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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 

 
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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Step 2. Create an Appearance Panel 

 
Figure 1.2: New Appearance Panel 

1. Click the New  button to prepare for creating an Appearance Panel. 
2. 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. 

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

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 of jurors needed for this juror pool. 
7. Double-click in the Jury type field to open a Select window that lists all the jury 

types available for your court. 

 
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. 

1 10 

2 

3 

4 

6 
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10. Click the Save  button to save the panel record. It displays in the grid area of the 
Appearance Panel Wide screen. 

 
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. 
 
  



 Jury Management System Section 1: Lesson 1 

 

SC Judicial Department 6 

 

 Notes 
 
 
 
 
 



 Jury Management System Section 1: Lesson 2 

 

SC Judicial Department 7 

Lesson 2: Pull a Jury, Assign 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 A juror 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. 
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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. 

 

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

Figure 2.1: Enter Panel ID to Search 

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 

 
Figure 2.2: Pull Jurors for Highlighted Panel 

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

 

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). 

Figure 2.3: Random Select Jurors Window 

2. Click the Pull Jurors  button to continue. 

1 2 
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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 II. 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 

 
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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\ 
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. 

 
Figure 2.6: Password Confirmation Message Prompt 

3. Click OK to continue. 

 

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). 

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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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 III. 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 

 
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. 
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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. 

 
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.  

Approved 

Not 
Approved 
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2. Press the Pull Jurors  button, and the following screen opens: 

 
Figure 2.11: Approval Request 

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

 
Figure 2.12: Approval List 

4. Exit ane return to the Appearance Panel. 

Step 5. Pull Jury 

 
Figure 2.13: Random Select Jurors Window 

1. Highlight the Appearance Panel to pull jurors for. 

2. Click the Pull Jurors  button to continue. 
anel message prompt opens, which shows the n3. Click OK when the P umber of jurors 

selected. 
4. Follow the instructions in Part IV. Assign Sequence Numbers and Print Summons to 

complete this process. 
 

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). 
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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 

 
Figure 2.14: Access Print Window to Assign Sequence Numbers 

1. Double-click to select the Appearance Panel. 

2. Click the Print  button to access the Report Control Appearance screen. 

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

 
Figure 2.15: Verification Message Prompt 

4. Click Yes to continue. 
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Figure 2.16: Completion Message Prompt 

5. Click OK to complete the process. 

Step 2. Print the Summons1 

Figure 2.17: 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 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. 
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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. 

 
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  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  the Report window. 
 
 
 
 
 
  



 Jury Management System Section 1: Lesson 2 

 

SC Judicial Department 18 

 

 Notes 
 
 
 
 



 Jury Management System Section 1: Lesson 3 

 

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 

SC Judicial Department 19 

license records. 

 
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  button to list in the grid all names that meet the search 
criteria. 

1 

2 
3 

4 

5 

6 
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5. Highlight your juror in the grid. 

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

 
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 

 
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. 

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

 

Note 

 

 

When previewing a report on your computer 
screen, you can print or export the report. 
Files can then 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. 

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  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, XLS, DOC, TXT, CSV, and RTF. 

 
Figure 41: Preview Report Screen 

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

 
Figure 4.2: Export Screen 

2. Select the Format. 

 
Figure 4.3: Export Window (Format) 

3. Select the Destination of Disk File or Email. Click OK to proceed 
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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. 

 
Figure 4.5: Disk File Destination 
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Destination: Email 

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

 
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. 
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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 
 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  button. 
The juror or jurors who match the search criteria display in the grid. 

Step 3. Change Juror Status 

 
Figure 5.1: Locate Juror 

 

Note 
You can also change the status for multiple jurors. For example, if 3 jurors are over the age of 
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. 

 
Figure 5.2: Example Excuse Letter 

Step 4. Add or Edit Biographical Data 

  
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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Figure 5.4: Juror Information Window-General 

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

Note The fields in the Precinct tab define the juror’s location codes, which determine which court 
they would serve, such as township for municipal court. This information cannot be changed. 

 

 
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. 

 
Figure 6.1: Panel Detail 

3. Click , and the Transfer Jurors window opens. 
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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 . 

 
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. 

 

Note 

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  to toggle between active, inactive, and all 
jurors. 
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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. 

 
Figure 6.4: Inactive Jurors 

3. Click the Toggle  button until Inactive Jurors display in the grid. 

4. Note the juror’s Seq Nbr (sequence number) and exit  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. 

 
Figure 6.5.: Undo Appearance Panel Transfer 

 

Note When a juror is transferred, their status is set to TI 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. 

 
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.  

 

Note 
This same process is used the day of court if the judge excuses a juror. Use the Excused by 
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 

 
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. 
3. 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 
 button. 
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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 
 .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 

 
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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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 

 
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  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. 

 
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. 

 
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 II and III). 

Note Lesson 9 explains how to print reports to mark or scan jurors as present and how to print 
badges to scan and mark jurors present in JMS.  

Lesson Objectives 
 Scan individual juror’s badges to mark them as present. 
 Manually flag an entire panel as present or mark individual jurors as present. 
 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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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 

 
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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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 III. 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. 

2. Select Mark Present Alpha/numerically. 

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

4. 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 

 
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 

1. Click the All  button, and a checkmark displays in all Present checkboxes. 

2. Click  to save and create the pay records. 

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

2. Select Appearance Panel Wide. 

3. Highlight the appearance panel. 

Step 2. Mark Juror Present 

1. Click the Mark Jurors Present  button, and the Mark Present screen opens. 

2. 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. 

3. 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. 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 run the report on. 

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

5. Select a Juror Present List for a report. 

6. Click the Print  button. 
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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 

 
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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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 
 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. 

 
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. 

2. Select Appearance Panel Wide. 

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

4. Locate the juror to protect. 

 
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. 

 
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  button on the Appearance Panel screen to apply your changes.

You can enter a 
juror’s mileage here 
or in Mileage Quick 
Entry in Payment 

Processing. 
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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 

 
Figure 15.1: Jury Master Wide Selection 

Open the Trial Panel folder and select Trial Panel Wide. 

Step 2. Create a Trial Panel 

 
Figure 15.2: New Trail Panel 

1. Click the New  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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4. 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. 

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

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

 
Figure 15.3: 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. 

10. Click the Save  button to save the panel record. It displays in the grid area of the 
Trial Panel Wide screen. 

 
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 

 
Figure 16.1: Pull Jurors for Trial Panel 

Click the Pull Jurors  button. 



 Jury Management System Section 2: Lesson 16 

 

SC Judicial Department 58 

Step 3. Pull Jurors 

 
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  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 

 
Figure 16.3: Print Reports 

1. Highlight the Trial Panel in the grid. 

2. Click the Print  button. 
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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. 

 

 
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. 

  
Figure 17.1: Panel Jurors Window 

3. Click the Quick Return Jurors  button, and the Panel Juror screen opens, 
which lists all the jurors pulled for this Trial Panel. 

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

5. When all jurors have been selected, verify that the Keep radio button is selected. 

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

 
Figure 17.2: Verification Message Prompt 

7. Click Yes to this message prompt. 

4 

5 

6 

This counter 
indicates the 
number of 

jurors 
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. 

  
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. 

 
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  button. 
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Figure 17.5: Return All Jurors 

4. Click  to complete the return process. 
 
 
  



 Jury Management System Section 2: Lesson 17 

 

SC Judicial Department 64 

 

 Notes 
 
 
 
 
 
 
 



 Jury Management System Section 2: Lesson 18 

 

SC Judicial Department 65 

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 

 
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 

 
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 

 
Figure 18.3: Select the Juror(s) to Retrieve 

1 

2 

This screen only 
displays active and 
present jurors who 

belong to the 
appearance panel 

specified in the 
previous screen. 

Search for the juror. 
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1. Double-click in the Include box to select jurors to retrieve from the Appearance 
Panel. 

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

 
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 I. 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 

 
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   button to first display the 

Random Strike Sheet on the computer screen. 
 



 Jury Management System Section 2: Lesson 19 

 

SC Judicial Department 70 

Note 
 

 

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. 

 

Part II. 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. 

 

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

 
Figure 19.2: Report Control Window 
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1. Click the Print  button. 

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

the Random Strike Sheet.  
 
You can re-shuffle the strike sheet as many times as needed to change the order of 
your jurors. 

 

Note 
 

 

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 

 
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 II. Mark Present Alpha/numerically 
Step 1. Access Mark Present Screen 

1. Click to open the Appearance Panel Processing folder on the Menu Tree. 
2. Select Mark Present Alpha/numerically. 
3. Enter a Panel ID. You can double-click in this field to select from a list of panels. 
4. 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 

 
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  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 

 
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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Figure 21.2: Example Payment Voucher 
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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. 

 
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. 

Days Served 

One or Multiple 
Jurors 

Miscellaneous 
Check 
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Figure 22.2: Select Jurors Window 

3. Close  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. 

 
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. 
 

Note The JMS Pay File is saved on a folder set up by your CMS Administrator. You can either email 
the file to finance from this directory or let finance know it is available for them to get. 
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 Notes 
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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. 

 
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. 

2 

3 

4 
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Part II. Reprint the Check 

 
Figure 23.2: Reprint Checks Screen 

1. Open the Payment Processing folder and select Reprint Checks. 
2. Double-click in the Bank acct # field, if necessary, to select a bank account. 
3. 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. 

4. 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. 

 

Note 
 

 

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 24: Reconcile a Bank Account 
JMS provides several processes for bank reconciliation:  

• Reconcile 
• 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. 

 
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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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. 

Non-reconciled 
Debits 

Non-reconciled 
Credits 

Current 
calculated 
balance 

based on 
the credit 
and debit 

transactions 
in your bank 

account 
details. 

Statement 
balance, 
indicating 

first the last 
reconciliation 

date and 
balance 
amount.  
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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. 

 
Figure 24.3: Enter Sequential Check Numbers to Reconcile 

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

 
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. 

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). 
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.  

 
Figure 24.5: Automatic Bank Account Recon Screen 

 

Note 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. 

 
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. 

Cleared Debits 
and Credits 
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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. 

 
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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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: 

 
Figure 24.10: Debit Transactions 

• All Open Bank Account Details (Default Option) 
• Matches with Reconciliation File 
• Unmatched Recon File records 

Cleared Debits 

Calculated 
Balance and 
Difference 
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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. 

 
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 

 
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. 

 
Figure 24.13: Message Prompt for Different Balances 

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



 Jury Management System Section 3: Lesson 24 

 

SC Judicial Department 94 

 
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. 

 
Figure 24.15: Example of a Reconciliation Report  

(Does not reflect data from screen shots shown above.) 
 

Note 

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 
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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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. 

 
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. 

 
Figure 24.18: Manual Mode Switch 

1. Click the reconciliation mode toggle  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. 

 
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. 

 
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.  



 Jury Management System Section 3: Lesson 24 

 

SC Judicial Department 98 

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.) 

 
 



 Jury Management System Section 3: Lesson 25 

 

SC Judicial Department 99 

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. 

 
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. 

3. 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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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. 

 
Figure 26.1: Statement Reconciliation RPT Screen 

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

3. Click the Print  button. 

 
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. 

 
Figure 26.3: Bank Account Register Screen 

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. 

 
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  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 

 
Figure 27.1: Finalize an Appearance Panel 

1. Click to open the Appearance Panel Processing folder on the Menu Tree. 
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 II. Finalize a Trial Panel 

 
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. 

 
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. 

 
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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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. 

 
Figure 28.4: Combined Accounts Definition Screen 

 

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

 
Figure 28.5: Combined Accounts Definition Screen 

1. Highlight to select the combined account to balance. 

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

 
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 

 
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  button. 

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

 
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. 

Note 
Use the Toggle  button to switch between all checks, only cleared checks, and only 
uncleared checks. 
 
Use [Ctrl+click] to highlight individual check records and [Shift+click] to highlight a range of 
check records. 

 
 

Search for check by Trans# or 
Trans date. 
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Section 4: 
Grand Jury and State Grand Jury 
Processing 

Lesson 28: Create and Manage a Grand Jury Panel .............................................. 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 1st 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 GJ 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 

 
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 

  
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. 

3. 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 of jurors needed for this juror pool. 
7. Double-click in the Jury type field to open a Select window that lists all the jury 

types available for your court. 
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Figure 30.3: Select Jury Type Window 

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

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

 
Figure 30.4: New Appearance Panel 

Step 3. Pull Jurors 

Click the Pull Jurors from Juror Master  button. 

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

 
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. 

 
Figure 30.7: Appearance Panel Reports Prompt Window 

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

 
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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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. 

 
Figure 30.10: Email for State Grand Jury Wheel 

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