you wish to remove the zelec

Remove selected Caze from Alert list.

Shuﬁ the information far the zelected Caze 2-%C-2009-D-3-1(7 72327 - AMY JO TESTCAZE.

The aert information will show the status of the deletion request.

:‘ 04/02/2003 2 C-2009-0-17-1(77248] - AWy JO TESTCASE
4

0440942003 2C-2003-D-21-1[77252] - Ay JO TESTCASE

20 C-2003-0-21 1 (FF252] - Ahfy JO TESTCASE - REQUESTIMG THE DELETION OF & CASE

Review the status of the selected Case Deletion Reguest. YWhen vou wizsh to remove the selected case fro
Remove selected Caze from Alert list.

Status of Case Deletion Request
Reqguest Date 04152008 10:58:01 A
Reguest Status DELETIOM IMCOMPLETE

Reguesting User |ohn Doe
Motes made by Reguesting Lzer 044152009 10:59:01=% | created the case with the wrong case type.

Motes made by MY CIDE |LT.
Department

Docket Information

lRiver=zal Caze M 77252

To remove the case from the alert list, click Remove selected Case from Alert list.
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Befrezh | Back |
Taotal Cazes that generated an Alert: 14
Intake Date |D|:u:ket Mumber
_|04/02/2009 2-7C-2003-0-15-1[77246] - Ay JO TESTCASE
_|04/02/2009 2-7C-2009-0-16-1[77247] - Akdv JO 4NN TESTCASE
04,/02/2009 2-rC-2009-0-17-1[77243] - Akdy JO TESTCASE
E| 0440942003 2C-2003-D-21-1[77252] - Ady' JO TESTCASE

25 C-2009-0-21 1 (FF252 - Ay JO TESTCASE - REQUESTIMG THE DELETIC

Review the status of the selected Casze Deletion Reguest. When you swish to v

Femoye selected Caze from Aler list.
Sta{us of Case Deletion Request
Request Date 04152000 10:59:01 A

Reguest Status DELETION INCOMFLETE
Reqguesting Uzer $ETH JUSTIN DUKE (1500

For more information on case deletions see 34.0 - Case Removal & Unlocking
Documents.

b Satus of Document Modification requests

Thisaert will display once adocument has been requested for deletion.

Click on Show to view the alert information.

Refresh | Back. |
Total Cagzes that generated an Alert 12
Intake Date |D|:u:ket Murnber
_ | 08/05/2003 24C-2008-0-3-1[E7186] - Ay JOFF TESTCASE
_ | 08/05/2003 24C-2008-0-3-1[E7186] - Ay JOFF TESTCASE
09/05/2008 Ak JO7Y TESTCASE
L4\ 09,/05/2008 242 ] - Abdy JOFF TESTCASE
03/05/2008 2-rC-2008-D-3-1[67186] - Ak JO77 TESTCASE

2-0C-2003-0-3-10671 567 - Ay JOFT TESTCASE - REQUESTIMNG THE UMLOCKIMNG OF & DOCUMERT

Reviewy the status of the documents that have been reguested to be unlocked. When you wish to rer
an the belowy link.

Sh% the infarmation for the selected Case 2-YC-2003-0-3-1067186) - AwY JOTY TESTCASE.

The aert information will show the status of the document unlocking request.
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20 C-2003-0-3-1 (671867 - Ak JOFT TESTCASE - REQUESTIMNG THE UMLOCKIMNG OF & DOCUMERT

Feview the statuz of the documerts that have been requested to be unlocked . When you wish to rer
on the below: link.

| | Date Dezcription Hearing
L r% 10/09,/2008 10:49 RELE&SE FROM APPOIMTMEMT ORCER M AA
E 12/22/2008 00:00 FIAT TEST M AA
E 12/22/2008 00:00 FIAT 1 M AA
|| E 12422/2008 00:00 FIAT 2 M A4
<

[v Show Summons Documents

Date Reguested: 05/20/2009 08 26:55 am
Statuz: UNLOCK CANCELED
Requesting User: SETH

Mates fram the MYCIDS |.T. ERROR MSG:
Department: [45TA SERVER ERROR]exception 45
THIS DOCUMEMT CAM MOT BE UMLOCKED BECAUSE IT 1S OM THE EM
Motes entered by Regquesting 03/.20/2009 09: 26:558==
=gt

To remove the case from the dlert list, click Remove selected Case from Alert list.

L L R e L = R R R e e (LI ERT LR N A R S
b 2N C-2009-D-20-1[77251] - AdY JO TESTCASE
03/23/2009 24 C-2009-0-7-1[77237) - AMY JO TESTCASE

Feview the status of the documerts that have been requested to be unlocked. Yhen you wis
on the below: link.

Remuﬁe zelected Casze from Alert list.

r |Date Description b
L E 04/07/2009 1347 DISPOSITION [

4

[v Show Summons Documents

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

hation Alets:
< MWiewy Motions Action Alerts
< Wiewy Mation Hearing Alertz

P 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.

Befiesh | Back | SeachFor. | Piint

Total Cazes that genecated an Alet 4

1-C-2006-D-23-1{77350] - ERIN JO TESTCASE

0z/26/2010 1C-20M0P3(77355) - ERIN JO TESTCASE
DE/03/2010 14201 0-D-31(77415) - DSCAR SAMPLE
07/02/2010 14/C-2010-0-11-1(77426) - BOB SAMPLE

A-%'C.2008-0-28.9 (773500 - ERIN JO TESTCASE - MOTION REGUIRES A MOTICN ACTION

A Motion on this case doss not hanve & Motion Court Action sssigned to

Shorw the information for the selected Case 1-YC-2009-D-29-1(77350) - ERIN JO TESTCASE.

Y ou 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 casein 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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1-4C-2008.0.23.1 (773500 - ERIN JO TESTCASE - MOTION REGUIRES A MOTION ACTION

£ Motion on thiz caze doez not have a Motion Court Action assigred to it

Requesting Perzon

|MOTION TO TRANSFER TO AMOTHER COURT DISTRICT |ERIMJO TESTCASE - YOUTH

ACTIONS

Ll 5 Mation record.

Ediit the selected Motion record.

Dilete the selected Motion recard.

Becord the: selected bolion record o the General Docket.

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.

Refiesh | Back | SearchFor. | Bint

Total Cases that generated andlei 2

Intake Date

08052000 1-YC-2010-0-16-1(77437] - TOUGH MIDDLE TESTING
020200 14C-2010-0-18-1(F7442) - DON MIDDLE ENOK

1-YE-200-0-16-1(77457) - TOUGH MIDDLE TESTING - MOTION REQUIRES A MOTION ACTICN
A Motion on this case has been scheduled for 2 Motion Hearing, This Metion Hearing requires a Motion Hearing Court Action

Show the information for the selected Case 1-Y¥'C-201 0-D-18-1(77437) - TOUGH MIDDLE TESTING.

Y ou 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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1Y 201 001 61 (F7437) « TOUSH MDDLE TESTING - MOTION REGUIRES A MOTICN ACTICN

A hotion on this caze has been scheduled for a hotion Hearing. This Motion Hearing requires a Motion Hearing Court Action

MOTION TO TRANSFER TO AN ADLULT COURT

ACTIONS

Add & Motion record.

Edlit the selected Motion record.

Delete the selected Motion record.

Becord the selected Motion record 1o the General Docket.
Create the Motlon Hearing for the selected Motion.

The motions may be edited directly from this screen
editing motions, see 35.2 - Edit a Motion Record.

|PROS TEST - PROSECUTING ATTORNEY

. To see more information on




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 MY CIDS.

P Create TPR case fromthe TPR Case Alerts

Click on MY CIDS Alert to open the aerts. The image below shows 3 places the

alerts can be accessed from.

#* MYCIDS v3.0.1.0
File B[ Maintenance DYS Reporks  Help

h uth Locator
ho Scheduler Fl2

: MYCIDS Alerks
G In Box
EME

Conclude Case | Terminate Jurisdickion

Record Transfer Jurisdickion Infa...
ﬁ Finalize Case Transfer...

Surmmons Result Quick Entry, ..

Edit Standard Document Text., ..

I||g Quick List

Select the Termination check box

Select County/District [ALCORM (2] - DISTRICT 1

Select Caze Intakes
[~ Protection [ Delinquency  [w.iTe |nat||:|r§

MYCIDS Alerts

o ta Scheduler

Click View Termination Case Creation Alerts.
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Select County/District |ALCORM (2] - DISTRICT 1 |

Select Caze Intakes
[~ Protection

MYCIDS Alerts

o to Scheduler

TPR Caze Alerts:
o] Vi% Termination Case Creation Aletts.

Petition Alerts:
< Yiewy Termination Petition Alerts

Hearing &lerts:
< YWiewy Termination Hearing &lerts.

Information Alerts:
O Wiewy Adoption Documents Alerts.

Select a case alert to work with and click on the Show link.

|Intake Date |D|:u:ket MNurmber
[ d|04.421.22009 2 C-2009-P-3-1[7 7 264] ybbd IO kAY TESTCASE
04,/21/2009 27C-2009-P-4-1[77268) - ERIN JO TESTCASE
Refrezh | Back |

Taotal Cazes that generated an Alert: 2

||ntake Date |D|:u:ket Murnber

A2009 24/'C-2009-P-3-1[77264] - Ak JO MAY TESTCASE
04/21420039 24C-2009-P-4-1(77268) - ERIM JO TESTCASE

2-%C-2009-P-3-1(7 72647 - Ak JO MAY TESTCASE - TERMIMNATION CASE 1S REQUIRED.

This caze has had an action of Termination (TPR Action] on & Termination of Parnental Rights (TRP) hearine
Tetmination Caze for this action.

Shl:l% the information for the selected Case 2-YC-2003-P-3-1(77264) - &hY JO MAY TESTCASE.

Click Create Termination Case to create the case.
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Befresh | Back |

Total Cazes that generated an Alert: 2

|Intake Date |D|:u:ket Murnber
C-2003-F-3-1[77264] - k' JO M&Y TESTCASE

04/21/2009 24'C-2009-P-4-1(77268] - ERIM JO TESTCASE

2NC-2003-P-3-1 (772647 - Akl JO MAY TESTCASE - TERMIMATION CASE IS REQUIRED.

Thiz case has had an action of Termination (TPR Action)) on a Termination of Parnental Right= (TRF)
Terminstion Case for this action.

Cre%e Termination Case.

Complete the Intake process. Be sureto choose Termination for the case type.

For help on the intake process see section 3.2 - New Intake for Existing Y outh.

» Adding TPR Referrals

Click on the referrals node.

= 24 C-2009-T-2-1[77269) Mo referrals have been added to this case.
EH vouth Aka

Bl Associated Persons | ACTIONS
Ao & referral.

@2 Dockdients
£%6 Custody
() Petition

% Maotes
A Hearings

Case Orders
@ Infarmation Packet

M . .

Click on Add areferral

Ma referrals have been added to thiz caze.

ACTIONS

%ﬁ reterral.
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Choose Reason for Referral

Edit Referral

Properties l

o
Beazon for Referral ~ ||

Document Test FElinet

Ref. #

Offenze Date

- dbandonment of a child [Terminate Parental Rightz] : 93-15-103
Father -
Father -
Father -
Father -
Father -
Father -
Father -

Behayjor : imposzible to return child [T erminate Parental Rights]
Convikaged of certain felony offenses [Terminate Parental Rights)
Deep zeated antipathy with child [Terminate Parental Rights] : 9
Fall to complete service plan [Terminate Parental Rightz] : 93-1E
Has candition: imposzible ta return child [T erminate Parental Rig
Mo contact with child over 3 vrs [Terminate Parental Rights] - 3=
Mo contact with child under 3 vrs [T erminate Parental Rights] : £

TPR Information

Azzociate Person to TPR Referral

Enter Document Text (optional)

B

Diocument Test ||

Enter Ref.# (optional)

Ref. # |

Enter Offense Date

Dffense Date |04/21./2009

atian

Feterral D ate [
AprilFZI]I]EI
Sun Mon Tue 'Wed Thu

Sat

Fri

ate Person to T 1
5 B 7 8
12 13 14 15

16
19 20 #2223
26 27 28 29 30

< Today: D4/21/2009

34

10
17
24

1k
18
25

Enter Referral Date
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Referal Date (04/21/2009

B spizoos 9

Sun Mon Tue “Wed Thu Fn Sat

1 2 3 4
5 B 7 8 89 10 M
12 13 14 1% 16 17 18
19 20 &k 22 23 24 25
26 27 28 029 30

< Today: 04/21/2009

|
Click the Add button to Enter Allegation Brought By

Allegation Brought By

Enter Associate Person to TPR Referral

Azzociate Person to TPR Referal

JACKE. LEE TESTCASE

JACK LEE TESTCASE FATHER - BIOLOGICAL

JILL MARY TESTCASE MOTHER - BIOLOGICAL

P Create TPR Petition

Click on the petition node.

= 2 C-2009-T-21[77269)
EH vouth sk
gy A:sociated Perzons
Referral
@2 Docurnents

Cusztody
o

% Fak
A Hearings

Casze Orders
= Infarmation Packst
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Click on Create a petition.

A petition has not been filed for this case. Cre@e a Petition.

Enter Petition File Date and click OK.

Editing Work-In-Process Petition

Properties l

T o file the petition, specify the petition date, select all referrals that =

File D ate |D4£21 42003

Referral Il April. 2009 n

Date Sun Mon Tue wed Thu Fri Sat
044212009 1 P
5 B 7 8 89 10 N
12 13 14 15 16 17 18
19 20 45 22 23 24 A
2B 27 23 29 30

Referral

|w

< Today: 04/21/2009

Click on Generate the petition to create the petition document.
HOTE: This petition is considered swoark-in-process since it has not been filed.  File this ¢

Referral
02142009 - Father - Abandonment of a child
Edit the petition ta add the new referrals.
ACTIONS
Edit the petition.
Add documerts ta the petition.
Scan documernts to the petition.

File this petition and record an entry on the General Docket.
Delete the petition.

Gener% the petition.
Docur==tits

Mo documents have been added to this petition

» TPRHearing

Click on the hearings node.
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= 24 C-2003-T-2-1(77269)
EH vouth AkA
By Associated Persons
Referral
@2 Documents
Cuztody
&4 Petition

%1 Motes

CaseWiders
% Information Packet

M . .

e To Schedule a TPR hearing click on Add a new hearing to this case. Enter
the hearing information and click save and proceed.

Mo hearings exist for thiz case. .ﬂ-.dﬂ a new hearing to thiz case.

" New Hearing for 2-YC-2009-T-2-1(77269) - AMY JO MAY TESTC/

General l

Reference # | Orniginating District
Tvpe |TEF1M|N.-“-‘-.TE PARENTAL RIGHTS HEARIMG ﬂ

Other |
Date |04/21/2009 0500 &M~ | E
Presiding |TESTER JUDGE |
Presiding Type j

Save and Fru:u:eed |

3
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31.0 - DYS Export

* Thisnew featureisstill in beta testing.

The purpose of the DY S Case Selector in the MY CIDS application is to transmit Y outh Court
Cases to the Department of Y outh Services. This process will eliminate the need for DY Sto
re-enter youth specific information into their system. Instead, the information will be sent
electronically from MY CIDSto the DY S system.

o Transmitting Casesto DYS

Prrry
P Report - Cases Transmitted to DYS
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32.0 - DHS Import

* Thisnew featureis still in beta testing.

The purpose of the DHS import interface in the MY CIDS application is to import protection
cases from the Family and Children Services MACWIS system into the MY CIDS system.

MY CIDS users that are given access rights to the DHS Import alert will be allowed to remove
an imported case if MY CIDS finds possible duplicates of the imported caseinthe MY CIDS
system. Also, a DHS import report can be generated to see the cases that have been imported
into MY CIDS. Once these cases are imported into MY CIDS, searches can performed on these
Cases.

» DHSCase Import Alert

Open the MY CIDS aerts and Click on the"View Imported DHS Cases' Alert.

ther Infarmation Alerts:

Wiewr Cases Transfered to your District

YWiewy required Reasonable Effort Custody change Alertz. (Protection Cases Only)
Yiewy Imparted DHS Cases. (Protection Cases Only)

Wie mimunity Service Alerts. (Deliquency Cases Only)

Wiewy the status of Cazes that have been regquested for deletion.

YWiewy the status of Documernts that been requested for unlocking.

Lo T 0 5 I

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

Refrezh | Back | Search For... | Frirt

Tatal Cazes that generated an Alert: 86

|Intake Date |D|:u:ket Murnber
| d|02409/2009 2-7C-2003-P-3868-1(77144)] - Johnny Testease
03/03/2009 24C-2009-P-3863-1[77145) - Jiramy Testoase

2-YC-2009-P-3868-1077144) - Johnwy Testoase - DHS IMPORTED CASE

This caze has recently been imported inta the MY CIDS system from DHS. If there iz an already existing MY CIDS
case that duplicates the imported caze information, click on the "Remove" link belowy to delete the imported case.
If niot then thiz imported case will remain in thiz alert until it is has been modified by & MY CIDS user.

Showe the information for the selected Caze 1-YC-2009-P-3868-1077144] - JTohnny Testoase

Once an imported case is modified in MY CIDS, the alert isremoved from the list.
If MY CIDS finds possible duplicates of the imported case in the MY CIDS system,

it will list them on this alert and give an option to remove the imported case from
MYCIDS
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» DHSCase Import Report

The DHS import report can be generated from the reports modulein MY CIDS.
For more information on generating reports, see section 22.0 - Reports

The DHS import will look similar to the image below:

Wiednesday, April 15, 2009 04:23 PM 29 to 29
Attempted
Import Date Child Information MACYS Docket Mumber WY CIDS Docket Mumber Import Status Reaszon for Failure
3f9r2009 Johhny Testcase S55Y COGTI7TA7_8807897  2-¥(-2009-P3868-1(77144) Success IR
37952009 Jimmy Testcase 545 COBTY797_34561 2-YC-2009-P3869-1(77145) Success R
Total cases that FAILED to be imported 289
376

Total Cases that MYCIDS attemtped to Import for the selected time period
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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.

= 2C-2003-D-23-1[77281)
EH vouth ks
g 4ssociated Persons
Referal
@2 Documents
Custody
i Petition

% Motes
g

=
@ P Community Service

E i I
@ | nfarmation Packet

»  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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DISPOSITION (05/21/2009 09:00 AM) - 2-YC-2009-D-29-1 (77281) AMY

@ Copy Hearing

eneral] Summu:uns.-"Nu:utices] .-’-'-.ttendees] Continuance  Court Action l Du:u:uments]

| | Dizrnizzed/Proved | Referral | Count
Proved ARSOMN: AT

Choose Action From List, ..
Clear Action

Record Entry on General Docket. ..

DismissedProved Praves ¥ Shows Applicable

Referral aponf  Show Al
Court 1 Turp b

First Call ADMIT T cor=uorzrrzoossrooo-=m
Adjudication DELINGUENT CHILD - 052422009 9:00:00 Ak
Dizposition -
Recommendstion BRIMNG FORWARD - 05521 /2009
Cirler FORMAL PETITION ORDERED - 05524 22009
Editable? %

Mone

ADOLESCENT OFFEMDER. |
COMMIT T A MEMTAL HE
COMMUMITY SERVICE
COMMUMITY SERMWITTE EXT
COUNSELING

CLURFEW

CURFEW EXTENDED
DETEMTION

DETEMTION SUSPEMDED
DISMISSED

DRUG COURT
ELECTRCMIC MOMITORIN
FIMNE

HELL: DPEM WWITHOUT A7

HOUSE ARREST
INDEFIMITE SUPERWISIOH
INTEMSIVE SUPERNYISION
MOTION T TRAMNSFER,
CRDER T ATTEND SCHO
QOTHER.

PARCLE

For information on adding court actions to a hearing see section 11.2 - Edit a

Hearing.

2. Enter the community service hours information.

Community Service for: 2-YC-2009-... E|

Properties l
Date: |05/21/2009 |
Hours Ordered: | 50
Complete By
k. [4 Cancel |
)
Click OK.

»  Assign Work hours to Community Service Ste
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34.0 - Case Removal & Unlocking Documents

1. Click on the Community Service Node.

- 27 C-2009-0-291[77281)
EH vouth sk
Efy 4zs0ciated Persons
R eferal
@2 Documnents
Custody
& Petition

%1 M obes
A Hearings
-, pey

R Comnmunity Servine
Case Orders
é Information Packet

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."

There must be at least one Associated Person with the relationship type of
Community Service Site to assign work hours.

Total Community
Service Hours 50
Ordered:

Total Community
Service Hours Worked:

Total Community
Service Hours 0
Remaining:

ACTIONS
Generste ParentiLegal Guardian natification letter

Enter the Community Service Sites as Associated Persons with the relationship of
"Community Service Site." For more information on adding associated personsto 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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|Site

D&KDALE HOSPITAL
O0AKDALE MURSING HOME k

Total Community Service Hours

50
Ordered:
Total Community Service Hours

L}
Worked:
Total Community Service Hours 0
Remaining:

ACTIONS
Edit selected Community Service Site.
Generate Parent/Legal Guardian notification letter

| Hours .-'-‘-.ssigned| Hours Completed | Hours Femaining

TAL

| Hours .ﬁ.ssigned| Huours Enmpleted| Hourz Remaining

Approval Dates Tatal Hours ‘Warked| Overall Permformance

0aKDALE NURSING HOME

Total Community Service Hours

50
Ordered:
Total Community Service Hours

L]
Worked:
Total Community Service Hours 0
Remaining:

ACTIONS
Edit zelected Community Service Site.
Generate Parent/Legal Guardian notification letter

4. Click the "Edit Selected Community Service Site" action



34.0 - Case Removal & Unlocking Documents

|H|:uurs .-'-‘-.ssignedl Hours Enmpletedl Hours Remaining

ALE HOSPITAL | i i
Approval Dates Total Hours "Worked| Overall Permformance

0AKDALE WURSING HOME

Total Community Service Hours
50
Ordered:

Total Community Service Hours
L}
Worked:

Total Community Service Hours 0
Remaining:

ACTIONS

Edi selected Community Service Site.
Gﬁrate ParentLegal Guardian notification letter

5. Enter the Work Hours for the site.

Assign Site Hours D_<|

Agzign Work. Hours to Site:
OAKDALE HOSPITAL

] 0k %J

» Add hoursworked to Community Service Site

1. Click on the Community Service Node.

= 24C-2009-D-23-1[77281)
EH vouth AkA
Bl A.:sociated Persons
Referal
@2 Documents
Custady
4% Petition
%{ Mates
A Hearings
\'-, Community Service
Caze Orders
é Information Packet

2. Choose the Community Service site to add hours worked.
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|Site |H|:uur$ .-’-'-.ssigned| Hours I:::umpleted| Hours Remaining

2 DAKDALE HOSPITAL | 5|

Appraval Dates k Tatal Hours ‘Worked| Overall Permformance »
M | | v

H 0aKDALE NURSING HOME 0

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

|5ite |H|:uurs .-’-'-.ssigned| Hours Enmpleted| Hours Remaining
= 04KDALE HOSPITAL | i
Approval Dates Total Hours “Waorked| Owverall Permfarmance

OakDALE NURSING HOME

Total Community Service Hours
50
Ordered:

Total Community Service Hours 0
Worked:

Total Community Service Hours 0
Remaining:

ACTIONS

Edit selected Community Service Site.

Genetate ParentlLegal Guardian notification letter
Genetate PareniLegal Guardian confirmation letter.
Generate Site confirmation letter .

Generate woark farm.

Ad? hours worked.

4. Enter information for the Community Service Hours Worked.



34.0 - Case Removal & Unlocking Documents

Community Service Hours Worked r>_<|

Properties l

Sitex |El.f1'-.KD.-’-'-.LE HOSPITAL

Hourz Remaining: | B0
Approval Date: |05/22/2003 ~|
Total Hours Worked: | 20

Dverall Performance: Sy Ralshs

M otes:

ak Cancel |

5. Click OK
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34.0 - Case Removal & Unlocking
Documents

Casesin MY CIDS that have no electronically signed documents in the case can be requested

for removal from the MY CIDS system. Also, recorded documents can be requested to be
unrecorded (unlocked). Electronically signed documents cannot be requested for deletion.

Only userswho are given MY CIDS access rights to request removal of cases or unlocking of

documents will be able to use this feature.

» Reguesting Case Removal

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

SRS 2 C-2009-D-2 1z e
8 vouth sy Close Mode
Associated Request the Permanent Deletion of THIS case from the Svstemn
Referal

A2 Dvmens I Local Cause #

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

from the menu.

5 Y outh Ak

ot LAl [equest the Permanent Deletion of THIS case from the System
Referal :

@2 Documents Local Cause #

Custody Intake Date 0409:2009

4% Petition Intake 21

% Notes Cage Year 2009

If the case being requested for deletion has recorded documents attached to it, the
following message with appear.

Unable to Process Reguest [Zl

i This Case can not be requested For deletion,
' because it has documents that have been recorded ko the General Docket,
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Step 3: Choose Y ES from the "Confirm deletion” window to confirm the deletion or
choose NO to cancel the request.

Cofirm deletion b4

1 } Are wou sure you wish bo request this case for permanently deletion From the MYCIDS syskem?

Yes Mo |

Step 4: Enter the reason(s) for requesting the case deletion and click OK or click the
CANCEL button to cancel the deletion request.

Reasons for Requesting Case Deletion r>_(|

| created the case with the wiong case type.

ak. [? | Cancel

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.

Deletion Request Saved

‘four request o delete case UCID: 77252 has been logged,

When a caseis requested for deletion and the case has already been logged for
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deletion, a message will appear to notify the user.

Unable to Process Request r>__<|

\y Case has already been requested For deletion,

»  Reguesting Document unlocking.

Step 1. Select the document in the documents node to request the unlocking of.

| | [ ate | D'ezcription
Br é 04/15/2005 11:039 INTAKE ORDER

B [ = (04152003 11:16 MMW

0 |

[ Shaw Summons Documents

This documert has been recorded on the General Docket.

Step 2: Choose "Request unlocking of selected document™ from the list of actions.
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| | Date Dezcrption

B é 04/15/2003 11:09 INTAKE ORDER

O |=|0415/200911:16  |INTAKE ORDER

A0 L]

[ Shaow Summons Documents

This documert has been recorded on the General Docket.
ACTIONS

Attach a newe document .

Attach from scanner.

Dowvnload and viesy the selected document .
Edit Motes for the selected docurment.

Regue§ unlocking of selected document .

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.

| | [ ate | D escription

] 04/15/2009 11:09 INTAKE ORDER
% 04A15/2003 11:16 INTAKE ORDER

0 L}

[ Show Summon: Documents

Thiz documert has been recorded on the General Docket.
Thiz document has been digitally signed.
Thiz document can NOT be unlocked, because it has been ESigned.

ACTIONS

Attach a newy document.

Attach from scanner.

Dowvenload and viewe the selected document.
Edit Motes for the selected document.

Step 3: Choose Y ES from the " Confirm Document Unlocking" window to confirm
the unlocking of the document or choose NO to cancel the request.
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Confirm Document Linlocking X

1 } Are you sure you wish ko request this document to be unlocked?

Yes Mo |

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.

Reasons for Requesting Unlocking of Document

| added the document to the wrong caze and recorded it

ak. | Cancel

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.

When a document is requested for unlocking and the document has already been
logged for unlocking, a message will appear to notify the user.

Unable to Process Request r>_<|

- | J Document has already been requested ko be Unlocked.
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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 aMotion record

b 35.2 - Edit aMotion Record

# 35.3 - Delete a Motion Record

P 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

» Sep l- Expand the Case

Click on the ® next to the case number in the Case Navigation Panel.
+-[E] 25020 2-0-261-1(178
&
The expanded case will look like the image below.

= 255C-201 2-0-261-1[1749
D B Y outh AKA

& Agzociated Persons
Referral
2 Documents
Cuztody
i Petition

% MNaotes
* Hearings

@x"-., Comrmurity Servic
M otions
% Case Fees

Case Orders
% Information Packet

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

P Sep 2 - Click on the Motions Node
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+ 80-vC-2010-0-1-1[77425] -E
E 80-vC-2010-0-4-1(77433] - L
EH vouth &K
Bl Azsociated Persons
Referral
@2 Documents
Cuztody
4% Petition

% Motes

A Hearings

@N"-, Commurity Service
Case byfers

% Infarmation Packet

P Sep 3 - Fromthelist of actions, click on Add a Motion record.

ACTIONS

%ﬁl hation recard.

P Sep 4 - Choose a Date of Request from the calendar drop-down menu.

Mew Motion El

Genesal |

Led sl

i
4 5 6 7 8 9 10
11 12 13 14 15 16 17
wERN N 2 n M
22X N X X¥ DA

= Today: 071972010
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» Step 5- Choose a Motion Type.

e Motion to Dismiss Cause with Prejudice

A Motion to Dismiss Cause with Prejudice must be filed before
the case has been adjudicated.

Sep 6 - Select Motion to Dismiss Cause with Pregjudice as the Motion Type.

Mew Motion El
Genesd |

Date of Request  |08/27/2010 -
(IR (B AC TION T DISMISS CALISE WiTH PREJUDICE
Requesti MOTION TO DISMISS CAUSE WATH PREJUDICE
I MOTION TO TRAMSFER TO AM ADULT COURT

MOTION TO COMTIMNUE AN EXI5TING HEARING
MOTION FOR COMTEMPT HEARIMG
MOTION FOR DISCLOSURE OF RECORDS
MOTION TO CLOSE THE CASE
MOTION FOR PSYCHOLOGICAL TREATHMENT
MOTION FOR MEDICAL TREATMEMT b

ssEsr|

Sep 7 - In the requesting Person field, select the person who made the
request from the drop-down list.
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MNew Motion El
Genesd |

Date of Request  |08/2772010 -

Malicn Type  |MOTICN TO DISMISS CAUSE WITH FREJUDICE -]

JOM EHO - [FATHER - BIOLOGICAL)

PROS TEST - [PROSECUTING ATTORMEY)

SERVICE COMMUNITY - [COMMUNITY SERVICE SITE)
TESTER & JUDGE : [PRESIDING)

Save and Proceed

Sep 8 - Click Save and Proceed.

Save and Proceed C{!

Sep 9 - SHect a Court Action from the drop-down menu.

MOTION TO DISMISS CAUSE WITH PREJUDICE

Generdl | Documents |

Date of Request  |08/2772M10 -
Molion Type | MOTION TO DISMISS CALSE WITH PREJUDICE
Requesting Person |E ARANDOM FULTOHN - (OUTH COURT COUNSELOR)

Led Lo

Cout Acton =]

M
SCHEDULE MOTION HEARING

Granted |
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If this option is selected, the Motion to Dismiss Cause
with Pregjudice 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

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.

Sep 6 - SHect Motion to Transfer to an Adult Court as the Motion

Type.




Case Fees

Mew Motion
Genesdl |

Dateof Reguest  [07119/2010 =
MOTION TO TRANSFER TO AN ADULT COURT

Madion Type

MOTION TO TRANSFER TO AN ADULT COURT
MOTION TO COMNTIMUE AM EXISTING HEARING
MOTION FOR CONTEMPT HEARING

MOTION FOR DISCLOSURE OF AECORDS
MOTION TO CLOSE THE CASE

Trarsfer To Distict | MOTIOM FOR PSYCHOLOGICAL TREATMENT
MOTIOH FOR MEDICAL TREATMEMT

Requesting Person

Trandes to Cout | —

e |

Sep 7 - In the Requesting Person field, select the person who made
the request from the drop-down list.

Mew Motion
Genesdl |

Date of Reguest  [07/1372010 -
Malicn Type  |MOTION TO TRANSFER T AN ADULT COURT ]
[Ty WSSl 05 TEST - [PROSECUTING ATTORNEY]

BECKY KM - [MOTHER - BIDLDGICAL)
DHS CLERK, - [DHS)
DON MIDDLE EMOX - (FOUTH)

Trsnsier To Distict JOM EHOE - [FATHER - BIOLOGICAL)

PROS TEST - [PROSECUTING ATTORMEY] *
Transles bo Comt  [TESTER & JUDGE - (PRESIDING] &

EsEr|

Sep 8 - Inthe Transfer to District field, select a district fromthe
drop-down menu.
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MNew Motion [El
Genesdl |
Dateof Boguest 07192010 =
Malicn Type  |MOTION TO TRAMSFER T0 AN ADULT COURT =]
Requesting Person  |PROS TEST - PROSECUTING ATTORNEY) |
Trarsfer Ta Distriet MADIS 0N [45]) - DISTRICT 1
Transfes to Court | LEFLORE (42 - District 1
LINCOLM [43) - Distiict 1
LOWNDES (44) - Distict 1
MADISOM [45) - C!
MARION (461 - District 1
MARSHALL [47] - District 1
MONROE [48] - Dustrsct 1
MONTGOMERY [43] - Ditrict 1
Sep 9 - Inthe Transfer to Court Field, select a court from the drop-
down menu.
MNew Motion [El

Genesdl |
Date of Reguest
Malion Type
Requesting Person

Trarsfer To Distict
Tranzles bo Couwt

071200 -

|MI:ITII:IM TO TRANSFER TO AN ADULT COURT

|P'FI|]S TEST « [FROSECUTING ATTORNEY]

[MapiS M (45] - ISTRICT 1

Lodlal

Led Lo

Sep 10 - Click Save and Proceed.
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Transfer Ta District |I'-1.-‘-‘-.DISEIN [45]-DISTRICT 1 j
Transfer to Court |-”-|5T“:E ﬂ

Save and Procesd ﬂ

Sep 11 - Select a Court Action from the drop-down menu.

MOTION TO TRAMSFER TO AN ADULT COURT

Generdl | Documents |
Datect Roquest [0TAS20T0 =
Motion Type |HUT|UN TO TRAWSFER TO AN ADULT COURT
Requesting Person |P'R|]5 TEST - [FROSECUTIMG ATTORMEY)

Led

Transfer To Distict  [MADISOM (45]- DISTRICT 1 -]
Tranaes bo Court  JUSTICE =

Court Action =]

M
SCHEDULE MOTION HEARING

If this option is selected, a new hearing window will be

Granted displayed. A Transfer Hearing may be scheduled from
this window.
. If the motion is denied, the Motion to Transfer to an
Denied

Adult Court window will close.

If this option is selected, a new hearing window will be
Schedule Motion Hearing 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
MY CIDS window under the Motions node.

e Motionto Transfer to Another Court District

Sep 6 - Seect Motion to Transfer to Another Court as the Motion Type.

Mew Motion

Genesd |

Date of Request  |08/30/2010 -
MOTION TO TRANSFER TO ANOTHER COURT DISTARICT

MOTION TO DISMISS CAUSE WITH PREJUDICE A~
MOTION TD TRANSFER TO AMDTHER COURT DISTRICT "

Motion Type
Requesting Person

Puipose of Motion  |MOTION TO COMTINUE AM EXISTING HEARING

MOTION FOR CONTEMPT HEARING

MOTION FOR DISCLOSURE OF RECORDS

Trarsfer To Distiet  |MOTION TO CLOSE THE CASE

MOTION FOR PSYCHOLOGICAL TREATMENT

MOTION FOR MEDICAL TREATMEMNT ™

vewariosssil]

Sep 7 - In the Requesting Person field, select the person who made the
request from the drop-down list.
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Genesdl |
Date of Reguest
Mation Type
Requesting Person
Purpose of Motion

Trarzfer To District

Case Fees

0253072010 -

=]
5

DHS CLERK - [DHS]

DON MIDDLE KHOEJR - [W0UTH)

JOM EHOE - [FATHER - BIOLOGICAL)
PROS TEST - [PROSECUTING ATTORMEY]
TESTER & JUDGE - [PRESIDING)

| ez

Sep 8 - The Purpose of Motion field options will vary depending on the
circumstance of the case. Click herefor alist of possible options and when

they are available.

Motion Purpose Case Type Description
Thismotion is available
Transfer for Delinguency after acase has been
Disposition adjudicated but beforeit has
been disposed.
Transfer for _ Thi_s motion isonly
Supervision Delinguency avai Iapl e after the case has
been disposed.
Thismotion is available
Transfer for Protection after a case has been
Disposition adjudicated but beforeit has
been disposed.
Transfer for _ Thi_s motion isonly
Supervision Protection aval Iat_)l e after the case has
been disposed.
Transfer for Venue _ This_ moti on isavail able_
Chan Protection anytime during a protection
9e case.
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Sep 9 - In the Transfer to District field, select a district from the drop-down
menu.

Mew Motion
Genesdl |
Date of Request  [08/30/2010  ~|
Molion Type  |MOTION TO TRANSFER TO ANOTHER COURT DISTRICT
Requesting Person |F"FI|JS TEST - [FROSECUTING ATTORMEY]
Pupose of Motion | TRANSFER FOR VENUE CHANGE

Lo fLed Lo

Tranzter To Distict

STATEWIDE [3207) - Distnct 1 ~
ADAMS [1] - Dilrict 1
ALCORM [2) - District 1

ATTALA (4] - Dustrct 1

BEMTOMN (5] - Dristeict 1

BOLIVAR (€] - Distmct 1

BOLIVAR [E] - Digtrict 2 bl

Sep 10 - Click Save and Proceed.

Sep 11 - Select a Court Action from the drop-down menu.
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MOTION TO TRAMSFER TO ANMOTHER COURT DISTRICT

Generdl | Documents |

Date of Reguest
Motion Type
Requesting Person
Purpose of Motion

Trarzfer To District

Cownt Action

0g/30/2M0 -

[MOTIGN TO TRAMSFER TO ANDTHER COURT DISTRICT =]
|PADS TEST - PROSECUTING ATTORHEY) =
[TRANSFER FOR VENUE CHANGE B
[AMITE [3)- DISTRICT 1 =]

GRANTED j

M
SCHEDULE MOTION HEARING

T T

If the motion is granted, a Transfer Case window will be

Granted displayed.
If the motion is denied, the Motion to Transfer to
Denied 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

A Motion to Continue an Existing Hearing isfiled outside of the
hearing. Thistype of motion is typically used to reschedule a
hearing due to a scheduling conflict or similar circumstances.
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Sep 6 - Select Motion to Continue an Existing Hearing as the
Motion Type.

Mew Motion
Genesdl |

Date of Reguest 0772872010 -
MOTION TO COMTIHUE AN EXISTING HEARING

Madion Type

Requesti MOTION TO TRANSFER TO AN ADULT COURT
s MOTION TD CONTIMUE AN EXISTING HEARING

Heaiingto Conlivue [MOTION FOR CONTEMPT HEARING h;
MOTIOH FOR DISCLOSURE OF RECORDS

MOTION T0 CLOSE THE CASE

MOTION FOR PSYCHOLDGICAL TREATMENT

MOTION FOR MEDICAL TREATMENT

Dt of Mew Heaing

EsEE|

Sep 7 - In the Requesting Person field, select the requesting person
from the drop-down list.

Mew Motion
Genesd |

Date of Request  |07/28/2010 -
Motion Type |HI:ITII:IN TO CONTIMUE AN EXISTIMG HEARIMNG ﬂ
(PRI SN =~ (15 TES 1 - [FROSECUTING ATTORNEY
. . BECKY KMD - [MOTHER - BIDLOGICAL)
H o Coortinae
— DHS CLERK - (DHS]

Date of New Heatng | DON MIDDLE KNOX - (YDUTH)
JOM EHO - [FATHER - BIOLOGICAL)

PROS TEST - [PROSECUTING ATTORMEY]
TESTER & JUDGE - [PRESIDING) b

| Stz |

Sep 8 - Inthe Hearing to Continue field, select a hearing to continue
fromthe drop-down list. Only hearings that exist under the Hearings
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node will be available to continue.

Mew Motion
Genesal |
Date of Request  |07/28/2010 -
Malion Type  |MOTION TO CONTINUE AN EXISTING HEARING
Requesting Person  |PROS TEST - FROSECUTING ATTORNEY)

Lafled o

Heaiing bo Continus

ADJUDICATION - 110 050000 s
DETENTION - 07 F287200 00300000 am
DISPOSITION - 07/30/ 3010 050000 &

Drate of Hew Heasing

Save and Proceed I

Sep 9 - Sect a date for the new hearing from the calendar drop-
down menu.

Mew Motion
Genesal |
Dot of Roguest  [07/28/2010 =
Malicn Type  [MOTION TO CONTINUE AN EXISTING HEARING
Requesling Person  |PROS TEST - [FROSECUTING ATTORNEY)
Heaing bo Continus  [ADJUDICATION - 07/27/2010 02.00:00 &M
Date of New Heaing  |07/29/2010 03.00:00 am

Lo Led ]

Sun Mon Tws‘wWed Thu Fi Sat

1 2 3
4 5 6 7 8 9 10
M 12 13 14 15 16 7

1% 19 20 21 2 23 A
nzsﬂm;mmmmdl

T Today: D7/28/2010

Sep 10 - Click Save and Proceed.
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Hearing to Continue  [ADJUDICATION - 07/27/2010 03:00:00 Ahkd j

D ate of Hew Hearing

% Save and Procesd

Sep 11 - Select a Court Action from the drop-down menu.

MOTION TO CONTINUE AN EXISTING HEARING

Genesal | Documents |

Date of Request  |07/28/2010 -
Moticn Type |MOTION TO CONTINUE AN EXISTING HEARING
Requesting Persan |P'R|]S TEST - [FROSECUTIMG ATTORMEY)
Hearing to Continue  ADMUDICATION - 07/27/2010 09:00.00 AM
Date of MewHeaing  [07/22/2010020000am |

LafLed Lo

Cout Ackion |

M
SCHEDLLE MOTION HEARING

oK. Cancel

If the motion is granted, a new hearing window
Granted containing the continued hearing will be displayed. The
continued hearing may be edited from this window.

If the motion is denied, the Motion to Continue an
Denied 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
MY CIDS window under the Motions node.

Motion for Contempt Hearing

Sep 6 - Select Motion for Contempt Hearing as the Motion Type.

Mew Motion

Genesal |

Diate of Request  |07/28/2010 =

WMOTION FOF CONTEMFT HEARING

MOTION TO TRANSFER TO AN ADULT COURT
MOTION TO CONTINUE AN EXISTING HEARING

Mation Type

Requesting Person

MOTIOH FOR CONTEMPT HEARING h

MOTION FOR DISCLOSURE OF AECORDS

MOTION TO CLOSE THE CASE

Petgon held in Corteenpt | MOTION FOR PSYCHOLOGICAL TREATMENT |
MOTION FOR MEDICAL TREATMENT

|

Sep 7 - In the Requesting Person field, select the person making the
request from the drop-down list.
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Mew Motion

Genersl |

Date of Beguest
Madion Type
Requesting Person

Petsan hald in Cordempt

07/2e/2010 -

|MI:ITII:IM FOR COMTEMPT HEARING

TESTER AJUDGE - IFRESIDING

Led Lo

BECKY KNOX - [MOTHER - BIDLOGICAL]
DHS CLERK - [DHS)

DON MIDDLE KNOX - [YOUTH)

JOM KHOX - FATHER - BIOLOGICAL]
FROS TEST - [FROSECUTING ATTORNEY)
TESTER A JUDGE - [PRESIDING)

list.

Mew Motion

Genesal |

Date of Request

OF/28/2010 -

Sep 8 - SHect the Person to be Held in Contempt from the drop-down

Molion Type |MDTIDN FOR CONTEMPT HEARING

Requesting Person | TESTER AJUDGE - FRESIDING)

Petsor held in Contempt

[< - [FATHER - BIOLOGICAL

DON MIDDLE KN - (YOUTH)
BECKY KEMO¥ - [MOTHER - BIOLOGICAL)
JOM EHOX - [FATHER - BIOLOGICAL)

PROS TEST - [PROSECUTING ATTORME'Y]
DHS ELERK - (DHS]

Save and Proceed |

Sep 9 - Click Save and Proceed.
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Perzon held in Conternpt— [JOM MO - [FATHER - BIOLOGICAL) j

Save and Proceed Cé

Sep 10 - Select a Court Action from the drop-down list.

MOTION FOR CONTEMPT HEARING

Genetdl | Documents |

Date of Begquest 0772802010 =
Molicn Type  |MOTION FOR CONTEMPT HEARING B
=

Requesting Person | TES TER AJUDGE - [FRESIDING]

Person held in Contempt [N KNCOX - (FATHER - BIOLOGICAL) |

Court Actian

DEMIED
oK Cancel
If this option is selected, a new hearing window will be
Granted 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.

491



MY CIDS User Guide

The motion window will close and you will be returned to the main
MY CIDS window under the Motions node.

¢ Motion for Review

A Motion for Review Disposition Hearing can only be filed after
a case has been disposed.

Sep 6 - Select Motion for Review Disposition Hearing as the Motion Type.

Mew Motion

Genersl |

Date of Request  |08/2772010 -

Muolion Type MO TION FOR REVIEW DISFOSITION HEARBG
MOTION TO TRANSFER TO ANOTHER COURT DISTRICT ~
MOTION TO COMNTIMUE AM EXISTING HEARING
MOTION FOR CONTEMPT HEARING

MOTION FOR REVIEW DISPOSITION HEARING

Requesting Person

MOTION FOR DISCLOSURE OF RECORDS
MOTION TO CLOSE THE CASE

MOTION FOR PSYCHOLOGICAL TREATMENT
MOTIOM FOR MEDICAL TREATMEMT ~

EFETE|

Sep 7 - In the Requesting Person field, select the person who made the
request from the drop-down list.
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Genersl |

Date of Request  |08/2772010 -

Mation Type  |MOTION FOR REVIEW DISPOSITION HEARING
[Sr Ty e B ANDOH FULTON - (YDUTH COURT COU

BECKY EMO - [MOTHER - BIDLOGICAL)
BRANDOMN FULTOM - (fOUTH COURT COUNSELOR]

JOM ENO - [FATHER - BIOLOGICAL)

PROS TEST - [PROSECUTING ATTORMEY)

SERVICE COMMUNITY - [COMMUNITY SERVICE SITE)
TESTER & JUDGE : [PRESIDING)

Save and Proceed

Case Fees

Sep 8 - Click Save and Proceed.

Save and Proceed ﬂ

Sep 9 - Select a Court Action from the drop-down list.

MOTION FOR REVIEW DISPOSITION HEARING

Genesal | Documents |

Date of Request  |08/27/2010 -

Molicn Type  |MOTION FOR REVIEW DISPOSITION HEARIHG

Fequeslivg Persan |E AAMDOM FULTOHN - [YOUTH COURT COUMSELDR)

Court Ackion ]

DEMIED & |

Ledls]
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If this option is selected, a new hearing window will be
Granted displayed. A Post Dispositional Review hearing may be
scheduled from this window.

If the motion is denied, the Motion for Review
Denied Disposition Hearing window will close and the motion
will be marked as denied.

Step 10 - Click OK.

e Motion for Disclosure of Records

Sep 6 - Select Motion for Disclosure of Records as the Motion Type.

Hew Molion
General |
Date of Feguest  |07/232010
Mtion Type |
Requesting Person[OTION T0 TRARSFER T0 AN ADULT COURT

MOTION TO COMTINUE AN EXISTING HE&RING
MOTION FOR CONTEMPT HEARING
MOTION FOR DISCLOSURE OF RECORDS

MOTION TO CLOSE THE CASE g
MOTION FOR PSYCHOLOGICAL TREATMENT
MOTION FOF MEDICAL TREATMENT

e

Sep 7 - In the Requesting Person field, select the person making the
request from the drop-down list.
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Mew Motion

Genersl |

Date of Reguest  |07/29/2010

Malicn Type  |MOTION FOR DISCLOSURE OF RECORDS
AR P TESTER A JUDGE - [FRESIDING

Led Lo

BECKY KNOX - [MOTHER - BIDLOGICAL]
DHS CLERK - [DHS)

DON MIDDLE KNOX - [YOUTH)

JOM EHOX - [FATHER - BIOLOGICAL]
FROS TEST - [FROSECUTING ATTORNEY)
TESTER A JUDGE - [PRESIDING)

Save and Proceed I

Sep 8 - Click Save and Proceed.

Save and Proceed

Sep 9 - Sdect a Court Action from the drop-down list.
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MOTION FOR DISCLOSURE OF RECORDS

Genersl | Documeniz |

Dote of Request  [07/29/2010

Mation Type |MOTION FOR DISCLOSURE OF RECORDS

Requesting Person | TESTER A JUDGE - FRESIDING]

Led L

Coart Action

M
SCHEDULE MOTION HEARING

=

_ 0 | Coned |

If this option is selected, the Motion for Disclosure of
Granted Records window will close and the motion will be

marked as Granted.

If the motion is denied, the Motion for Contempt
Denied Hearing window will close and the motion will be

marked as Denied.

If this option is selected, a new hearing window will be
Schedule Motion Hearing 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
MY CIDS window under the Motions node.

Motion to Close the Case
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Sep 6 - Select Motion to Close the Case as the Motion Type.

New Molion

Genera |

Date of eguest  |(P/23/2010 -

(PRI (S TICIN T CLOSE THE CASE

ecesting MOTION TO TRANSFER TO AN ADULT COURT
B il HMOTION TO COMTINUE AM EXISTING HEARING
MOTION FOR CONTEMPT HEARING
HMOTIOW FOR DISCLOSURE OF RECORDS
MOTION TO CLOSE THE CASE

HMOTION FOR PSYCHOLOGICAL TREATMEMT "'.
MOTION FOF MEDICAL TREATMENT

S|

Sep 7 - In the Requesting Person field, select the person who made
the request from the drop-down list.

Mew Motion
Genesd |
Dafe of Request  [07/29/2010 =
Molicn Type  [MOTION TO CLOSE THE CASE -]
[T e S RS TEST - [FROSECUITING ATTORME'

BECKY KMD - [MOTHER - BIOLOGICAL)
DHE CLERK - [DHS)

DOM MIDDLE KNOX - [YOUTH]

JOM EHOX - [FATHER - BIOLOGICAL)
PROS TEST - [PROSECUTING ATTORMEY]

TESTER A JUDGE - [PRESIDING] &

Save and Pioceed I

Sep 8 - Click Save and Proceed.
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Save and Proceed ﬂ

Sep 9 - SHect a Court Action from the drop-down list.

MOTION TO CLOSE THE CASE (]
Genedl | Documents |
Date of Request  |07/23/2010
Mation Type  |MOTION TO CLOSE THE CASE
Requesting Person |P'REIS TEST « [FROSECUTING ATTORMEY)

Lad s

Cout Action | EEIIER =]

M
SCHEDULE MOTION HEARING

0K Cancel

If this option is selected, the Motion to Close the Case
Granted window will close and the motion will be marked as
Granted.

If the motion is denied, the Motion to Close the Case
Denied window will close and the motion will be marked as
Denied.

If this option is selected, a new hearing window will be
Schedule Motion Hearing 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
MY CIDS window under the Motions node.

Motion for Psychological Treatment

Sep 6 - Select Motion for Psychological Treatment as the Motion

Type.

Mew Motion

Genesd |

Motion Type
Requesting Person

Date of Request  |08/02/2010 -

MOTION FOR PSYCHOLOGICAL TREATHEMT

MOTION TO TRANSFER TO AN ADULT COURT
MOTION TO COMTIMUE &M EXISTING HEARING
MOTION FOR CONTEMPT HEARING

MOTIOM FOR DISCLOSURE OF RECORDS
MOTION TO CLOSE THE CASE

MOTION FOR PSYCHOLDGICAL TREATMENT

MOTION FOR MEDICAL TREATMEMT b

vewariossstl|

Sep 7 - In the Requesting Person field, select the person who made
the request from the drop-down list.

499




MY CIDS User Guide

MNew Motion El
Genesdl |

Date of Reguest  |08/0272010 -

Molion Type  |MOTION FOR PSYCHOLOGICAL TREATHENT -
[P W 1015 TES T - [PROSECUTING ATTORNEY]
BECKY KMD - [MOTHER - BIDLOGICAL)
DHS CLERK, - [DHS)
DON MIDDLE KHOE - [YOUTH)
JOM EHOX - [FATHER - BIOLOGICAL)
PROS TEST - [PROSECUTING ATTORMEY]

TESTER A JUDGE - [PRESIDING) b

Save and Proceed I

Sep 8 - Click Save and Proceed.

Save and Proceed ﬂ

Sep 9 - Select a Court Action from the drop-down list.

MOTION FOR PSYCHOLOGICAL TREATMENT

Genesal | Documents |
Date of Request  |08/02/2010 -
Motion Type |HUT|BN FOR PSYCHOLOGICAL TREATMENT
Requesting Persan |F"R|]5 TEST - [FROSECUTING ATTORMEY)

Led sl

Cout Action | ETETIET] j

M
SCHEDULE MOTION HEARING

Ok Cancel
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If this option is selected, the Motion for Psychological

Granted Treatment window will close and the motion will be
marked as Granted.
If the motion is denied, the Motion for Psychological
Denied 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.

Sep 10 - Click OK.

The motion window will close and you will be returned to the main
MY CIDS window under the Motions node.

Motion for Medical Treatment

Sep 6 - Select Moti

Mew Motion

Ewat|

Moion Type

on for Medical Treatment as the Motion Type.

Date of Reguest  [08027°2010 -

WMOTION FOR MEDICAL TREATMENT

Requesting Person

MOTION TO TRANSFER TO AN ADULT COURT
MOTION TO COMTINUE &M EXISTING HEARING
MOTION FOR CONTEMPT HEARING

MOTIOH FOR DISCLOSURE OF RECORDS
MOTION TO CLOSE THE CASE

MOTION FOR PSYCHOLDGICAL TREATMENT
MOTION FOR MEDICAL TREATMEMT
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Sep 7 - In the requesting Person field, select the person who made the
request from the drop-down list.

Mew Motion
Genesd |
Dafe of Request  [08/022010 =]
Molicn Type  |MOTION FOR MEDICAL TREATHENT x|
[Ty WSS .05 TES T - [PROSECUTING ATTORNEY |

BECKY KM - [MOTHER - BIOLOGICAL)
DHE CLERK - [DHS)

DOM MIDDLE KNOX - [YOUTH]

JOM EHOX - [FATHER - BIOLOGICAL)
PROS TEST - [PROSECUTING ATTORMEY]

TESTER A JUDGE - [PRESIDING) k.

Save and Pioceed I

Sep 8 - Click Save and Proceed.

Save and Proceed i

Sep 9 - Select a Court Action from the drop-down list.
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MOTION FOR MEDICAL TREATMENT

Generdl | Documents |
Date of Reguest 080272010 -
Molion Type |H|:|T||:|N FOR MEDICAL TREATMENT
Requesting Ferson |[PADS TEST - PROSECUTING ATTORHEY)

Led Lo

CoutAckon ~]

M
SCHEDULE MOTION HEARING

[ 2 [t

If this option is selected, the Motion for Medical
Granted Treatment window will close and the motion will be
marked as Granted.

If the motion is denied, the Motion for Medical
Denied Treatment window will close and the motion will be
marked as Denied.

If this option is selected, a new hearing window will be
Schedule Motion Hearing displayed. The Motion Hearing may be scheduled from
this window.

Sep 10 - Click OK.

The motion window will close and you will be returned to the main
MY CIDS window under the Motions node.
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35.2 - Edit a Motion Record

35.2 - Edit a Motion Record

b Step 1 - Expand the Case

Click on the # next to the case number in the Case Navigation Panel.
+-[E] 25 0-201 2-D-261-11178
=
The expanded case will look like the image below.

=R Bl 25-vC-2012-D-261-1(178
D B Y outh AKA
b Azsociated Persons
Referal
@2 Documents
Custody
i Patition

%1 Mates
& Hearihgs

@N'-., Comrmurity Servic
M otions
%o Caze Fees

Caze Orders
% Information Packet

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

P Sep 2 - Click on the Motions Node
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+ 80-vC-2010-0-1-1[77425] -E
E 80-vC-2010-0-4-1(77433] - L
EH vouth &K
Bl Azsociated Persons
Referral
@2 Documents
Cuztody
4% Petition

% Motes
A Hearings

@N"-? Commurity Service

Case byfers
% Infarmation Packet

b Sep 3 - Select a Motion in the Motions List.

| |Mation Date | Court Action | tcticn Type
08/02/2010 | GRANTED MOTION FOR COMTEMPT HEARING
b % 05 GRANTED MOTION FOR MEDICAL TREATMENT
02/02/2010  DEMIED MOTION FOR PSYCHOLOGICAL TREATMENT
<
ACTIONS

Add a Maotion recard.

Edit the selected Motion record.

Delete the selected Motion record.

Record the selected Mation record to the General Docket.
Generate the selected Mation Order.

P Sep 4 - Fromthelist of actions, click on Edit the selected Motion record.

ACTIONS
Add a Mation record.
Edit the zelected Motion recaord.
& the selected Mation recard.
Record the selected Motion record to the General Docket.
Generste the selected Motion Ordet.
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35.3 - Delete a Motion Record

35.3 - Delete a Motion Record

» Sep l- Expand the Case

Click on the # next to the case number in the Case Navigation Panel.
+-[E] 25 0-201 2-D-261-11178
=
The expanded case will look like the image below.

=R Bl 25-vC-2012-D-261-1(178
D B Y outh AKA
b Azsociated Persons
Referal
@2 Documents
Custody
i Patition

%1 Mates
& Hearihgs

@N'-., Comrmurity Servic
M otions
%o Caze Fees

Caze Orders
% Information Packet

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

P Sep 2 - Click on the Motions Node
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+ 80-vC-2010-0-1-1[77425] -E
E 80-vC-2010-0-4-1(77433] - L
EH vouth &K
Bl Azsociated Persons
Referral
@2 Documents
Cuztody
4% Petition

% Motes
A Hearings

@N"-? Commurity Service

Case byfers
% Infarmation Packet

b Sep 3 - Select a Motion in the Motions List.

| |Mation Date | Court Action | tcticn Type
08/02/2010 | GRANTED MOTION FOR COMTEMPT HEARING
b % 05 GRANTED MOTION FOR MEDICAL TREATMENT
02/02/2010  DEMIED MOTION FOR PSYCHOLOGICAL TREATMENT
<
ACTIONS

Add a Maotion recard.

Edit the selected Motion record.

Delete the selected Motion record.

Record the selected Mation record to the General Docket.
Generate the selected Mation Order.

P Sep 4 - Fromthelist of actions, click on Delete the selected Motion record.

ACTIONS

Add & Mation record.

Edit the selected Motion record.

Delete the selected Mation record.

ﬁthe gelected Motion record to the General Docket.

Generate the selected Motion Crder.
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35.4 - Record a Motion to the General
Docket

35.4 - Record a Motion to the General Docket

»  Sep 1l - Expand the Case

Click on the # next to the case number in the Case Navigation Panel.
+-[E] 25020 2-0-261-1(178
=
The expanded case will look like the image below.

= 25-7C-2012-0-261-1[1749
L} £ Y outh AKA
Bl A.ssociated Persons
Referral
@2 Documents
Cuzstody
&4 Petition

% Mates
A Hearings

@\'-., Commurity Servic
Mations
%o Caze Fees

Case Orders
% Infarmation Packet

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

b Sep 2 - Click on the Motions Node
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+ 80-vC-2010-0-1-1[77425] -E
E 80-vC-2010-0-4-1(77433] - L
EH vouth &K
Bl Azsociated Persons
Referral
@2 Documents
Cuztody
4% Petition

% Motes
A Hearings

@N"-? Commurity Service

Case byfers
% Infarmation Packet

b Sep 3 - Select a Motion in the Motions List.

| |Mation Date | Court Action | tcticn Type
08/02/2010 | GRANTED MOTION FOR COMTEMPT HEARING
b % 05 GRANTED MOTION FOR MEDICAL TREATMENT
02/02/2010  DEMIED MOTION FOR PSYCHOLOGICAL TREATMENT
<
ACTIONS

Add a Maotion recard.

Edit the selected Motion record.

Delete the selected Motion record.

Record the selected Mation record to the General Docket.
Generate the selected Mation Order.

P Sep 4 - Fromthelist of actions, click on Record the selected Motion record to the
General Docket.

ACTIONS

Add a Mation record.

Edit the selected Motion record.

Delete the selected hMaotion recard.

Record the selected Mation record to the General Docket.
Gi t

ate the selected Motion Crder.
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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.

= 25-vC-2012-0-264-1[178 ) There are no Case Fee Records for this case.
EH vouth &k
gy Azsociated Persons
Reterral
@2 Documnents
Custody
& Petition

%1 Maotes
A Hearings

7). Commurity Servic

25
ders

# 36.1 Add aCase Fee

¥ 36.2 Edit aCase Fee

¥ 36.3 Add a Case Fee Payment

¥  36.4 Generate aNotification Letter

#  36.5 Generate a Statement L etter
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36.1 Add a Case Fee

»  Sepl- Expand the case.

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

- 255C-2012-D-261-1(178

P Sep 2 - Click on the Hearings node.

=-[Ell 25-vC-2m1 202641178
..... BN vouth aKa

----- & Agzociated Perzonz
----- Referral

----- @2 Docurnents

Custady

----- 45 Petition

5

----- o ity Sermvic
------ M atiaris
----- % Case Fees

----- Cage Orders

----- é | nfarmnation Packet

P Sep 3 - Sdect Hearing typein the Edit panel.

Highlight the hearing where the new case fee will be added.

Date Dezcription Preziding
03/26/2012 TESTER JUDGE
03/2z2/20m2 ADJUDIEATIDN TESTER JUDGE

P Sep 4 - Edit the Case Feerecord.

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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General | Summons/Motices | Attendees  Courtt Action | Documents

Action at this hearing

Dizmizzed/Proved  |Refernal
ACCESS0RY BEFORE THE FACT Action

winnee Actinn from | itk

Choose the appropriate type of case fee to add to the hearing.

l PAY Cﬂj RT COST

P Sep5- Add Case Feeinformation in the Case Fee editor.

Enter amount ordered.

r{:aSvE Fee Editor h : u1
Properties I
Caze Fee Type IFEES LI
Suzpend? [
D ate Ordered |EIS.-’2I5'-£2EI'I 2 09:00:00 &M LI

Unpaid Balance $|0.00
. Amount Ordered  $ | 2000.00

Chck For Achions. .. |

Mew Total Balance IEI.EIEI

Q. | Cancel

Under "Click for Actions', choose Increase or Decrease by Amount Ordered.
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F )
Case Fee Editor M

Properties l
Case Fee Type |COURT COSTS |
Suspend? [
Date Ordered |03/22/2012 09:00:00 AM ~|

Unpaid Balance  $|0.00

Amount Ordered  § {2000.00

| Ciick For Actions... |

Mew Tatal Balance[ e Increasel\g],r Amount Ordered

L,
Decrease by Amount Ordered

k. '| Cancel '|J

Enter the date the fee or the monthly payment amount has to be paid in full.

Date ToBe
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."

Marnthly Payment $|1000.00

Date To Be
Paid [n Full

To calculate the Monthly Payments, enter in the Amount
Jrdered and the Date the Mew Tatal Balance must be Faid in
“ul,

|05/22/2012 |

be Paid In Full
] | Cancel |

Click OK. Thisinformation will be stored under the Case Fee node.

;'"Eféli:'i[jléi't'é"g[ﬁt'ﬁlj,l"g Calculate D ate to
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36.2 Edit a Case Fee

» Sep l- Expand the case.

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

- [E] 25v-2012.0-261-1(178
[

P Sep 2 - Click on the Case Fee node.
=-[El] 25-vC-201 2-D-261 1178

..... EH vouth Ak
----- & Azzociated Persaons

----- Referral

----- % Motes
------ A Hearings

----- @N'-,, Carnrunity Servic|
= .

Total Amount Ordered Agreed Manthly Payment Date Ordered

[J[GIFEEE |4 150000 £ E|_|_|_||_\ X 0000 AM | 543142012 |
%I Prev. Unpald Balance |Amount Elrdared Morthly Payment | Date to Pa_l,l in Full

1 1500.00 $ 750,00

¥  Sep 4 - Click on "Edit" this selected Case Fee Record in the Actions list.

ACTIONS

Edit the selected Case Fee Record.

Delete the selected Caze Fee Record.

Record the selected Case Fee Category to the General Docket.
Edit Motes for the selected Case Fee Category.
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»  Sep 5 - Edit the case fee.
»  Amount Ordered

Enter amount ordered.

-
Case Fee Editor

28|

Properties I
Caze Fee Type IFEES LI
Suspend? [
Date Orderad IDE.-"EE.-"EE” 2 09:00:00 Ak ;l

Unpaid B alance $|n.nn

Calculate kMonthly
Fayment

Ul Amount Ordered $[1500.00 e
Click Fgctions... |
Il Mew Tatal Balance $|2EIEIEI.EIEI
|
tanthly Payment $|1 000,00
E:ﬁ&%ﬁf k1

Calculate Date to
be Paid In Full

k. | Cancel |

Choose Increase or Decrease by Amount Ordered and notice the

New Total Balance.

Armount Ordered ¢ |1 0000

Mew Tatal Balance $ |1 00,00

0P

Click For Actions. .. |

»  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.

Monthly Payment ]750.00

Date To Be
Paid I Full

To calculate the konthly Fagments, enter in the Amount
Qrdered and the Date the Mew Total Balance must be Paid in
Full.

|05/26/2012 |

Calculate Maonthly Calculate Date to
Faypment be Faid In Full

2

Click OK. Thisinformation will be stored under the Case Fee node.
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36.3 Add a Case Fee Payment

P Sep 1 - Expand the case.

Click on the Case Fees node under the specified case.

= 257 C-2012-0-267-1[178
EH vouth Ak
gy Azsociated Perzons
Referral
@] Dacuments
Cusgtody
£ Petition

% Motes
A Hearings

). Community Servici
E (v ) . ol

» Step 2 - Click on the Add Link from the Edit Panel area.

Click Add from the Paymentslist.

PAYMENTS

Add new payment.
Edfie Last Payment.
Delete the Last Payment.

» Step 3 - Edit Date.

Date  |03/22/2012

=
tTy < | ;ITT_

Fa

26 27 28 29 1 2 3
tF|4 5 6 7 & 9 10
11 12 13 14 15 16 17
1B 19 20 21&DH23 4
25 26 27 28 29 30 31 [
i 2 3 4 5 & 7

T aToday: 3/22/2012

P Sep 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.

o  It— —

Fapment Type I LI
I CasH

cHECE:

Total Amount Paid CREDIT/DEBIT CaRD
MOMEY ORDER
OTHER

Fayer

P Sep 5 - Sdlect Payer from the Payer Field.

Select the Payer from the drop-down list in the Payer field.

Payer TEST - [FATHER - BIOLOGIClig ” I

TEST TEST - [vOUTH]
D&l TEST - [FATHE Hh‘ BIOLOGICAL)

rnaunt Paid

JAME M. TEST - [MOWHER - BIOLOGICAL)

P Sep 6 - Add Total Amount Paid.

Enter the total amount that was paid.

Tatal Amount Paid |$5IZIIZI.IIIEI

L} Payment Required Femaining
i Digtribution Fayment Balance
Fee Payment |300.00 $0.00 $ 500,00
Restitution Payment |$200.00 $100.00 $ 200,00

Amount Femaining
to be Diztributed % 0.00

Click OK. Thereceipt will open up in MY CIDS word processor as shown in the

image below.
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SERIAL: 1186462

IPAYMENT RECEIPT

[Payee Name:
|Address:

City, ST ZIP Code:

Hinds County Courthouse
940 E McDowell Rd

Jackson, MS 39204

[Paver Name:

|Address:

City, ST ZIP Code:

DAD TEST
3350 HIGHWAY 468 WEST

PEARL, MISSISSIPPI 39208

DATE CASE AMOUNT
TEST TEST
4/4/2012 25-YC-2012-D-264-1(178973) 5500.00
REMAINING BALANCE (5200.00

AS OF 04/04/2012
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36.4 Generate a Notification Letter

»  Sep 1 - Expand the case.

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

+-[E] 250201 2D-2611(178

P Sep 2 - Click on the Case Fee node.

= 28 C-2012-0-267-1[178¢
EH vouth Ak
Bl Azsociated Persons
Referral
@2 Documents
Cuztody
4% Petition

% Motes
A Hearings

) .. Community Servic
B} Mol

» Sep 3 - Click on Generate notification letter under Notifications.

MOTIFICATIONS
Generate notification letter.
Generate statment letter.

» Sep 4 - Choose the recipient from the Restitution Letter Recipients list.

Choose the proper restitution letter recipients.
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o B
Restitution Letter Recipients ﬂ

Properties

RELATIONSHIP
Ea|DAD TEST FATHER - BIOLOGICAL
JAME M. TEST MOTHER - BIOLOGICAL

| »

m

I« & r

| DM Send Todll | Cancel |

Click OK. The statement will open inthe MY CIDS word processor as
shown in the image below.

INOTICE

Hinds County Courthouse
940 E McDowell Rd
Jackson, MS 39204
601-985-3000

April 4, 2012

DAD TEST

3350 HIGHWAY 468 WEST
PEARL. MISSISSIPPI 39208

Re: In The Interest of TEST TEST. a minor
Cause No. 25-Y(C-2012-D-264-1(178973)

The HINDS COUNTY YOUTH COURT has ordered you to pay the following costs assessed in the
above referenced Cause involving the minor child TEST TEST as follows:

Date Date ToBe Amount Monthly Remaining

Ordered Paid In Full Ordered Payment Ealance

FEES 03/26/2012 03/31,2012 §1.500.00 §730.00 §300.00
Total Rem aining Balance $300.00
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36.5 Generate a Statement Letter

P  Sep 1 - Expand the case.

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

+-[E] 25°-201 2-D-2611(178

» Sep 2 - Click on the Case Fee node.

= 25-7C-2012-0-261-1(178
EH vouth sk,
& Agzociated Persons
Referal
@2 Documents
Cuztody
ixfis Petition

% Notes
A Hearings

@K'-., Comrmunity Servicl

P  Sep 3 - Click on Generate statement letter under Notifications.

HOTIFICATIONS
Generate notification letter.
Generate gtatment letter.

The statement will open in the MY CIDS word processor as shown in the
image below.
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I[\' THE YOUTH COURT OF HINDS COUNTY COUNTY, MISSISSIPPI
INTHE INTEREST OF:
TEST TEST, A MINOR 25-YC-2012-D-261-1(178957)
STATEMENT
March 30, 2012
COST SUMMARY
Total Remaining Balance: 30.00
Total Amount Due Now: $0.00
COURT COSTS
Date Description Amount Owed
03/06/2012  |Ordered to pay 3 400.00 at RESTITUTION hearing to be paid in foll by 5232012 (5 200.00 §400.00
% fmonthly payment)
03/06/2012 |5 200.00 Payment Received §200.00
03232012 |5 200.00 Payment Received §0.00
MErch Pavment Due: 50,00 (5400.00 received thiz month)
Late Amount Dus: 30.00
Total Amount Due Now: $0.00
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