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m Jury Management System Section 1: Lesson 1

Lesson 1: Create an Appearance Panel

When first created, an Appearance Panel only stores information about scheduled court
dates and the number of jurors needed for the court dates. You create an Appearance Panel
as soon as court dates are scheduled. Jurors are randomly selected for a panel when the
jurors need to be notified. Appearance Panels are created ahead of time to help re-schedule
any jurors that must be transferred to another court date.

Lesson Objectives

+» Create a new Appearance Panel.

Step 1. Access Appearance Panel Wide

1 Jury Menu for, Agency 180(

File Help

410 Jury Setup

+-£0 Jury wheel
-9 Appearance Panel F Ande
Mark Present Be [*7 .
Jurors Pres R

Mark Present Al
+-£3 Trial Panel Processir
+-C0 Payment Processing
+1-C3 Financial

Figure 1.1: Appearance Panel Wide

1. Click the Appearance Panel Processing folder in the Menu Tree.
2. Select Appearance Panel Wide.
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Qm Jury Management System Section 1: Lesson 1

Step 2. Create an Appearance Panel

Ti L

Fanel ID Fanel type Description Tem of service —créte to report
DEC 15, 2002 Appearance  DEC 15, 2008 12A15/2008  8:00 am
DEC 8, 2008 Appearance  DEC 8, 2003 1WEEK 12/8/2008 2:00 am
WOV 10, 2008 Appearance MOV 10, 2008 1WEEK 11410/2008  8:00 am
WOV 17, 2008 Appearance MOV 17, 2003 1WEEK 11417/2008  8:00 am
WOV 24, 2008 Appearance MOV 24, 2003 3DAYS 11/24/2008  2:00 am
WOW 3, 2008 Appearance MOV 3, 2008 1WEEK 114342008 2:00 am
v
< ¥
[
@ Panel ID [DEC 23, 2008
Panel type ’—_|

Description | DEC 29, 2008

Term of service |2 Days

Report Date/Time |12;29;2[|[|3 |g;[|[| am Location |CTR @

Mumber of jurors |5U # Active [0 # Available I:I
@ Jury type |PJ Judge | 9 rial type Pull jurors from 2008

I Finalized Date | 0/0/0000 Panel Floor

Figure 1.2: New Appearance Panel

Click the New <] button to prepare for creating an Appearance Panel.

Enter a Panel ID of up to fifteen characters and spaces. It is recommended that you
use the beginning court service date to identify the panel, such as MAY 26, 2008 or
DEC 15, 2008. Note that the Description mimics the data typed into the Panel ID
field. You can change the description if necessary before saving the panel.

Enter a Term of service, the length of the court dates for this panel, such as 1
WEEK or 3 DAYS.

Enter the time and date for the jurors to report to the court. This time and date is
used on the summons sent to the jurors.

Enter the court Location.
Enter the Number of jurors needed for this juror pool.

Double-click in the Jury type field to open a Select window that lists all the jury
types available for your court.

M Select Jury type [JMo1F] -

Select Jury Type

Dezcription Jury type code
Petit Jury

State Grand Jury 5G) [v

Figure 1.3: Select Jury Type Window

8. Highlight the jury type, and click the Select [#] button.

9. Enter the Judge or Trial type, if known. These are optional entries. Double-click in

these fields to open a Select window that lists judges and trial types for your court.
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jﬁ] Jury Management System Section 1: Lesson 1

10. Click the Save [#1button to save the panel record. It displays in the grid area of the
Appearance Panel Wide screen.

[T .|| 4| ] & 2] = &) 7 ][] 3 ] 2

Panel ID Panel type Description Termi of service | Date to report | Time to #%
DEC 15, 2002 Appearance  DEC 15, 2003 12 02 800 am
DEC 23, 2003 Appearance  DEC 29, 2008 2 Days 12/29/2008  9:00 am
DEC g, 2008 Appearance  DEC 8, 2002 1WEEK 12/8/2008 2:00 am
MOV 10, 2008 Appearance  NOW 10, 2008 1WEEK 11/10/2008 800 am
MOV 17, 2003 Appearance  MOW 17, 2008 1WEEK 11A7/2008 800 am
MOV 24, 2008 Appearance MOV 24, 2002 IDavs 11/24/2008  8:00 am
MNOW 3, 2008 Appearance MOV 3, 2008 1WEEK 11/3/2008 2:00 am

Figure 1.4: Appearance Panel Saved to Grid

Color highlights for Appearance Panels in the Panel IDs column indicate that the jurors have
Note not been pulled and sequence numbers have not been assigned for these panels. In the above
example, the Nov 10, 2008 panel has had jurors pulled and sequence numbers assigned.

Step 3. Copy an Appearance Panel

If you are creating multiple Appearance Panels that contain the same information, such as
report time, report location, and number of jurors, you can copy a panel instead of keying in
all the information each time.

1. Highlight the Appearance Panel you want to copy.

2. Click the Copy button.

3. Change the necessary information: Panel ID, Description (optional), and Report
Date.

4. Save with the button.
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m Jury Management System Section 1: Lesson 2

Lesson 2: Pull a Jury, Assigh Sequence Numbers, and
Print a Summons

When it’s time to notify jurors, you will access the Appearance Panel and start the JMS
process to randomly select jurors for the panel.

The selection process alphabetizes the selected jurors by name (last, first, middle). Each
juror is given a number of 9999 until they are assigned Sequence Numbers. These numbers
are used to identify individual jurors. These numbers are also used to create the barcodes
for jurors’ badges and the Attorney report.

Note Ajuror should not be transferred to an Appearance Panel with sequence numbers assigned.

Lesson Objectives

>

*,

» Search for a panel.

*,

< Pull jurors for a panel.
+» Assign Sequence Numbers to jurors.

< Print a Summons for jurors.

Part I. Pull a Jury without a Password

Use these instructions if you are able to pull a jury without the Juror Commissioner or
Treasurer being present and without their passwords.

Step 1. Access the Appearance Panel

1. Click to open the Appearance Panel Processing folder on the Menu Tree.

2. Select Appearance Panel Wide.

SC Judicial Department 7
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Section 1: Lesson 2

Step 2. Locate the Panel

If you have entered numerous Appearance Panels, the grid is full, and you can’t see the
Appearance Pane you want to work with, you can search for the Panel ID.

[T | tb] - ] ] @) =] &l B v 7] ] %] 3]

Panel ID
DEC 15, 2002

DEC &, 2008

Panel type D escription Tem of service

Appearance  DEC 15, 2008
Appearance  DEC 8, 2003

1WEEK

Drate ta report | Time to repd
12/15/2008

12/8/2008

2:00 am
8:00 am

£
m O @)

Figure 2.1: Enter Panel ID to Search

1. Enter a complete or partial Panel ID in the search field.

Entering DEC as the
search criteria lists
all Panel IDs that
begin with DEC.

2. Click the Position to button, and the Panel IDs that meet the search criteria
display in the grid.

Step 3. Pull Jurors for a Panel

SRR | 5| 5| &) | el @) 5| 6| E) vl 0| x| |

Panel ID

| Panel type Description

[

OCT 13, 2008
OCT B, 2008

SEPT 22, 20028
SEPT 29, 20028

Appearance DET 13, 2008
Appearance  OCT 6, 2008

Appearance

Appearance  SEPT 22, 2002
Appearance  SEPT 29, 2002

I"‘.JII Jurors from Juror Masker

TWEEF. TOFT372Z008
1'WEEK 10/6/2008
3DAYS 9/15/2002
1WEEK 9/29/2002

Figure 2.2: Pull Jurors for Highlighted Panel

port | Time to rep
8:00 am
12:00 am

8:00 am
8:00 am

1. Highlight the panel to select and click the Pull Jurors button.

B RandomSelect [JMh5F]

Random Select Jurors ﬂ

Panel ID [ SEPT 22, 2008

| Jurorz dveailable

Descriptior | SEPT 22, 200

Juror Master Year

Tatal Jurors Required far this Panel
Murber of &ctive Jurars

Murnber of Jurors Weeded

Murmber of Jurors bo Select

T

Figure 2.3: Random Select Jurors Window

2. Click the Pull Jurors button to continue.

SC Judicial Department




iﬁ] Jury Management System Section 1: Lesson 2

3. Click OK when the Panel message prompt opens, which shows the number of jurors
selected.

4. Follow the instructions in Part IV. Assign Sequence Numbers and Print Summons to
complete this process.

In the Random Select Jurors window, the Number of Jurors to Select defaults to the same
number entered in the Appearance Panel screen. You can change this if necessary; however,

the new number must be smaller than the number shown in the field.

Note
If jurors have been transferred to this panel before jurors have been randomly selected, the

Number of Jurors Needed and the Number of Jurors to Select is reduced by the number of
transferred jurors.

Part Il. Pull a Jury with the Juror Commissioner Present

Use these instructions if the Juror Commissioner and Treasurer must be present when you
pull potential jurors into an Appearance Panel.

Step 1. Access the Appearance Panel

1. Click to open the Appearance Panel Processing folder on the Menu Tree.

2. Select Appearance Panel Wide.

Step 2. Locate the Panel

If you have entered numerous Appearance Panels, the grid is full, and you can’t see the
Appearance Pane you want to work with, you can search for the Panel ID.

1. Enter a complete or partial Panel ID in the search field.

2. Click the Position to button, and the Panel IDs that meet the search criteria
display in the grid.

Step 3. Pull Jurors for a Panel

ﬂJJ@JJ@JJJ_JﬂMJJJ

Fanel D | Panel type Description | tetasennrt [ Time to rep
{Pull Jurars From Juror Masker
OCT 13, 2008 Appearance DCT 13,2002 rwEER 7372002 800 am

OCT &, 2003 Appearance  OCT 6, 2008 1WwEEK 10/6/2008  12:00 am
SEPT 15, 2008 Appearance  SEPT 15, 2008 WEEK. 915/2008 8:00 am
SEFT 22, 2008 | Appearance  SEPT 22, 2008 3DAYS 9/15/2008  £:00 am
SEPT 29, 2008 | Appearance  SEPT 29, 2008 1WEEK 9/29/2008  8:00 am

Figure 2.4: Pull Jurors for Highlighted Panel

1. Highlight the panel to select and click the Pull Jurors button.
The Password screen opens.
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m Jury Management System Section 1: Lesson 2

M Validate Passwords [JMrsF] g'

Enter Password(s) to Randomly Pull Jurors #i
Court agency code Panel type Panel ID Description

18001 Appearance  OCT

<

Enter Password:

Mumber of passwords required
Title | clerk | Passward ||

: _

Figure 2.5: Password Screen

2. Enter the clerk’s password and click the Confirm key.

The Title field changes, and the Password field is cleared for the next password.

When all the required passwords have been entered, a confirmation message prompt
displays.

I 5 Required number of passwords were entered, Click Ok to continue,

Figure 2.6: Password Confirmation Message Prompt

3. Click OK to continue.

B RandomSelect [JMh5F]

Random Select Jurors ﬂ

Panel 10 | SEPT 22, 2008 | Jurors Available [ 72471

Description | SEPT 22, 2008 |

Juror M aster Tear

In this screen the Number of Active
Jurors is 2, which indicates that 2 jurors
have already been transferred to this
panel and only 98 need to be pulled to
meet the required number of jurors (100).

Tatal Jurors Required for this Panel
Mumber of Active Jurars
MHumber of Jurors Needed

Murmber of Jurors bo Select

T

Figure 2.7: Random Select Jurors Window

4. Click the Pull Jurors button to continue.
5. Click OK when the Panel message prompt opens.
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iﬁ] Jury Management System Section 1: Lesson 2

6. Follow the instructions in Part IV. Assign Sequence Numbers and Print Summons to
complete this process.

In the Random Select Jurors window, the Number of Jurors to Select defaults to the same
number entered in the Appearance Panel screen. You can change this if necessary; however,

the new number must be smaller than the number shown in the field.

Note
If jurors have been transferred to this panel before jurors have been randomly selected, the

Number of Jurors Needed and the Number of Jurors to Select is reduced by the number of
transferred jurors.

Part IIl. Pull a Jury with Juror Commissioner Remote

Use these instructions if the Juror Commissioner can use an e-mail link to enter a
password.

Step 1. Access the Appearance Panel

1. Click to open the Appearance Panel Processing folder on the Menu Tree.
2. Select Appearance Panel Wide.

Step 2. Locate the Panel

If you have entered numerous Appearance Panels, the grid is full, and you can’t see the
Appearance Pane you want to work with, you can search for the Panel ID.

1. Enter a complete or partial Panel ID in the search field.

2. Click the Position to button, and the Panel IDs that meet the search criteria
display in the grid.

Step 3. Pull Jurors for a Panel

ﬂJJ@JJQJJJ_JﬂIJJJ

Fanel D | Panel type Description || tetasenort [ Time to rep
{Pull Jurors From Juror Master
OCT 13, 2008 Appearance DCT 13, 2008 TrwEER TFT372008 800 am
OCT B, 2008 Appearance  OCT 6, 2002 1WEEK 10/6/2002 12:00 am
SEPT 15, 2008 Appearance  SEPT 15, 2009 WEEK. 9/15/2008 2:00 am
SEPT 22, 2008 Appearance  SEPT 22, 2002 3DAYS 94152002 8:00 am
SEPT 29, 2008 Appearance  SEPT 29, 2002 1WEEK 9/29/2002 8:00 am

Figure 2.8— Pull Jurors for Highlighted Panel

1. Highlight the panel to select and click the Pull Jurors button.
The Commissioner Approval Request screen opens.

SC Judicial Department 11
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Section 1: Lesson 2

M Commissioner Approval Request [JM4ttF]

Court agency code

Panel ID Description
Panel type Mumber of jurors
Report Date/Time

[DEC 23, 2008 |

Messagel ext Dear Sir or Madam,

Thank you

Cheml L. Graharn

‘r'ou are requested ta apprave DEC 29, 2008 jury panel scheduled for December 29, 2008 at for the Dorchester County Courtk
'T'ou must approve this jury panel within 24 hours of receiving this messages. Please click

o the link provided below to approve this panel. [F you are having trouble clicking the

lirk, copy and paste it inta wour browser address box and press enter,

hittp: e sccourts, org Ypanelid=DE C 29, 20085CA=18001 &prltype=a

LCancel |

[ FRequest Approval ‘ ]

Figure 2.9: Commissioner Approval Request Screen

2. Click the Request Approval button, and the email is sent.

Step 4. Commissioner Approval

Commissioners have 24 hrs to approve an appearance panel. Appearance Panels that have
not been approved are listed in Appearance Panel Wide with an icon.

2| ] ] | w[@] =| &| & wllv] G| X| 3|

Descripton |Du¢mr¢pm| Teim of senvice | i

Approved

ance  WMARCHAZ00ES,
STATF GRN.IIA Apcemance  STATF GROGIEY

/2672008 WEEK
12872008 1WEEK
12672008 1WEEE
ANT2008 T wesk

INW008  WEEK

L2008 1'WEEK

42052008 1WEEE

12242008 e v M

o

Panel 1D | J55032420084
Panel type | =]

Description [ 55032420084

Temm of service |

Report Date/Time [ 37242008 [ [1200 e

Location | CTRM

Humber of juross | 30

8 Active [ 25 # Avaiable D

Jury type [G) Judge 122

Toal lype | Ty Pull jurors from | 2008 =

[ Finsized  Dals [0i0/0000  Panel Floa

Figure 2.10: Approved and Not Approved Appearance Panels

1. If they have not approved a panel within the time frame given, you can access and

highlight the Appearance Panel in Appearance Panel Wide.

SC Judicial Department
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Section 1: Lesson 2

2. Press the Pull Jurors button, and the following screen opens:

! E Jury approval requeste has already been submitted, Woaould you like to see the approval list?
L]

Mo | Cancel

Figure 2.11: Approval Request

3. Click Yes to display a list of commissioners showing who has approved the panel for

pulls.

M Commissioners Approval List [JM4v4F]

Panel ID

MARCHOS2008 Fanel type —_|

Commissioners Mame

Jamesetta Lovett

Traviz Shuler

Email address label

tzhules@sccounts.ong

Figure 2.12: Approval List

4. Exit ane return to the Appearance Panel.

Step 5. Pull Jury

M RandomSelect [JMh5F]

Random Select Jurors ﬂ

X

Description | SEPT 22, 2008

Panel ID | SEPT 22, 2008 | Jurars Available
|
Aurer Master Y ear [ In this screen the Number of Active
Veled s (e el oy s e Jurors is 2, which indicates that 2 jurors
Mumber of Active Jurors have already been transferred to this
Mumber of Jurors Needed panel and only 98 need to b_e pulled to
Nurber of Jurors o Select meet the required number of jurors (100).

1. Highlight the Appearance Panel to pull jurors for.

Figure 2.13: Random Select Jurors Window

2. Click the Pull Jurors button to continue.

3. Click OK when the Panel message prompt opens, which shows the number of jurors

selected.

4. Follow the instructions in Part IV. Assign Sequence Numbers and Print Summons to
complete this process.

SC Judicial Department
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In the Random Select Jurors window, the Number of Jurors to Select defaults to the same
number entered in the Appearance Panel screen. You can change this if necessary; however,

the new number must be smaller than the number shown in the field.

Note
If jurors have been transferred to this panel before jurors have been randomly selected, the

Number of Jurors Needed and the Number of Jurors to Select is reduced by the number of
transferred jurors.

Part IV. Assign Sequence Numbers and Print Summons

Once you have pulled the jurors into the Appearance Panel (using any methods explained
in Part I, Part II, or Part III), you assign sequence numbers for identification purposes and
then print the jurors’ summons.

Step 1. Assign Sequence Numbers

.

X Appearance Panel Reports Prompt [JM4rsF] |E|
MARCH1S 2| @ 0| # = & 4 8
Repart Option |Att0me_l,l List by Mame j

Juror Masteryr | 2012
Panel Type W

Panel ID | M&RCH1S

Zid Party Mailer PDF file name

Figure 2.14: Access Print Window to Assign Sequence Numbers

1. Double-click to select the Appearance Panel.
2. Click the Print [Z!] button to access the Report Control Appearance screen.

3. Click the Assign Sequence Numbers IE' button to start the numbering process.

Panel =]

y l k Are you sure you want to Assign Sequence Numbers for GJ20127

Yes Mo Cancel

Figure 2.15: Verification Message Prompt

4. Click Yes to continue.

SC Judicial Department 14
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Section 1: Lesson 2

l'-: Sequence Numbers have been successfully added

QK |

Figure 2.16: Completion Message Prompt
5. Click OK to complete the process.

Step 2. Print the Summons*

m.] Appearance Panel Reports Prompt [JM4rsF]

MARCH15 ®| | O] 2 = & a g
Repart Optian | Attarney List by Mame ;I
Jurar Magteryr | State Grand Jury by Mame [«]
Summons By Mame —
Panel Type Surmmons by Mame - |agistrate L
Summong By Mame Grand Jury
Panel ID MARCHTS

2rd Party Mailer PDF file name |

Figure 2.17: Change Report Option Field to SummonsbyName

In the Report Control Appearance screen, select Summons By Name in the Report
Option field.

Click the Print button to print a summons for all jurors in the selected
Appearance Panel.

3. Click the Close Window @ button.

1 If using a third-party vendor to print summons, see the following Part V: Create a Summons File
for Printing by a Third Party.

SC Judicial Department 15
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Jury Management System

STATE OF SOUTH CAROLINA JUROR SUMMOHS FOR. CRCUIT COURT
T
il

COUNTY OF . Cherokee e (130352008 s

“rou are hereby summoned to appear at Cherck e County Courthouse, ITF L. Fhyd BakorBlud Gufmey, BT, TF340
on March 03, 2008 at 1000 arn to arcuver this summons to zene a5 a petit juror for
the Court of Common Pleas and General Sessions. Failre to appear atthe address abowve at the sp eciied time may

subject you o penatties as prescribed by lan.
Cletk of Court, Erandi McEBee

Phone: (304 #87-2571

WAME oD ADORESAOF JUROR M FORT LWT IHFORMATION AW DI BT RUCTICN B

Fillia b= rmusvs info souss o be “luis bioees
LT Alim
1enchieg ol the eondiunm bivsd 10 ibe " Jun Koo Seunn,”
oo ooy e b ppglim i poy S e e o ol
b powo of b oy s wibs los o b md
WITH THREE DAYE OF FECEPT 1 cunn i boumm
pouan o the o m uag e adGaddiazad amdaps posids]

ALLFN, LREEY £
171 HMOUH IATH 21
ELACFEEETED, 22 192

" e T -7 A
i cary Ere s
TEITT T
JUROR HFORMATION SECTIOH Eaml (301302008 L4 q
JPLERTE FRMFOR MFL WLV il
TIF COINTY_TENTE 3 DRPA T | CACOTERTH | ROF DR | WD TG WOWD DrORaD
LSS u] o ] ]
YOUR OCOFATON FRLSENI OF FORNVER ENMFLOPER PCF YERTE
[EWiL O FORWIAL EOICA TN C ORFL D TFRRCOF SO
T TOCCURA TN | TR PRRTENT OF FOPRMERCAMALOYER | Lal= oot
HAYE U EYER TERYED O A
nve voucverecon aeanry roacvLowarr Over O
0 cor wevoe 0 ommn e oo o
o HAVE ¥O0U EYER BEEN COMYC FEDOF 8 CRMET [OFHER FHAM & MMNOR TRAFF ICOFFEN ) % l=]
HENE ANCPOR AOCRES 8 CORRECT DN IThe Inbrmaton beio:r 1 cinoarreot, pleses wiie I e come d Imamakon i he spae prodied ke B

ALLEN, LARRY S MER-1
1715 o MO NT AT ST

BLACKS BUR G 5T 2007

INFO RMATION BELCA"RILL BE MA OE A'VAILA BLE ONLY TOOFACERS OF THE COURT
o=t TFLLICY MLVFE R

FOA CLOTOE R BITFLEE ML R DEFLT: MLFHTLE TRUL MOOaeT

JURCR REBFC N BE
BECTION
IMBT RUCTICM B

Retan e kg porlan
siaemeris I he siaide sced ereekope praid
MOTE Uniecuite oier otoourtoh

O lamreda U d e, O |=m &5 years of Je o doer ad wish ko be meosed . (Y o1 do real wih
O lam rol aresdent of Hs @y . (Hok cred addees s shaie ) ko serie on aluy, you mey dlephone e derk of @l ko be exosed.
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Figure 2.18: Example Summons
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Part V. Create a Summons File for Printing by a Third Party

If your county uses a third-party vendor to print summons, use these instructions to create
a print file for the third-party printer.

] Appearance Panel Reports Prompt [JM4rsF]

B
MARCH15 @)= 0| # = N o g

Fepart Optian |Attorney List by Mame

Juror Masteryr | State Grand Jury by Name
Surnmong By MName

[ | R

Panel Type Summong by Mame - f.agistrate
Summonz By Wame Grand Jury
Panel ID [MERCHTS

3rd Party Mailer PDF file name |

Figure 2.19: Change Report Option Field to SummonsbyName
1. In the Report Control Appearance screen, select Summons By Name in the Report
Option field.
2. Click the E Create Summons File button. This process creates an Excel® file in
the folder that has been set up for this file. You then send this file to the printer.

3. Exit S the Report window.

SC Judicial Department 17
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Lesson 3: Re-print a Summons for a Juror

At times you may need to re-print a summons for an individual juror; for example, if the
printer jams or a juror lost their summons.

Lesson Objectives

+ Find a juror’s Appearance Panel.

< Re-print a summons for a juror.

Step 1. Find a Juror’s Appearance Panel

If you need to re-print a juror’s summons, the first step is to find out which Appearance
Panel the juror is assigned to. You can find this information from the Jury Wheel in Jury
Master Wide.

Jury Master Wide contains potential jurors pulled from voter registration and/or driver’s
license records.

a9 Jury Menu for Agency 18001 - Dorchester County Courthouse g@@
File Help

- Admiristrative

/ \
i 5| 27 6 )
1o St | EE ~al = i) © M 5]l o] x] 8|
=53 Jury wheel ’—_|'
” Juror Master Wi Aurorfezt | 2008 Last Name | Brovn First Name |H Juror Panels M‘E

2 Load Jury ‘whee Jurort ‘D (gl ‘D’JWDDDD SN

#vailable Jurors -
T 53 ppesance Panel F | Last Mame | First Mame ||ddIeNan'| Juror number ‘ DOB | 55M ‘ Address

Hark Present Bz || Brown Harry Aaon 107 B/25/1965 000-00-0000 23 3IHARDEN STRH

E Appearance Pat J 5 6/20/1977 a0o 93 5359 GREGGS LND|

Jurors Present B (| Brown Harry L 1068 2/25/1959 000-00-5171 1711 DRANGEBURG
Mark Present A || Brown Hamy Lee 10668 471241952 000-00-2323 122LEVILN

-0 Trial Parel Processit

+-(23 Payment Processing

+-C7 Financial P IS

£ General | 4 Precinot | @ Personal |

Court agency [ 18001 Year 2008 Juror # [ 10665 Certificate Number [ 5203039
Last Name | Brown
FirsteMid/Sits [ Famy [1 [

Address ‘5353 GREGGS LNDG DR

City | N CHARLESTON 5C [ 29420
Home Phone [ (__]__ - w___ ]
< bd
Birth Date \ £/20/1977 S5N \ 000-00-5293 Driver Lic #
BSHOOLBRED
Dorchester County Cou Race [Black jv ek :lv b

Mileage | .00 Prior Service [~ Served | 0/0/0000 Next pull date | 00,0000

Support Help

Figure 3.1: Juror Master Wide
1. Click to open the Jury Wheel folder on the Menu Tree.
2. Select Jury Master Wide.

3. Enter Search criteria for locating the juror: last name, first name, middle name or
initial, birth date or social security number.

4. Click the Position to IEI button to list in the grid all names that meet the search
criteria.
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5. Highlight your juror in the grid.

6. Click the Jury Panels button. The Juror Panel window opens.

B Manage Panel detail [JMZhqF] - Dorchester County Courthouse

JJJJJJJJJ

Juror number|10555 | Year|2003 | Name|Bmwn Harmy J

Panel [0 Panel type Jurar Status Cade Active Prezent Service date Group # | Summal

Appearance ] I 0/0/0000

Figure 3.2: Juror’s Panel
Step 2. Access the Appearance Panel

1. Click to open the Appearance Panel Processing folder on the Menu Tree.
2. Select Appearance Panel Wide.

3. Locate the panel that contains the juror.

Step 3. Locate the Juror in the Appearance Panel

JJJJJJEJ&IJ

Panel ID [ SEPT 22, 2008 Panel type [~ Saort By Sequence
Mumber of jurars # Active # wvailable EI

Fepart Date/Time | 9/22/2008 Lacation Tem of service | 30ATS
Change Status for Selected Rows Change Status

Seq Mbr | Jurar name | Juror number | Juror Statuz Code | Active | Present | Service date
i Browin, Daniel B 10506 FU ¥ - 0,40/0000
Brawn, Harry.J 10665 ]| ] 0/0/0000

4 >
Brawn [Un]bd ark. Present
Jurar name | Brawn, Hary J Pasition ko Juror # |10555 Mumber of times ransferred ’U—

Reply date | 0/0/0000 Group # Service date | 0400000 Juror Mileage 0.o0
Status | PLI - r r~ Conflict date 1 [0/0/0000 |

Figure 3.3: Panel Juror’s Screen

1. Double-click on the Appearance Panel, and the Panel Details window opens.

2. Enter the juror’s last name in the Search field and click the Position to button.
The juror or jurors who match the search criteria display in the grid.

Highlight to select a juror and click the Print button.

4. In the Report Control Appearance screen, select Summons by Name in the Report
Option field.

5. Click the Print button to print a summons for the selected juror.
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Lesson 4: Print Reports

After printing summons, you can print reports that assist in the jury and trial process.

Lesson Objectives

+» Print a Jury Venire/Worksheet.

+ Print an Attorney List report.

Step 1. Access the Appearance Panel

1. Click to open the Appearance Panel Processing folder on the Menu Tree.

2. Select Appearance Panel Wide.

Step 2. Access the Report Window

1. Click the Print button, and the Report Control Appearance window opens.
Notice that Attorney List by Name is the first report listed.

2. Click the Preview IEI button to display the Attorney List by Name report on
your computer screen before printing, or click the Print button.

rﬂRemp,e\,im When previewing a report on your computer
screen, you can print or export the report.
w3 1/ = d oox - Files can then be exported in these formats:
Preview | PDF, XLS, DOC, TXT, CSV, and RTF.
I
1] CrystalPreviewExportiury2 [JM5cdF [&=]
Note ’ e ] Click the Export |ﬁ§| button, and the Export
Fomat | Acronat Famat [PDF) = window opens. Select the Format, then
Destiaion [DiskFle ] select the Destination of Disk File or Email.
oc_| cancel] Click OK to proceed.
See the following section for more
information.

Step 3. Print the Attorney List Report

1. Return to the Appearance Panel screen.

2. Highlight the panel to print the report for.

3. Click the Print button, and the Report Control Appearance window opens.
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4. Click the down arrow to open the Report Option field and scroll to select Juror
Venire/Worksheet. You can print a report that lists jurors by name or sequence
number.

5. Click the Preview IEI button to display the report on your computer screen before
printing, or click the Print button.

Formats and Destinations for Exporting Documents

When previewing a report on your computer screen, and the Export/Print icons display, you
can print or export the report. You can send the report to a computer file or attach it to an
email. Files can be exported in these formats: PDF, XLLS, DOC, TXT, CSV, and RTF.

ﬂ Report Preview EI@

=] I 1//1 = i o0w - Busin';;;o-h?m' =

Lee County Courthouse
JAN1T Attorney List

JUROR # NAME RACE SEX DOB

1 i . I L TN, -] A

Figure 41: Preview Report Screen

1. Click the Export button, and the Export/Destination window opens.

7| CrystalPreviewExportlury2 [JMScdF] [==3a]

2ot ol | ~.crobat Format [PDF)

Destination A
Cancel

Figure 4.2: Export Screen

2. Select the Format.

5| CrystalPreviewExportlury2 [JM5cdF] =]

Format |EKCE| 5 [#L5) j
Acrobat Farmat (PDF]

Destination Comma Separated Values [CSY

Exoel 5 [XLS] Extended A -

Figure 4.3: Export Window (Format)
3. Select the Destination of Disk File or Email. Click OK to proceed
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5| CrystalPreviewExportiury2 [JMScdF] (=3

Format |Exesl 5 fLS) -]

Destination hd

Figure 4.4: Export Window (Destination)
4. Click the OK button

Destination: Disk File

Select Disk File to open a Windows Save As screen. From this window you can locate the
folder where you want to save this file.

ﬂSaveAs @
@T\Jv| . v Computer » Local Disk (T:) » temp » < |‘?|| Search temp o
Organize v MNew folder B= - '@'
et - MName . Date modified Type
Proasivins S hintt .
. J T 2/19/2013 2:37 PM  Filefol
T -
' v | W) 10/23/201212:34 ... File fol
1 P Tl |40
' - E) gtz 5502 ne 11/13/201211:14 .. TextD
i
B Wl S Sl Mt g 10/16/2012 2:58 PM Qutloc
L B enal
) Wil ey 10/16/2012 247 PM  Comp
o Lanl PR e
. temp b
 TempJM5files
J Users 3
ok
| e N
S philis e
o bt o Sy gerey J LallE ] 1 3
File name: m h
Save as type: [PDF ']
= Hide Folders Save l ’ Cancel l

Figure 4.5: Disk File Destination
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Destination: Email

1. Select Email, and the Email Attached File (JMSceF) opens.

Attachment:

Meszage:

7| Email Attached File [JM5ceF]

To | bshoolbred{@scoourts.org

CC: |

From: | arything@madeup et

Subject: | Repart

W
\BSHOOLEREDACstalReport PFDF

W31001_Temp

This is the repart | tald vou about. Please review)

Send

Figure 4.5: Email Destination

2. Enter the Recipient's Name in the To: field, the subject heading, and a message. The
Attachment field shows the full path and name of the file being emailed.

SC Judicial Department
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Lesson 5: Enter Juror’s Biographical Information

After Summons forms are returned, you enter biographical information. This information is
used on reports you print for the judge (and clerk in some courts). You may also need to
change the status for some people. For example, if they moved to another county or they're
over 65 and request to be excused.

This lesson explains how to enter biographical information in Appearance Panel Detail.

Lesson Objectives

0.

% Enter or update biographical information on a potential juror.

% Change a juror’s status.
Step 1. Access the Appearance Panel Detail Screen

1. Click to open the Appearance Panel Processing folder on the Menu Tree.
2. Select Appearance Panel Wide.

3. Double-click on the panel that contains the juror(s).

Step 2. Locate Juror

Use the search feature by entering the juror name and clicking the Position to IEI button.
The juror or jurors who match the search criteria display in the grid.

Step 3. Change Juror Status

Ml Manage Panel detail [JM2hrF] Dorchester Cuunty Courthouse @

Panel Jurors - Active b WE| S| M

Panel ID | SEPT 22, 2008 Panel tupe [ Sort By Sequence
MNumber of jurors # Active # Available D

Change Status for Selected Rows B Change Status

\S.ag-hlb ! Lo e ! SRS | Juror Statuz Code | Active | Prezent | Service d.

5 Atwood, Concetta M 2648 FU [ - 00,0000

[ Bailey, Edwin F 2095 FU [ ™ 0/0/0000

7 Baster, Everett W JR 2 v I 04040000

3 Beckett, Donna M 5223 PU o ™ 04040000

9 Bautin, J azon M 2136 FU o ™ 0040000

10 Bayd, Okley ) 8580 FU v ™ 0/0/0000

< >

Figure 5.1: Locate Juror

You can also change the status for multiple jurors. For example, if 3 jurors are over the age of
Note 65 and request to be excused. Highlight each juror by holding down the CTRL key and clicking
on the juror record.
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1. Enter the new status code in the field: Change Status for Selected Rows. You

can double-click in this field to open a Select window that lists status codes for your

county.

2. Click the Change Status button.

Documentation prints for some status changes, such as Court Official/Employee or

Convicted Felon.

Mare Bitchens
Clerk of Court

Dorchester County
Gail Moffitt 101 Ridge Street
Assistant Clerk of Court St. George, SC 28477

August 25, 2008
BARBARA W CATN
POBOX 244
HARLEYVILLE, 3C 25448-

Dear JTuror,

“We have reviewed your request with the Chief Administrative Judge

Tou are a court officialicourt employee

TouDO NOT need to appear on the above date.

Telephone
(854) 556-2691

Fax Number
(804) 596-2239

Tou are excused from serving Jury Duty for the week of 9/15/2008 at 8:00 AN because:

Figure 5.2: Example Excuse Letter

Step 4. Add or Edit Biographical Data

M Manage Panel detail [JM2hrF] - Dorchester, County Courthouse

2| % | m| 2] 5| 8

k_

Panel ID | SEPT 22 2008 Farel type)
- Update biographical info
Nurnber of jurars #active(q00 | # Awallable [0 ) |

X
2| 8| %|[v] 2

™ Sort By Sequence

Report Date/Time Location Term of service | 3DAYS

Change Status for Selected Rows Change Status

Seq MNbr | Jurar name | Jurar number | Juror Status Code | Active | Prezent | Service d.
g Ahwood, Concetta b 2648 PU v ™ 0/0/0000
E Bailey, Edwin F 3095 PU v I~ 0,/0/0000
7 Baster, Everett W JR 4522 PU v ™ 0/0/0000
g Beckett, Dorna M 5223 PU [ ™ 0/0/0000
] Y 5 [v = 0 00
10 Bopd, Okley J 8580 PU v ™ 0/0/0000
< >

Figure 5.3: Appearance Panel

1. Highlight the juror and click the Update Biographical Info button to open the

Juror Information screen.
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o) x|
EW]I ]éE Precinct | Persond |

Cout agency | 18001 Juror Master Year | 2008
Juror #1174 Registration Number | 18250046

Last Mame
Fist/Mid/Sie [ Geoige [R [

Address [ 1013 INWOOD PL

City | SUMMERVILLE S
Home Phone ’ﬁ r
Birth D ate ’m Social Security # ,W
Diriver Lic # ‘
Race ’m Sex m
Prior Service [~
Semved date ’W
rd Status Code ’W
ileage W

Figure 5.4: Juror Information Window-General

2. Enter or update information in the General tab screen.

The fields in the Precinct tab define the juror’s location codes, which determine which court

Note

they would serve, such as township for municipal court. This information cannot be changed.

suorinformaton A AEAEY

|| Ganaral] &[5 Precin Persanal

Decupation | TEACHER
Mumber of Children | 2 “rears of County Resident |12
Marital Status ,W‘

Employer Information

Employer |GAHDEN HILLS HIGH SCHOOL

Address | 3219 Main Stieet

| City, South Carolina

oA l(202) 5551212 «

Spouge Information

Mame | Deceased

Orcupation |

Employer |

Education | Masters in Education-Clemson

rz Employed |2

Figure 5.5: Juror Information Window-Personal

3. Click the Personal tab and enter information about their occupation, education,

and marital status.

4. When finished, click to save and close the window.
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Lesson 6: Transfer Jurors to Another Appearance
Panel
When a juror is unable to serve with their designated panel, you can transfer the juror to

another panel to serve at another time.

You can also excuse jurors from service. Do this before the court date or in court; for
example, if a judge excuses a juror from serving.

Lesson Objectives

% Transfer a juror to another Appearance Panel.

% Undo a juror transfer.

Step 1. Access Appearance Panel

1. Click to open the Appearance Panel Processing folder on the Menu Tree.
2. Select Appearance Panel Wide.

3. Locate the panel that contains the juror to transfer.

Step 2. Locate the Juror to Transfer

1. Double-click on a panel to open the Panel Detail screen.

2. Locate and highlight the juror or jurors to transfer. To select multiple jurors, hold
down the CTRL key and click jurors individually or hold down the left mouse button
and slide up or down to select a consecutive grouping of jurors.

n] Manage Panel detail [JM2hrF] - Lee County Courthouse

3
[Panel Jurors - Active [Pl il sl NG AL AL JRARARY

Panel ID | pMaRS-7 Panel type | sppearance Sort By Sequence
Mumber of jurors # Active # Available EI

Report Date/Time [ 3/5/2013 Location | CR10 Term of service | 3 days
Change Status for Selected FRows Change Status

SeqMbr | Jurar name ‘ Jurar nurber |Juror Status Code| Active | Present | Service date | Summons
1 Abbott, Chrigtopher 39 FU [v - 0/0/0000 r
2 Abbott, James B SR 44 N 0040000
3 Abbatt, Kristin R 47 FU [+ - 0/0/0000 r
4 Abbott, Tara J 53 FU [+ - 0/0/0000 r
E. bhusd 1 . o =]} [s — [y FInRnnlulnl -

Figure 6.1: Panel Detail

3. Click , and the Transfer Jurors window opens.
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7| Transfer Jurors Prompt [JMiwF] @

TransferJurors 4

From: To:
Panel Type |:pneamance Panel Type |inp-n0n0e
Panel ID | MaR5-7 [ Panel 1D || ]
Comments

Figure 6.2: Transfer Jurors Window

4. Double-click the Panel ID field and select the panel to which the juror will be
transferred. Note that the juror will be transferred with their Juror Status Code set
to TI.

5. Save ﬂ

7] Select Panel Header [IMfkF] - Lee County C... [25]

Select Panel Header - Non-Fina E

Fanel 1D Patel type
FEB11-13 Appearance  FEB11-13
JAM1Y Appearance  JAN17
MAR19-21 Appearance  MAR19-21
MARE-7 Appearance  MARE7

Figure 6.3: Select Panel Window

6. Type any notes in the Comments textbox. Notes are optional but are recommended.

7. Click to save, and if a document is associated with the new status, the document
prints at this time.

The number of times a juror has been transferred appears near the bottom of the Panel Details

screen. If transferred jurors do not display, click EI to toggle between active, inactive, and all
jurors.

Juror name | Brown, Patricia B Juror # | 1E
Reply date I 0400000 Group #I Service date I 0400000 [

Status I TO [T Erezsent [T Active | Summons printed

Note

MHumber of times tranzfened I 1 ]
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Step 3. Return a Juror after a Transfer

Before you can return a juror to their previous panel, you need to find the juror’s original

sequence number. To locate this number:

1. Access the original panel in Appearance Panel Wide.

2. Double-click on the panel to open the Panel Details window.

K| Manage Panel detail [JM2hiF] - Lee County Courthouse

Fanel ID' | MARS-7 Paneltype | 4ppearance
Mumber of jurars # Active 1t Available D

JJJJJJJJEJAJJ

[ Sort By Sequence

Fepott Date/Time Location Term of service | 3days

Change Status for Selected Rows Change Status

SeqMbr Jurar name Juror nurnber [ Juror Status Code| Active Fresent

ssbbott, Tara

-

“

Service date
04040000

Summons pri

+

E—

Jurar name | Abbolt, Tara J

Reply date | 000000 Group # Service date | 0/0/0000 Juror Mileage
Statuz | TO r = r

Juror # |59 Murnber of times transfered |1
Conflict date 1 | 020/0000 E

[Un]Mark Present

n.oo

Figure 6.4: Inactive Jurors

Click the Toggle E’ button until Inactive Jurors display in the grid.

3.
4. Note the juror’s Seq Nbr (sequence number) and exit E the screen.
5. On the Appearance Panel Wide screen, double-click the Appearance Panel the
juror was transferred to.
6. Select the juror that was transferred.
7. On the toolbar click the Undo Transfer button.
) Undo Appearance Panel Transfer @
THIS FROCESS CANMNOT BE REVERSED. FLEASE BE SURE BEFORE UNDOING THE TRANSFER
duor |53 | Abbatt, TaraJ
ResetValues For
Juror Status Code || Juror Panel Sequence Mumber Number of Times Transferred | g
v
Figure 6.5.: Undo Appearance Panel Transfer
Note When a juror is transferred, their status is set to Tl in the new panel. When you reverse the

transfer, you must change the status.
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8. Double click in the Juror Status Code field and select either SU=Summoned or
PU=Pulled.

9. Change the Juror Panel Sequence Number to the sequence number assigned to
the juror in the panel you originally transferred them from.

10. Save the information, and the validation message prompt opens.

Panel @

l " Undo Transfer is Successful!

Figure 6.6: Validation Message Prompt
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Lesson 7: Excuse a Juror

Jurors may be excused from appearing for a number of reasons. This lesson explains how to
excuse a juror.

This same process is used the day of court if the judge excuses a juror. Use the Excused by
Note Judge (EXJ) code, and a letter prints that shows the juror has been excused, and mileage is
calculated for paying the juror as they did appear in court.

Step 1. Access Appearance Panel

1. Click to open the Appearance Panel Processing folder on the Menu Tree.
2. Select Appearance Panel Wide.
3. Locate and open the panel (highlight and double-click) that contains the juror to

excuse.

Step 2. Locate the Juror and Change Status

B Manage Panel detail [JM2ZhrE] - Dorchester, County Courthouse El
Panel Jurors - Activo 2| 7| =&l 2| @) 5| 8] vl & 27 3
Panel ID Pariel type ’—_| ™ Sort By Sequence
Mumber of jurars H Active # Available EI

Report Date/Time Lacation Term of service | 1 WEEK

Change Status for Selected Rows Change Status

SeqMbr | Juror name | Juror number | Juror Statuz Code | Active | Frezent | Service d
7 Barmineau, Robert 4300 FU [v I~ 0040000
8 Beaslay, Christie L 5056 PL v I~ 0040000
Beck, Lawra E - 0:/0/0000
10 Begley, Jozeph B 5328 FU [ B 0040000

Figure 7.1: Change Status for Excused Juror
1. Use search features to locate the juror and highlight the row.

2. Double-click in the Change Status for Selected Rows field, and a Select window
opens.

Select the reason for excusing the juror.

4. Click the Change Status button next to the field. The juror disappears from the
Active Juror list and can now be viewed in the Inactive Juror list using the Toggle

EI button.
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M Manage Panel detail [JMZhrF] - Dorchester, County Courthouse g|
Panel Jurors - Inactive o v %@ el als| ﬂJfﬂﬂ
Panel ID Panel type [ Sort BToggle Ackive/Inactive/all Jurors]

Mumber of jurors # Active # dvailable
Report Date/Time | 94 5./2008 Lacation Term of service | 1WEEEK |
Change Statuz for Selected Rows Change Status

SeqMbr | Juror name | Juror number | Juror Status Code | Active | Fresent | Service d ™~
1 Adams, Yictor B 404 T0 ™ ¥ 04040000
g Barlett, Lea A 3995 T0 ™ I 00,0000

23 Cain, Barbara 13306 CcTo ™ [¥ 3M12/2008

Figure 7.2: Toggle to Inactive Jurors
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Lesson 8: Manually Add Jurors and Assign to
Appearance Panel

There may be times when you need to add or make changes to a juror’s record or add a
panel. For example, if you started using JMS in the middle of the year or a month, and you
want to add all panels starting with the beginning of that year or month.

To add a juror, you must have password access. To add a juror to an Appearance Panel, the
Appearance Panel must exist in the JMS system. See Lesson 1 for instructions on adding
an Appearance Panel.

Lesson Objectives

R/

% .Add a juror to an Appearance Panel manually.

Step 1. Access Jury Master Wide

Open the Jury Wheel folder and select Juror Master Wide.

Step 2. Locate the Juror
uror Mastor wide [N By

Jurar Year (2008 - Last Mame |cadwell First Name| Middle |
Jurord [0 DO | 0/0/0000 SSM E¥

Lazt Name First Mame | iddle Man|  Juror number DOB S5 i — Address
e

11/25/1943  000-00-8705 13 DUPONT Wwiay

Figure 8.1: Locate the Juror

Enter search criteria in the search fields (Last Name, First Name, Middle, DOB, SSN) and
click the Position To button to list the jurors that meet the search criteria.

Step 3. Assign Juror to Appearance Panel

1. Click the Add Juror to Panel button, and the password window opens.
2. Enter the password and click [*]to continue.
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nel Header [JM225F] - Dorc

Fanel type
Appearance 0OCT 1
Appearance
SEPT 15, 2008 Appearahce
Appearance
SEPT 289, 2008 Appearahce

Figure 8.2: Select Panel to Assign Juror

3. Select the Panel ID to assign the juror to.

4. Click OK when the verification window opens.
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Lesson 9: Print Reports for Marking Jurors Present

On court day or the day before, you can print badges or juror reports to assist you in
marking jurors as present. Depending on the report printed, you can manually mark a juror
as present or scan a barcode. Badges are presented to each juror and are scanned to mark
them present.

Lesson Objectives

% Print badges to use for scanning jurors as present.

+« Print a juror report that includes barcodes to scan jurors as present.

Step 1. Access Appearance Panel and Report Control Screen

1. Click to open the Appearance Panel Processing folder on the Menu Tree.
2. Select Appearance Panel Wide.
3. Locate and highlight the Appearance Panel to print the badges or report for.

4. Click the Print button, and the Report Control Appearance window opens.

Step 2. Print the Report

5 | Appearance Panel Reports Prompt [JMdrsF] @

MARCH5 | ®| 0| # = & o &

Report Option |Badges By Marne

Juror Mastervr  [&ttorney List by Name E
Attorney Detailed List 7
Panel Type ==
Badges Detail List |-

Panel ID [MARCHTS

Zid Party Mailer POF file name

Figure 9.1: Badges by Name Report

1. Select Badges by Name. A barcoded report also lists jurors and includes barcodes
to scan.

2. Click the Print button.
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Lesson 10: Process a Magistrate Paper Strike

This lesson provides basic instructions for magistrate courts that use paper strikes before
printing a summons for potential jurors.

Lesson Objectives

< Print the RandomStrike Sheet (Paper Strike).
% Print the Summons and a list of jurors.

% Print a Badges Detail List for marking jurors present.

Step 1. Create an Appearance Panel

See Lesson 1 for instructions.

Magistrates using paper strikes will create an Appearance Panel for each trial, so you
will use the case number as the ‘Panel ID’ and the case caption as the Description for
your Appearance Panels.

Step 2. Pull a Jury

See Lesson 2, Parts I and IV, for instructions on how to pull a jury and assign sequence
numbers. DO NOT PRINT THE SUMMONS.

Step 3. Schedule your Jury Strike
Step 4. Print a Paper Strike

1. Before the strike, locate the Appearance Panel with the correct panel highlighted.

2. Click the Print [Z] button.
3. Select the Random Strike Sheet (Paper Strike) from the Report Option
dropdown list

4. Click the Print [=| button.
Step 5. Printing the Summons and Your List of Jurors and Alternates

After the strike and the case parties have made their decisions on the potential jurors to
include, you will change the status of those jurors who WILL NOT receive a summons to
Not Selected. This will only leave the potential jurors and alternatives as active.

1. Locate the Appearance Panel and double click to open the Panel Jurors — Active
window.

2. Select each name on the list that WILL NOT receive a summons by holding down
the CTRL key and clicking each line with the mouse.
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3. When you have highlight all your selections, double click in the Change Status for
Selected Rows field and choose the status of Not Selected and then click the
Change Status button. After processing you should only have your jurors and
alternative left in the Panel Jurors — Active window.

4. Close the Panel Jurors — Active window to return to the Appearance Panel
window.

5. With your Panel highlighted click the Print |= button.

6. Select the Jury Venire Worksheet by Sequence # from the Report Option
dropdown list

7. Click the Print []button for a list of jurors who will receive summons.

8. While still in the print option, select the SummonsbyName_Mag report and click

print .
Step 6. Before Trial Day
Print a Badges Detail List report to use on trial day.
Step 7. On Trial Day
Mark jurors present (Lesson 11) and excuse jurors (Lesson 12) if needed.
Step 8. Enter Juror Mileage

See Lesson 19 for instructions on entering juror mileage.

After mileage is entered, the checks are ready to be processed.
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Lesson 11: Generate a Rap Sheet for the Solicitor's
Office

Some Solicitor's offices require a report on potential jurors to check for any law-related
problems. The Generate Rap Sheet % button is only available if set up on your system.
Generate this report from the Appearance Panel Reports Prompt screen:

1. Highlight the Appearance Panel to generate.

2. Click the Print Reports button, and the Appearance Panel Reports Prompt
screen opens.

X Appearance Panel Reports Prompt [JM4rsF]

B EE R
Repart Option |Electi0n commission report by dat{ Generate Rap Sheet ﬂ

From date 04040000
Through date 04040000

3rd Party Mailer FDF file name |

Figure 11.1: Appearance Panel Reports Prompt Screen

3. Click the Generate Rap Sheet % button, and the verification message prompt
opens that shows the path to the file created.

&)

CreateRapSheetFile

The rap sheet file has been created successfully,
é I % Itislocated in Citemp31001FEB1113.xml

oK

Figure 11.2: Rap Sheet File Verification Prompt
4. Click OK, and send the electronic file to the Solicitor's office.
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Lesson 12: Marking Jurors Present in JMS

When jurors come to the designated location for juror service, use these instructions to
mark the jurors present in the Jury Management System. You can use either a scanner to
scan the juror badges or manually check each juror as present.

Before a juror can be placed on a trial panel, they must be marked present and a pay record
must be created. With scanning, the juror is marked present and a pay record is
automatically created. When enter jurors manually, you must remember to create the pay

record by clicking the Create Pay Record button.

When marking jurors present manually, you can access the Mark Juror’s Present window
from Appearance Panel Wide (see Part IV) or from the Mark Present Alpha/numerical
Screen on the Menu Tree (see Parts IT and III).

Lesson 9 explains how to print reports to mark or scan jurors as present and how to print

Note badges to scan and mark jurors present in JMS.

Lesson Objectives

R/

% Scan individual juror’s badges to mark them as present.

% Manually flag an entire panel as present or mark individual jurors as present.

R/

% Create a pay record when manually marking jurors present.

Part I. Mark Jurors Present by Scanning a Barcode

The barcode scanning process marks the juror as present and creates a pay record.
Access the Mark Present Screen

1. Click to open the Appearance Panel Processing folder on the Menu Tree.
2. Select Mark Present by Barcode.

3. Ask jurors to pass their juror badge through scanner, as explained on the screen
below. The Jury Manager automatically marks jurors present.
You can also use a report to scan each juror as they report to you in court.
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Mark Present Barcode g

Hello and welcome to Jury Duty
Please follow the instructions below

Jurar pulled from | 2008 -

Juror number | il | |

D ate present | 4,/3/2008

Jurar Information |

1. Pass your Juror Badge through the scanner
2. Scanner can accept badges in either direction
3. Bar Code must face light

4. Wait for message

Panel Juror Statistics

Active El Luvailable El

Figure 12.1: Mark Present Barcode Screen

Part II. Manually Mark Jurors as Present
Step 1. Access Mark Present Alpha/numerical Screen

1. Click to open the Appearance Panel Processing folder on the Menu Tree.

2. Select Mark Present Alpha/numerically.

Step 2. Mark One Juror as Present

Mark Present Alpha/numercially ﬂ

Panel ID | Panel type |4ppearance -
Jurar pulled from | 2p03 -

Juror number | il | |

Date present | 4/3,2008 @

Panel Juror Statistics

Achive EI Awailable EI

Figure 12.2: Mark Present Window

1. Enter a Panel ID. You can double-click in this field to select from a list of panels.
2. Enter the juror’s number. You can double-click in this field to select a juror.

3. Verify that the Panel type and Date present fields are correct. Change these if

necessary.

4. Click to save, and a Mark Present screen opens.
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M Mark Jurors Present [JMviF] -

Mark Present .
Panel 1D |TEST2 Panel type | 4ppearance
Jurar pulled from | 200g - Juror number {10309 # Active #Avallable _ E
Jurar name | Date present | 241 5/2008 @
Jurar name |Jur0r number| Present for Panel ID | F'resentl Date present | Fay rate| # Miles |Milee
Browing, Marcella & 10309 | W% 21542008 1000 0.00

Figure 12.3: Mark Present Screen-Mark One Juror

5. Double-click in the Present checkbox and click to save and create the pay
record.

Part Ill. Manually Mark Multiple Jurors or All Jurors as
Present

Step 1. Access Mark Present Screen

1. Click to open the Appearance Panel Processing folder on the Menu Tree.
Select Mark Present Alpha/numerically.

Enter a Panel ID. You can double-click in this field to select from a list of panels.

Ll

Verify that the Panel type and Date present fields are correct. Change these if
necessary.

5. Click , and a Mark Present screen opens.

Step 2. Mark Multiple Jurors as Present

M Mark Jurors Present [JMvtF] -

vl 2
Parel ID [TEST Paneltype [sppearance |
Juror pulled from ’m Juorrumber [0 #Adlive # Available E
Jurar name ’— Date present 'm
Juror narne |Jur0r number| Prezent for Panel D | Prezent | Date prezent | Pap rate| # Miles|N ~
Britt, Rufus 1l 9336 I 04040000 0.00 000
] Carter, Wilbur & JR 14386 [ 2/15/2008 10,00 .00
] Dailey, Keyania S 21033 I 0400000 0.00 000
] Ellizon, Temy L 26774 v 2/15/2008 10,00 0.00
] Garcia, Shely C 31742 ’? 2/15/2008 10,00 0.00
] Green, Bertie M 35314 04040000 0.00 000
] Green, Wendy M 35732 I 04040000 0.00 000
] Gulliford, Karl B | r 04040000 0.00 000

Figure 12.4: Mark Present Screen-Mark Multiple Jurors

Double-click in the corresponding Present checkbox to mark each juror as present.
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Step 3. Mark All Jurors in the Panel as Present

Click the All [¥] button, and a checkmark displays in all Present checkboxes.
Click || to save and create the pay records.

Click Yes to confirm, and the Present boxes across from each juror's name are
automatically checked.

Part IV. Manually Mark Jurors Present from the Appearance
Panel

You can mark one or multiple jurors as present from the Appearance Panel.

Step 1. Access Appearance Panel

1.
2.
3.

Click to open the Appearance Panel Processing folder on the Menu Tree.
Select Appearance Panel Wide.

Highlight the appearance panel.

Step 2. Mark Juror Present

1.
2.

3.

Click the Mark Jurors Present =] button, and the Mark Present screen opens.

Mark jurors present (as explained in Part III) or use the search feature (as explained
in Part II) to locate an individual juror to mark present.

Click || to save and create pay records.

Part V. Print Juror Present List Report

Print this report after jurors have been scanned in or have been are marked as present in
the Jury Management System. This report is given to the judge.

1.

2
3
4.
5
6

Click to open the Appearance Panel Processing folder on the Menu Tree.

Select Appearance Panel Wide.

. Locate and highlight the Appearance Panel to run the report on.

Click the Print ] button, and the Report Control Appearance window opens.
Select a Juror Present List for a report.

Click the Print [ button.
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Dorchester County Courthouse
Roll call list for Jurors Present

Filtered by: Panel ID, Court Ageney Code Sorted by:  Jurer Name

SEQ# SSN NAME JUR# RACE SEX DOB #XFER DEFERRED DTE CMNT/PAY
2 1795 Aldret, Richard C II 309 w L 1ameTe o0 [ S
3 7008 Aldridge, Edmund C 111 219 w M 201945 ] P S
5 1529 Alexander, Anits E 252 w F  o9miwl i I R
7 3066  Barrinean, Robert 4300 w M 10i9i9E4 0 PR S S
% 5512 Beaslev, Christie L 5056 w F 323973 0 I R
10 8351  Beglew, Josenh R 5328 w M 1L1A19ER ] PR S S
11 958 Bentlew Kama E 5945 w F 781957 i I R
12 2472  Bordonaro, Patrick A 935 w M TiE0AN9TD ] PR S S
13 7028  Bounds Lmme E 2110 w F 10MM1925 0 I R
14 9355  Bower, Linda L 2260 w F 10031943 ] PR S S
15 3039 Brickle, Weslew D 9466 w M 1281985 0 I R

Figure 12.5: Example Juror Present List Report
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Lesson 13: Juror Excused by Judge

After jurors are selected, the judge may opt to excuse a juror. This lesson explains how to
excuse a juror in JMS. Being excused does not affect the juror’s payment for the day they
appeared in court.

Step 1. Access Appearance Panel

1. Click to open the Appearance Panel Processing folder on the Menu Tree.
2. Select Appearance Panel Wide.
3. Locate and open the panel (highlight and double-click) that contains the juror to

excuse.

Step 2. Locate the Juror and Change Status

Bl Manage Panel detail [JM2hrF] Dorchester, County Courthouse

JJJJJJEJ&J

Panel ID | SEPT 15, 2008 Fanel type [ Sort By Sequence
Mumber of jurors # Active # Available EI

Report Date/Time Location Term of service | 1WEEK

Change Status for Selected Rows Change Status

SeqMbr | Juror name | Juror number | Juror Status Code | Active | Present | Service d.
7 Barrineau, Robert 4300 FL v I~ 0400000
a Beasley. Chiistie L A05E FU ¥

B 04040000
Beck, Lawra E 5193 i i 0/0/0000
10 Begley. Joseph R 5328 FU [v -

04040000

Figure 13.1: Change Status for Excused Juror

1. Use search features to locate the juror and highlight the row.

2. Double-click in the Change Status for Selected Rows field, and a Select window
opens.

3. Select Excused by Judge (EXJ) as the reason for excusing the juror.

4. Click the Change Status field. The juror disappears from the Active Juror list and
can now be viewed in the Inactive Juror list using the Toggle button.
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B Manage Panel detail [JMZhrF] - Dorchester County Courthouse E|
Panel Jurors - Inactive 2| 7|2 % @ 2| 5|8« & 5v] 5|
Panel D Fanel type [ Sort HToggle ActivefInactive/al Jurors|
Mumber of jurors # Active # Available

Report Date/Time | 941 5/2003 Location Term of service | 1'WEEK |
Change Status for Selected Fows Change Status

Seq Mbr | Juror name | Juror number | Juror Status Code | Active | Present | Service d
1 Adamz, Victor B 404 TO ™ d 0/0/0000
g Barlett, Lea & 3995 TO - I

23 Cain, Barbara w 13306 CTa - v

Figure 13.2: Toggle to Inactive Jurors

An excuse letter prints for the juror as proof they were excused by the court. They are still
paid for mileage as they were marked as present.
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Lesson 14: Protect a Juror

You can protect a juror from serving for one or two court dates. For example, if a juror has
dental surgery scheduled and needs to be protected from the surgery date and one day to
recover. You can opt to use either set of instructions explained in this lesson.

Lesson Objectives

0

% Protect a juror from one or two court dates.
Option 1: Mark Not Present

1. Click to open the Appearance Panel Processing folder on the Menu Tree.
2. Select Appearance Panel Wide.

3. Locate and double-click the Appearance Panel that contains the juror to protect.
Lesson 3 (Section 1) provides instructions for locating a juror’s panel.

B Manage Panel detail [JMZhrE] Dorchester County Courthouse

Panel Jurors - Active JJJJJJEJ&.J
Panel ID [SEPT 29, 2008 | Paneltype [~ Sort By Sequence
Murmber of jurors # Active # Available
Fepart Date/Time | 94292008 || 200 am | Location Tem of service | 1 WEEEK
Change Status for Selected Rows Change Status
SeqMbr | Jurar name | Jurar number | Juror Status Code | Active | Present | Service d.
1 Braston, Archie E 9134 PR ¥ [v 2/26/2008
2 Cain. Robert G 13325 FR v v 242672008
3 Devine, Mary & 23319 PR v [
4 Hodges, Cagsandra B 42060 R ¥ v 1]
5 K.eevin, Lillian E 49173 PR [ [ 242642008
3 Lillzy, Cheryl 5 B4y FR [¥ [ 2/26/2008 »
< >
| | [Urkd ark. Prasent

Figure 14.1: Select Juror to Protect
4. Highlight the juror to protect.

5. Click the (Un)Mark Present button to unmark the juror as present. This does not
affect the juror’s payment.

6. Remember to mark the juror present again so they can be available for the next
trial. See instructions in Lesson 12, Part II or Part IV.
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Option 2: Conflict Date

1. Click to open the Appearance Panel Processing folder on the Menu Tree.
Select Appearance Panel Wide.

Double-click the panel that contains the juror to protect.

Ll

Locate the juror to protect.

NI |35 o = 5 2 0] 6] ] o

Panel ID | SEPT 29, 2008 Panel tupe [™ Sort By Sequence
Mumber of jurors # Active # Available EI

Report Date/Time [9/29,/2008 Location Temm of service|1W’EEK
Change Status for Selected Rows Change Status

Seq Mbr Juror name Juror number Juror Status Code Active Present Service date
Hodges 42060

You can enter a
juror's mileage here
or in Mileage Quick

Entry in Payment

Processing.
T [Un]kd ark]
Jurar name | Hodges, Cassandra R Juror # | 42060 Mumber of times transferred | 0 ;
FReply date ,W Group # ’_ Service date ,W Jurar Mileage D i}
Statuz ’W I~ 3 r Conflict date 1 IW
Conflict date 2 | 0/0,/0000 _]

Figure 14.2: Conflict Dates

5. Enter the protection date in the Conflict date 1 field. The dates in these fields
protect the juror from being selected in the random strike selection in Trial Panel
Processing.

I Edit Conflict Dt Notes [JM2dhF]
Conflict Date Notes . J

Hodges. Cassandra B

Entered by | ESHOOLBRED
Date Entered [3/17/2008 Conflict date | 10,41/2008 W Active

Motes

Doctar's Apppointrment

Figure 14.3: Conflict Date Notes Window

6. When the Conflict Date Notes window opens, enter an explanation for protecting
the juror on that date

7. Click to save Conflict Date Note, and the Appearance Panel screen re-opens. If
the juror needs an additional protection date, enter that date in the Conflict date 2
field and enter notes for that date and save.

8. Click the Save Ld button on the Appearance Panel screen to apply your changes.
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Lesson 15:; Create Trial Panels

You create a Trial Panel for the trials for that day or service period. Trial Panels can be
created the day of court (General Sessions) or created ahead of time (Common Pleas).

Lesson Objectives

+» Create a new trial panel.

Step 1. Access Trial Panel Wide

o Jury Menu for Agenc
File Help

+-57 Jury Setup

+- 20 Jury wheel

+-£7 Appearance Panel F
—-E3 Trial Panel Processit
+-£7 Payment F'n:uc:'ng
+-C0 Financial

Figure 15.1: Jury Master Wide Selection
Open the Trial Panel folder and select Trial Panel Wide.

Step 2. Create a Trial Panel

Panel ID | 2007CF4200001 Hanelllvie =
Description | 2007CP4200001
Term of service |1 week Report Date/Time | 3/1/2008 [12:00 am
Location IT

Number of jurors ld?‘i # Active # Available
Jury type IT Judge li Trial type ,7

Trial From [371/2008 @ To[3n/2008 [
I~ Finalized Date [0/0/0000 PanelFloor [

Last Update:| | | |

Figure 15.2: New Trail Panel
1. Click the New [l button to prepare for creating a new Trial Panel.

2. Enter a Panel ID of up to fifteen characters and spaces. It is recommended that you
use the CMS case number to identify the trial panel. Note that the Description
mimics the data typed into the Panel ID field. You can change the description if
necessary before saving the panel.

3. Enter a Term of service, the length of the court dates for this panel, such as 1
WEEK or 3 DAYS.
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Enter the time and date for the jurors to report to the court. This time and date is
used in the notification letter sent to the jurors.

Enter the court Location.
Enter the Number of jurors needed for a jury pool for this trial.

Double-click in the Jury type field to open a Select window that lists all the jury
types available for your court.

M Select Jury type [JMo1F] -

Petit Jumy
State Grand Jury SGd =

Figure 15.3: Select Jury Type Window
Highlight the jury type, and click the Select [#1 button.

Enter the Judge or Trial type, if known. These are optional entries. Double-click in
these fields to open a Select window that lists judges and trial types for your court.

. Click the Save [*]button to save the panel record. It displays in the grid area of the

Trial Panel Wide screen.

TIP3 = &1 5w #] 5 5

Term of service

Panel ID Panel type Description
2007CP4200001 Trial 2007CP4200001 1 week
2007CP4200002 Trial 2007CP4200002 1 week 3472008 120

- >
Panel ID [ Z057CR4Z00001 Panelype [ ]
Description | 2007CP4200001
Term of service | 1 week Report Date/Time |3,.n’1 2008 @ |‘I2:DD am
Location | CTR

Mumber of jurors | 47 # Active # Available
Jury type | 56 Judge Trial type

Trial From | 341 /2008 To [ 3/1/2008

[ Finalized Date | 0040000 Panel Floar

Last Update:| | | |

Figure 15.4: Trial Panel Saved to Grid
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Lesson 16: Pull Jurors for a Trial

After creating trial panels, you pull jurors from the Appearance Panel to appoint them to a
trial panel. The trial panel contains all potential jurors that are questioned and either
accepted or rejected by the attorneys. As an example, you would pull 18 jurors into a trial
panel. This would provide enough potential jurors for attorney refusals, 12 jurors and 1
alternate.

Lesson Objectives

< Pull jurors into Trial Panel from Appearance Panel.

% Print a Strike Sheet.
Step 1. Access Trial Panel Wide
Open the Trial Panel folder and select Trial Panel Wide.

Step 2. Open the Pull Jurors Window
il Panci - Now-Finalized __ [RARAEN AR e I = RNy

Fanel ID Panel type Description e el s [ Matetoenat | Ti

- Pull acti o 4] for Trial Panel
2007CP4200001 Trial 2007CP4200001 I T

V200
2007FCP4200002 Trial 2007CP4200002 1 week 47242008 1201

CTE AT

Figure 16.1: Pull Jurors for Trial Panel

Click the Pull Jurors 2] button.
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Step 3. Pull Jurors

M Pull Jurors for Trial Panel [JM102F] x]
Pull Jurors ﬂ

From Panel

Panel type

Panel ID | EEAEEEL:

Description | SEPT 15, 2008

Mumber of jurors m # .&ctwe m # Avallable m

To Panel

Fanel type

Panel 1D | 2007CP4200002

Description | 2007CP4200002

Tatal Jurars Required faor thiz Panel

MNurnber of Jurars Active
Murnber of Jurarz Needed
Mumber of Jurors to Select |17

Corments

Figure 16.2: Pull Jurors Window

1. Enter the Panel ID for the Appearance Panel to pull jurors from. You can double-
click in this field to open a Select window that lists all active Appearance Panels.

2. Click the Save |i| button to continue.

3. Click OK when the verification message prompt opens.

When the Trial Panel Wide screen opens, the newly created Trial Panel displays in the grid.

Step 4. Print Strike Sheet

OO | 5] ] ] <[ #] 5]

FPanel ID FPanel type

2007CP4200001 Trial oo 0 o
2007CP4200002 Trial 2007CP4200002 1 week /2008 12:00

Figure 16.3: Print Reports
1. Highlight the Trial Panel in the grid.
2. Click the Print 2! button.
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. Appearance Panel Reports Prompt [JM4rsF]

MAR13-21

| ) o # 2| 8l &

-

Report Option |Hand0m Shike Sheet

Juror Mastertyr  [Fandom Stike Sheet - By Mame

=

Random Stike Sheet - PaperStrike k‘
Salicitor Repart

Panel Type

Ll

En

Panel ID [MERTS-ZT

3rd Party Mailer PDF file name |

Figure 16.4: Random Strike Sheet

3. Select Random Strike Sheet in the Trial Panel Report window. Fields relevant to

the trial display (year, panel type, Panel ID).
4. Click the Print =] button.

Dorchester County Courthouse
RANDOM STRIKE SHEET

JUDGE NAME : Sortedby: Random Hbr
TRIAL TYPE :
PANELID : 2007 CP4200001 DESCRIPTION : 2007CP4200001 Trial
COURTROOM CTER

NAME JUROR NER RACE SEX ST/PLTFF DEF CRT REMARKS

1 Hardy, Veronica 30 B F [ [ {

3 Catroll, Linda L % w F [ [ {

3 Lawson, Shane T 39 W 51 [ [ {

4 Geddis, Inez Mary 24 B F [ [ {

5 Lima, Amy B 40 W F {3 (S {

¢ Duncan, Charlene W 17 F [ [ {

7 Elder, Maria I 19 W F () [ {

3 Kenna Beth & 36 W F [ [ {

9 Craig, Charles D 12 W ! () ) {

Figure 16.5: Example Random Strike Sheet
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Lesson 17: Return Jurors to the Appearance Panel

When jurors are seated or excused from a trial, you can use on of several ways to return
jurors who were not selected for a trial to their Appearance Panel. They can then be re-
selected when you pull jurors into another Trial Panel.

Lesson Objectives

% Return jurors that have not been selected for the trial to the Appearance Panel.

Option 1: Quick Return Jurors

1. Open the Trial Panel folder and select Trial Panel Wide.

2. Highlight the Trial Panel in the grid.

Bl Manage Panel detail [JM4djF] - Dorchester County Courthouse g|

Mumber of jurors

FReport Date/Time | 4/2/2008 12:00 am
Change Status for Selected Rows Change Status

[Panel Jurors - active IRl IEIEY - TR TN Y
Pane 0 aHE7EP2000T |

Panel type l—_l [~ Sort By Sequence
# Active # Available

Location Tem of service |1 week

Keep? Juror name | Juror number | Juror Status Code | Active | Present | Service dat
I Browing, Marcella & 10309 FR [v v 241342008
(4: rd Brown, FRomeigus M 117 FR [v v 241342008
- Carrall, Linda L 14648 PR v ¥ 241342008
v Chandler, Kiarte 15553 PR v ¥ 241342008
v Clark, Bemice | 16445 PR o ¥ 241342008
r Clawiter, Christine L 16773 PR o 2/13/2008
N/ m >

l

N
@ * Keep Keep/Fetum Jurors | |

" Return Selected: 12 & |

Figure 17.1: Panel Jurors Window

ol

which lists all the jurors pulled for this Trial Panel.

A

Click the Keep? checkbox next to the jurors selected for trial.

6. Click the Keep/Return Jurors button, and a message prompt opens.

1 E This Action will return 7 Jurors, Are you sure you want ko continue?
.

Wes

Mo

Cancel |

Figure 17.2: Verification Message Prompt

7. Click Yes to this message prompt.

This counter
indicates the
number of
jurors
selected.

Click the Quick Return Jurors button, and the Panel Juror screen opens,

When all jurors have been selected, verify that the Keep radio button is selected.
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Option 2: Return One or More Jurors

1. Open the Trial Panel folder and select Trial Panel Wide.
2. Double-click the Trial Panel in the grid.

JJJJJJEJAIJ

Panel 1D | 2007CP4200002 Panel tupe [~ Sort By Sequence
Mumber of jurors # Active # Available

Feport Date/Time | 341 /2008 12:00 am Location Term of service |‘| [r— |
Change Status for Selected Rows Change Status

Jurar name | Jurar nurnber | Juror Status Code | Active | Present | Service date | Surnr #*
Brawton, Archis E 9194 PR v ¥ 2/26/2008
Cain, Robert G K v 08
Devine, Mary & [v v 2/28/2008
£33 42080 R ¥ ¥
49173 [v ¥
Lilley, Cherl 5 4417 FR ¥ d 2/26/2008 hd
< 3

| Beturn Jurars |

Figure 17.3: Return Selected Jurors

3. Highlight the jurors to return. Use the CTRL key to select multiple jurors.

4. Click the Return Jurors button.

! E This Action will return & Jurors, Are you sure you want bo continue?
L

Yes Mo | Cancel |

Figure 17.4: Verification Message Prompt

5. Click Yes when the Panel Verification Message Prompt opens.

Option 3: Return All Jurors

If the case is settled before the trial begins, you can return all jurors to their Appearance
Panel.

1. Open the Trial Panel folder and select Trial Panel Wide.
2. Highlight the Trial Panel in the grid. Do Not double-click on the Trial Panel.
3. Click the Return All Active Jurors [&e] button.
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M Transfer Jurors Prompt [JMiwF]

Return Jurors

hY®

From: To:

Panel Type | Panel Type
Panel ID | 2007CP4200002

Comments ||

Figure 17.5: Return All Jurors

4. Click to complete the return process.
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Lesson 18: Retrieve Jurors Returned to the
Appearance Panel

At times you may find that you mistakenly returned a juror to the Appearance Panel from
the Trial Panel. This lesson explains how to retrieve that juror and return them to the Trial
Panel.

Objective

% Retrieve juror from the Appearance Panel and return them to the Trial Panel.
Step 1. Access the Trial Panel

1. Open the Trial Panel folder and select Trial Panel Wide.
2. Highlight the Trial Panel in the grid.

Step 2. Open the Pull Jurors Window
ol Panei-NonFinatized [ Al I = R AT R

Fanel ID Panel type Drezcription L — [ Mate tnraneet | Ti
p— N - p—— N Pull active and present Jurors For Trial Pane! gy
2007CP4200007 Trial 2007CP4200001 1 weer 7 2r 200 1200

2007CP4:200002 Trial 2007CP4200002 1 week 4/2/2008 12:01

Figure 18.1: Pull Jurors for Trial Panel

Click the Pull Jurors button.
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Step 3. Select the Appearance Panel the Juror was Returned to

Ml Pull Jurors for Trial Panel [JM102F]

Pull Jurors
From Panel
FPanel type
LGCNRISEFT 15, 2003

Description | SEPT 15, 2008

Murnber of jurars m # .t‘-‘«ctwe m B Avaﬂable m

To Panel

FPanel type

Panel ID' | 2008CP4500023

Description | 2008CP4500023

Tatal Jurars Required for this Panel
Murnber of Jurors Active

Murnber of Jurars Needed

Mumber of Jurors to Select ,27

Comments

Figure 18.2: Enter Appearance Panel the Juror was Pulled from

1. Enter the Panel ID number of the Appearance Panel the juror was pulled from.

2. Click the | button to open the Select Juror’s screen.

Step 4. Select Juror(s) to Retrieve

M Select Panel detail [JM4viF] -

Dorchester. County Courthouse

Search for the |

Select 2 Jurors for Trial Panel - 2008CP4500023 1 currently selected
Include | Juror name | Panel 1D Fanel type Juror number | Active | Present  #
[ Aldwet, Richard C Il SEPT 15, 2008 Appearance 809 F T3
Aldridge, Edmund C 11 SEPT 15, 2008 Appearance 819 ~ I~
Alexander, Anita E SEPT 15, 2008 Appearance 852 I =
Beasley, Christie L SEPT 15,2008 Appearance 5056 2 This screen only
[} Bedley. JosephPR SEPT 15, 2008 Appearance 5328 1 displays active and
2..... Bordonaro, Patrick & SEPT 15. 2008 Appearance 7935 I present J urors who
fu Bounds, Anne E SEPT 15, 2008 Appearance 8110 2
] Bowers, Linda L SEPT 15, 2008 Appearance 8269 I belong to the
Erickle, Wesley D SEFT 15, 2008 Appearance 9465 ~| appearance panel
Brienza, Dena G SEPT 15, 2008 Appearance 9506 7 specified in the
Bright5, Tradens SEPT 15, 2008 Appearance 5574 e previous screen.
Brown, Erma SEPT 15, 2008 Appearance 10602 I
Dapart, J anie B SEPT 15, 2008 Appearance 11734 3 v
lalacao, Teresita B SEPT 15, 2008 Appearance 12074 3 v
I, wilfred & SEPT 15, 2008 Appearance 12086 3 v
T Burk. Shamak SEPT 15, 2008 Appearance 12480 = rd -
o . — -
g
|-

Figure 18.3: Select the Juror(s) to Retrieve
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1. Double-click in the Include box to select jurors to retrieve from the Appearance
Panel.

2. Click Ed to retrieve the selected juror(s), and a message prompt opens.

L] } 1 of the 1 selected jurars were successfully pulled inka the panel.
-

Figure 18.4: Verification Message Prompt

3. Click OK, and the window closes.
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Lesson 19: Print or Re-shuffle a Random Strike Sheet

This lesson explains how to print a Random Strike Sheet or re-shuffle a Random Strike
Sheet (for courts that do not use a Trial Panel).

Lesson Objectives

« Print a Random Strike Sheet.
% Re-shuffle a Random Strike Sheet.

Part |. Print a Random Strike Sheet
Step 1. Access the Appearance Panel.

1. Click to open the Appearance Panel Processing folder on the Menu Tree.
2. Select Appearance Panel Wide.
3. Highlight the panel.

Step 2. Access the Report Window

. Appearance Panel Reports Prompt [IM4rsF]

(5]
MAR19-21 | %] 0| # = & 2 gl

Report Option | Random Stike Sheet |
Juror Master ' |Bandomn Stike Sheet - By Mame
eet

- PaperStike

Panel Type

Solicitar Report
Fanel 1D [MERTS-Z1

3rd Party Mailer PDF file name |

Figure 19.1: Report Control Window

Note The 3rd Party Mailer PDF file name field is only used by court agencies that send print jobs to
a 3rd party printing vendor.

1. Click the Print button.

2. Select Random Strike Sheet from the Report Option dropdown list.

3. Click the Print button or click the Preview El button to first display the
Random Strike Sheet on the computer screen.
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rﬂRemp,e\,im When previewing a report on your computer
screen, you can print or export the report.
w3 1/1 = d oox - Files can be exported in these formats: PDF,
Preview | XLS, DOC, TXT, CSV, and RTF.
I
1] CrystalPreviewExportiury2 [JM5cdF x|
Note ’ e ] = Click the Export @ button, and the Export
Fomat  |Actabat Famt (PDF) =l window opens. Select the Format, then

Destnaton [DskFie ] select the Destination of Disk File or Email.

o | coren Click OK to proceed.

Part Il. Re-shuffle a Random Strike Sheet

This process is typically used by Magistrates or Municipal Courts that don’t use the trial
panel. However, if necessary, you can also re-shuffle the Random Strike Sheet from the
Trial Panel.

In magistrate court, this re-shuffle procedure is used to pull several juries quickly when
there is no time to move jurors back and forth from the trial panel to the appearance panel.

You can use these same instructions to re-shuffle a Random Strike Sheet for a Trail Panel

Note from Trial Panel Processing.

Step 1. Access the Appearance Panel.

1. Click to open the Appearance Panel Processing folder on the Menu Tree.
2. Select Appearance Panel Wide.
3. .Highlight the panel to re-shuffle.

Step 2. Access the Report Window

a Appearance Panel Reports Prompt [JMdrsF]

=]
MAR19-21 =| | 0f # = N« 5
Repart Option |F|and0m Strike Sheet Reshuffle Panel
Juror Master Yt | 2013

Parel Type Appearance
Parel D MaR19-21

3rd Party M ailer PDF file name

Figure 19.2: Report Control Window
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2. Select the Random Strike Sheet from the Report Option dropdown list.
3. Click the Re-Shuffle Appearance Panel button and Print or Preview

Note

the Random Strike Sheet.

You can re-shuffle the strike sheet as many times as needed to change the order of

your jurors.

ﬂ Report Preview

et | 1/1 = & oo~
Preview |
|
X CrystalPreviewExportiury2 [JIM5cdF] [==
Format |Acr0bat Format [FOF) j
Destination | Dizk File hd
ok Cancel

When previewing a report on your computer
screen, you can print or export the report.
Files can be exported in these formats: PDF,
XLS, DOC, TXT, CSV, and RTF.

Click the Export @ button, and the Export
window opens. Select the Format, then
select the Destination of Disk File or Email.
Click OK to proceed.
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Lesson 20: Enter Juror Mileage

This lesson explains two ways to add mileage to a juror’s record.

Lesson Objectives

+ Add mileage to juror records in Mark Present Alpha/numerically.

+ Add mileage to juror records in Quick Mileage Entry.

Part I. Quick Mileage Entry

Follow these steps for each day the juror reports to court.

Step 1. Access Mileage Quick Entry

1. Click to open the Payment Processing folder on the Menu Tree.

2. Select Mileage Quick Entry.

3. Enter the Service from and Service to dates. Use the Jury Present List report

for these dates.

Step 2. Enter Mileage

Mileage Quick Entry - Unpaid Days Present

Service from | 04040000 Ta | 0/0/0000 Panel ID | Panel type | “Blank -
El
durar rumber | o Year |2ggg j v ﬂ
v pdate &l Duays faorJuror
Swe Date | Juror # | Marne | H# Days | # Miles |Mileage rate Amaunt | Pay rate | Fis

241342008 283 Adarns, EmmaJ 1 1250 0.400 15.00 10.00
2/13/2008 333 Adarmnsz, Joshua A 1 0.00 0.400 10.00 10.00
2/13/2008 10309 Browing, Marcela s 1 .00 0.400 1360 10.00
2/13/2008 11117 Brown, Romeigus b4 1 5.00 0.400 12.00 10.00
241342008 14643 Canall, Linda L 1 2. 0] 0.400 13.20 10.00
2/13/2008 15559 Chandler, kiante 1 0.0o0 0.400 10.00 10.00
2/13/2008 16445 Clark, Bermice | 1 10.00 0.400 14.00 10.00
2/13/2008 16773 Clawiter, Chrigtine L~ 1 0.00 0.400 10.00 10.00

Figure 20.1: Mileage Quick Entry Screen

1. Click on the # Mileage field corresponding to the juror and enter the mileage.

2. Click on the next juror, and the pay amount is automatically calculated.

3. Save when finished.
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Part Il. Mark Present Alpha/numerically

Step 1. Access Mark Present Screen

Click to open the Appearance Panel Processing folder on the Menu Tree.
Select Mark Present Alpha/mumerically.

Enter a Panel ID. You can double-click in this field to select from a list of panels.

- o=

Verify that the Panel type and Date present fields are correct. Change these if
necessary.

5. Click , and the Mark Present screen opens.

Step 2. Enter Mileage

M Mark Jurors Present [JMytE] §|
Mark Present .
Panel ID' | TEST Fanel type | Appearance
Juror pulled from | 2008 - Jurar number | g # Active # Available E
Juror name | Date present | 2/15./2008 @
Prezent far Panel ID | Prezent | Date present | Fay rate| # Milez |Mileage rate| Tatal Payment | Present for Panel by #
[v 2/15/2008 10,00 15.00 0.400 22.00
[ 241552008 1000 E. 0.400 15.20
[v 2/15/2008 10.00 | [ 0.400 20.00
[¥ 2/15/2008 1000 0. 0.400 10.00
[v¥ 2/15/2008 10000 0. 0.400 10.00

Figure 20.2: Mark Present Screen-Enter Mileage
1. Scroll to the right of the screen until the # Miles column is visible.

2. Click to activate the # Miles field.

3. Enter the mileage the juror traveled, and press the ENTER or TAB key. The Total

Payment is calculated.

4. When you finish entering mileage, click to create payroll records. This process
makes it possible to print checks and financial reports.

5. Close kd the screen when finished.
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Lesson 21: Print Payment Vouchers for Jurors

If your court does not print checks, you can print pay vouchers for jurors after their mileage
has been entered.

Lesson Objectives

% Print vouchers to pay jurors for mileage.
Step 1. Access Appearance Panel

1. Click to open the Appearance Panel Processing folder on the Menu Tree.
2. Select Appearance Panel Wide.

3. Locate the Appearance Panel that contains the juror to pay.
Step 2. Select Jurors to Pay

4. Double-click to open the Juror Manage window for the Appearance Panel.
5. Select the jurors to pay with one of these methods:

- Highlight a juror, hold down the left mouse button, and slide the mouse.
- Hold down the CTRL key and left click each juror.

- Highlight a juror, hold down the SHIFT key, left click juror, highlight another
juror, and left click.

Step 3. Print Vouchers

Document Description | Document [D | i
Additional Information 03aDIMF
Clerk. Mo Show Letter/FTA OERESCHD
Court Canhcellation TICTCAN
Excuse Letter 03E=LET
Grand Jury Motice 04GILET

Juror Pay Youcher 05PJPAY

Jum Commisgioners T3JURCOM

Figure 21.1: Select Document Window

1. Click the Print Document button, and a Select window opens.

2. Select Juror Pay Voucher, and vouchers print for jurors in the Appearance Panel.
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| * |

TELEFHOMNE (@43 5630121 'JPff[Il’ Df ('[’[",1 [{ Uf ('["DHIT CIIL RECORDS (350 5955562
FAX (B6k 895853 Dorchester COUNTY CRIMINAL RECORDS (36 6 953564
EMAIL LeJ et GEDCo. Pickens 52,05 Cheryl L. Graham - CLERK FAMILY COURT & 6 5955010

101 Ridge Streat
St George, SC 20477

STATE OF SOUTH CAROLINA )
i
DORCHESTER )

I, Cheryl L. Grahar, Clerk of Cowrt for Dorchester, South Carolina, hereby certify that

RICHARD CWARTIN has served as a Petit Turor for Dorchester for 2 days, the week of
1002202008,

Helshe was paid $10.00 per day, for a total of $20.00.

Pickens, 5C

Septernber 19, 2005

Cheryl L. Grahar
Clerk of Court

Figure 21.2: Example Payment VVoucher
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Lesson 22: Print Checks

This lesson explains how to print a pay file to send to Finance for paying jurors.

Lesson Objectives
% Print a JMS Pay file to send to Finance.
Step 1. Access Print Checks Window

You can print checks by a date range, by an Appearance Panel, or for one juror. You can
also print Miscellaneous checks for purposes other than days served.

_1_UJ
Bank scet 8 [ DORCHESTER | Diwchemtix Tast Aeonrd

Chock date | 7/30/2000 m
Beginerg Check 8 (172

Enbei Pagroll date range 0F Seloct Panels

Begn datn (U000 [  Select Panch  Poreh Days Served
End date [poooon E I

OFf Ender/Salect Jursifi) One or Multiple

Jimne rumbar [ [ { Jurors
[ Sebect Multiphe Juroin by Pamel @
A Pl Migcellanesus Check
Pagee [Jethey Schatheh Amound | 1000 Miscellaneous
LT L I| CheCk
|

Gy | See [ Zp | [

Figure 21.1: Print Checks Screen
1. Open the Payment Processing folder and select Print Checks.

2. Print for Days Served:
Enter the Begin and End date or click the Panels button to select one or more
Appearance Panels or Trial Panels.

Print a Miscellaneous Check:
Enter the Payee name and check Amount. Enter their address information if the
check is to be mailed.

Print for One Juror:

Enter the Juror number, and the Juror Present Date button is enabled. Use
this button to review and modify any unpaid payment detail records that exist for
the juror.

Print for Multiple Jurors on a Panel:

Click the Multiple Juror by Panel [ button. Choose a panel from the Select
Panel window. When the Select Panel Jurors for Check window opens. Click the
Include checkbox to select a juror to pay.
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2 Edit [IMxgF] ==
Select Panel Jurors for Check B
Click individual lines to select/deselect OR click this button to selectall —> ¥
OR click this button to deselectall —> Mg
Include | Juror name | Status Panel ID Fanel type |
r Dowell, Grover C Active AUG 26, 2009 Trial
[ Otto, Peagy & Aclive AUG 26, 2009 Trial
v Stukes, Brenda R Active AUG 28, 2009 Trial
r Walker, Gloria B Active AUG 26, 2009 Trial
r Witherspoon, Rosaline M Active AlG 26, 2009 Trial
Panel [4UG 26, 2003 Tyee [Tl | [&UG 26, 2003
Statug | Active w | Juror Last Mame |

Figure 22.2: Select Jurors Window

3. Close i the Select Panels window, and the Print Checks window re-opens.

If multiple jurors have been selected, an Erase [%] button allows for unchecking the
selected jurors if necessary. You can then re-select jurors.

Print Checks |
Bank acct i |E|E|829184-D1 9588 | Batk of South Caraling
Check date [9/15/2008 [
Beginning Check # | 12207

Enter Payroll date range OR Select Panels

Beagin date [ 0,0/0000 @ Select Panels &
End date [0/0/0000 [

0OR Enter/Select Juror(s]

Juror number [ [
[ [Jurors Are Currently Selected) M] OR Select Multiple Jurors by Panel

Figure 22.3: Erase Payment Setting for Selected Jurors
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Step 2. Generate Check Verification Report and Process Checks

1. Click the Assign Check Numbers button to generate the Check Verification
Report.

2. Carefully review the check verification report.
3. When the check verification report is correct, click the Check Processing
button to create the JMSPAY file for Finance.

You can print your check verification report as many times as needed before you click the
Check Processing button. However, once you click the Check Processing button, you
will not be able to generate the check verification report again.

The JMS Pay File is saved on a folder set up by your CMS Administrator. You can either email

Note the file to finance from this directory or let finance know it is available for them to get.
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Lesson 23: Reprint Checks

This lesson explains how to re-print a check. You must have the identification number(s) of

the printed check before you can reprint the check(s).

Original checks must be voided before they can be reprinted.

Lesson Objectives

+» Void check(s) that are to be reprinted.
+» Reprint the voided check.

Part I. Void the Original Check

Before reprinting checks, change the Check status in Bank Account details to void all

checks that need to be reprinted.

Bank Account Detais Uncearcd _________ |IN|EZ] QK

Bank acct #] 0052418401998 [Bank of South Carlina | Current balance -200.00
Trans Type | Transtt | Date | [rescription | Amount | Check
Check 12234 6/11/2008  Elackwaood, Valerie H 20,00 Dutstan
Check 12235 EA11/2008  Clarkson, Jackie G 20,00 Outstan
veliz, Lindzey b 20.00
Check 12237 6/11/2008  (Giriffin, Sarah E 20,00 Outstan
Check 12238 6/11/2008  Hare, Michaelene K. 2000 Outstan
Check 12233 6/A11/2008  Hartnagle, wiliam D 20,00 Outstan
Check 12240 EA11/2008  Marting, Ricky T 20,00 Outstan
Check. 17241 FA12008  Smnak Ann 200N Outstan ™
<
Transaction type | J Check type
Transi#t 12235
Date [5/11/2008
Amount 20.00
Description | Delis, Lindsey M
Juror number | 22865 Jurar Year
Check Status | Cleared dates: Bank | 5/11,/2008 E Court | 5/11/2002 E

Void date | §/11/2008 oid reazon |

Figure 23.1: Void Check in Bank Account Details

1. Open the Financial folder and select Bank Account Details, and the screen opens

with printed checks listed in the grid.
2. Highlight the check to void.

3. Select Void from the Check Status folder, and the date fields automatically show

the current date. Change these dates as necessary.

4. Save |¥]your changes.
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Part Il. Reprint the Check

Note

e <| < |

Bank acct # | 00825184-019388 | Bank of South Carolina |

OId Begin Check # | 12035

0id End Check # |[EiE:

Hew Begin Check # | 12274
New Check date [£/11/2008

Figure 23.2: Reprint Checks Screen
Open the Payment Processing folder and select Reprint Checks.
Double-click in the Bank acct # field, if necessary, to select a bank account.

Enter the identification number of the old check(s). If only one check, enter that
check number in both Old Check fields. For sequential check numbers, enter the
beginning check number and ending check number.

The next available check number displays in the New Begin Check # field.

The current date displays in the New Check date field, which prints as the check
date. You can change this date if necessary.

Click the Print [=| button, and the check prints with the newly assigned check
number, and a Check Verification report displays on your computer screen for
preview and printing.

15| Report Preview When previewing a report on your computer
screen, you can print or export the report.
@ 3 141 EI O L Files can be exported in these formats: PDF,
Preview | XLS, DOC, TXT, CSV, and RTF.
I
5] CrystalPreviewExportlury2 [JMScdF] =] . jﬂ
Click the Export button, and the Export
Format | Acrabat Ferml (PDF) =l window opens. Select the Format, then
Destination [ Disk Fik =l select the Destination of Disk File or Email.
oc | cancel] Click OK to proceed.
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Lesson 24: Reconcile a Bank Account

JMS provides several processes for bank reconciliation:
¢ Reconcile

e Automatic Bank Reconciliation (includes features for automatic or manual
reconciliation)

Both functions are used to view and manage outstanding debits and credits in a bank
account and both print a reconciliation report.

L_t', Jury Menu for Agency 31001 - Lee County Courthouse E@

File Help

-0 Administrative 3

-C0 Jury Setup Reconcile

-C1 Jury whee! Bank

-3 Appearance Panel Pioc | | aoot #t |123455TBS Lee County Cirouit Court Clear Checks| From # lni To# ,Ui

-2 Trial Panel Processing

3 Payment Processing Current register balance 9033.00 Last reconciled balance | 000 |11/1 01

S Financial - Dulstanding Credits 000 + Dleared Credts 5T D e
Bank Account + Dutstanding Debits 957.00 - Cleared Debits 0.00 0 ltems

Combined Account:

Bk Dl alulatiag stat t bal 10000.00 = Statement balance 000 [12/31/2011
Automatic B ank Account Recon ]

Credits

= Ch:;;:n :Z';:I' Tranz T Transtt | Amaunt | C\ear‘ Drate = Tranz Type | Tranzf | AmaLnt | Clear |
= ﬁwuu 000 [ 1A10/20
B8 Bank Account e | (R 1001 00 [ 1A0/200
Check 1002 00 [ 14020
Check 1002 000 [ 1A10/2m
Check 1004 00 [ 1A0/2m
Check 1005 00 [ 14020
Check 1008 000 [ 1A10/20m
Check 1007 00 [ 14020
Check. 1008 a0 [ 11020
Check 1008 000 [ 1A10/20
Check 110 1000 [ 14020
Check 11 woo [ 1A0em
Check mz 1w [ 140/20m
Check 1013 w0 [T 14020
Check o4 mo [ 1Aa0em
] ] 4 Check 1015 100 [ 14020
Check
oo | Bem o onw Do
Lee County Courthouse 1 G d 3
Trans # [ Date [0/0/0000 Date [ 0/0/0000

Support | Help |

Figure 24.1: Bank Reconciliation Options

Lesson Objectives

< Mark checks that have cleared the bank account.
«» Reconcile a bank account.

@

< Reconcile a bank with the automatic feature.

Part |I: Reconcile

Step 1. Access the Reconcile Screen

Open the Financial folder and select Reconcile, and the screen opens with balance and
statement balance information.

Checks that have not been cleared in JMS are listed in the Debits grid. Deposited amounts
display in the Credits grid.
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Reconcile

Bank

acct # |DDB291 84-019988 Bank of South Caroling Clear Checks| From # |D Tott |D
Current Statement
calculated Eurr;nttrfgis:r baclar:te Last reco;lcileddbaclar;ie [ 500%0000 [ 5;30_.#230'3 balance,
-- Outstanding Credits . + Cleared Credits . tems . . .
balance + Outstanding Debits 20.00 - Cleared Debits 120.00 E ltems |nd|Cat|ng
based on first the last
. Calculated statement balance =  Statement balance 4aa0.00| [ 6/30/2008 o
the credit Combined Accounts reconciliation
and debit Debits Credits date and
transactions Tranz Type | Trans# | Arnourt | Clear | Date Tranz Type | Transi# | Arnourt | Clear | ba|ance
H Check 12234 e o 1 O T 7 B W]
in your bank Check 12235 o0 [ sATA2008 amount.
account Check 12237 2000 T 6112008
detai IS . Check 12238 oo v EA1A2008
Check 12239 oo v BAtA2008
Check 12240 o0 [ sA1A2008
Check 12241 o0 v BATA2008
Check 12242 o0 [ sATA2008
Check 12243 200 [V BA1/2008
Check 12244 000 Vo sM1s2008

Non-reconciled
Debits

<

Non-reconciled
Credits

3
Trans # [0 Date [ 0/0/0000

>
Diate | 0/0/0000

Figure 24.2— Reconcile Screen

Balance Fields

These fields...

Provide this information...

Current register balance
— Outstanding credits
+ Outstanding Debits

Calculated statement balance

Calculation of the bank account balance by using the actual,
current register balance, subtracting credits posted after the
bank statement and adding debits entered the bank statement.
The result should match with the balance shown on the bank
statement.

Last reconciled balance
+ Cleared Credits
— Cleared Debits

Statement balance

Statement balance calculated by taking the last reconciled
balance (that is, the ending balance shown on the previous
bank statement), adding cleared credits and subtracting cleared
debits. The result should match with the ending balance on the
bank statement and with the calculated balance shown on the
left side of the screen.

Step 2. Select Processed Items to Reconcile

1. Enter the reconciliation date in the Statement balance date field.

2. Using the electronic or paper account statement provided by your bank, locate each
transaction in the credit or debit columns and place a check mark in the Clear

checkboxes provided.

You can also clear groups of checks by entering a range of check numbers in the
From # and To # fields and then clicking the Clear Checks button.
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As you clear each item, you will notice that the amounts in the cleared credits,
cleared debits, and items fields will increase.

When the statement balance amount matches the amount on your bank provided
statement, you know that you are “in balance” with your bank. The calculated
account balance will probably differ somewhat from the statement balance, as the
calculated balance will reflect items which have not yet cleared the bank and
therefore do not appear on the monthly bank statement.

Bank -
acct # | 00529184-019388 Bank of South Carolina Clear Checks| From # | 12234 Tott | 12244

Current register balance R000.00 Laszt reconciled balance | 4500.00 | 643042002
- Outstanding Credits 0.00 + Cleared Credits 0.0 0 ltems
+ Outstanding D ebits 100.00 - Cleared Debits 0.00 0 ltems
Calculated statement bal. 5100.00 = Statement balance 4900.00 | 7/31/2008
Cambined Accounts
Debits Credits
Tranz Type Transi | Arnount | Clear | Date Tranz Type | TransH | Amount | Clear |
12234 2000 [ BA1/2008
Check. 12235 2000 T BM1/2008
Check. 12240 2000 [ BA1s2008
Check. 12242 2000 I BM1/2008
Check. 12244 2000 I BM1/2008

Figure 24.3: Enter Sequential Check Numbers to Reconcile

3. Save when all cleared checks have been marked, and a verification message
prompt opens.

! E ArE yoU sure you wank to continue with Reconciliation?
L3

es Mo | Cancel |

Figure 24.4: Reconcile Verification Message Prompt

The cleared checks disappear from the grid, and the balance information changes to reflect
the newly cleared checks.

Record your reconciliation date, and your bank reconciliation is complete for the specified
bank account.

Part II: Automatic Bank Account Reconciliation

The Automatic Bank Reconciliation function provides an automated method of reconciling a
court agency’s bank account(s). Use this function to import a bank-provided text file
containing checks that have cleared the bank and automatically matches them with the
corresponding checks in the JMS system.

You can also use this function in manual mode without taking advantage of the import
functionality by manually clearing checks on the screen from the bank provided account
statement.
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By default, the function operates in “Automatic Reconciliation” mode. The toggle switch

button can be used to switch between the automatic and manual reconciliation modes.

Section 3: Lesson 24

Automatic Mode

Step 1: Access Automatic Bank Account Recon Screen

1. Open the Financial folder and select Reconcile. The screen opens with balance
and statement balance information if All Open Bank Account Details has been
selected for the field next to Debits (highlighted in Figure 24.5 below).

Note

gi Jury Menu for Agency 18001 - Dorchester County Courthouse

File Help

The All Open Bank Account Details option is selected, which must be selected
after opening this screen. By default this field is set to Matches with
Reconciliation File until the reconciliation file is actually imported.

+- 0 Administative

- 00 Jury Setup

+- 20 Jury Wheel

+-(77 Appearance Panel F
-3 Tiial Panel Processit
+-(27 Paymert Processing
=-E3 Financial

Bark Account
Combined Accal

Automatic Bank Account Recon |

Bank Account
Last Reconciled

Statement Date

| DORCHESTER
10/15/2009

| Dorchester Test Account

Beginning Balance 9893.32

0/0/0000 Statement Balance oo

Service Charges a0 [o/0/0000 B Interest o0 [o/0/0000 ies]

Bank Account
Feconcile

Check Reqister
' Statement Reco
Bank Account F

< >
JSCHAFFRIC

Dorchester County Cou

Support Help

Reconciliation File | J
Debits |A\IDpen Bank account Details j Credits
Type ] Trans ﬂl Date ] Chk_smt }E\earlF\ac_Aml I ~ Type ‘ Trans # | Date ‘ Armount | Eleall
Chect 102 4/8/2008 5768 [ .00 Depasit 1 10/15/2009 100000 [
Chect 103 4/9/2008 greg [ 0.00
Chect 104 4/9/2008 greg [ 0.00
Chect 105 6/29/200 oo 0.00
Chect 106 £/29/200 00 T 0.00
Chect 107 7/8/2009 5500 I 0.00
Chect 108 7/8/2009 |00 T 000
Chect 103 7/8/2009 |00 T 000
Chect 110 7¢20/200 oo 0.00
Chect 111 7é29/200 2028 I 000
Beginnin Service Charges Interest
Egalam:g 96332 = N = L
0 Cleared Dehlts 0 Cleared Eled\ls
= Calculated Ealam:e 9883 32
Statement Balance 0.00

Reconcile

Difference -94883.32

Figure 24.5: Automatic Bank Account Recon Screen

The Bank Account field displays a bank account number if only one bank has been
defined. Select a bank account if multiple banks have been defined for your court

The Beginning Balance field shows that last reconciliation amount along with the
Last Reconciled date.

Checks that have not been cleared in JMS are listed in the Debits grid. Deposited amounts
display in the Credits grid.

2. Enter the Statement Date and Statement Balance. This is the ending balance on

the bank account statement that the bank provided.
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3. Enter the total amount of any service charges on the statement into the Service
Charges and include the date the charges were applied to the account.

4. If any interest was earned, that amount would be entered in the Interest field along
with the date that the interest was credited to the account.

As each of the items is entered, the bottom portion of the screen is updated with the entered
information, as shown in Figure 24.6 below.

% Jury Menu for Agency 18001 - Dorchester County Courthouse

File Help
) 50 St Automatic Bank Account Recon
Jurywhes!
00 Juw hes Bank Account | DORCHESTER | Derchester Test Accourt
-0 Appearance Panel F
4123 Trial Panel Processit | Last Reconciled  [70475/2009 Beginning Balance 988332
t g Ei:“;:::’:l Pracessing Staternent Date 1041542009 Statement Balance 1059806
5! Bank Account | Service Charges 325 [10732008 [ Interest| 165 [1014/2000 [
Combined Accol Reconciliation File | J
Bank Account T
Reconcile Debits |AIIDpen Bank account Details j Credits
Automatic Bank,
Check Register Type |Tlans ﬁ| Date | Chk_&mt |EIear‘Hec_Amt | ~ Type | Trans # | Date | Amount |Elear‘
Statement Reca | | Chech 102 4/8/2008 gras [ 0.00 Deposit 1 10/15/2009 100000 [
Bark Account F | | Chect 103 4/9/2008 res [ ulili]
Chect 104 4/8/2008 gras [ 0.00
Chect 105 E/23/200 oo I 0.00
Chect 108 B/29/200 o0 o.oo
Chect 107 74872008 g500 [ 0.00
Chect 108 7/8/2009 7o 0.00
Chect 103 74872008 mwo 0.on
Chect 110 74204200 10000 I 0.00
Chect 111 7/29/200 025 000w

Beginning Service Charges 325 Interest 1.65
Balance 986332 mm
0 Cleared Deit: s 0 Cleared Eledlls

< ¥
JSCHAFFRIC . = Calculated Balance 3531 72
Dovchoster County T Cleared Debits

orchester County Cou 3 Statement Balance 10598 06

and Credits : _
St Help Reconcile Difference 716.34

Figure 24.6: Automatic Bank Account Recon Screen with Populated Fields

The bottom portion of the screen displays the current reconciliation status by displaying
each of the components in the basic bank account reconciliation formula and their current
values.

As you can see in Figure 24.6 above, all elements of the reconciliation formula have been
populated with the exception of Cleared Debits and Cleared Credits. The reason for this
is that reconciling actually account transactions hasn't begun.

The Difference amount of $716.34 displayed at this point represents the total net amount
of Bank Account debits and credits which must be marked as cleared to balance the account
with the provided statement.

Step 2: Import Bank Statement File

This step involves importing the bank provided text file containing checks that have cleared
the bank.

1. Double click the Reconciliation File field, and a location prompt opens.
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Open @
Look in: | i My Computer j &= E-

e ocal Disk (C:)
< DVD/CD-RW Drive (D:)
U3 System (E:) %
“®scimss on 'cmsfiles’ (Fr)
“#*Remavable Disk (1:)
“®seemss on 'omsfiles' (Q:)
Zweh server (K1)
“# scems on 'Scemssgl ()

My Documents

g! File name: || j Open |
My C.omputer Files of type: | j Cancel

-— [ Open as read-only
.

Figure 24.7: File Location Prompt

2. Double-click on any available drives/folders to drill down, locate, and select the
desired file by highlighting.

Open @
Look in: |E}Test Data j & & ER-
r E._]InputFileFormat. xls
> [£] paidasd. txt
2 @ Testrecon2. txt
MyRecent ]
EorEE E] Testrecon. txt
Desltop
My Documents
File name: |Testrecon3.bd ﬂ Open
. 5
My Computer  Files of type: | ~| Cancel
. [ Open as read-on
o | P :

Figure 24.8: File Location Prompt

3. Click the Open button to return the selected file name and location to the
reconciliation function. The import process automatically initiates. Once all data has
been imported, a completion message displays, and the Automatic Reconciliation
screen re-opens.
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File Help

'l“ Jury Menu for Agency 18001 - Dorchester County Courthouse

+-20 Administrative
+-23 Jury Setup
+- 20 Jury Wheel
+-20 Appearance Panel F
+-20 Trial Panel Processit
+-20 Papmert Processing
~-E3 Finarcial

Bank Account
Cambined Accor
Bark Account ©
Reconcie
Autamatic Bank
Check Register
Statement Reco
Bank Account F

< >
JSCHAFFRIC

Dorchester County Cou

Support Help

Automatic Bank Account Recon ﬂ
| DORCHESTER | Darchester Test Account

Last Reconciled | 10/15/2009 Beginning B alance 9993.32

1041572009 Statement Balance 10595.08

Service Charges | 325 |1[|,f1 /2009 Interest |

Bank Account

Statement D ate:

165 [10/14/2009

Recaneiliation File | EETTaEr

5_Bank Reconciliation’\T est DatahTestrecon

= @

Debits |AII Open Bank Account Details Credits
Type |Transﬁ‘ Date | Chk_aAmt |E|Ear|F|EE_Amt ‘ - Type | Trans # | Date | Amount |E|Ear‘
Chect 102 4/3/2008 5788 v 57.88 Deposit 1 10415742003 1o00.00 [
Chect 103 4/9/2008 gres W 57.89
Chect 104 4/9/2008 g7as | 57.83
Chect 105 B/29/200 1000 110.00
Chect 108 E/29/200 7o 0.00
Chect 107 7/8/2003 5500 [ 0.00 Calculated
Chect 108 7/8/2009 7500 [ 0.00
Chect 109 78,2009 00 0.00 Balance and
Chect 110 74204200 10000 0.00 leference
Chect 111 7/29/200 2025 I 000w
Beginning Semvice Charges 325 Interest 165
Balance 9EEIID -
4 Cleared Debits 233 B4 0 Cleared Credlls
== Calculated Balanca 3533 g
Cleared Deb|ts Statement Balance 1059806 /
Reconcile Difference 999,93

Figure 24.9: Automatic Bank Account Recon Screen

Step 3. Reconcile with Imported Bank Statement

In this simple example, the bank provided text file only contains 4 check numbers that
match Bank Account transactions. These 4 checks (marked as Cleared) now appear in the
left grid. The other open bank account transactions are not marked as cleared since they
were not matched with the data provided by the bank.

The Cleared Debits portion of the reconciliation formula has been updated with the
number of checks cleared and the total amount.

The Calculated Balance and reconciliation Difference have been updated to reflect the
cleared transactions. Note there is a dropdown box available at the top of the Debits grid
that controls which transactions are displayed:

Bank Account
Last Reconciled
Staternent Date
Service Charges

ReconcilliationFile

Bank Account Reconciliation - Automatic Mode ol

| 123486789 | Lee County Circuit Cour

11442011 Beginning Balance 0.00
12/5/2012 Statement Balance 450.00

| 0.00 | 0/0/0000 Inkerest | 0.00 |0/0/0000
] g
Debits |2l 0pen Bank decount Details ~| @ Credits
Type | Tranz # | Date | Amaunt | Clear |

23/ Urmatched Recon File Records

Figure 24.10: Debit Transactions

All Open Bank Account Details (Default Option)
Matches with Reconciliation File
Unmatched Recon File records
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The Unmatched Recon File Records option would be used if the check numbers that are
provided in the bank file do not exist in the JMS system. If there is a Difference in the
reconciliation display after file import and after manual entries (Service Charges, Interest,
Statement Balance) have been made, the cause may be unmatched reconciliation file
transactions. If this is the case you can select this option to view these unmatched
transactions for further research.

The text file provided by the bank only contains cleared checks, not deposits. Deposits are
reconciled by matching deposit amounts and dates on the provided bank statement with
corresponding Credits displayed in the grid on the right side of the screen.

Manually check the Clear column for these matching items. In the example above, a
$1000.00 deposit appeared on the statement so the corresponding item is marked as clear
by clicking twice in the Clear check box.

'.Ii Jury Menu for Agency 18001 - Dorchester County Courthouse

File Help

-0 Juy Setup Automatic Bank Account Recon =
Jury wheel

=00 Juy Whee Bank Accourt | DORCHESTER | Darchester Test Account

+-77 Appearance Panel F

-2 Trial Panel Processit | Last Reconciled  [70,15/2009 Beginning Balance 98832

jg::i::glpmemg Statement Date [ 10/15/2008 Statement Balance 10535.06
B BarkAcoount | SericeChages [ 326 [10713/2008 [ Interest | 165 [ 1041412009

Combined Accor
Bank Account T

Recancile Debits |AIIEIpen Bank &ccount Details j Credits

Automatic Bank
Check Register Tupe |T|ans 31| Date | Chi_smt |CIear‘F|ec_Amt | -~ Tppe | Trans H | Date | Amaunt |Clear‘

B StatementReco | | Chech 102 4/3/2008 5788 ¢ 5088 Deposit 1 10/15/2009 100000 | ¥
B Bark AccountF | | Chect 103 4//2008 5788 [ 57.9 i
Chech 104 4472008 5780 ¥ 5709
Chech 105 &/23200 11000 ¥ 11000
Chect 106 B/23/200 7500 | 000
Chech 107  7//2008 5500 [ 0.00

r

r

~

r

Reconciliation File | 55 PTFshHeat Calls"JM 542009 Heat 93339_J55_Bank Reconciliation\Test Data\Testrecon.t«t

Chect 108 77872009 75.00 0.0
Chect 109 74872009 76.00 0.0o0
Chect 110 74204200 100.00 0.0
Chect 111 7/29/200 2025 000«

EBeginning Service Charges 3.25 Interest 1.65
Balance 988332 —(

4 Cleared Deblts 283 B4 1 Cleared Eledlls 1000 oo
4 3
JSCHAFFRIC = Calculated Ealan:e 10593 i)
Dorchester County Cou Statement Balance 10596.06
e Help Reconcile [ Difference -0.02 ]

Figure 24.11: Updated Automatic Bank Account Recon Screen

As shown in Figure 24.11 above, the difference between our reconciled balance (Calculated
Balance) and the Statement Balance (Ending Balance from the bank account
statement is now two cents.

Normally, after clearing all matching items provided by the bank account, deposits, and
entering additional transactions (Service Charges and Interest), the difference would be
zero. But in rare instances it is possible that a check may be processed by the bank with a
different amount.

The amount difference could be due to an error by the JMS user. For example, this could
occur if a manual check is written, but when the check is entered into the JMS system, it is
entered with a different amount.
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A difference may also be due to a bank error if an incorrect amount for a check is input on
their end. In either scenario, these amount discrepancies will be highlighted in the grid as
seen in Figure 24.11 above.

Since the check number is a match with the provided bank file, the items are still marked
as clear, but the discrepancy in the amount is highlighted in red text. In the above
example, it is easy to see that the two cents balancing difference is the result of two checks
with amounts that differ between the bank records and JMS records. If it's determined that
the error is on the banks end, then measures will have to be taken to correct the error with
the bank.

Step 4. Finalize the Reconciliation

'.IE Jury Menu for Agency 18001 - Dorchester County Courthouse

File Help
Adrminislrati :

: g Jw;”'g:t:;"'e Automatic Bank Account Recon ﬂ
Jury whesl

: g Al;rsaalai:e Panel F Bank Account |DDF|CHE5TEF| |DorchesterTesl Acoount

(1 Trial Panel Processir | Last Reconciled  [10/15/2009 Beginning Blance 986332

t g Ei:_n,‘;:::IPmcessmg Statement Date  [10/15/2009 Statement Balance 1059205
Bark Account Service Charges 325 [10/13/2009 @ Interest | 165 [1014/2008  [EE
5" Combined A o
: Bzg’kﬁimﬁ%‘ Reconciliation File |55 PTFs\Heat Calls' M5 12009\ Heat 33339_J55_Bank ReconciliationT est DataT estiecond.t
::tco?:tiwlceBank Debits |41 0pen Bank Account Details | Credits
Check Register Type |Tlans ﬁ| Date |Chk7Amt |CIear‘HecﬁAmt | ~ Type | Trans # | Date | Amount |Clear‘
5 Gratement Feco | | Chech 102 4/3/2008 5783 [ 57.88 Depost 1 10/15/2003 1000.00 | I«
Bark AccountF | | Chect 103 4/9/2008 57.83 57.89 %

"
Chect 104 44972008 57rEs W 57.89
Chect 105 6/29/200 1w W 110.00
Chect 108 £/29/200 w00 0.0
Chect 107 74872009 500 [ lili]
Chect 109 74842009 w00 0.0
Chect 109 7/8/2003 7o ulili]
Chect 110 74204200 10000 0.0
Chect 111 7/29/200 025 000

Beginning Service Charges 3.25 Interest 1.65
Balance FRAIIZ - (

4 Cleared Debit s 233 B4 1 Cleared Cledlls 1000 ili]
< ¥
JSCHAFFRIC = Calculated Balance 10593 7]
Dorchester County Cou Statement Balance 10598.06

S Help | Reconcile | Difference 002

Figure 24.12: Updated Automatic Bank Account Recon Screen

1. Click the Reconcile button, and if a Difference exists between the Calculated
Balance and Statement Balance, the following message displays.

'? There is currently a recondiliation difference of $-0.02. If you comntinue with the reconcilation, an adjustment transaction will be created for the difference in order to balance the account.

Do you wish to continue?

fes Mo | Cancel ‘

Figure 24.13: Message Prompt for Different Balances

2. Click Yes to continue, and another message prompt opens regarding generating the
accompanying Reconciliation Report.
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Report Files TEMPLATE X

' A recondliation report can be generated prior to the final recondlement update.
. Would you like to preview and/or print this reconcilation report?

Yes - Preview the report and then print if desired

Mo - Print the report without preview
Cancel - Do not preview or print repart

Yes Mo Cancel |

Figure 24.14: Message Prompt

3. Click Yes, the report previews on your computer screen where you can review the
report and then print. No, and the report is automatically sent to the printer
without preview. Cancel abandons the printing process. No report is generated or

printed.
Dorchester County Courthouse
Bank Account Recenciliation Listing
Sorted by: Transaction Type and Date Clearsd
Check # Cleared Date Amount
Debit Adjustments:
11/03/2009 §1.82
Total Debit Adjustments: 1 S1.82
Bank Charges:
107302008 §3.29
Total Bank Charges: 1 329
Check:
128 10:27,2009 521.00
129 10:27,2009 534.00
130 10:29:2009 522.00
131 10:29,2009 524.00
132 10:20,2009 528.00
133 10:29,2009 $36.00
134 10:29,2009 524.00
135 10:292009 510.00
136 10:292009 510.00
Total Checks: 9 5109.00
Interest:
10:31,2009 §211
Total Interest: 1 $2.11
RECONCILIATION SUMMARY
Beginning - Service Charges: 8§32 Interest: 5211
= = 515203.00 = e Ty A + ot i = Czlc. Balance: §14,902 82
Balance (Cl,ar_ﬂ Debits 5200.00 Clerared Cradits: 50. DD) Statement Balance: $14001.00
Difference (Adj): 5-1.82

Figure 24.15: Example of a Reconciliation Report
(Does not reflect data from screen shots shown above.)

The report shown was generated from a different reconcilement process, so the information
displayed does not match the data displayed on previous screen shots. It does show however

Note how the report lists all reconciliation related transactions (ordered and subtotaled by
transaction type) followed by a final Reconciliation Summary which should match the same
summary provided at the bottom of the reconciliation screen.

After the report is previewed or sent to the printer, the following prompt opens:
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Report Files TEMPLATE

AN

Are you finished previewing/printing the reconcilation repert and are you ready to finalize the recondlement updates?
Mote: Once updates are finalized the reconcilation report cannot be regenerated.

Yes - Preview /print is complete - proceed with final recondlement updates
Mojcancel - Return to reconcilation process without performing final reconcilement updates.

Yes Mo | Cancel |

Figure 24.16: Message Prompt After Report Generation, Preview, Print

4. Click Yes to continue. If you choose not to continue, you are returned to the
reconciliation screen with all entries and changes intact allowing you to make
additional changes if desired.

After completing the final reconcilement, the process will update each transaction marked
as Clear in the grids to a cleared status in the Bank Account Details file. In addition,
cleared transactions are created for the service charges, interest payment and balancing
adjustment (if applicable).

Once the process is complete, the Automatic Bank Account Reconciliation screen is
redisplayed with the updated bank account information and transactions. The items just
reconciled are no longer visible in the grids and the Last Reconciled date and Beginning
Balance have been updated.

in Jury Menu for Agency 18001 - Dorchester County Courthouse

File Help

=l *

£ Jup el Automatic Bank Account Recon ﬂ
Jurywheel

1 B duy el Bank Account |DDHCHESTEH |DulchestsrTeslAchunl

+ [0 Appearance Panel F

+- {20 Trial Panel Processit | Last Reconciled  [10,15/2009 Beginning Balance 10538.06

i g ;:5;:::’;':'@955"19 Statement Date [o/0/000(] E Statement Balance 0.00

&' Bank Account Service Charges 000 [o0/0/0000 @ Interest 000 [0/0/0000 @

Combined Accar

Btk Accowt Reconciliation File | J
Reconcile Debits |AII Open Bank Account Details j Credits
Automatic Bank
Check Register Type ‘ Trans tt| Date | Chk_amt |Eleal‘Hec_Amt ‘ ~ Type | Trans # | Date | Amount |Elear‘
Statement Reco | | Chect 106 6/29/200 7800 T 0.00
Bark Account F | [ Chect 107 74842009 8500 [ 0.oo
Chect 108 74842009 7800 T 0.00
Chect 109 74842009 7800 [ 0.oo
Chect 110 74204200 oo T 0.00
Chect 111 7429:200 025 [ 0.oo
Chect 112 7429200 non T 0.00
Chect 113 7429:200 1000 [ 0.oo
Chect 114 74307200 non T 0.00
Chect 115 10/27.420 2900 [ 0.00 s

0 Cleared Debits 0 Cleared Credits

nga‘g:':zg TOEBE0E = ( Service Charges 000 ) ( Interest il UU)

< >
JSCHAFFRIC == Calculated Balance 10598 05
Dorchester County Cou Statement Balance 0.00

Suppart Help Reconcile Difference -10598.06

Figure 24.17: Automatic Bank Account Recon Screen After Generating a Reconciliation Report

The account is now reconciled and ready until the next account statement/file is received.
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Manual Mode

In manual mode, the bank provides only an account statement, not text file of cleared
items.

When in manual reconciliation mode, the Reconciliation File field becomes inactive (gray
and protected). This represents the primary difference with manual reconciliation in that
all checks must be cleared manually rather than being matched and cleared automatically
based on the input bank file data.

’i Jury Menu for Agency 18001 - Dorchester County Courthouse @@E\
Fie Help
-0 Juy Setup Automatic Bank Account Recon ‘
-3 Juy whesl
% 50 ppesrance Panel F Bank Account  [DORCHESTER [ Dorchester Test Account [Toagle Auto reconcile (Input File)Manual Reconcile (Statement Only)|
#-C0 Trial Panel Processir | Last Recanciled  [10/15/2008 Eeginning Balance 10598.08
#-C3 Payment Processing -
- 3 Finncial Statement Date [ 0,0,/0000 Statement Balance 0.00
Bank Account | Service Charges | 0.00 [0/0/0000 Interest [ 0.00 [0//0000 s
Combined ACSO! | poconcilition File [ |
Bank
He:nnm_\[u Dehits |41 0pen Bark Account Detais Ea Credits ]
B Chenk Rogiter | |_1222_[Tars 8] Date Chicml |Clea] | Type | Tians# | Date Amount_| Clear]
tatement Reco | | Check 108 6/29/2009 | T Deposit 2 10/28/2009 nzws [
Bank Account F | | Check 107 7/2/2009 5500 [
Check 108 7/2/2009 | T
Check 109 7/2/2009 | T
Check 110 7/20/2009 10000 [
Check 111 7/29/2009 028
Check 112 7/29/2009 1000 T
Check 113 7/29/2009 1000 T
Check 114 7/30/2009 1000
Check 115 10/27/2003 2300 [~ v
Beginning Service Charges 0.00 Interest 0.00
Balance 10556.06 = +
0 Cleared Debits 000 0 Cleared Credits 0.00
< >
JSCHAFFRIC = Calculated Balance 10538.06
Darchester County Cou Statement Balance 0.00
open | i _Reconcie | Diterce [ o5ea0e

Figure 24.18: Manual Mode Switch

1. Click the reconciliation mode toggle %l button to switch to manual mode

The Bank Account field displays a bank account number if only one bank has been
defined. Select a bank account if multiple banks have been defined for your court
agency.

The Beginning Balance field shows that last reconciliation amount along with the
Last Reconciled date.

The All Open Bank Account Details option is selected, which must be selected
after opening this screen. By default this field is set to Matches with
Reconciliation File until the reconciliation file is actually imported.

2. Enter the Statement Date and Statement Balance. This is the ending balance on
the bank account statement that the bank provided.

3. Enter the total amount of any service charges on the statement into the Service
Charges and include the date the charges were applied to the account.

4. If any interest was earned, that amount would be entered in the Interest field along
with the date that the interest was credited to the account.

5. Double-click in the Clear checkbox to clear individual transactions (Debit & Credits)
in the grid.
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You can also highlight groups of transactions using SHIFT-click or CTRL-click.

ﬂi Jury Menu for Agency 18001 - Dorchester County Courthouse

File Help
LS e *
-6 Juy Setup Autormatic Bank Account Recon =)
Jury wiheel
5 e BankAccount  |[DORCHESTER [Dorchester Test Asount
#1270 Appearance Panel F
#-[2] Trial Panel Processit | Last Reconciled  [10415/2003 Beginning Balance 10538 06
t g El:g;?zglProcessmg Statement Date 000000 Statement Balance 0.00
51 Bark Account Service Charges 0.00 [0/0/0000 @ Interest 0.00 [0/0/0000 @
Combined Accol Recancilistion Fil ‘ J
ark Account C I
Reconcie Debits |4l 0pen Bank Account Detals ~| Credits
Audomatc Bark Tiansh]  Dale | ChkAm [Clea] Amount_| cl
Check Register = =5 T 2P [Clearuncear selected cheas et el
Statement Reco 108 B/29/2003 7800 - Uepast /2009 12680 [
Bank Account F 17 7/8/2009 55.00 I
1og 7/8/2009 7800 T
109 7/8/2009 7800 I
o 7/20/2009 10000 [
m 7/29/2009 2025 -
nz 772972009 1000
1z 7/28/20039 1000
114 743072009 1000
15 104272003 2300 [~ hd
Beginning Service Charges 0on Interest 0.00
Ealance 1053305 == -+
0 Cleared DEhI[S 0 Cleared Eredlls
£ b
JSCHAFFRIC = Calculated Balance mssa 05
Dorchester County Cou Statement Balance 000

Suppart | Help Reconcile Differences A0598.05

Figure 24.19: Clear Checks Manually

6. Click the Clear/Unclear Selected Checks & button to clear the highlighted
checks. In Figure 24.19, the highlighted checks 106 — 113 are cleared as shown in
Figure 24.20.

ry Menu for Agency 18001 - Dorchester County Courthouse

File Help
% 0 Juw Setup omatic Bank Account Recon j
. g ;‘;s::r::i pan | BEmcAceount  [DORCHESTER [Dorchester Test Account
-0 Trial Panel Processic Last Reconciled 10M15/2009 Beaginning Balance 10598.06
e

g;:i:igfmessmg Statement Date 10/28/2009 Statement Balance 0.00
3 Bank Account Service Charges 000 |o0s/0/0000 Interest 000 [ 0/0/0000

g::::::;fucl Reconciliation Flle | J
Hecom:i.\e Debits ‘AH Open Bark Account Details ﬂ Credits
Automatic Bank
Check Register Trans 31‘ Date | Chk_Amt ‘Clearl - Type ‘ Trans # ‘ Date ‘ Amaunt | Cleall
Statement Reca 106 6/29/2009 0y W Deposit 2 10/28/2009 15 [
Bank Account F W7 7/e/2009 ss0f

g 74842003 G g

103 74842003 7508 W

o 742042009 oo W

m 7/29/2009 2028 W

112 7429,/2009 o0y W

113 7429/2009 1008 W

114 743072003 1008 T

15 10/27/2009 29.00T “

Beainnin Service Charges Interest
i 0B 08 = 2 oo
8 Cleared Debits 420,25 0 Cleared Eraduls
< >
JSCHAFFRIC = Calculsted Balance [ 10177.81
Dorchester County Cou Statement Balance [ 0o

Support ‘ Help Reconcile Difference 07781

Figure 24.20: Cleared Checks with Updated Balancing Data

The selected items are now marked as clear and the balancing formula at the bottom
of the screen has been updated to reflect the change.

The same procedure can be used to unclear a group of transactions as well.
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Use the Clear/Unclear Selected Checks & button to toggle selected transactions
to the opposite of their current state. So if a highlighted transaction is currently
marked as cleared then it will change to un-cleared and vice versa.

7. Verify that all Debits and Credits have been marked as cleared.
8. Click the Reconcile button, which updates the system.
The same report and option prompts and option provided for automatic

reconcilement are also provided for manual reconciliation. (See the Automatic Mode
section, above, for more information.)
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Lesson 25: Print a Check Register Report

Print the Check Register report to list checks printed for jurors. This report assists in the
bank reconciliation process.

Lesson Objectives

+ Print a Check Register Report to use in the bank reconciliation process.

These instructions are for a typical Check Register Report to use in the bank reconciliation
process.

1. Open the Financial folder and select Check Register Report.

Check Register Report | | &la|2/a %

Restricted by

Select date range

Which period to repott? | |Jser Defined w | BeaginDate |5/1/2008
Length of report period | ser Defined ~| EndDate |g/30/2003

Starting Check # |0
Ending Check # |0

Check Status ,m
Sorted By
+ Check Mbr

" Payee Name

Figure 25.1: Check Register Report Screen

2. Keep the User Defined entries in the Which period to report? and the Length of
Report period fields.

Enter the Begin Date and End Date for the reporting period.

4. Keep the default entries in the Starting Check #, Ending Check #, and Check
Status fields.

5. (Optional) Click to select a Sort By setting to print the report by check number or
payee name.

6. Click the Print button.
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Dorchester County Courthouse
CHECK REGISTER REPORT
Filtered by: Transaction Date From: 6/1/2008 Thru 63052008 Sorted by: Check Nbr.
CHECK

NUMBER DATE AMOUNT STATUS PAYEE NAME
12234 61172008 $20.00 Outstanding Blackwood, Valerie H
12235 61172008 $20.00 Outstanding Clarkson, Jackie G
12236 61172008 $20.00 Voided Delis, Lindsey M
12237 61172008 $2000 Cleared Griffin, Sarah E
12238 61172008 $2000 Cleared Hare, Michagleng K
12239 61172008 $20.00 Cleared Hartnaale, william O
12240 61172008 $20.00 Outstanding Martino, Ricky T
12241 61172008 $20.00 Cleared Smoak, Ann i
12242 61172008 $20.00 Outstanding Sweat, Laura M
12243 61172008 $20.00 Cleared W ood, Randall 5
12244 61172008 $20.00 Outstanding Drelis, Lindsey M

REPORT TOTAL $220.00 NUMBER PRINTED: 11

Figure 25.2: Printed Check Register Report
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Lesson 26: Generate a Statement Reconcile Report
and Bank Account Register

Generate these reports as part of the bank reconciliation process.

Lesson Objectives

< Print a Statement Reconcile Report.

+ Print a Bank Account Register Report.

Step 1. Generate the Statement Reconcile Report

1. Open the Financial folder and select Statement Reconcile RPT.

Statoment Reconciiation RPT | ERED

Bank acct “| 00829184-013958 |D0rchester Courty Courthouse |

The repartwill startwith the selected bank account's Current Balance, then adjust for all
outstanding credits and debits, then show & "calculated" statement balance thatvou should
reconcile to the bank's statement ending balance.

Figure 26.1: Statement Reconciliation RPT Screen

2. If necessary, enter or change the Bank acct # field.

3. Click the Print button.

Dorchester County Courthouse
Statement Reconciliation Report
This report displays details for Statement reconcilitation for a given account
Filtered by: Acet #:00220184-019988 Bank of South Carolina Sorted by: Trans D ate
TRANSACTION DATE DESCRIPTION AMOUNT STATUS

Current System Balance in JEMS $5,000.00
12234 61152008 [ Check $20.00 Outstanding
12235 61152008 [ Check $20.00 Outstanding
12240 61152008 G Check $20.00 Outstanding
12242 611142008 o] Check F20.00 Outstanding
12244 61152008 [ Check $20.00 Outstanding

Plus Outstanding D ebits $100.00

Current statement balance $5,100.00

Figure 26.2: Printed Statement Reconciliation Report
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Step 2. Print the Bank Account Register Report

1. Select Bank Account Register from the Financial folder.

HRestricted By
Bank acct # |00329184-019388 [Darchester Courty Couthouss |

Select Tranzaction Date Range

Which period to report? || ser Defined ~ | Report From D ate £M/2008
Length of report period || ser Defined ~| Report Thiu Date E/320/2002

Figure 26.3: Bank Account Register Screen

Bank Account Rogistor | EREEE

2. Keep the User Defined entries in the Which period to report? and the Length of

Report period fields.
3. Enter the Begin Date and End Date for the reporting period.

4. Click the Print button.

Dorchester County Courthouse
Bank Account Register Report
This report displays details on the transactions for a given Bank Account over a period of time
Filtered by: Acct#: 00820184-010938  Bank of $outh Carolina Trans Date From: 06152008 Thru 062002003 Sorted by: Trans Date
TRANSACTION DATE DESCRIPTION CLE DATE AMOUNT STATUS
Debits
12237 611172008 G Griffin, Sarah E 63072008 20.00 Cleared
12238 6f11/2008 ¢ Hare, Michaelene K 63072008 20.00 Cleared
12239 6f11/2008 G Harthaale, William D 63072002 20.00 Cleared
12241 G11/2008 ¢ Smoak, Ann M 6/30/2002 20.00 Cleared
12243 61142008 C  Wood, Randall s GIE02008 20.00 Cleared
100.00
12234 61172008 ¢ Blackwood, Yalerie H 1i1i 20.00 Outstanding
12235 Gf11/2008 ¢ Clartkson, Jackie G 1mn 20.00 CQutstanding
12240 G/11/2008 ¢ Martino, Ricky T 1mn 20.00 CQutstanding
12242 61142008 C Sweat, Laura M 1n 20.00 Qutstanding
12244 61142008 < Delis, Lindsey M 11 20.00 Qutstanding
100.00
12236 Gf11/2008 ¢ Delis, Lindsey M 611172002 20.00 Yoided
20.00

Figure 26.4: Printed Bank Account Register Report
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Lesson 27: Close Appearance Panels and Trial Panels

When trials and court sessions are complete, you can close Trial Panels and Appearance
Panels. These panels remain in the system as historical records and cannot be edited.

You can access these closed panels by accessing the panel wide screen (Appearance Panel

Wide or Trial Panel Wide) and use the Toggle EI button to display non-finalized, finalized

or all panels.

Lesson Objectives

% Close an Appearance Panel.

< Close a Trial Panel.

Part I. Finalize an Appearance Panel

IR . e ] ] ] 2] = & o] ] 9

Panel ID | FPanel type Description | Term of service | Date
NDV 102008 Appearance NDV 10, 2008 1WEEK 141 df'zpu'?':‘éi"ggtu%ﬂ
MNOW 17, 2008 Appearance MOV 17, 2008 1WEEK 1172008 800 am
MOV 24, 2008 Appearance MOV 24, 2008 IDAYS 11/24/2008 800 am
MOV 3, 2008 Appearance MOV 3, 2008 1WWEEK. 11/3/2008 8:00 am
OCT 13, 2008 Appearance  OCT 13, 2008 1WWEEK. 10/13/2008 800 am
OCT 20, 2008 Appearance  OCT 20, 2008 IDAYS 10/20/2008 800 am
OCT 27, 2008 Appearance  OCT 27, 2008 1WEEK 10/27/2008 800 am
OCT &, 2008 Appearance  OCT 6, 2008 1WEEK. 10/6/2008 12:00 a
20 Appearance < 800 ;

SEPT 22, 2008 Appearance  SEFT 22, 2008 3DATS 9/22/2008 8:00 am
SEPT 29,2008  Appearance  SEPT 29, 2008 1WEEK 9/29/2008 8:00 am
< ¥

Panel ID [5EPT 15, 2008

Panel type |

[~

Description | SEPT 15, 2008

Term of service |‘| WEEK,

Report Date/Time |9;15;2003 |s;ou am Location |CTR

Number of jurors [150 # Active [ 141 # Available

Jury type [P

Judge | Trial type Pull jurors from | 2002 -
¥ Finalized Date | 101022005 Panel Floor

1. Click to open the Appearance Panel Processing folder on the Menu Tree.

Figure 27.1: Finalize an Appearance Panel

2. Select Appearance Panel Wide and highlight the panel to finalize.
3. Click to check the Finalized checkbox.

4. Click to save.
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Part Il. Finalize a Trial Panel

Trial Panei -Nor-Finatized RSBl TRl e AP Ry

Panel ID | Panel type | Drezcription

| Term of service

2007CP4200007 Trial

2007CP4200001
2007 00z 02

2007CPA2.

1 week

Apply current record
1=

1 week

Panel ID | 2007CP4200002

Panel type

[

Description | 2007CP4200002

Term of service |1 ek,

Report Date/Time |3£‘| /2008

Location ,T
Mumber of jurors ,107 # Active D # Available l:l
Jury tppe ,r Judge ,7 Trial type ,7
Trial Fi To[anzoe @Y
Date ,W Parel Floor ,7

B [12:00am

Last Update:l | |

Figure 27.2: Finalize a Trial Panel

1. Click to open the Trial Panel Processing folder on the Menu Tree.

2. Access the Trial Panel Wide and highlight the panel to finalize.

3. Click to check the Finalized checkbox.
4. Click to save.
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Lesson 28: Reconcile with Combined Bank Accounts

and Court Agencies

The Combined Bank Accounts feature can be set up for counties that manage multiple court
agencies from one office.

Step 1. Add a Record that Combines Bank Accounts

1. Click to open the Financial folder on the Menu Tree.

2. Select Combined Accounts Definition.

P B . 51 #| 5 ]

1

Carnbined Account Description Combined Acct 1D

2Don zter County Caourt
Dorchester County Couthouse Deseription |2Durchesler County Courthouse

Figure 28.1: Combined Accounts Definition Screen

3. Click the New button to create a record used to combine bank accounts and court

agencies.

4. Enter a description for the combined account. The Acct ID is automatically

assigned.

5. Save , and the Select Court Agencies window opens.

| Edit [IM4wkF] =)

Select Court Agencies for Combined Account

Combined Acct 1D | 2

‘ | Greerwaond County Courthouse |

OR click this button to deselect all —> M

Click individual lines to select/deselect OR click this button to select all

Include | Court Agency Description |
| I~ 18001 2Dorchester County Courthouse
- 18002 Dorchester Court Agency |

Figure 28.2: Select Court Agencies Screen

6. Click the Include checkbox to select court agencies.

7. Close & the window, and the Select Bank Accounts window opens.
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7] Edit [JM4w6F] =
Combined Acct 1D |3 ||D0rchester County |
Click individual lines to select{deselect OR click this button to select all —> M

OR click this button to deselect all —> M

Include | Court Agency Bank acct # Bank acct desc
- 18001 00829184-019988 Bark of S outh Carolina
- 18001 12334 Palmetto Bank
[ T# 18002 12344 Dorchester Court Agency I

Figure 28.3: Select Bank Accts to Combine Screen
8. Click the Include checkbox to select bank accounts.

9. Close & the window, and the Combined Accounts Defintion screen re-opens with
additional icon buttons available.

Combined Accounts Definition ﬁﬂ Eﬂﬂ
Combined Acct 1D ,37

Description | Dorchester Courty

Figure 28.4: Combined Accounts Definition Screen

You can delete, edit, or add Combined Account records as these records have no effect on

Note  ;\1s data.

Once a combined account is defined, you can:

%’% Open the Select Court Agencies window and edit the court agencies
included in this combined account.

| Open the Select Bank Accounts window and edit the bank accounts
included in this combined account.

Open the Display Combined Account Balances window where you can
review balances for the combined accounts, clear checks, and view a list of
cleared and uncleared checks.
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Step 2. Reconcile Checks for a Combined Account
N\

Combined Accounts Definition ﬁ e ﬂ gﬂﬂ
Combined Account Description Combined Acct [D '7

Description | Dorchester Courty

Dorchester County

Figure 28.5: Combined Accounts Definition Screen

1. Highlight to select the combined account to balance.

2. Click the Combined Account Balances L] button, and the Display Combined Acct
Balances window opens.

n] Display Combined Acct Balances [JIM4xcF] @

2Dorchester County Courthouse

Court

o Bank docount Dresafifan Cument Last Recon LastRecon | Mest Check
gency

Balance Balance Date Mumber

18001 0 Han h Caroling

1800 12334 Palmetto Bank 4370.00 436000 4/30/2008 24

4

Combined Account Totals: Curent Balance 1225300  Last Recon Balance 9510.00 ‘

Clear Checks:  From# [0 Thiough # [0 Clear Date | 0/0/0000 v

Figure 28.6: Display Combined Acct Balances Window

3. Enter the checks to clear and the date. Enter single checks (same check number in
both From # and Through # fields or enter a range of check numbers.

4. Save the information.

Step 3. View Bank Account Details

= | Display Combined Acct Balances [IMdxcF] ==
2Dorchester County Courthouse En >
Court Bank Account . Current Last Recon Last Recon | Nest Check
Agency Balan: Balance Humber
18001 12334 Palmetto Bank. 4870.00 496000 4/30/2008 24
« v
Combined Account Totals:  Current Balance 1225300  Last Recon Balance 9510.00 |
Clear Checks:  From# [0 Thiough# [0 Clear Date |0/0/0000 v

Figure 28.7: Display Combined Acct Balances Window
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1. From the Display Combined Acct Balances window, click the Bank Account

Details

2. Highlight a check to review the details in the data area of the screen.

=l button.

1] Edit Details by Account [JM2cfF]

Bank Account Details - Uncleared

Bark acet # [ 1045033811

| | Midland % alley Surmmary Court

-5421.71

Arnoint Check =
26551 4 03 3010 Outstany
26552 4/3/2009 13.03 Outstan
26553 4/3/2009 Ard, Larmy 15.05 Outstan
26554 4/3/2009 Atkinzon, Patrick D 28.08 Outstan
26555 4/3/2009 Beard, Kimberly C 11.52 Outstan
2B556 4/3/2009 Brown, Charles N 23.04 Outstan
26557 4/3/2009 Bumo, Ashley S 3010 Outstan
PRARR 4F3200A Clemmnnz Palette B 1707 Outstan ™
< r
/Tlansaclion type |Eheck J Check type [ 4,00 J \
Trans# | 26551
Date [4/3/2003  [BF
Amount 2010
Description | Abrey, Michael D
Juror number | 203 Jurar Year | 2005
Check Status [ Dutstanding | Cleared dates: Bank | 0400000 @ Court | 0/0/0000 @

oid date | 000000 E oid reason |

N

fl Trans date | 0/0,/0000 )
Check Transt [5 LezilpEa J Search for check by Trans# or
|
{ Check Status |"B|ank j ) Trans date.

Figure 28.8: Account Detail Screen

Use this screen to add deposits and make adjustments. You can also search for a check by

check trans # or trans date.

Use the Toggle button to switch between all checks, only cleared checks, and only

uncleared checks.
Note

Use [Ctrl+click] to highlight individual check records and [Shift+click] to highlight a range of

check records.
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Grand Jury and State Grand Jury
Processing

Lesson 28: Create and Manage a Grand Jury Panel ..........ccccooevviiiiiiiiiciciie e, 111

Lesson 29: Create a State Grand Jury Wheel ... 113
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Lesson 29: Create and Manage a Grand Jury Panel

Each year create two new appearance panels:

1. GJ Venire 2014

a. Create the panel for the appropriate amount of jurors (i.e., 150) and then pull the
jurors into the panel.

b. Give the jurors a sequence number and then print out the summons.

c. You can excuse, mark present and pay the jurors for that first appearance under
this appearance panel.

2. Grand Jury 2014

Create the panel - this panel will be your ‘working panel’ throughout the year once the 6
holdover jurors are transferred in and the new 12-15 jurors are selected. (you will not
create a Trial Panel — you will do all your work from the Appearance Panel)

After the Grand Jury has met for the final time for the 2013 calendar
year:

If you currently have your Grand Jurors in a Trial Panel:

1. Return all the jurors to their original Appearance Panel. ‘Mark present’ ONLY the
15 Grand Jurors who have already served ONE year.

2. Run a ‘Random Strike Sheet’. Use the first 6 jurors on this sheet as the holdover
jurors for 2014.

3. Transfer these 6 holdovers to the Grand Jury 2014 Appearance Panel and assign
sequence numbers. This will keep your experienced grand jurors at the top.

From the 15t Grand Jury term for the new calendar year — (GJ Venire 2014) - After the
Judge has qualified the jury

1. Run a Random Strike Sheet from Appearance Panel “GJ Venire 2014”. The first 12
to 15 jurors (depending on alternates) will be your new grand jurors for 2014.

2. Transfer the new 12 grand jurors into the ‘Grand Jury 2014’ Appearance Panel.
3. Reassign sequence numbers.

4. Transfer each alternate in the order they were drawn, one at a time, to the new
‘Grand Jury 2014’ Appearance Panel.

Resequence after each move.
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This is your complete Grand Jury 2014 Appearance Panel to use for the rest of the year.
The experienced six who are serving for the second time are at the top, numbers 1-6. The
next 12 names are the new Grand Jurors and the last 3 names are the new alternates.

After the jurors have been paid you can finalize the Grand Jury 2013 Appearance Panel
and the GdJ Venire 2013 Appearance Panel.

Repeat these procedures each year.
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Lesson 30: Create a State Grand Jury Wheel

This section explains how to pull a State Grand Jury wheel. For non-hosted counties,
instructions include the process for emailing the State Grand Jury Wheel to the South

Carolina Judicial Department's IT department for the final preparations.

Hosted Counties:

Perform Steps 1 — 3 only

Non-hosted Counties: Perform Steps 1 —4

Step 1. Access Appearance Panel Wide

File Help

m Jury Menu for Agency 31001 - Lee County Courthouse

oo ]

E-C0 Admiristative
B3 Jum Setup

[CTRYRRORSGIIE .| || | | ] 2] =[] ) el ] ) 9

L0 Jury wheel

b ark Present Al
) Trial Panel Processit
B-E0 Payment Processing
B0 Financial

Panel ID Panel type Description Term af service Drate to repdit | Time to re
FEB11-13 hppearance FEB11-13 3days 2M172m3 200 am
JANTT Appearance JANTT 1772013
MAR13-21 Appearance MARTS21 3Days 341872013 12:00 am
MARS-7 Appearance MARS-T Jdays 3/5/2013 9:00 am

Figure 30.1: Appearance Panel Wide

1. Click the Appearance Panel Processing folder in the Menu Tree.

2. Select Appearance Panel Wide.

Step 2. Create the State Grand Jury Appearance Panel

Appearance Panel F
Mark Present Be
Appeatance Par
urors Fresent R
-- Mark Present Al
£ Trial Panel Processi
- Payment Processing
-3 Financial

L_'t; Jury Menu for Agency 31001 - Lee County Courthouse EI@
File Help
Dy | | 5| 8| ] ¥] & @l 5| 8| B (] &[] 2|
#-C71 Jury wheel Panel D Panel type Diescription Tem of service | Date tareport | Time to re

FEB11-13 FEB11-13 3 days 241172013 9:00 am

JAN17 Appearance JaM1? 1Day 14172013 5:00 am
MARTS-21 Appearance MARTS-21 3Days 3419/2013 12:00 am
MARE-7 Appearance MARE-T 3 days 3/5/2013 5:00 am

Figure 30.2: New Appearance Panel

1. Click the New (& button.
2. Enter a Panel ID for the State Grand Jury. Note that the Description mimics the

data typed into the Panel ID field. You can change the description if necessary

before saving the panel.

Enter 1 YEAR as the Term of service.

4. Enter the time and date for the jurors to report to the court. This time and date is

used on the summons sent to the jurors.

5. Enter the court Location.

6. Enter the Number

7. Double-click in the Jury type field to open a Select window that lists all the jury

of jurors needed for this juror pool.

types available for your court.
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7| Select Jury type [JMolF] -

Select Jury Type E

Description | Jury tppe code ‘ Active
Grand Jury Gl [
Magistrate Jury ) Ird
~

Petit Jury Rl v

5

Figure 30.3: Select Jury Type Window

8. Highlight the State Grand Jury type, and click the Select [#1 button.

9. Click the Save [*]button, and the STG displays on the grid of the Appearance
Panel Wide screen.

L_‘L‘, Jury Menu for Agency 31001 - Lee County Courthouse EI@
File Help
B — P|E
-5 Juy Setup Appearance - Non-Finalized [ g 78] ‘09 . Xl 2
-0 Juny wheel Panel ID [ Panslype | Description | Term of service | Date to report_ | Time o 1
=8 3’,”::'1”;3 Fa”ﬁ‘; FEB‘H 13 Appearance FEB1113 3 days 2112M3  300am
Ell rezent be
' Appeatance Pat JAMTT Appearance JANTT 1Day 1417/20013 300 arn
& Jurars Present B MAR13-21 Appearance M&R13-21 3 Daps 319/2013 1200 am
P &' Mark Present ) MARE-7 Appearance MaRE-7 3 days 3/5/2013 5:00 am
23 Trial Panel Processit P 4 A o P

500 am

£ Payment Processing
&3 Financial

4

— =

Panel ID [5TG2014

Panel type [soocarance <

Description ‘ STGZ014

Term of service | 1YEAR
+ = = Report Date/Time | 3/11,/2012 @ 00 am Location RM38
EEEELERED Mumber of jurors [{57 # Active @ # Awvailable D
Lee County Courthouse Jury type [5G Judge Trial type: Pull jurors from| 2013«

[~ Findlized  Dale [0/0/0000  Panel Floor |

Support ‘ Help |

Figure 30.4: New Appearance Panel

Step 3. Pull Jurors

Click the Pull Jurors from Juror Master button.

K RandomSelect [JMh5F] 2

Random Select Jurors @
Parnel ID | GJ2014 | Jurorz Available

Description | GJ2014 |

Jurar Master vear 2013
Total Jurors Required for this Panel B0
Mumber of Active Jurors

Murnber of Jurorz Meeded

— — | Fa
on
=

Mumber of Jurors to Select |1

o
=

Figure 30.5: Random Select Jurors Window
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Click the OK button on the message prompt when the process is complete.

Panel | 3 |

l i 150 Jurors are selected

oK

Figure 30.6: Juror Selection Validation Message Prompt

Step 4. Non-Hosted Counties ONLY: Complete the Process and Email
the Jury Wheel

1. From the Appearance Panel, click the Print Reports @ button to open the Reports
Prompt screen.

5| Appearance Panel Reports Prompt [JM4rsF]

==
@ B 0 #¥ = x| % &

Repart Option |E|ecti0n ComMmisgion report tICreate State Grand Jury Fi|E| ﬂ

Fram date [0-0,/000]
Through date: 04040000

3rd Party Mailer PDF file name |

Figure 30.7: Appearance Panel Reports Prompt Window

2. Click the Create State Grand Jury File kd button, and the State Grand Jury
Wheel window opens.

-

5 StateGrandluryWheel [JM5bwF] =]

Court agency code [ 31001

Fanel type |Appearance J
Panel D |GJ2014
Drescription | GJ2014

Juror Master Year | 2012

Create Jury wheel File Cloze |

Figure 30.8: State Grand Jury Wheel Window

3. Click the Create Jury Wheel File button. This process creates a comma-delimited
file that is emailed to the South Carolina Judicial Department's IT department for
further processing.
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Parnel 29

The State Grand Jury file has been created successfully.
/AL ttislocated in CA\310016xt

oK

Figure 30.9: Validation Message Prompt

4. Click the OK button, and the email file opens. The To: and From: fields are
populated and the Jury Wheel file is automatically attached.

.

R Email Attached File2 [IMSksF] (=]
To |twhitten@sccourts.org Send
CC |

From: | anything@madeup. net
Subiect: | State Grand Jun wheel 2014

Attachment: [C\31007 tat b

Meszage: &

Figure 30.10: Email for State Grand Jury Wheel

5. Enter a Subject: line, and then click the Send button.
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