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1-0 Application Overview and Navigation

Case Fees

Application Overview and Navigation

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

b 1.1-MenuBar

b 1.2-Tool Bar

b 1.3 - Shortcuts Panel

b 1.4 - CaseNavigation Panel

b 1.5 - Edit Pan€

b 1.6 - Status Bar

b 1.7 - Exiting the Application

1.1 - Menu Bar

The Menu Bar islocated at the top of the MY CIDS application window as highlighted in the
image below. Menu options on the menu bar may vary depending on your individual user
rights.
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[) 0.0.0 3 L]
File Edit Reports Help

ERFind =l & k% K4 A Hearings - Search UCIDH ||| Find LC#

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

#+ MYCIDS v2.9.0.0

File B[ Reports Help
k Youth Locator

m Scheduler Fiz
" MYCIDS Alerts
ﬁ Im Box

EME

summons Result Quick Entry...

Edit Standard Document Text., ..

1.2 - Tool Bar

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

¥+ MYCIDS v2.9.0.0
File Edt Reports Help

| Brind | & E K K3 A Heatings - || Search LIEIDﬁl” Find LCH# ||

Shortcuts
ﬁ ‘ . %iiﬂ?ﬁf&q B71%E1 ) Docket Information
Elm 4 cnnmiskad Daremme Universal Caze ID 67186
Use thistoolbar option to
quickly find a case docket
item. Find anitem by
entering the County,
£3 Find Y ear, Type (Delinguency,

Protection, Termination
of Parental Rights,
Other), Intake Number,
and District.
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Go to previous case. This
button is enabled only if
multiple cases are open in
3 the case navigation panel

and the case currently
selected is not the first
caseinthelist of open
cases.

Go to next case. This
button is enabled only if
multiple cases are openin
E the case navigation panel

and the case currently
selected is not the last
casein thelist of open
cases.

Go to previous screen.

I Moves between available
case node screens within
acase.

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

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

Enter auniversal case
number in thisfield and
then click Search UCID#

to find the exact case
Search UCIDH
M match. If an exact match

is found the case will
open up in the Case
Navigation Panel.
. Enter aLoca Cause#in
_FndLet | | field and then dli ok
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Find LC# to find a match.
If an exact match is

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

1.3 - Shortcuts Panel

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

Shortcuts

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

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

Scheduler - (See section 28.0 - Scheduler)

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

Inbox - (See section 25.0 - Inbox)

e B @ = 8]

EMB - (See section 27.0 - Electronic Minute Book)
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1.4 - Case Navigation Panel

The Case Navigation panel isthe area of the application workspace that lists cases |ast viewed
by the current user. Also, below these cases are links to access the Quick List, Y outh Locator,
Scheduler, MY CIDS Alerts, Inbox, and EMB. If no cases are open these links will be the only
itemsin the case Navigation Panel.

** MYCIDS v2.9.0.0
File Edit Reports Help

J Find | E = * " | A Heaiings - ||
clglistel| 2-YC-2008-D-3-1(67186) - AMY JO TESTCASE

&[] 2-YC-2008-P-3-1(56624)
w-[E] 2:vC-2008-D-3-1(67188]
TReesee

Y'outh
Locataor

!-%9

oL

[uick List

Each case number hasa = symbol to left of it. Clicking this plus symbol will expand the case
to access the nodes pertaining to that case.
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- 1-vC-2003-D-23-1[77350
EH vouth sk
& Azzociated Persons
R eferal
=2 Documents
Custody
i Petition
%1 Notes [1]
A Hearings
@x".. Community 5 ervic
kd otions

Caze Orders
E | nfarmation Packet

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

+ 24C-2008-P-3-1(5EE24)

E&I Double-clicking the case will also expand and
O coll apse the case. 247 C-2008-P-3-1[5EE24]

1.5 - Edit Panel

The Edit Panel area of the application is highlighted in the image below. All the shortcuts on
the left-hand side of the application and al the nodes under a case open up in the following
area when clicked.
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= MYCIDS v2.9.0.0 ALER
File Edit Reports Help

| BFfind | E][E I 3 | A Heatings - |[56624 Search UCIDH | | Find LC# |

ELl(=Fe| 2-Y'C-2008-P-3-1(56624] - AMY JO TESTCASE Case Docket

- [El] 2+vC-2008-0-3-1(67186)
- [E]] 2+vC-2008-P-3-1(56624)
|

=+l

----- =8 v outh Locator
----- § Scheduler
----- A MYCIDS Alerts

Quick List | - b=y

i Edit Panel

Scheduler

e

fconnected o server (TESTER) 10.13.69.28

B

1.6 - Status Bar

The Status Bar islocated below the Tool Bar as highlighted in red in the image below. The
Status Bar shows the active case being addressed in the Case Navigation Panel.

** MYCIDS v2.9.0.0
File Edit Reports Help

J Find | E E ke s | /_*_Hearings - ||

1.7 - Exiting the Application

Click the £ as shown in the image bel ow.
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%+ MYCIDS v2.9.0.0

File Edit Reports Help

¥2] Fird = [= k* W3 | A Hearings ~ Search UCIDH || | Find LC#
Shortcuts

Docket Information

(5 v outh Ak

'& Aszociated Perzons Univerzal Case D 58789
Referral Docket # 2- C-2008-0-25-1

Youth Locator

The Y outh Locator is a search tool used to locate ayouth in MY CIDS. Y ou have the option to
search by name, DOB, address, etc. It also alows you to search by youth information, parent
information or victim information to find the specific youth you are looking for. This search
tool also offers other search options that will be addressed in this section.

b 2.1 - Search Options

b 2.2 - Parform aSearch

b 2.3 - Search Results

b 2.4 -View Dockets

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

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

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

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

# Combination of Information

A combination of the Last Name, First Name, Middle Name, DOB, Address, City,
State, and Zip Code fields.

The Youth Locator supports "starting with" searches only for the First Name, Middle
Name, and Last Name fields. The "starting with" search allows searching with the
beginning letters of a child's name. For example: Search for a child with the last
name of Johnson by entering "Joh" in the last name field, the results would return all
youths with the last name of Johnson and any other youth's last name that starts with
"Joh". The other search fields are exact match only. They must be filled in with the
exact information being searched.

Searching by first name and last nameis

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

PRIMARY SEARCH

o

AND

AND

AND

AND

AND

j AND
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» DHS#

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

of Parental Rights cases.

oo

» REF-District

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

REF# - District | ALCORM (2 - District 1 ~|

P Local Cause Number-District

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

ALCORRN (2} - District 1 ~|

2.2 - Perform a Search

» Sep 1 - Open Youth Locator.

From the Edit Menu,

¥+ MYCIDS v2.9.0.0
File B8 Reports Help

Youth Locator

oh Scheduler
Y MYCIDS Alerts

ﬁ In Box
EME

10
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or, from the Shortcuts panel,

&

or, from the Case Navigation Panel.

+ 2-4'C-2008-0-22-1(69733
+ 2-'C-2008-0-26-1(69732

» Sep 2 - Enter your search criteria.

11
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| | | Search Using Thiz Criteria I Mew Search |

PRIMARY SEARCH

Faor |Y[:| UTH j
s o
ITESTCASE] AD
|"&'M\r} AND

| AND

AND

AND

j AND

JOR-

YOUTH RELATED ONLY

o]

OR-
CASE RELATED
REF# - District | |ALCORN (2) - District 1 [

|ALCORM (2) - District 1 M

Mumber

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

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

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

12
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| MHest | [| Search Using Thiz Criteria ” I ey Searu:h|

2.3 - Search Results

A Youth Locator search will return resultsin the table format shown below. This table shows
2 MY CIDS records and no SCATS records that match the search criteria.

Thiz search found 2 MY CIDS records that match the criteria specified. Click Back if you want to refine this search.

¥ options Youth AKA's Aszsociated Persons
KEITH ANDY TESTCASE BUBBABUBEA- SSN:- - JEHHY TESTCASE - MOTHER - BIOLOGICAL
SSH: 125-52-1152 JASON TESTCASE - FATHER - BIOLOGICAL

Slew Dockets 293 MY 80
1 NOWHERBWLLE, MISSISSIPP) 25424

@ DOB: 20906
HOMEFHONE: (00156874051

WHITE MALE

OR KEITH JUSTIN TESTCASE Ho Ak information on file.
\ SEM; ST dh-fa5
" aw Dockets 418 BAAIN STREET
z ANYWHERE, MISSISSIPPI 38612
DOB: 117971033
HOMEPHOMNE: (8017544413
WHITE hbaLE

Maw Irtake for Naw Touth

Thiz search didn't find any SCATS records that matched the specified criteria. Click Maw Search to start & news search uzing revw criteria, or click Back
to refing this search.

The results table is divided into the following columns:

#
Thisis the number
; assigned to each record
returned in a search.
Dioie The Options column
gives the choice of
Mew Docksts viewing the dockets for
New Irtake that child or creating a
new intake for that child.

13
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The Y outh Information

Youth column gives information
KEITH GNDY TESTCASE to help identify the youth
SEN: 125-52-1152 . .
e being searched. Listed
NOWHEREWLLE, MISSISSIFPI 35434 information includes
G o name, SSN, address, date
HOMEPHONE: (50 1)667-465 1 = ' '
WIHITE MALE of birth, and phone

number.
AKA's

BUBABUBA- S5H:- -

The AKA column lists
and alias information for
the child.

Associated Persons
JEHMY TESTCASE - MOTHER - BIOLOGICAL The Associated Persons
JASOH TESTCASE - FATHER - BIOLOGICAL column lists people that
have been associated with
this child.

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

The SCATSinformation is for reference only. A new intake
cannot be created from this information.

14
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2.4 - View Dockets
» Step 1 - Perform a Search. (See section 2.2 - Perform a Search)
P Sep 2 - Identify correct youth.

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

This search found 2 MYCIDS records that match the criterla specified. Click Back [f you want to refine this search,

* Options Youth AKA's Associated Persons
KEITH ANDY TESTCASE BUBBABUBBA- $5H- - JEHHY TESTCASE - MOTHER - BIOLOGICAL
$5M: 125-52-1152 JE50N TESTCASE - FATHER - BIOLOGICAL

‘e Dockets 203 MUY 90
HOWHEREWVILLE, MISSISSIPPI 35424

@ DOB; 2101605
HOMEFHONE: (1016474051
'WHITE MALE

OR KEITH JUSTIN TESTCASE Mo Ak information on file.
SEH; ST4-45-H484
Y| dow Dockats 413 MAIN STREET
2 ANTWHERE, MISSISSIFFI 38612
@ DOB: 114181853
HOMEPHONE: (5013756412

WHITE RALE

1

Hew Intake for New Touth

Thiz search didnt find any SCATS records that matched the specified criteria. Click Mew Search to start & new search uzing new criteria, or click Back
to refine thiz search.

P Sep 3 - Sdect View Dockets in Options column.

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

* Options Youth

KEITH ANDY TESTCASE
SSM: 125-52-1152

1 MOWWHEREWILLE, MISSISSIPPI 35524

Hew Irtake  |DOB: 21051996
HOMEPHOME: (601 3267-4651
HITE MALE

KEITH JUSTIN TESTCASE
S5N: 874454
“lew Dockets |43 hMAIM STREET
2 ANYITHERE, MISSISSIPP] 38512
Hew Irtake  |DOB: 111951993
HOMEPHONE: (60157544413
HITE MALE

P Sep 4 - Select case fromlist.

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

15
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# DOCKET YOUTH INFORMATION
12 YEAR OLD  INTAKE DATE: 12/2/2008
WHITE MALE
DHS#
REFERRALS:
2-5C-20028-0-22-
1 1697831 FORMAL PETITION FILED:
ALCORN
COUNTY ADJUDICATION:
DISPOSITION:

MOST RECENT HEARING:

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

Intake

This section explains the steps of creating a new case (new intake) into the MY CIDS
application for ayouth that is not currently in the system and for a youth that currently exist in
the system.

Also, this section also explains what youth information can be entered for a youth.

b 3.1- New Intake for New Y outh

b 3.2- New Intake for Existing Y outh

P 3.3 - Youth Information

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

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

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

16
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Thiz search didn't find any MYCIDS records that matched the specified criteria. Click Mesw
Searchio start & nevy search using newy criteria, or click Back to refine this search.

MNew Intake for Mew Y%

Thiz search didn't find any SCATS recards that matched the specified criteria. Click Mewy
Searchto start a newy zearch using newy criteria, or click Back to refine this zearch.

(The screen may look similar to the image below if some MYCIDS records were found from

the search)

Thiz search found 4 MY CIDE records that match the criteris specified. Clck Back it you wart to refine this search.

#  Options

<
I
=

Dochets

Mew Intake

<
I
=

Dochets

Mew Intake

<
I
=

(ml
=]
=]
o
L
L

Mew Intake

=

e
Dochets

Hew Irtake

Youth

MY IO TESTCASE

SSM: 655-13-2584

345 SHADY LANE

CORINTH, MISSISSIPP] 28824
OOB: 14171992
HOMEPHOME: (B01:655-1472
WHITE F ButaLE

BMHE MARIE TESTCASE
SSM: 800-43-2331

56 HWY 51 SOUTH
MCCOMB, MISSISSIPPI 29456
DOB: 4491992

HOMEPHOME: (B0157223-4567
WHITE F BulALE

BMHE MARIE TESTCASE

SEM: 800-43-2221

UNEHOWH CITY , MISSISSIPPI
UNEMOWH ZIF

DOB: 4/4/1992

BMME TESTCRSE

SEM: O7E-93-4625

UNEMOWH CITY , MISSISSIPPI
UNKEMROWH ZIF

DOB: UNKEMOWHN

AKA's
JOJ0 JOJ0D - 5ENA6E-65-6565

SKOOTER SKOOTER - S5N:- -

Mo A information on file.

SKOOTER SKOOTER - S5M:- -

[New Intake for Mew Youth ] ne—

» Sep 3 - Enter Case Docket information.

Associated Persons

SANDRATESTCASE - MOTHER -
BIOLOGICAL

JILL h&RY TESTCASE - MOTHER -
BIOLOGICAL

JACK LEE TESTCASE - FATHER -
BIOLOGICAL

ANM TESTCASE - GRAMOMOTHER -
FATERMAL

OARLEY TRAIMIMG SCHOOQL -
STATE TRAIMING SCHOOL

SALLY TESTCASE - MOTHER -
BIOLOGICAL

GRAHA TESTCASE - FATHER -
BIOLOGICAL

BEHW TRIFLE - FATHER - STEP

SALLY TESTCASE - MOTHER -

BIOLOGICAL

GRAHA TESTCASE - FATHER -

BIOLOGICAL

SALLY TESTCASE - MOTHER -

BIOLOGICAL

GRAHA TESTCASE - FATHER -

BIOLOGICAL

17
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1.

Case Docket [g|
Bl

County / District ||

Court %C
Court Tepe |YI:|L|TH j

Intake Date | ﬂ
Intake Type | j

Local Cauze # |

| Cancel |

Enter the County/District. Only the jurisdiction for which the user has rights will be

available. Tab down.

2.

3.

Enter date of intake. Only the current or previous dates are available. Tab down.
Enter the Intake type. (Delinquent, Protection, Termination)
Enter the Local Cause number. This may be entered later by the Clerk of Court.

Click OK.

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

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

3.2 - New Intake for Existing Youth

» Step 1 - Search for the youth in the Y outh Locator. (See section 2.2 - Perform a Search)

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

18
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Thiz search found 2 MYCIDS records that match the criteria specified. Click Back If you want to refine this search.

KEITH AN TESTCASE BUBBABUBEA- SSH- - JEHHY TESTCASE - MOTHER - BIOLOGICAL
SSM: 125-52-1152 JESON TESTCASE - FATHER » BIOLOGICAL
‘dew Dockets 893 HWY 90
1 HOWHEREWVILLE, MISSISSIPPI 35424

@ DOB: 2101906
HOMEPHONE: (801)667-4651

WHITE MALE

0 R KEITH JUSTIN TESTCASE Mo Ak information on file.
SEM; ST4-45-6854
ew Dockets 418 MAIN STREET
2 ANTWHERE, MISSISSIPPI 38512

@ DOB: 1141911993
HOMEPHONE: (8017544412

WHITE hALE

Haw Irtals for Naw Youth

Thiz search didnt find any SCATS records that matched the specified criteria. Click Mew Search to start a ne'w search using new criteria, or click Back
to refine this search.

P Sep 3 - Enter Case Docket Information.

Case Docket

K} )

Caunty / District ||

Court ¥'C
Court Type |YEI|_|TH

[~
Intake D ate | j
[~

Intake Type |

Local Cauze # |

| Cancel |

1. Enter the County/District. Only the jurisdiction for which the user has rights will be
available. Tab down.

2. Enter date of intake. Only the current or previous dates are available. Tab down.
3. Enter the Intake type. (Delinquent, Protection, Termination)
4. Enter the Local Cause number. This may be entered later by the Clerk of Court.

5. Click OK.

Any field that includes an E' indicates a drop down list. The

19
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user can begin typing the information to be entered in that field
and the application will select the available entries for that field.

b Sep 4 - Click on Associated Person selection.

#* Associated Person Select n |: E'E'

Azzociated Pergons to Add

{+ | ast Caze for thiz Child

" Al Previous Cazes for this Child

" Mo Previous Cazes

' OK

Selecting one of these options will copy the Associated Persons list from the Last
Case, All Previous Cases, or No Previous Cases.

This action does not copy the Primary Physical Custody (PPC) designation. Please
see section 3.5 Associated Persons, Change Relationship.

» Step 5 - Update Y outh Information. (See section 3.3 - Youth Information)

3.3 - Youth Information
Detail

Collect and enter the youth Detail information.

20
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Edit Youth Information

Detail l Detall [Cont.] ] Other ] Other [Eu:unt.]] Change History ]
S5M |
DHS# |

“Last M ame |

*Firzt M ame |

Middle Mame |

SufFin
Home Phone wWiork
Cell Phone

Address |

City |

State [MISSISSIPPI - Zip

*County of residence | j

Fields marked with an* arerequired fields and must be
completed before continuing.

Detail (Cont.)
Click on Detail (Cont.) tab.

Collect and enter the Detail (Cont.) information.

21
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Edit Youth Information

Detail  Detail [Cont) ] Other ] Other [Eu:-nt.]] Change Histu:ur_l,ll
Current School Enrollrment | j

School Mame |

[Grade Level: Completed

Current Grade Lewvel

Living &rrangement |

kd arital Statuz of Matural
Parents

Led L Lo

Rezidence Length |

[ Family Receiving Azsiztance
[ Child Suppart Ordered

Support Paid By |

[ Paymentz are curent

Other

Click on Other tab.

Collect and enter Other information.

22
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Edit Youth Information

Detail ] Detail [Cont.] Other lEIther [Eu:-nt.]] Change Histu:ur_l,ll

Date of Bitth | |
Birth City |

Birth Stae | j

Birth Country | j

Race | j

[ Hizpanic

Sex | ﬂ

Eype Color | ﬂ

Hair Calaor | ﬂ
Height [0 %£[FT. |0 2|IN.

weight | 3|LBS.

 Lancel |

Other (Cont.)
Click on Other (Cont.).

Collect and enter Other (Cont.) information.

23
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Edit Youth Information

Detail ] D etail [Eu:unt.]] Other  Other [Cont.] l Change Histu:ur_l,ll

Immediate kMedical Meeds

Immediate Peych Heeds

Current Medications

Medial Insurance Co. Mame |

Policy Humber |

Click OK.

Change History

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

24
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1-0 Application Overview and Navigation

Detail | Detai [Cont) | Other | Dther [Cont] Change History ]
Audit Reftt | Audit Date |sction|Edit=d By [LastMame A
B 409273 12/05/2008 34318 ..U TESTER  TESTCASE
| 409274 12/05/200834918.. U TESTER  TESTCASE
| 409275 12/05/2008 34344 .U TESTER  TESTCASE
| 409276 12/05/2008 34944 .U TESTER  TESTCASE
| 409277 12/05/2008 34946 . U TESTER  TESTCASE
| 40928912/10/200811:183. U TESTER  TESTCASE
W
< >
L 0K | Cancsl

AKA

Type your drop-down text here.

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

b 4.1- Add AKA Record.

b 4.2 -Deete AKA Record.

P 4.3 - Edit AKA Record.

4.1 - Add AKA Record

25
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P Step 1 - Expand the case.

Click on the = next to the case number in the Case Navigation Panel.
- [E] 25-v-2m12-D-261-171 78

%

The expanded case will look like the image below.

N

Referral
@2 Documents

Custody
4 Petition

% Motes
& Hearings

®\'-., Community 5 erwvic
kotions
% Case Fees

Caze Orders
% | nfarmation Packet

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

P Sep 2 - Click on Youth AKA.

26
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@ | nfarmation Packet
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P Sep 3 - Fromlist of actions, click on Add a new AKA record.
Mo AKA records exist for this youth (Bdtha new AKA record.

b Sep 4 - Enter AKA information in Last and First Name fields.

Entering the AKA is required in both the Last Name and First Name fields. This
allows a search for the AKA in the Youth Locator. (See 2.2 - Perform a Search)

Click OK.

Edit AKA Information %]

Properties l

SEN | - -
* Last Name [BLEBA

* First Name |BUBBA
Middle Mame |

Suffin|

QK | Cancel |

4.2 - Delete AKA Record

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

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

24'C-2008-0-3-1(67156)

The expanded case will look like the image below.
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& Associated Persons
Referal

@2 Documents
Custody

4 Petition

%1 Motes

A Hearings

Case Orders

=| Information Packet

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

P Sep 2 - Click on Youth AKA.

- [EJ 2+vC-2008-D31 (57186

Bl Azsoclaged Persons
Referal

@2 Documents
Cuztody

&4 Petition

% Mates
A Hearings

Case Orders
% Information Packet

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

28




1-0 Application Overview and Navigation

| 55M Last Marne Firgt Narme Middle N arme Suffix

ACTIONS

Add a new AKA record for this youth.
Delete the zelected AKA record.

Edit the selected AKA recard far this youth.

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

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

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

ACTIONS
Add a new AKA record for this youth.

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

P Sep 5 - Confirmaction.

Confirm [Z|

€p | Are you sure you want bo delete this AkA recard?
x_'j(/

4.3 - Edit AKA Record

29
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Type your drop-down text here.
b Step 1 - Expand the case.

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

% 2YC-2008-D-3-1 (57186

The expanded case will look like the image below.

—%

EH Vouth AKA

Efy Azs0ciated Persons
Referal

@2 Documents
Cuztody

4% Petition

%1 Motes

A Hearings

Casze Orders

=| Information Packet

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

o

b Sep 2 - Click on Youth AKA.

= 2-4'C-2008-01-3-1 (671 56)

& Aszoclaed Persons

Referral
@2 Documents

Cuztody
&4 Petition

%1 MNaotes
 Hearings

Case Orders
% Information Packet

» Sep 3 - Click on AKA record to edit.
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[55M Last Hame | First Mame [Middle Mame | Suffix

ACTIONS

Add a new AKA record for this youth.
Delete the zelected AKA record.

Edit the selected AKA recard far this youth.

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

b Sep 4 - Select Edit fromthe Actions list.

ACTIONS

Add a newvy AKA record for this youth.
Delete the selected AKA record.

Edit the selected AKA record for thiz youth.

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

b Sep 5 - Enter corrected information.

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

Click OK.
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Edit AKA Information

x]

Froperties l

SEN | - -
* Last Name |ELEBA

* First Name |BLIBE,
Middle Name |

Suffie|

k. | Cancel |

Associated Persons

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

»# 5.1 - Edit the Person Detail

b 5.2 - Change the Relationship

b 5.3 - Remove Person

P 5.4 - Search for aPerson

b 5.5- Add Person to Quick List

b 5.6-Usingthe Quick List

b 5.6 - Appointed Persons

b 5.7 - List Case of Associated Person

5.1 - Edit the detail for this person

Type your drop-down text here.
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P Step 1 - Expand the case.

1-0 Application Overview and Navigation

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

=-[£] 255201 2-D-261-1[178

[

s

2R C-201 2-D-261-1[178
B8 Youth AKA

Efg 4ssociated Persons
Referral

32| Documents

Cugtody

i Petition

% Maotes
& Hearings

®\'-., Comrmunity 5 ervic
kations
% Case Fees

Cagze Orders
% | nfarmation Packet

TEe expanded case will ook like the image below.

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

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

- [E] 25vC-2012-0-261-1178

EH vouth sk,

Azzociated Persong

)

Referral
@2 Documents
Cuiztody
i Petition

% Motes
A Hearings

@K'-., Community 5 ervic

kotions
% Case Fees

Caze Orderz

=| Infarmation Packet
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P Step 3 - Click on the Person record to be edited in the list.

Mame |F|elati0nship |L|SBI |F'F'C |App0inted Date |Relieved from Appointment D ate
_|JASOM TESTCASE FATHER - BIOLOGICAL
_|[JENNY TESTCASE MOTHER - BIOLOGICAL +

TESTER JUDGE PRESIDING

v
PROSECUTING ATTORKEY N ——

El JAMIE KELLY MCERIDE

ACTIONS

Edit the detail for this person.

Change the relationship of this person tothe case.
Eemove thiz per=son from thiz caze.

Search for & person to add to this casze.

Add Selected Perzons to my Guick List.

List the cases this person has been associsted with.

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

ACTIONS

Edit the detail for thiz person.

Chttie the relstionzhip of this perzon to the case.
Remove this petson from this case.

Zearch far a person to add to thiz case.

Add Selected Persons to my Quick List.

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

Remove Date Appointed.

Change Date Appointed.

Zenerate appointed order.

Generate Order to Pay Guardian AD Litem Fees.

P Sep 5- Make corrections to necessary fields.



1-0 Application Overview and Navigation

Edit Person Information

Detail l Other ] Change Histu:ur_l,ll
SSM | - -
"Last Mame | TESTCASE
“First Mame |ANM
Middle: Mame |

Suffix
Home Phone |[601)992-7786 i ork |[ | -
Cell Phone

Address |123 MAIN STREET
APT 3
City |GREENwOOD

State [MISSISSIPPL | Zip (38330

County of residence |LE FLORE [42] ﬂ

(] S Cancel

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

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

b Sep 1 - Expand the case.

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

+-[E] 250201 2-0-261101 78

Tﬁe expanded case will ook like the image below.
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2B C-201 2-D-261-1[178
B8 outh AKA

Efy Azsociated Perzons
Refernal

@2 Docurnents

Custady

s Petition

% Motes
A Hearings

®\'-., Cormrnunity S ervic
M atiaris
% Caze Fees

Case Orders
% | nfarrnation Packet

- [
s

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

o

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

= 25-C-201 2-0-261-1[1 745
D B Y outh AKA
By 4ss0ciated Perzons
Referral
@2 Documents
Custody
ixid Patition

% Mates
A Hearings

@N'-., Comrmuriby Servic
M otions
% Caze Fees

Cage Orders
% Information Packet

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

36



1-0 Application Overview and Navigation

._I.'L"-.I-.-1|E KELLY MCERIDE

ACTIONS

Edit the detail for this person.

Change the relationship of this person tothe case.
Remove this person from this case.

Search for & person to add to this case.

Ll Selected Persons to my Guick List.

List the cases this person has been azsociated with.

M amne |F|elalionship |L|ser |F'F'E |Appointed Date |Helieved from Appaointrent D ste
_|JASOM TESTCASE FATHER - BIOLOGICAL
_|[JENNY TESTCASE MOTHER - BIOLOGICAL v

TESTER JUDGE PRESIDING

v
PROSECUTING AT TORNEY B e

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

ACTIONS

Edit the detail for this person.

Chance the relstionship of this person to the caze.
Remwe_f'ﬂs petson fram this casze.

Search far a person to add to this case.

Add Selected Persons to my Guick List.

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

Remove Date Appointed.

Change Date Appointed.

Generste appointed order .

Generate Order ta Pay Guardian AD Litem Fees.

P Sep 5 - Make necessary changes.

Rﬁelatianship to Case ﬁ

\]

Relationship |[GRANDFATHER - PATERNAL | |

FATHER - PUTATIVE

FATHER - S5TEP

GIRL FRIEMD - LIVE IN
GRAMDFATHER - MATERMAL
GRAMDFATHER - PATERMAL

Appointed

= GRAMDFATHER - STEFP
Presiding Type | cRANDMOTHER - MATERMAL

GRAMDMOTHER - PATERMAL

o | ariecy | |

» Step 6 - Click OK.
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5.3 - Remove this person from the case

b Sep 1- Expand the case.

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

41 [E] 25 C-2012-0-2611(178

k

TEe expanded case will look like the image below.

SR Bl 25 C-2012-D-261-1(178
I B routh AKA
& Aszzociated Persons
Refermal
@2 Documents
Cuztody
i Petition

% Motes
A Hearings

@x'-., Comrmunity 5 ervic
kations
% Case Fees

Caze Orders
% | rfarmnation Packet

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

- 5 C-2008-0-3-1 (671 96)

b Sep 2 - Click on Associated Persons in the Case Navigation panel.
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25C-2012D-261-1(178
EH vouth Ak,

o
Referral
@2 Documents
Cuigtody
i Petition
% MHotes

A Hearngs
@N'-., Community 5 ervic
hotions
% Case Fees

Caze Orders
=| Infarmation Packet

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

ACTIONS

Edit the detail for this person.

Change the relastionship of this person to the case.
Remove this person from this case.

Search for & person to add to this case.

Add Selected Persons to my Guuick List.

Lizt the cases this person has been associsted with.

by Sep4-Cl

ick on Remove in the action list.

ACTIONS

Edit the detail for this person.

Chanige the relstionship of this perzon to the case.
Remove this person from this case.

Zearch for a personto add to this casze.

Add Selected Persons to my Quick List.

List the cases this person has been associated with.

Record Date Appainted.

FEemgye Date Appairted.

Chal Date Appointed.

Zenerate appointed arder .

Generste Ordet to Pay Guardian AD Litem Fees.

P Step 5 - Confirmremoval of Associated Person.

Mame |F|elati0nship |L|sel |F'F'C |App0inted [Date |Relieved from Appointment D ate
_|JASON TESTCASE FATHER - BIOLOGICAL
| JENNY TESTCASE MOTHER - BIOLOGICAL L

TESTER JUDGE FRESIDIMG «
QbaMIE KELLY MCERIDE PROSECUTING ATTORNEY B
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Confirm E'

\.?/- Are you sure you wankt to remove this person from the case?
L]

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

TESTER JUDGE cannaok be removed From the case,
Database dependencies exist For this party

5.4 - Search for a person to add to this case.

b Sep 1 - Expand the case.

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

+1-[E] 255 0-2012-D-261-1(178

Tﬁe expanded case will look like the image below.

2B C-201 2-D-261-1[178
B8 outh AKA

Efy Azsociated Perzons
Refernal

@2 Docurnents

Custady

s Petition

% Motes
A Hearings

®\'-., Cormrnunity S ervic
M atiaris
% Caze Fees

Case Orders
% | nfarrnation Packet

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

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

= 2-4'C-2008-0-3-1[671586]
EH vouth ks
& Azzociated Persons
Referal
@2 Documents
Cusztody
ixfid Petition

% Mates
A Hearings

Caze Orders
@ Information Packet

P Sep 3 - Click on Search for a Person to add to this case.

If no associated persons have been added to the case, the Edit Panel area shows the
following statement.

Mo associated persons have heen added to this case. Zearch for & person to add 1o this case.

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

ACTIONS

Edit the detail for this person.

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

Sear% for & person to add to this case.

A cted Perzons to my Quick List.

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

Remove Date SAppairted.

Change Date Appointed.

Generate appoirted order .
Generate Order to Pay Guardian AD Litemn Fees.

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

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

P Sep 5 - Search Results and View Details.

|dentify the person from the resultslist. To help, click on the person and then click
on View inthe Actionslist.

Search for a person to add to case 2-YC-2008-P-3-1(56624) - AMY JO TESTCASE

Find |JAMIE MCERIDE

Uzer |Last Mame Flrst Marne Middle Mame| Suffix | Social
MCERIDE JAMIE
MCERIDE JakIE
MCERIDE JaIE
MCERIDE JAMIE D

| £

2]

|

Your zearch found 4 records.

ACTIONS

Add this person tothe case.

Wiewy detailz or change the address for the selected perzon.
Add & new person to the caze.

List the cazes this person has been associated with.

Cloze

by Step 6

42
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1. Click onthe correct person in the search results list.
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Search for a person to add to case 2-YC-2008-D-26-1(69792) - KEITH ANDY TESTCASE

Find |JAMIE MCERIDE

Jzer |Last Mame Flrzt Mame Middle Name|Suffix |Social A
MCEBRIDE JAMIE
MCERIDE JAMIE
MCERIDE JAMIE
MCERIDE JAMIE W

2. Click Add this person to the case.

ACTIONS

Add thiz perzon to the case.

Wiewy detailz or change the addrezs for the selected perzaon.
Add a newy perzon to the case.

Lizt the cases this person has been associsted with.

Add a new person to the case. (If the personisnot found in the search resultslist)

1. Click Add anew person to the case.

ACTIONS

Add thiz person to the caze.

Yiewy details or change the address for the selected persaon.
Add a new perzon to the case.

Lizt the cases this perzon has been associsted with.

2. Enter Associated Persons Information

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

B Edit Person Information

(o] Dietail lElther | Change History |
Use Information From | j ‘
g5h [JASOM TESTCASE
JEMMY TESTCASE
“LastMame |KE|ITH ANDY TESTCASE

Detail

Collect and enter the Person Detail information.

43



MY CIDS User Guide

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

Edit Person Information

Dretail l Other ] Change Hiztory ]
Use Infarmation From |KEITH ANDY TESTCASE |
ssMo--
"Last Name |TESTCASE
*First Mame |A4R0N
Middle Mame |

Suiffis

Hore Phone [(601]867-4651 work |[ ] -

Cell Phone

Address |893 Hw 90

City |NEIWHE REWVILLE

State [MISSISSIPRI +| Zip [35484

County of residence |.-'1'-.LI:EIF|N (2] ﬂ

0k | Cancel

Other

Collect and enter the Person Other information.



1-0 Application Overview and Navigation

Edit Person Information

Detal  Other lEhange Histu:-r_l,ll

weight =] Les.

Date of Bith | Ra
Birth City |

Birth State |MISSISSIPFI |

Eirth Cauntry | ﬂ

Race [WHITE -]

[ Hizpanic

Sex

Eye Color | ﬂ

Hair Color | ﬂ
Height [0 2]FT. [0 2|IN.

oK

Cancel

Change History

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

Detail | Other  Change History ]
|awudit Reftt [Audit Date |iction|Edited By |Last Name A
IR 12/19/20085:20:26 . U TESTER | TESTCASE
v
3 i) >
] Cancel

P Sep 7 - Enter Relationship information.

Choose the appropriate relationship from the drop down list.

Click on the PPC check box to designate the Primary Physical Custodian for the
youth.

Relationship to Case f'5_<|

Belationship [MOTHER - BIOLOGICAL ~|
mmme PPC [ [Pemmanent Physical Custodian)
I
I

Appointed | J

Bresiding Type | J

Cancel |
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Click on the PC check box to designate the Primary Counselor. Note that this box

will only become available when a counselor relationship, such as DY S Counselor,
is selected.

Relationship to Case E'

Relationship |05 COUNSELOR |

B
— F'II Iv [Primary Coungelor)
-
Appointed | J
Prezsiding Type | J
ak | Cancel |

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

Relationship to Case E'
Relationship |Law ENFORCEMENT -]
I
I
mmp- FRD: v [Police Report Dus?)
Appointed | J
Presiding Type | J
ok | Cancel |

The Appointed field is only used with Associated Persons that must be appointed to
acase by the Court. See Section 5.7 - Appointed Associated Persons.

The Presiding Type field is only active when a Relationship of Presiding is chosen.
Select presiding types of Chancellor, Judge, Referee, or Special Judge.

Click OK.

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

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

+-[E] 250201 2-0-261101 78

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

- ‘EE:'T’E-EEI'I 2-D-261-11173
EH vouth Ak
& A iated Personz
Referal
@2 Documents
Cuztody
4% Petition

% Motes
A Hearings

@\'-, Community S ervic
Matians

% Caze Fees

Case Orders

=| Infarmation Packet

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

Mame |F|e|ationship |User |F'F'C |Appointed Date |Relieved from Appointment 0 ate
_[MASON TESTCASE FATHER - BIOLOGICAL
|MEMMY TESTCASE MOTHER - BIOLOGICAL +

TESTER JUDGE FRESIDING

v
PROSECUTING ATTORNEY | | | |

El [JAMIE KELLY MCERIDE

ACTIONS

Edlit the: detail for this person.

Change the relationship of this person to the caze.
Remove this person fram this caze.

Search for a person to add to this case.

Add Selected Persons to my Guick List.

List the cases this perzon has been associated with.

P Sep 4 - Click on Add Selected Persons to my Quick List in the action list.
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ACTIONS

Edit the detail for this person.

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

Zearch for a personto add to thiz caze.

Add Selected Persons to my Quick List.

Lizt the l:as'f,'ﬂhis person has been associsted with.
Record Date Appointed.

Femove Date Appainted.

Change Date Appoirted.

Generste appoirted order.

Generate Order to Pay Guardian AD Litemn Fees.

5.6 - Using the Quick List

» Sep 1 - Click on the Quick List to open it.

Shaortouts

ﬁ +-[=] 25 C-2009-D-22-1[77253

| Last Mame | First M ame | Middle Mame | R elationzhip
d|CENTER DETEMTION COUNTY DETEMTIOM CEMTER
TESTER TESTER PRESIDIMG
ACTIONS

Delete this person from the Guick List.
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P Sep 2 - Drag the desired person/entity to the desired case in case navigation
panel.

Hold down the left mouse button on the quick list entry that needs to be added to the
associated persons for a case and drag it to that case in the case navigation panel.

+-[Ef 2-vC-2009D-22-1(77253 [Last Name | First Mame
ick Li DETENTION
TESTER g TESTER
+ | Last Marne | Firzt M ame:

CETEMTION
TESTER TESTER

Once the symbol that |ooks like a small white sheet of paper appears L let go of the
left mouse button.

+ 24C-2009-0-22:1 77253 ||_ast Marme |First M arme
) Quick Lis DETENTION
Yl:uuth Locator TESTER TESTER

48 S cheduler
68 MYCIDS Alerts

The item that was dragged to the case should now appear in the associated persons
for that case.

5.7 - List the cases this person has been associated with

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

+-[£] 255201 2-D-261-1(178

N

The expanded case will look like the image below.
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25 C-2012-0-261-1(178
EH routh AKA

& Associated Persons
Refemnal

@2 Documents

Cuizhody

e Petition

%1 Motes
* Hearings

@X'-., Cormrmunity 5 ervic
Motians
% Case Fees

Case Orders
% | nfarmnation Packet

- [
s

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

o =) 2 C-2008-0-3-1 (71 86)

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

= 25-4C-2M 2-0-261-1[173
EH vouth sk,
& A, ated Persons
Referal
@2 Documents
Cuztody
il Petition

% Motes
A Hearings

@K'-., Community 5 ervic
hotions
% Case Fees

Caze Orders
=| Infarmation Packet

» Sep 3 - Click on the Person record to be edited in the list.
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M amne | Relationship

|L|ser |F'F'E |Appointed Date |Relieved from Appointment D ate

JASOM TESTCASE FATHER - BIDLOGICAL
JEMNY TESTCASE MOTHER - BIOLOGICAL
TESTER JUDGE PRESIDING

El LJAMIE KELLY MCERIDE

ACTIONS

Edit the detail for this person.

Change the relationship of this person tothe case.
Remove this person from this case.

Search for & person to add to this case.

Ll Selected Persons to my Guick List.

List the cases this person has been azsociated with.

PROSECUTING ATTORNEY

i
v
N N I I

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

list.

ACTIONS

Edit the detail for this person.

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

Zearch for a personto add to thiz caze.

Add Selected Persons to my Quick List.

Lizt the cases this person has been associated with.
Ré brd Date Appointed.

Femove Date Appainted.

Change Date Appoirted.

Generste appoirted order.

Generate Order to Pay Guardian AD Litemn Fees.

Cases may be viewed by clicking on the Docket Number link and then opening the

case in the Case Navigation panel.

This list may be printed by clicking on the
corner of this screen.

Close the screen by clicking on L]

5.8 - Appointed Associated Persons

»  Who is appointed.

1 putton in the upper right hand

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

P Foecify Date Appointed.
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Step 1 - Click on the ® next to the case number in the Case Navigation Panel to

expand the case

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

- 1-7C-2009-0-25-1(77 350
EH vouth sk
Ef 4ssociated Persons
Referal
@2 Documents
Cusgtody
i Patition
%1 Mates [1]
A Hearings
@N'., Comrmurity Servic
hotions
Caze Orders
Infarmation Facket
&y Quick List
=8 outh Locatar
A Scheduler

H MYCIDS Alerts
A ln Box
3 EME
Step 3 - Click on the Person record to be edited in the list.
M ame |Helatiu:unship |L|ser |F'F'I: |.i'-.|:||:u:|inted Date
AMM TESTCASE GRAMDMOTHER - PATERMAL ol
[3/5ETH JUSTIN DUKE GUARDIAM AD LITEM -ATTORMEY| | | |
| AMANDA TESTCASE MEMTAL HEALTH FACILITY
| TESTER JUDGE PRESIDING v
__|REXMOHON PRESIDING v
ACTIONS

Edit the detail for thiz person.

Change the relationzhigp of this persaon to the case.
Remaove this person from this case.

Zearch far a person to add to thiz caze.

Add Selected Persons to my Guick List.

List the cases this person has been associsted with.
Specify Date Appointed.

Step 4 - Click on Specify in the Actions list.

ACTIONS

Edit the detail for this person.

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

Search for a person to add to this casze.

Add Selected Persons to my Guick List.

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

Step 5 - Enter date Appointed.
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Specify Date Appointed

Appointed

Step 6 - Click OK.

» Record Date Appointed.

Step 1 - Click on the ® next to the case number in the Case Navigation Panel to
expand the case.
Step 2 - Click on Associated Persons in the Case Navigation panel.

= 1-vC-2009-0-25-1[77 350
outh AKA
Bl Associated Persons
Referal
@2 Documents
Cuztody
&4 Petition
%1 Mates [1]
A Hearings
@\'-ﬂ, Commurity Servic
Mations

Case Orders
% Information Packet

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

|Name |F|elationship |User |F'F'E |App0inled Date |F|elieved from Appointment Date|

ANN TESTCASE GRANDMOTHER - PATERMAL +
Ql|sETH JUSTIN DUKE GUARDIAM AD LITEM -ATTORNEY | | |12

AMANDA TESTCASE MEMTAL HEALTH FACILITY

TESTER JUDGE PRESIDING \(

REX MOHON FRESIDING o

Step 4 - Click on Record in the Actions list.
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ACTIONS

Edit the detail for this person.

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

Search for a person to add to this case.

Add Selected Persons to my Quick List.

List the cases this person has been associated with.
Fecord Date Appainted.

Eemove Date Appainted.

Change Date Appointed.

Generate appointed order.

Generate Order to Pay Guardian AD Litem Fees.

» Remove Date Appointed.

Step 1 - Click on the # next to the case number in the Case Navigation Panel to
expand the case.
Step 2 - Click on Associated Persons in the Case Navigation panel.

= 1-47C-2009-0-23-1(77350
EH vouth aka
'& Azzociated Persong
Referral
@2 Documents
Cuztody
il Patition
%1 Motes [1]
A Hearings
@x"., Comrmurity Servic
kotions

Caze Orders
é |nformation Packet

My Quick List
=4 “outh Locator
48 outh Locat
Scheduler
MY CIDS Alerts
In Box
i EME
Step 3 - Click on the Person record to be edited in the list.
|Name |Helationship |User |F'F'C |App0inted Date |Helieved from ﬁppointmentDate|
AN TESTCASE GRANDMOTHER: - PATERMAL '
[J|SETH JUSTIN DUKE GUARDIAN AD LITEM -ATTORNEY | - | |1 0/
AMANDA TESTCASE MEMTAL HEALTH FACILITY
TESTER JUDGE PRESIDING "
REX MOHON PRESIDING v

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

Edit the detail for thiz person.

Change the relationzhig of this person to the case.
Remove thiz person from this case.

Zearch for a person to add to thiz caze.

Add Selected Persons to my Quick List.

List the cases this perzon has been associated with.
Remove Date Appointed.

Change Date Appointed.

Generste appointed order.

Specify Releaze from Appaoirtment Date.
Generate Order to Pay Guardian AD Litem Fees.

» Change Date Appointed.
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Step 1 - Click on the # next to the case number in the Case Navigation Panel to
expand the case.
Step 2 - Click on Associated Persons in the Case Navigation panel.

= 1-47C-2003-0-23-1(7 7350
EH vouth 2k
& Aszociated Persons
Referral
@2 Documents
Cuztody
&4 Petition
%1 Motes [1]
A Hearings
®\'+ Comrmurity Servic
Motions

Case Orders
% Information Packet

[ Quick List
428 v outh Locatar
Scheduler
MYCIDS Alerts
In Box
i EME
Step 3 - Click on the Person record to be edited in the list.
|Name |F|elati0nship |User |F'F'C |App0inted Date |Helieved from ﬁppointmentDate|
ANN TESTCASE GRANDMOTHER - PATERMAL +
SETH JUSTIN DUKE GUARDIAM AD LITEM -ATTORNEY | | [12/
AMANDA TESTCASE MEMTAL HEALTH FACILITY
TESTER JUDGE PRESIDING o
REX MOHON PRESIDING v

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

Edit the detail for thiz person.

Change the relationzhig of this person to the case.
Remove thiz person from this case.

Zearch for a person to add to thiz caze.

Add Selected Persons to my Quick List.

List the cases this perzon has been associated with.
Remove Date Appointed.

Change Date Appointed.

Generste appointed order.

Specify Releaze from Appaoirtment Date.
Generate Order to Pay Guardian AD Litem Fees.

Step 5 - Enter correct date.

Change Date Appointed

Appointed

Step 6 - Click OK.

»  Generate Appointed Order.

Step 1 - Click on the # next to the case number in the Case Navigation Panel to
expand the case.
Step 2 - Click on Associated Persons in the Case Navigation panel.
- 1-vC-2009-D-29-1(7 7350
EH vouth Ak
Efg Azsociated Persons
Referal
@2 Documnents
Custady
4% Petition
%1 Mates [1]
A Hearings
@N'-., Comrnunity Servic
Mations
Case Orders
é Informnation Packet
[ Quick List
=8 v outh Locatar
A Scheduler
A MYCIDS Alerts
A In Bow
A EMB

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

57



MY CIDS User Guide

|Name R elationship |User |F'F'E |App0inled Date |F|elieved from Appointment Date|
ANN TESTCASE GRANDMOTHER - PATERMAL +
Q|sETH JUSTIN DUKE GUARDIAM AD LITEM -ATTORNEY | | |12/
AMANDA TESTCASE MEMTAL HEALTH FACILITY
TESTER JUDGE PRESIDING s
REX MOHON PRESIDING {

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

ACTIONS

Edit the detail for this person.

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

Search for a person to add to this case.

Add Selected Persons to my Guick List.

Lizt the cazes thiz perzon haz been associsted with.
Remove Date Appainted.

Change Date Appointed.

Generate appointed arder .

Specity Feleaze from Appoirtment Date.
Generate Order ta Pay Guardian AD Litem Fees.

» Generate Order to Pay Guardian Ad Litem Fees.

Step 1 - Click on the ® next to the case number in the Case Navigation Panel to
expand the case.
Step 2 - Click on Associated Persons in the Case Navigation panel.

= 1-vC-2009-0-25-1(77 350
EH vouth AkA
By A:sociated Persons
Refernal
@2 Documents
Cuztody
&4 Petition
%1 Motes [1]
A Hearings
®\'-., Commurity Servic
Mations

Case Orders
% Information Packet

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

|Name |F|elationship |User |F'F'C |App0inled Date |F|elieved from Appointment Date|
ANM TESTCASE GRANDMOTHER - PATERMAL +
SETH JUSTIN DUKE GUARDIAN AD LITEM -ATTORNEY | | [12/18

AMANDA TESTCASE MEMTAL HEALTH FACILITY

TESTER JUDGE PRESIDING v
RE# MOHON PRESIDING v
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Step 4 - Click on Generate Order to Pay Guardian Ad Litem Fees.

ACTIONS

Edit the detail for this person.

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

Search for a person to add to this case.

Add Selected Persons to my Guick List.

Lizt the cazes thiz perzon haz been associsted with.
Remove Date Appainted.

Change Date Appointed.

Generate appointed arder .

Specity Feleaze from Appoirtment Date.
Generate Order ta Pay Guardian AD Litem Fees.

Step 5 - Route document to Judge for signature.

¥ Foecify Release from Appointment Date.

Step 1 - Click on the ® next to the case number in the Case Navigation Panel to
expand the case.
Step 2 - Click on Associated Persons in the Case Navigation panel.

= 1-47C-2003-0-23-1(7 7350
EH vouth 2k
& Aszociated Persons
Referral
@2 Documents
Cuztody
&4 Petition
%1 Motes [1]
A Hearings
@x'-., Comrmurity Servic
Motions

Case Orders
% Information Packet

[ Quick List
428 v outh Locatar
Scheduler
MYCIDS Alerts
In Box
A EME
Step 3 - Click on the Person record to be edited in the list.
|Name |F|elati0nship |User |F'F'C |App0inted Date |Helieved from ﬁppointmentDate|
ANN TESTCASE GRANDMOTHER - PATERMAL +
SETH JUSTIN DUKE GUARDIAM AD LITEM -ATTORNEY | | |1 00/
AMANDA TESTCASE MEMTAL HEALTH FACILITY
TESTER JUDGE PRESIDING o
REX MOHON PRESIDING v

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

Edit the detail for thiz person.

Change the relationzhig of this person to the case.
Remove thiz person from this case.

Zearch for a person to add to thiz caze.

Add Selected Persons to my Quick List.

List the cases this perzon has been associated with.
Remove Date Appointed.

Change Date Appointed.

Generste appointed order.

Specify Releaze from Appaoirtment Date.
Generate Order to Pay Guardian AD Litem Fees.

Step 5 - Enter release date.

Specify Release from Appointment Date Pg|

Appointed

Cancel |

Step 6 - Click OK.

» Record Release Appointment Date

60

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

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

= 1-47C-2009-0-23-1(77350
EH vouth aka
'& Azzociated Persong
Referral
@2 Documents
Cuztody
il Patition
%1 Motes [1]
A Hearings
@x"-., Comrmurity Servic
kotions

Caze Orders
é |nformation Packet

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



1-0 Application Overview and Navigation

|Name R elationship |User |F'F'E |App0inled Date |F|elieved from Appointment Date|
ANN TESTCASE GRANDMOTHER - PATERMAL +
Q|sETH JUSTIN DUKE GUARDIAM AD LITEM -ATTORNEY | | |12/
AMANDA TESTCASE MEMTAL HEALTH FACILITY
TESTER JUDGE PRESIDING s
REX MOHON PRESIDING {

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

ACTIONS

Edit the detail for this person.

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

Search for a personto add to this case.

Add Selected Persons to my Guick List.

Lizt the ca=zes thiz perzon has been azsociated with.
Remove Date Appairted.

Generate appoirted order.

Record Release &ppoirtment Date.

Generate Releaze from Appointment Order.

» Generate Release from Appointment Order.

Step 1 - Click on the ® next to the case number in the Case Navigation Panel to
expand the case.
Step 2 - Click on Associated Persons in the Case Navigation panel.

= 1-47C-2003-0-23-1(7 7350
EH vouth 2k
& Aszociated Persons
Referral
@2 Documents
Cuztody
&4 Petition
%1 Motes [1]
A Hearings
@x'-., Comrmurity Servic
Motions

Case Orders
% Information Packet

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

|Name |F|elationship |User |F'F'C |App0inled Date |F|elieved from Appointment Date|
ANM TESTCASE GRANDMOTHER - PATERMAL '
SETH JUSTIN DUKE GUARDIAM AD LITEM -ATTORNEY | | [12/

AMaNDA TESTCASE MEMTAL HEALTH FACILITY

TESTER JUDGE PRESIDING d
REX MOHON PRESIDING "
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Referrals

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

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

ACTIONS

Edit the detail for this person.

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

Search for a person to add to this case.

Add Selected Persons to my Guick List.

Lizt the cazes thiz perzon haz been associsted with.
Remove Date Appainted.

Generste appointed order.

Record Release &ppoirtment Date.

Generate Release from Appointment Order.

Step 5 - Route document to Judge for signature.

generating intake orders.

b 6.1 - Add aReferral to aCase

4

6.2 - Edit a Referral

6.3 - Delete a Referrd

6.4 - Record a Referral to the General Docket

6.5 - Generate Intake Order

b 6.6 - Modify the Ref. Number

6.1 - Add a Referral

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

+1-[E] 254 0-2012-D-261-1(178

%



1-0 Application Overview and Navigation

The expanded case will look like the image below.

- 25-vC-201 2-0-261-1(178

N

By 4zsociated Persons
Referal

=) Documents
Custody

& Petition

%1 Motes
A Hearings

@N'-., Community Servic
Motiars
% Caze Fees

Case Orders
% |nformation Packet

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

o

» Sep 2 - Click on Referral node.

- 24'C-2008-0-28-1(69797

ER vouth &K

'& Agzociated Perzonz
@2 Docikgsnts
Custody

()l Petition

% Motes
A Hearings

Case Orders
% |nformation Packet

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

If no referrals exist, click Add areferral.
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= 2 C-2008-0-28-1(B9797 ) Mo referrals have been added to this case.
EH vouth sk
Efg 4ssociated Perzonz | ACTIONS

A%[_E a referral.

@2] Documents
¥l Cusztody
)5 Petition

E{ Nu:uteg

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

list.
- 2vC2008-0-23163797 )| | | |RefenalDate Referal Order Date | Order
B vouth &k 12/18/2008 ARSON: PERSONAL PROPERTY  [12419/2008 :
ﬁ Aszociated Persons
Referral
@2 Documents
#f8 Custody
(IS Petition <
Motes
Hearings This referral has one or more tems that have not been recorded on the General Docket.
[EE] Caze Orders
. ACTIONS
é Infarmation Packet ;
M Quick List Acddd & new referral to this case.
E. M E iz referral.
2) “fouth Locatar Delete this referral.
A Scheduler Record thiz referral and all associsted tems on the General Docket.
=8 MYCIDS Alerts Generate the intake order.
A ln Box

» Sep 4 - Enter Referral Information

1. Choose Reason for Referral from the drop-down menu.

v
Beason for Referral ~ |

ACCESSORY AFTER THE FALCT [Delinguent Child or a Child inMeed of Supervigion] : 97-1-5

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

ANIMALS: DOG, CAUSING MaLICIOUS INJURY [Delinguent Child or a Child in Meed of Supervision] : 97-41-16
AMIMaLS: LIVESTOCK, CAUSING MaLICIaus INJURY [Delinguent Child ar a Child in Heed of Supervizion] : 97-41-15
Ref. # [ARREST: RESISTING OR OBSTRIUCTIMG [Delinguent Child ar & Child in Heed of Supervizion] : 97-3-73

ARSOM: ATTEMPT, AID OR INDUCE TO BURM [Delinguent Child or a Child in Meed of Supervision) : 97-17-3
ARSOM: DWELLIMG OR OUT BUILDIMG [Delinguent Child or a Child in Meed of Supervision) : 37-17-1

ARSOM: INSURED PROPERTY [Delinguent Child or a Child in Nee-lzllof Supervigion) . 97-17-11

Document Text

Offense Date

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

Document Text [&my Jo Testease ted to burn down Alcorn County High
Schoal.



1-0 Application Overview and Navigation

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

Ref. # |

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

Offense Date |12/16/2008 w | Refernal Date
n December, 2008 n

Sun Mon Tuewed Thu Fri Sat

1 2 3 4 5 B
Fo8 9 10 11 12 13
14 15 4 17 @ 19 20
21 22 2le24 25 28 X
28 029 30 FH

= Today: 12/18/2008

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

Fefernal Date (1241742008 -
n December, 2008 “

Sun Mon Tue'ed Thu Fri Sat

1 2 3 4 5 B
§o8 9 10 11 12 13
14 15 16 4 @ 19 20
21 22 23 Mg h 28 X
28 029 30 FH

< Today: 12/1872008
1

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

Allegation Brought By

Then, choose who the allegation was brought by and click OK.
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Select Allegation Source Types _ |

Dezcription

RESFOMSIBLE CARETAKER

%)

|[>

Felative

_[SECURITY OFFICER
SELF
SOCIaL SERVICE

j_—

VICTIM

W

>
F, [}J Cancel |

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

o

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

Intake Recommendatior

| K

BRING FORWARD g
CHILD BE wWaRMED OR COUMSELED INFORMALLY
INFORMAL ADJUSTMENT

MOHS TO MOMITAR CHILD OF FAMILY INFORMALLY
TAKE NOACTION

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

Intake Recommendation

[ERING FORwWARD |

Date |12/18/2008

[ 4 ] Decemh!fr, 2008 |3

Sun Man Tueed Thu Fri Sat
1 2 3 4 5 B
Date| 7 2 9 10 11 12 13

14 15 16 17 &Fm 19 Il —
Bl 22 23 24 5 m 2
2% 029 30 3

3 Today: 1271872008

9. Choose the order of the court from the drop down list.
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Order af the Court

CHILD wWARNED OR COUNSELED INFORMALLY ORDERED
FORMaL PETITION ORDERED

INFORMAL ADJUSTMENT ORDERED

MDHS MOMITOR CHILD OR FAMILY INFORMALLY ORDERED
—|TAKE NO ACTIOM ORDERED

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

Order of the Court
|FEIFH'-1.-5'-.L PETITION ORDERED j

Cate |12/18/2002

= KN Decemh:,-{r, 2008 i3

Sun Maon TueWed Thu Fn Sat

1 2 3 4 5 B
§o8 9 10 11 12 13
—— 1 15 16 17 SRR 1] 2 —
21 22 23 24 25 28 27
28 23 30 A

3 Today: 1271872008

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

Order of the Court

|FEIHM.-’-‘-.L FETITIOMN ORDERED ﬂ
Date (1241852008 -
By ||
Mame | Hé‘fﬁtinnship
JAMIE KELLY MCBRIDE PRESIDIMNG

12. If there are any aggravating factors (i.e.. Weapons, Intoxicants) for the referral,
choose the aggravating factors tab at the top of the edit referral window.

Edit Referral

Properties | Agdravating Factars ]

hg

Weapon |nvalved
Mo records exist for thiz referral. Add |

13. Click the add button in the weapons involved section to select weapons as
aggravating factors.
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Wieapon [nvaolved
Mo recards exist far this referral.

Choose from the weapons list and click OK.

Select Weapon Types E'
Fa

D'ezcription

K.nife/Cutting Instrument
Other Weapon

W

|+

&

k. ’\J Cancel |
N

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

Intoxicant [nyvolved

Mo recordz exist for this referral. ,.ﬁ.,.j‘E

15. Choose from the aggravating factors list and click OK.

Select Intoxicant Types D_<|

Drescription ~
_|AMPHETAMINES
Alcohol and Drugs
B E4REITURATES

_|eEER

BENZODIAZEFINES
B |CaNNABINDIDS
_|cocame
_|LiouoR
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» Step5- Click OK.

6.2 - Edit a Referral

P Step 1 - Expand the case.

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

- [E] 25201 2-D-261-1(178

%

The expanded case will look like the image below.

N

Efg 4ssociated Persons
Referal

@2 Documents
Custody

4 Petition

% Motes
& Hearings

®\'-., Community 5 erwvic
kotions
% Case Fees

Caze Orders
% | nfarmation Packet

=

o

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

ERE 2 C-2008-0-3-1(57185)

P Step 2 - Click on Referral node.
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- 2+'C-2008-0-28-1(63737

ER vouth sk

& Agzociated Persons
@2 Docukdsnts
Custody

()l Petition

%1 MNotes
* Hearings

Case Orders
% |nformation Packet

P Step 3- Choosethereferral to edit and click "Edit thisreferral” fromthe list of
actions.

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

| |Heferral Date |Heferral |EIru:|erDate |Elr|:|er
12/17/2008 ASSALLT: AGGRAVATED 12/18/2008  FORMAL PETITIO
g | = 3 ARS0N: PERSONAL PROPERTY  [12/19/2008 |FORMAL PETITIO

| #

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

ACTIONS
Add a newy referral to this case.

Edit thiz referral.
(] thiz refetrral.

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

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

Froperties l Aggravating Factors ]

Beason for Referral i |.f3.FiSEIN: PERSOMAL PROPERTY [DELIMQUENT CHILD EIFj
|

Docurment Test

1

Rief. # |

Offense Date [12/11/2008 v |  Refenal Date |12/18/2008 |
Allegation Brought By
Add

[Benrs”
=

| Referal Aecommendation/Order Information

Intake Recommendatiorn
[BRING FORWARD

Date [1219/2008 =]

Order af the Court

IFORMAL PETITION ORDERED |
Date [12719/2008 =]
By [JAMIE KELLY MCERIDE |

] | Cancel |

» Step 5- Click OK.

6.3 - Delete a Referral

b Sep 1 - Expand the case.

Click on the ® next to the case number in the Case Navigation Panel.
+-[E] 25 C-2012-0-261-10178

.
The expanded case will look like the image below.
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2R-yC-20 2-D-261-1[1748

Efy Azsociated Perzons
Referal

@2 Docurnents
Custady

s Petition

% Mokes
A Hearings

®\'-., Community 5 ervic
M otiariz

% Caze Fees

Casze Orders

% Information Packet

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

o =) 2 C-2008-0-3-1 (71 86)

P Sep 2 - Click on Referral node.

= 24C-2008-D-28-1[69737
EH vouth ks
& Agzociated Persons

@2 Docuagents

# Custody
(s Petition

% MNotes
* Hearings

Caze Orders
% |nformation Packet

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

Choose the referral to delete and click Delete this referral from the list of actions.
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| |HeferraIDate Referral |EIru:|erDate |Elr|:|er
12/17/2008 ASSAILT: AGGRAVATED 12/18/2008  FORM
O | [12n18:2008 ARSON: PERSONAL PROPERTY  |12/19/2008 |FORM

|

Thiz referral has ane or more tems that have not been recorded on the General Docket.

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

Delete this referral.
= thiz referral and all associated tems on the General Docket.
Generate the intake order.

el

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

Information fgl

i J Are you sure vou wank to remove this Referral?

6.4 - Record Referral on General Docket

b Sep 1 - Expand the case.

Click on the = next to the case number in the Case Navigation Panel.
+-[E] 25+vi-2mz-p-261-111 78

The expanded case will look like the image below.
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2B C-201 2-D-261-1[178
" outh AKA

Efy Azsociated Perzons
Referal

@2 Docurnents

Custady

s Petition

% Mokes
A Hearings

®\'-., Community 5 ervic
M otiariz
% Caze Fees

Casze Orders
% | nfarrnation Packet

- B
K

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

o Bl S]] 2 C-2008-0-3-1(67188)

P Sep 2 - Click on Referral node.

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

ER vouth &K

& Agzociated Perzong
@2 Docuagents
Custody

)k Petition

% MNotes
* Hearings

Caze Orders
% |nformation Packet

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

Choose the referral to record and click "Record this referral on the general docket"
from the list of actions.
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| | Referral O ate Referral | Order Date | Order
12417200 ASSAULT: AGGRAVATED 12/18/2008 | FORM,
ARSOM: FERSOMAL FROPERTY 2M9/2008 |FORK

|

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

ACTIONS

Add a new referral to thiz caze.
Edit thiz referral.

Delete this referral.

Fecord thiz referral and all azsociated tems on the General Docket.
Gene the intake arder.

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

| | Feferral D ate | Referral | Order Date | Orc
12417/2008 ASSAULT: AGGRAVATED 12118/2008  FO
HEEEE FO

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

6.5 - Generate Intake Order

b Sep 1 - Expand the case.

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

+ 24C-2008-D-28-1(69797

b Sep 2 - Click on Referral node.
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- 2+'C-2008-0-28-1(63737

ER vouth sk

& Agzociated Persons
@2 Docukdsnts
Custody

()l Petition

%1 MNotes
* Hearings

Case Orders
% |nformation Packet

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

Choose "Generate the intake order" from the list of actions.

| Refernal Date | Referal | Order Date | Orde

12 2] ASSALLT: AGGRAVATED 21872007
121342008 AaR50M: PERSOMAL PROFPERTY 121342008 |FORI

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

ACTIONS

Add a newy referral to thiz caze.

Edit thiz referral.

Delete this referral.

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

Generﬁe the intake order.

The intake order will open in the MYCIDS word processor as shown in the image
below.
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It = | Rous | Sgn - Save | LetMagn 4 | »| RigtMagn 4| b| | Envelope

IN THE YOUTH COURT OF ALCORN COUNTY , MISSTSSTPPI

I THE INTEREST OF:
AMY JO TESTCASE, A MINOE I C-2003-1In-23-1(62797)
(DOE: L17/1991)

INTAKE ORDER

THIS DAY thes canse came before this Court upon the recommendation of the Youth
Court Intake Unit which wpon conducting a preliminary investgaton asserted that
AMY JOTESTCASE 12 a Delinguent Child or a Child in Meed of Supervizion coming
within the purview of the Mississipp Youth Court Act and wathin the yjunsdiction of

this Court and made the following Intake Becommendations to this Court,

Offemge Eeason For Beferral Intalke Fecomimendaton
Date

121182008 ARSOMN OF PERSOMAL FEOPEETY in  BREINGFORWARD
viclation of §87-17-T of the Mizsissipm
Code of 1972

- T L e T T T T U e T T N T s I I T O

fommd o T s

i K C5X
[0 =][TTmesNewRomen  -k512 -] (W =] B| 2| U] % 2 | @) [ = == =
oa|F|E| @ a8 ) om0 ) Sl ae 2w = =) = o] m) E) 0] L) B
i=| 15 o o R i

"

6.6 - Modify Ref. Number

b Sep 1 - Expand the case.

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

- [E]] 25¥-2012-D-261-1(178

N

The expanded case will look like the image below.
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2B C-201 2-D-261-1[178
" outh AKA

Efy Azsociated Perzons
Referal

@2 Docurnents

Custady

s Petition

% Mokes
A Hearings

®\'-., Community 5 ervic
M otiariz
% Caze Fees

Casze Orders
% | nfarrnation Packet

- B
K

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

o Bl S]] 2 C-2008-0-3-1(67188)

P Sep 2 - Click on Referral node.

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

ER vouth &K

& Agzociated Perzong
@2 Docuagents
Custody

)k Petition

% MNotes
* Hearings

Caze Orders
% |nformation Packet

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

Choose the referral to modify the ref. number and click "Modify the Ref. Number
ONLY" from the list of actions.
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| | Refernal Date | Referal | Order D ate | Ord
&_E} % 1272008 ASSALILT: AGGRAVATED 12/18/2008 |FOF
B |5 [12n92008 ARSON: PERSOMAL PROPERTY  |12419/2008 |FOR

£ alf

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

Thizs referral has been referenced on a previously filed petition. % ou will not be allovved to e
petition to not include this referral.

ACTIONS

Add a new referral to thiz caze.
Yiewy thiz referral.

ModEy the Ref. Mumber QRNLY .
e & the intake arder.

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

Edit Ref. Number X

Froperties l

Eef. # |APD-7EIGE ‘

ak DSJ Cancel |

Note

The Modify Ref. # ONLY action is available if the referral has
been addressed on a petition.

If the referral has not been addressed on a petition simply click
the "Edit thisreferral" action to modify the ref. number.

P Sep 4 -Make the desired changes in the Edit Referral window.
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Edit Referral [‘5__<

Froperties l Aggravating Factors ]

Beason for Referral i |.f3.FiSEIN: PERSOMAL PROPERTY [DELIMQUENT CHILD EIFj
|

Docurment Test

1

Rief. # |

Offense Date [12/11/2008 v |  Refenal Date |12/18/2008 |
Allegation Brought By
Add

[Benrs”
=

| Referal Aecommendation/Order Information

Intake Recommendatiorn
[BRING FORWARD

Date [1219/2008 =]

Order af the Court

IFORMAL PETITION ORDERED |
Date [12719/2008 =]
By [JAMIE KELLY MCERIDE |

] | Cancel |

» Step 5- Click OK.

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

b 7.1- Attaching

b 7.2 -Scanning

b 7.3-Replacing
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b 7.4 - Removing

b 7.5-Recording

b 7.6 - Downloading and Viewing

b 7.7 - Edit Description

b 7.8 - Edit Notes

b 7.9 - Showing Summons

7.1 - Attaching Documents

P Sep 1 - Expand the case.

1-0 Application Overview and Navigation

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

- [E] 25201 2-D-261-1(178

The expanded case will look like the image below.

=B Bl 25:vC-2012-0-261-1(173
D EH Youth A
& Azzociated Persons
Referral
@2 Documents
Custody
i Petition

% Motes
A Hearings

®\'-., Community 5 ervic
kotionz
% Case Fees

Caze Orders
% | nfarmation Packet

o

The case can also be collapsed / expanded
‘B’ by double-clicking the case.
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P Step 2 - Click on Documents in the Case Navigation panel.

E 2-vC-2008-0-3-1(67196)
EH vouth a4
Bl Azsociated Persons

Referral
&

Cuztod
4 Petition

%1 Motes
A Hearings

Case Orders
% Information Packet

P Step 3 - Click on Attach a new Document.

ACTIONS

Attach a newe document.

@mm SCanner.

Replace the selected document.

Feplace from scanner.

Remove the selected document.

Record this document on the General Docket where absent.
Dowenload and viewe the selected document.

Edit attached documert's description.

Edit Motes for the selected document.

P Sep 4 - Select document from the Attach Document browser.

Document can be attached from the local computer, disks or flash drives. Locate the
document from the source and click open.
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Attach Document(s)

Look, in: | :} My Computer j = -

L e Local Disk ()
Bb (b fudio €D (D)
My Recent B oreTouchd (ED
Documents Esys on 'supreme-1' (F:)
7“[_: 2 :DJSM Drive (G:)
..g(Memu:ury Stick Drive (H:)
Desktop .E./SD Zard Drive (I:)
“o* Removable Disk (1:)

j .E'CDmpact Flash Drive (M

ky Documents

ky Computer

i

My Metwork. File name: | ﬂ Lsa

Flaces I—I
*DOC wWPD wLS. " PDFJPG TIF TET j Cancel

Filez of type:

¥ Sep 5 - Confirm document selection.
Click Add Documents to accept the selected document. Click Close to cancel.
Add Document r>_C|

Pleaze canfir that pou want ta add the fallowing documentz. Then click Add Documents:

v C:ADocuments and Settingz\BEM My Documentshal 5P wpd

Al | Nl:un§| Add Documents
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P Sep 6 - Date, name and describe document.

Enter the document date.
Select document type from drop down list.
Enter Document Description to correctly name the document in the list.

Click OK.

X]

C:\Documents and Settings\REMWWy DocumentsMISP.wpd

Date |12/15/2008 -]

Dacument Type [OTHER CASE DOCUMENT -

Dezcription |D.-’-‘-.I'v1.ﬁ.l3E ESTIMATE

-

ak. Cancel |

7.2 - Scanning Documents
b Sep 1 - Expand the case.

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

=-[E] 255201 2-0-261-1[172

N

The expanded case will look like the image below.




- B
K

2B C-201 2-D-261-1[178
| outh AKA
Efy Azsociated Perzons
Referral
@2 Docurnents
Custady
s Petition
% Maotesz
A Hearings
®\'-., Community 5 ervic
M otiariz
% Caze Fees

Casze Orders
% | nfarrnation Packet

1-0 Application Overview and Navigation

siin

o

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

Bl S]] 2 C-2008-0-3-1(67188)

b Sep 2 - Click on Documentsin the Case Navigation panel.

2-C-2008-D-3-1(E718E)
EH vouth aka
Efg Azsociated Persons

Referral
&=

Cuztod
i Petition

% Maotes
A Hearings

Case Orders
é Infarmation Packet

»  Sep 3 - Click on Attach from Scanner or Scan a document

If no documents exist the documents nodes actions will look similar to the following

image. Click Scan a document.
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Mo documents exist. Aftach or Scan a document.

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

ACTIONS

Attach a newy document .

Attach from scanner.

ﬁthe zelected document.

Replace fram scanner.

Remove the selected document.

Record this document on the General Docket where abzent.
Dowenlozd and viewy the selected document .

Edit attached documernt's description.
Edit Motes for the selected docurment.

P Sep 4 - Insert document into scanner.

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

P Sep 5- Click Scanin Docviewer.

86



1-0 Application Overview and Navigation

Y. TWAIN Driver {32)

=]

1 2 2 4 ] L] 7 2

16ME Browze...

Image Scanner. F5120C4

S pecify the threshold for corverting the multiple-bitimage to binan.

IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|II
= Setting Fies: ||]D - Current S etting | Conlig..
1 = Resolution Scan Tupe:
= "
3§ 300% 300 ﬂ ADF [Font Side] j
4= by
5% :II o Faper Size:
E; [~ Predefine ‘ Letter (.51 1in| j -
= r .
=
= Front | [
=
1n§ Image Mods: Brightness:
— = |— 128
127 — =
= Elack./white: Threshold:
13 =
jE s e i -
Scanning fieal nch] i irast
anirast:
Left: 0.0o0 Top: 0.000 | J 178
it 8.500 Lergth: 11.000 e
. Advance...
| Scan | Prewview ‘
Close | Feset ‘ Optior.... | orline... Help | about... |

Data Size about;

1.1MB

P Sep 6 - Save document and close MYCIDS Document Processor.

The MYCIDS Document Processor allows the user to manipulate documents
scanned into MYCIDS. Click on L to save the scanned document. Click on
ﬁ to close the Document Processor.
W] 8| = | 3| |
J To | J J Scan Duples

o o6 | x| &

[7 Append to End of Document W

TMove |

Close MYCIDS
Document Processor.

o
& |

_@ |

Print Document.

Go to previous
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P Sep 7 - Date, name and describe document.

88

document of amultiple
page scan.

Go to next page of a
multiple page scan.

Rotate page in current
view.

Revert to default zoom
level.

Zoomin.

Zoom out.

x |lefle) | b e

Delete currently viewed
page.

Scan another document
to the end of the current
document.

o |

Save current document.

Move |F'age 2 ﬂ Ta |F'agel ﬂ G0

Move the page order of
the document.

Scan Duplex [w*

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

fppend ko End of Docurment: (v

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




Enter the date of the document.

1-0 Application Overview and Navigation

Select the Document Type from the drop-down list.

Enter the description of the document if necessary.

Click OK.

C:\Documents and SettingsMAllL Users\Application DatadMY CIDSLOCALWse. .. E'

Date |12/15/2008

5

Document Type |IIITHEH CASE DOCUMEMT

El

-

Dezcription |D.-'1‘-.M.-ﬁ-.l3 E ESTIMATE

Ok

Cancel |

7.3 - Removing Documents

P Sep 1 - Expand the case.

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

247 C-2008-0-3-1[E7186)

The expanded case will look like the image below.

T
% B8 Youth AKA
& Azzociated Persons
Referral
@2 Documents
Cuztody
ixlis Petition
% Motes

A Hearings
Caze Orders

=| Informnation Packet

DE The case can also be collapsed / expanded by double-clicking the
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SRl 2 C-2003--3-1(67185)

g

» Sep 2 - Click on Documentsin the Case Navigation panel.

= 2+7C-2008-0-3-1[E7136)
EH vouth ks
& Aggociated Persons

Feferral
@

Cuztod
i Petition

% MNotes
A Hearings

Caze Orders
% [nfarmation Packet

P Sep 3 - Select document from the Documents list.

B % 12408/2005 14:01 IMTAKE ORDER M A2
12/18/2008 13:50 APPOINT ¥OUTH ATTORMEY ORDER M AR
O | [12415/200800:00 | DAMAGEESTIMATE

Eﬂl Clicking on the document highlights the document in blue. Thisinsures
! that the correct document has been chosen.

P Sep 4 - Click Removein Actionslist.

ACTIONS

Attach & newy document.

Attach from scanner.

Feplace the zelected document.

Replace fram scanner.

Femoye the selected document.

Recn&is document on the General Docket where absent.
Dowenload and view the selected document.

Edit attached documert's description.
Edit Motes for the selected document.
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Documents that have been recorded cannot be removed.

P Sep 5 - Confirmremoval of document.

Click on Yes to complete the removal process. Click No to cancel.

Warning r>__<|
"j This will permanently remowve the document entry, Continue?
L

7.4 - Replacing Documents

P Sep 1 - Expand the case.

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

24'C-2008-0-3-1(67156)

The expanded case will look like the image below.

—%

B routh AKA

& Azzociated Persons
Referral

@2 Documents
Cusztody

ixlis Petition

% Motes

A Hearings

Caze Orders

=| Information Packet

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

o
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P Step 2 - Click on Documents in the Case Navigation panel.

- 2-vC-2008-0-3-1(67196)
EH vouth aka
Efy Azs0ciated Persons

Feferral
&

Cuztod
4% Petition

%1 Motes
A Hearings

Case Orders
% Information Packet

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

B % 12/08/2008 14:0 IMTAKE ORDER I A,
1218/2008 13:60 APPOINT ¥0OUTH ATTORMEY ORDER A
d | [12115/2002 00:00 s |

DAMAG Ekf STIMATE

Eﬂl Clicking on the document highlights the document in blue.
O Thisinsures that the correct document has been chosen.

P Sep 4 - Click on Replacein the Actionslist.

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

ACTIONS

Attach & newy document.

Attach from scanner.

Feplace the zelected document.

Feplace fram scanner.

Hemué the selected document.

Record this document on the General Docket where abzent.
Dovenload and view the selected document.

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

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

Attach & newe document .

Attach from scanner.

Feplacs the selected document.

E@mm SCANMNEY.

Remove the selected document.

Fecord this document on the General Docket where abzent.
Dowvnload and viesy the selected document .

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

7.5 - Recording Documents

P Sep 1 - Expand the case.

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

24'C-2008-0-3-1(67156)

The expanded case will look like the image below.

Efy 4ssociated Persons

Referral
@2 Documents
Custody
i Peatition

% Motes

* Hearings

Caze Orders

=| Information Packet

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

» Sep 2 - Click on Documentsin the Case Navigation panel.
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- 2-+rC-2008-0-3-1[E7136]
EH vouth aka
& Associated Persons

Referral
&

Cuztod
4 Petition

%1 Notes
A Hearings

Case Orders
% [nfarmation Packet

P Step 3 - Click on document to be recorded in Documentslist.

B % 12/08/2003 14:01 IMTAKE ORDER MAA
12/418/2008 13:50 APPOINT ¥OUTH ATTORMEY ORDER AR
O | [12415/200800:00  |DAMAGEESTIMATE

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

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

o chosen.

» Step 4 - Click on Record in the Actions list.

ACTIONS

Aftach & nevw document.

Aftach from scanner.

Replace the selected document.

Replace from scanner.

Remove the selected document.

Recnrﬁ thiz document on the General Docket where absent.
Doy d and vievy the selected document.

Edit attached documert's description.

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

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

Confirm b_(|

Are woll sure yau wank ko Recard this Dacurment ko the
. General Docket?

7.6 - Downloading and Viewing Documents

P Sep 1 - Expand the case.

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

24C-2008-D-3-1(57186)
The expanded case will look like the image below.

—%

B8 Youth ARA

& Aggociated Persons
Referral

@2 Documents
Custody

i Petition

% Motes

A Hearings

Caze Orders

=| Information Packet

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

o

P Sep 2 - Click on Documents in the Case Navigation panel.
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= 2-vC-2008-0-3-1(67186)
EH vouth aka
Bl A2s0ciated Persons

Referral
&

Cuztod
4% Petition

% Motes
A Hearings

Case Orders
% Infarmation Packet

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

B % 12/08/2008 14:01 IMTAKE ORDER I A
12/18/2008 1360 APPOINT ¥OUTH ATTORMEY ORDER I A,
d | [12715/2002 00:00 s |

DAMAG EN STIMATE

:8: Clicking on the document highlights the document in blue. This
b} insures that the correct document has been chosen.

» Step 4 - Click on Download in the Actions list.

ACTIONS

Attach a newy document.

Attach from scanner.

Eeplace the selected document.

Eeplace from scanner.

Eemove the selected document.

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

med documert's description.

Edit Motes for the selected document.

Documents may be edited, routed, and printed from this screen. To learn more about
the MYCIDS Word Processor features, see 23.0 - Word Processor.

7.7 - Edit Document Descriptions

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

24C-2008-D-3-1(57186)
The expanded case will look like the image below.

=R E)} 2-¢C-2008-D-3-1(57186)
% £ routh AKA
Efy 4ssociated Persons
Referal
@2 Documents
Custody
i Peatition

% Motes

* Hearings

Caze Orders

=| Information Packet

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

o el - C-2008-0-3-1(67156)

P Sep 2 - Click on Documents in the Case Navigation panel.

= 2+7C-2008-0-3-1[E7136)
EH vouth ks
& Aggociated Persons

Feferral
@

Cuztod
i Petition

% MNotes
A Hearings

Caze Orders
% [nfarmation Packet

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

B % 12/08/2008 14:M INTAKE ORDER A
12/18/2008 13:50 APPOIMNT ¥OUTH ATTORKEY ORDER AL

A5/2008 00:00 DAMAGERE STIMATE
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Clicking on the document highlights the document
EHI in blue. Thisinsuresthat the correct document has

o been chosen.

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

ACTIONS

Aftach & new document.

Aftach from scanner.

Feplace the zelected document.

Replace fram scannet.

Remove the selected document.

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

Edi attached document's description.
E otes for the selected document.

¥ Sep 5 - Edit description field.

Enter the description of the document if necessary.

Click OK.

C:\Documents and SettingsMlL UsersMpplication DataAMYCIDSLOCALWse. .. E'

Date |12/15/2008 -]

Dacument Type [OTHER CASE DOCUMENT |

Dezcription |D.-’-‘-.M.&I3 E ESTIMATE

-

ak. Cancel |

7.8 - Edit Document Notes

» Sep 1 - Expand the case.

Click on the # next to the case number in the Case Navigation Panel.
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24'C-2008-0-3-1(67156)

The expanded case will look like the image below.
2-47C-2008-0-3-1[67186)
% rﬂ " oLath KA
& Aggociated Persons
Referal
@2 Documents
Custody
i Petition

% Motes

A Hearings

Caze Orders

=| Information Packet

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

o e S| 2 C-2005-0-3-1(57156)

P Sep 2 - Click on Documentsin the Case Navigation panel.

- 2-yC-2003-0-3-1[E7186]
EH vouth &k
& Azzociated Persons

Referral
@l

Custod
& Petition

% Maotes
 Hearings

Caze Orders
@ Infarmation Packet

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

B % 12/08/2002 14:M INTAKE ORDER t A
12!18;’200813 50 .-“-‘-.P'F'EIINT YOUTH ATTORMEY ORDER A
=S TIMATE
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‘ﬁ: Clicking on the document highlights the document in blue. This
o insures that the correct document has been chosen.

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

ACTIONS

Attach a newy document .

Attach from scanner.

Replace the selected document.

Replace from scanner.

Remove the zelected document.

Record this document on the General Docket where abzent.
Dowvnload and viewy the selected document.

Edit attached documert's description.

Edit Nmﬁs for the zelected document.

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

This screen lists the notes entered for the selected document.

Document Motes El
Created By |Date [Mate -
Ld
v
< >
Cloze

b Step 6 - Type note.
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Type the necessary notes in the screen.
Click OK.

Click Close on Documents Note editor.

Document notes can be viewed by all MYCIDS users.

x]

New Mote for Document

Flease corect document test,

ak | Cancel |

7.9 - Showing Summons Documents

b Sep 1 - Expand the case.

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

24C-2008-0-3-1(67186)

The expanded case will look like the image below.
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—%

& Associated Persons

Referral
@2 Documents
Custody
4 Petition

%1 Motes

A Hearings

Case Orders

=| Information Packet

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

o

b Sep 2- Click Documentsin the Case Navigation panel.

- 2-vC-2008-0-3-1(67196)
EH vouth aka
Efy Azs0ciated Persons

Feferral
&

Cuztod
4% Petition

%1 Motes
A Hearings

Case Orders
% Information Packet

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

[v Shaow Summons Documents

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

Custody

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

102



1-0 Application Overview and Navigation

» 8.1- Add aCustody Record

b 8.2 - Edit a Custody Record

b 8.3 - Delete a Custody Record

b 8.4 - Record Custody Change to General Docket

b 8.5 - Generate Custody Change Order

b 8.6 - Generate Transport Order

P 8.7 -View Custody History for Y outh

8.1 - Add a Custody Record

» Sep 1 - Expand the case.

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

% 2YC-2008-D-3-1 (57186

The expanded case will look like the image below.

—%

Efy Azs0ciated Persons
Referral

@2 Documents
Cuztody

4% Petition

%1 Motes
A Hearings

Casze Orders
E Information Packet

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

o
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P Step 2 - Click on Custody node.

= 2-47C-2008-0-28-1[69737
EH vouth ks
& Azzociated Persons

Referral
2 Documents

S5 Petiti

%1 Mates
* Hearings

Caze Orders
é Information Packet

» Sep 3- Fromthe Edit Panel area click on "Add a custody record" or click on
"Add a custody change record."

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

= 24'C-2008-0-28-1[BI737F g custody records exist.
ER v outh Ak
Bl Associated Persons | ACTIONS

R eferral % cuztocdy record.
Wi

lﬁ Documents complete custody histary for this youth.

Cuzstody
&4 Petition

% Mates
A Hearings

Case Orders
% Information Packet

If acustody record already exists, click on Add a custody change record.
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Type [To

02 [PHYSICAL & SAMDRA TESTCASE - MOTHER - BIOLOGIALCORM CO

|

This custody change did not occur &t a hearing.

Date 120232003
Type PHYSICAL AND LEGAL
From SAMDRA TESTCASE - MOTHER - BIDLOGICAL PPC
To ALCORMN COUMTY DETEMTION CEMTER - COLUMT DETE
Hearing -
Reasonable Effort Made i
Restrictions

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

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

CAld dlmim maamdmmli s v el

b Sep 4 - Enter Custody Information in the Custody Edit window.
Choose the date/time from the calendar drop down menu or type in the date/time.

Custody Edit B

Froperties l

Date [12/23/2008 08:00 AM

n December. 2008 n

Sun Mon Tue wed Thu Fri Sat j Ta | j

1 2 3 4 5 B
o8 9 10 11 12 13
14 15 16 17 18 19 20
21 2 FEHM B/ %K 7
28029 3 AN

o Today: 12/23/2008

| Cancel |

105



MY CIDS User Guide

Type in the time.

Properties l

D ate |

F o —
1 2323320%:00 el

Type |

Crmen |

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

Custody Edit [g|
Froperties l
Date |12/23/2008 08:00 AM ~ |
Tupe | |
From |DURAELE b ]
LEGAL
Festis PHY'SICAL
PHYSICAL AND LEGAL —
| Cancel |

Choose where custody is taken from in the from drop down menu.
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Custody Edit |

Froperties l

Date |12/23/2008 08:00 AM ~ |
Type |PHYSICAL AND LEGAL -]

From | —T‘J T|:|| ﬂ

SANDRA TESTCASE - MOTHER MAOLOGICAL - (PPC)
ALCORM COUNTY DETEMTION CEMTER - COUNTY DETEMTION CEMTER

R ezt

| Cancel |

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

X]

Custody Edit

Properties ]

Date |12/23/2008 08:00 AM ~ |

Type |PHYSICAL AND LEGAL |
From |S4NDR& TESTCASE - MOTHEF w| Ta | x|
Restrictions SANDRA TESTCASE - MOTHER “BIDLOGICAL - [ PPC )

ALCORM COUNTY DETENTION CEMTER - COUNTY DETEMTIOM CENTER

| Cancel ‘

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

X

Custody Edit

Froperties l

Date |12/23/2008 05:00 AM ~ |
Type [PHYSICAL AND LEGAL |
From |SANDRA TESTCASE - MOTHEF » | To |S4MDRA TESTCASE - MOTHEF |

R estrictions

Ay shall have no contack with,..__| |

ak | Cancel |

» Step5- Click OK.

8.2 - Edit a Custody Record

b Sep 1 - Expand the case.

108

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

2+C-2008-0-3-1(67156)

The expanded case will look like the image below.

2 C-2008-0-3-1[E7186)

==l

% £ routh AKA
Efy 4ssociated Persons
Referal
@2 Documents
Custody
i Peatition

% Motes

* Hearings

Caze Orders

=| Information Packet



1-0 Application Overview and Navigation

=

o

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

P Sep 2 - Click on Custody node.

P Sep 3 - Choose the custody record to edit and click "Edit this custody record"

= 2-vC-2008-0-28-1(65797
EH vouth Ak
Bl Associated Persons
Referral

@2 Documents

L4 Petii

% Mates
A Hearings

Case Orders
% Information Packet

fromthe list of actions.

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

actions.
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Type Fram Ta

A SAMDRA TESTCASE - MOTHER - BIOLOGIALCORK COUMTY DET

This custody change did not occur &t & hearing.

. Dste 122008

I Type PHYSICAL AND LEGAL

© From SANDRA TESTCASE - MOTHER - BIOLOGICAL PPC
" To ALCORN COUNTY DETENTION CENTER - COUNTY DETENTION CEF

 Feasortie rfort e

ACTIONS

PPC - Permanent Physical Custodian

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

Delete this custody recard.

Edjit this custody recaord.

ﬁm custody change arder.

Generate transhart order.

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

Properties l

Date |12/23/2008 08:00 AM ~ |
Type |PHYSICAL AND LEGAL -]

3

Al - MOTHER - BIOLOGICAL - [ PP

R ezt

To |ALCORN COUNTY DETENTION |

SaMDRA TESTCASE - MOTHER - BIOLOGICAL - [ PPC )
ALCORM COUMNTY DETEMTION GEMTER - COUNTY DETENTION CENTER

Amy shall have no contact with....... b

ak | Cancel |

» Step5- Click OK.

8.3 - Delete a Custody Record

b Sep 1 - Expand the case.

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

24C-2008-0-3-1(67186)

The expanded case will look like the image below.

- 24C-2008-0-3-1[67186]

s

{ Touth AKA
Efg Azsociated Persons
Referal
@2 Documnents
Custady
i Petition

% Maotes

A Hearings

Caze Orders

=| Information Packet
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The case can also be collapsed / expanded
H by double-clicking the case.

o

¥ Sep 2 - Click on Custody node.

= 2-/C-2008-D-28-1(65797
EH vouth AkA
Bl Azsociated Persons
Referral

@2 Documents

L4 Petiti

% Mates
A Hearings

Case Orders
% Information Packet

P Sep 3 - Choose the custody record to delete and click "Delete this custody record"”
fromthelist of actions.

Choose the custody record to delete and click Delete this custody record from the list
of actions.
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|Date Tupe |T|:|

/2008 [PHYSICAL & SAMDRA TESTCASE - MOTHER - BIOLOGIALCORM COUNTY DE

Thiz custody change did not occur st a hearing.

Diate 120/23/2005
Type PHYSICAL AMD LEGAL
Fraom SAMNDRA TESTCASE - MOTHER - BIOLOGICAL PPC
To ALCORM COUNTY DETEMTION CEMTER - COUMTY DETERMTION CE
Hesaring -
Reasonahle Effort Made M
Restrictions

ACTIONS

PPC - Permanent Physical Custodian

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

[Lelete this custody recard.
Edit= custody recaord.

Generate custody change order.

8.4 - Record Custody Change to General Docket

» Sep 1 - Expand the case.

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

2YC-2008-D-3-1 (57186

The expanded case will look like the image below.
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T
% B routh AKA

& Associated Persons
Referal

@2 Documents
Custody

4 Petition

%1 Motes

A Hearings

Case Orders

=| Information Packet

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

o

P Sep 2 - Click on Custody node.

= 2-/C-2008-D-28-1(65797
EH vouth AkA
Bl Azsociated Persons

Referal
@2 Documents

S Petit

% Mates
A Hearings

Case Orders
% Information Packet

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

Choose the custody record to record and click "Record this custody change on the
General Docket" from the list of actions.
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[ ate Type Fram To

SICAL & SAMDRA TESTCASE - MOTHER - BIOLOGI ALCORM

<_|ﬂ]

Thiz custody change did not occur st a hearing.

S e asns

I Type PHYSICAL AND LEGAL
© From SANDRA TESTCASE - MOTHER - BIOLOGICAL PPC
_ ALCORM COUNTY DETENTION CENTER - COUNTY [

il

ACTIONS

PPC - Permanent Physical Custodian

Fecoyd thiz custody change on the General Docket.
Add stody change recard.

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

1242342008 [PRYSICAL A SANDRA TESTCASE - MOTHER - BIOLOGI ALC

8.5 - Generate Custody Change Order

b Sep 1 - Expand the case.

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

Iﬁ 24C-2008-0-3-1(67186)

The expanded case will look like the image below.
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T
% B routh AKA

& Associated Persons
Referal

@2 Documents
Custody

4 Petition

%1 Motes

A Hearings

Case Orders

=| Information Packet

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

o

P Sep 2 - Click on Custody node.

= 2-/C-2008-D-28-1(65797
EH vouth AkA
Bl Azsociated Persons

Referal
@2 Documents

S Petit

% Mates
A Hearings

Case Orders
% Information Packet

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

Choose the custody record to generate the Custody Change Order.

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

24232008 | PHYSICAL &/ SANDRA TESTCASE - MOTHER - BIOLOGIALCORM COUNTY DETEMTICOR
12.-"24.-"20 FHYSICAL A ALCORM COUNTY DETEMTIOM CEMTER - SANDRA TESTCASE - MOTHEF

|A
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Click "Generate custody change order from the list of actions.

|T_I,I|:ue |Fr|:|m
8 |PHwSICAL & SAMDRA TESTCASE - MOTHER - BIOLOGIALCORM COI
=| 12/24/2008 PHvSICAL A ALCORM COUNTY DETEMTION CEMTER - SANDRA TES

Thiz custody change did not occur at & hearing.

Ciate 12/23/2005
Type PHYSICAL AND LEGAL
From SAMDRA TESTCASE - MOTHER - BIDLOGICAL PPC
To ALCORRM COUMTY DETEMTION CEMTER - COUNTY DETE
Hearing -
Reasonable Effort Made i
Restrictions

ACTIONS

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

Edit thiz custody record.

Genegate custody change arder.
ﬁtranspnﬂ arder.

Yiewy complete custody histary for this youth.

The custody change order will open in the MYCIDS word processor as shown in the

image below.
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SERIAL: 358121

IN THE YOUTH COURT OF ALCORN COUNTY, MISSISSIPPIL

INTHE INTEREST OF:

ANMY JO TESTCASE, A MINOR
(DOEB: 117/1992)

2-¥ C-2008-D-28-1(69797)

CUSTODY CHANGE OBRDER

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

1. AMY JOTESTCASE 1z 16 years old has been alleged to be a Delingquent Chil d
or a Child in Meed of Supervision whose resident address 15 345 SHADT LANE
CORINTH, MISSISSTPPI 38834,

L = T T T T O O T T~ S T T T O R SO T A I T B R I

o
<

Té vm am the hact intaract AF ARIV T TESTTASTE that the DIOTVITTAT AR

8.6 - Generate Transport Order

b Sep - Expand the case.

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

Iﬁ 24C-2008-0-3-1(67186)

The expanded case will look like the image below.

Bl A2s0ciated Persons
Referral
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1-0 Application Overview and Navigation

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

o

P Sep 2 - Click on Custody node.

= 2-vC-2008-0-28-1(65797
EH vouth Ak
Bl Associated Persons
Referral
@2 Documents

L4 Petii

% Mates
A Hearings

Case Orders
% Information Packet

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

Choose the custody record to generate the Transport Order.

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

12423/2008 | PHYSICAL A SANDRA TESTCASE - MOTHER - BIOLOGIALCORM COUMTY DETEMTICOR
12;’24;’20 PHYSICAL A ALCORN COUNTY DETENTION CENTER - Sa&MDR&A TESTCASE - MOTHER

Click "Generate Transport order" from the list of actions.
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|T_I,I|:|e |Frn:|n'|
12/23/2008 [PHYSICAL A SaNDRA TESTCASE - MOTHER - BIOLOGI ALCO
=| | 12/24/2008 PHYSICAL & ALCORN COUNTY DETENTIOM CENTER - S&ND

£

This custody change did not occur at a hearing.

Diate 1272302005
Type PHYSICAL AMND LEGAL
From SARDRA TESTCASE - MOTHER - BIOLOGICAL P
To ALCORMN COUNTY DETENMTION CEMTER: - COLMT
Hearing -
Reasonable Effort Made M
Restrictions

ACTIONS

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

Edit thiz custody record.

Generate custody change order.

Generﬁe tranzsport arder.
Wie plete custody history for this youth.

The Transport order will open in the MYCIDS word processor as shown in the image
below.
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SERIAL:3258122

IN THE YOUTH COURT OF ALCORN COUNTY, MISSISSTEPI
INTHE INTEREST OF:
AMY JO TESTCASE, A MINOER 1Y C-2008-I-28-1(69797)
(DOE: 1'17/1992)

TRANSPORT ORDER

THIS DAY this cause came before this Court for an Order to transport AWM Y JO
TESTCAZE and this Court finding that it has subject matter jurisdiction and fully
considenng the premises heremn finds as follows, to-wit:

1. AMYJOTESTCASE 13 16 years old, has been alleged to be a Delincuent Chald
or a Child in Meed of Supervision whose resident address 12 345 SHADY LANE
CORINTH, MISSTSSIFFI 38834,

* T A WHLIEOND Hhis Tt crdarad that the DETVITTAT AR T TiCAT suvmbnchr oF i
*

8.7 - View Custody

History for Youth

b Sep 1 - Expand the case.

Click on the

[ next to the case number in the Case Navigation Panel.

24'C-2008-0-3-1(67156)

The expanded case will look like the image below.

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

{ Touth Ak
& Aggociated Persons
Referal
@2 Documents
Custody
i Petition

% MNotes
A Hearings

Caze Orders

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

Eﬂ: the case.

o

P Sep 2 - Click on Custody node.

= 247 C-2008-0-28-1[69737
EH vouth ks
& Aszociated Persons
Referal

@2 Documents

e Petiti

%1 Maotes
# Hearings

Case Orders
% Information Packet

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

Choose "View complete custody history for this youth" from the list of actions.
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1-0 Application Overview and Navigation

Type | To
02 |PHYSICAL & SAMDRA TESTCASE - MOTHER - BIOLOG|,
12/24/2008 PHYSICAL & ALCORM COUNTY DETEMTIOMN CEMTER - SANDF

Thiz custody change did not occur &t a hearing.

Date 12/232005
Type PHYSICAL AMD LEGAL
From SAMNDRA TESTCASE - MOTHER - BIOLOGICAL PI
To ALCORM COUNMTY DETEMTION CEMTER - COUMT®
Hearing -
Reasonable Effort Made M
Restrictions

ACTIONS

PPLC - Permanent Physical Custodian

Add a custody change record.

Delete this custody recard.

Edit thiz custody record.

Generate custody change order.

Generate transport order.

Vie% complete custody history for this youth.

The Custody History will open as shown in the image below.
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#* Custo dy History

Custody history for: AMY JO TESTCASE

Current Case - 2-YC-2008-D-28-1 - ALCORN {2}

Date Type Custody From Custody To Hearing
127242005 | PHYSICAL | ALCORN COUNTY SAMNDRA TESTCASE - DETENTION -
9:00:00 A0 DETEMTICON CEMTER - MOTHER - BIOLOGICAL |1 202402008 9:00:00
A LEGAL COUNTY DETEMTICON PP A

CEMTER
1252352005 | PHYSICAL [SAMDRA TESTCASE - | ALCORN COURMTY fdi,
AN FOTHER - BIOLOGICAL |DETENTION CEMTER -
LEGAL PPC COUNTY DETERMTION
CEMTER

Petition

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

v
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9.1 - Create a Petition

9.2 - Edit the Petition

9.3 - Add documents to the Petition

9.4 - Scan documents to the Petition

9.5 - File and record Petition to the General Docket

9.6 - Delete Petition




1-0 Application Overview and Navigation

b 9.7 - Generate Petition

» 9.8 - Amend a Petition

9.1 - Create a Petition

P Sep 1 - Expand the case.

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

247 C-2008-0-3-1[E7186)

The expanded case will look like the image below.

—%

EH routh AKA

& Associated Persons
Referral

@2 Documents
Custody

4 Petition

%1 Motes

A Hearings

Case Orders

=| Information Packet

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

o

» Sep 2 - Click on Petition node.
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= 2-+7C-2008-0-23-1[83733)
EH vouth aka
& Associated Persons

Referral

@2 Documents

f‘ Custody

Nntﬁ

Heanngs
- Case Orders
E| Information Packet

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

= 2-7C-2008-D-23-1(83738) | & petition has not been filed for this case. Create a Petition.
BB vouth AKA —(%
ﬁ Agzsociated Persons
Referral
@2 D ocuments
Cusztody

o Petiton

% MNaotes
A Hearings

b Step 4 - Enter Petition Information.

126

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

Editing Work-In-Process Petition

Properties l

Ta file the petition, specity the petition date, select all referrals that apply, then click OF.

File Date |12/24/2008 k
Bring n December, 2008 u Order Ovdler |
Forvward Sun Mon Tue Wed Thu Fn Date
t [ 124 1 2 2 4 & E 12/18/2008 FORMAL PETITION ORDERED
[ 129 7 8 9 10 11 12 13 ERTY 12413/2008 FORMAL PETITION ORDERED

14 15 16 17 18 13 20
21 2 HEMS X% T
26 29 30 3

=y Today: 1272472008

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



1-0 Application Overview and Navigation

Editing Work-In-Process Petition

Properties l

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

File Date 1242472008 -

Bring Referal Order
Farward Date ‘ Reteral ‘ ‘ Order

121772008 | ASSALILT: AGGRAVATED ! FORMAL PETITION ORDERED
k 12/19/2008 ARSOM: PERSOMAL PROPERTY | 12/419/2003 FORMAL PETITIOM ORDERED

» Step5- Click OK.

9.2 - Edit the Petition

P Sep 1 - Expand the case.

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

247 C-2008-0-3-1[E7186)

The expanded case will look like the image below.

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

= =l

% B routh AKA
& Associated Persons
Referal
@2 Documents
Custody
4 Petition

%1 Motes

A Hearings

Case Orders

=| Information Packet

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

e SEY| 2 C-2008-0-3-1(571 86
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P Sep 2 - Click on Petition node.

E 2-/C-2008-D-29-1(69733)
EH vouth a4
Bl Azsociated Persons

Referral

@2 Documents

:‘ Custady

NDtE

Hearmgs
- Case Orders
|'E| Information Packet

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

HOTE: Thiz petition iz considered work-in-process since it has not been filed.  File this petition and record an entrs

Action Referral Intake Recommendation
J Brought Forward 12772008 - ASSALLT: AGGRAWVATED 12182008 - BRING FORWARD
e Brought Forward 12/19/2002 - ARSON: PERSONAL PROPERTY 12192002 - BRING FORWWARD

Edit the petition to add the new referrals.

ACTIONS

Eclf the petition.
it ocuments to the petition.

Scan documents to the petition.

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

Generate the petition.

» Sep 4 - Enter Petition Information.

Choose the petition file date from the calendar drop down menu.
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1-0 Application Overview and Navigation

Editing Work-In-Process Petition

Properties l

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

File Date |12/24/2008 k
Bring R n December, 2008 u Order Ovdler |
Forward Sun Mon Tue Wed Thu Fn Sat Date
t [ 1241 1 2 3 4 5 § 12/18/2008 FORMAL PETITION ORDERED
[ 129 7 8 9 10 11 12 13 ERTY 1243/2008 FORMAL PETITION ORDERED

14 15 16 17 18 13 20
Nz nERS %X
2% 23 30 3

=5 Today: 12/24/2008

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

Editing Work-In-Process Petition

Fropertiez l

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

File Date  |12/24/2008

Referal ‘

Bring

Forward [Date

Referal ‘ ‘ Order

2722008 |ASSAULT: AGGRAVATED 2 |FORMAL PETITION ORDERED
k 12/19/2008 ARSOM: PERSONAL PROFERTY | 12/19/2008 FORMAL PETITION ORDERED

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

P Sep 1 - Expand the case.

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

24'C-2008-0-3-1(67156)

The expanded case will look like the image below.

129



MY CIDS User Guide

__:'_-_' -2008-0-3-1[6718E]
% ] oLtk ARA
& Associated Persons
Referal
@2 Documents
Custody
4 Petition

%1 Motes

A Hearings

Case Orders

=| Information Packet

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

» Sep 2 - Click on Petition node.

= 2+C-2008-0-23-1[63733)
EH vouth k4
& Aggociated Persons

Feferral

rﬁ Documents
5 Eustu:u:l_l,l

NDtE

Heanngs
- Caze Orders
E Information Packet

P Sep 3 - Click on "Add documents to the Petition” from the list of actions.
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HOTE: This petition is considered work-in-process since it has not been filed.  File thiz petition and record an entrs

Action Referral Intake Recommendation
( Brought Forward 12702008 - ASSAULT: AGGRAWATED 121842008 - BRING FORWARD
‘( Brought Forward 121972008 - ARSOM: PERSONAL PROPERTY 12192008 - BRING FORWARD

Edit the petition to add the new referrals.

ACTIOHNS

Edlf the petition.

A ocuments ta the petition.

Scan documents to the petition.

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

Generste the petition.

P Sep 4 - Browse to the desired document to attach.

Attach Document

Laak in: |l.f} Documents j EF Ed-

D

ky Recent
Documents

7

Dezktop

'-'T‘='l-| Petition Atkachment, doc

)

\¥

ky Documents

iy Computer
My Metwark  File name: |F'etitiu:un Attachment doc j I&I
Flaces
Filez of type: *DOC"WPD ;" ¥LS," PDFJPG TIF " TXT j m

P Sep5- Click Open.
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Attach Document

Look. in: |l.f} Docurments j £ B~

D

My Recent
Documents

F‘[‘.‘

Dezktop

Py Metwork, File narne: |F'etitiu:un Attachrment. doc j Open

Flaces
*DOC wWPD wLS. " PDFJPG TIF TET j Cancel

Filez of type:

b Sep 6 - Enter document information.

Choose date from the calendar drop down menu.

C:AMYCIDS Test\Documents\Petition Attachment. doc

Date |12/24/2008 v

Document Type n December. 2008 u

Sun Mon Tue "Wed Thu Fri Sat

1 2 3 4 &5 B
Fo8 9 10 11 12 13
14 15 16 17 18 13 20
222 23 m 2h 28 27
28 29 3 A

Dezcription

=9 Today: 1272472008

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

Date |12/24/2008 ]

Dacument Type || ﬂ

FETITION &T TACHMEMT
FETITION DOCUMEMNT
TPR PETITION DOCUMEMNT

Diezcription

Add/Edit document description

C:AMYCIDS Test\DocumentsiPetition Attachment. doc

Date |12/24/2008 -]
Document Type [PETITION ATTACHMENT =l
Desciiption [PETITION ATTACHMENT] T
l_
ak. Cancel |

» Step7 - Click OK.
9.4 - Scan documents to the Petition

P Sep 1 - Expand the case.

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

247 C-2008-0-3-1[E7186)

The expanded case will look like the image below.

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

= =l

% B routh AKA
& Associated Persons
Referal
@2 Documents
Custody
4 Petition

%1 Motes
A Hearings

Caze Orders
Information Packet
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The case can also be collapsed / expanded
by double-clicking the case.

b Sep 2 - Click on Petition node.

= 24'C-2008-D-23-1[E9733)
EH vouth sk
Efy 4ssociated Persons

Referral

@2 Documents

:‘ Custody

NDtE

Hearmgs
- Caze Orders
=| Information Packet

»  Sep 3 - Click on "Scan documents to the Petition" fromthe list of actions.

HOTE: Thiz petition iz conzidered work-in-process since it haz not been filed.

v
v

Action Referral
Brought Foreard 1272008 - ASSALILT: AGGRAWVATED
Brought Foreard 12192008 - ARSON: PERSOMAL PROPERTY

Edit the petition to add the nevw referrals.

ACTIONS
Edit the petition.
Add documerts ta the petition.

Scan docwnents ta the petition.
File this pﬁn and record an entry on the General Docket .

Delete the petition.
Generate the petition.

P Sep 4 - Scan document.

134
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1-0 Application Overview and Navigation

See Steps 4 through 7 of section 7.2 - Scanning Documents - CLICK HERE.

9.5 - File and record petition on the General Docket

P Step 1 - Expand the case.

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

2+C-2008-0-3-1(67156)

The expanded case will look like the image below.

........ -2008-0-3
[% rﬂ ; Ynuth A
Efy 4ssociated Persons
Referal
@2 Documents
Custody
i Peatition

% Motes

* Hearings

Caze Orders

=| Information Packet

-1[6¥ 18R]

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

o

P Step 2 - Click on Petition node.

E 2-/C-2008-D-29-1(69739)
EH vouth Ak4
Bl A2sociated Persons

Referral

@2 Documents

m Custody

NDtE

Hearlngs
- Case Orders

=| Infarmation Packet

135



MY CIDS User Guide

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

From the list of actions

HNOTE: Thiz petition iz conzsidered work-in-process since t has not been filed.  File this petition and

Action Referral Intake Recomm
( Brought Forward 1272008 - ASSALILT: AGGRAVATED 121872008 - BRING
( Brought Forward 12192008 - ARSON: PERSONAL PROPERTY 121972008 - BRING

Edit the petition to add the nevw referrals.

ACTIONS

Edit the petition.

Add documerts ta the petition.

Scan documents ta the petition.

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

Generate the petition.

or, from the top of the petition screen.

HOTE: Thiz petition iz considered work-in-process since it has not been filed.  Fils this petition and record an entry on the General Docket.

Action Referral Intake Recommendation Intake Orde

1( Brought Fonward 1272008 - ASSALLT: AGGRAMWATED 1218720083 - BRING FORWVWARD 121872003 - FORMAL PE
ORDERED

‘( Brought Fanward 124192008 - ARSON: PERSONAL PROFPERTY 1219/2008 - BRING FORWARD 1219/2008 - FORMAL PFE
ORDERED

Edit the petition to add the new referrals.

ACTIONS

9.6 - Delete Petition

P Sep 1 - Expand the case.

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

24'C-2008-0-3-1(67156)

The expanded case will look like the image below.
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1-0 Application Overview and Navigation

SRS 2-C-2008-D-3-1[67156)
% B8 outh AKA

& Associated Persons

Referral

@2 Documents
Custody
4 Petition
%1 Motes
A Hearings
Caze Orders
Information Packet

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

» Sep 2 - Click on Petition node.

= 2+C-2008-0-23-1[63733)
EH vouth k4
& Aggociated Persons

Feferral

rﬁ Documents
5 Eustu:u:l_l,l

NDtE

Heanngs
- Caze Orders
=| Information Packet

P Sep 3 - Click on "Delete the Petition” from the list of actions.
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HOTE: Thiz petition iz considered work-in-process since it has not been filed.

Action Referral
‘(’ Brought Farward 1272008 - ASSALLT: AGGRAWVATED
‘(’ Brought Farward 121952008 - ARSON: PERSOMAL PROPERTY

Edit the petition to add the new referrals.

ACTIONS

Edit the petition.

Add documerts ta the petition.

Scan documerts to the petition.

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

Delﬁ the petition.
el e the petition.

b Sep4 - Click"Yes' on the window confirming the deletion.

Information [‘$_<|

\i’) Are woll sure you wank to Delete this Petition?

9.7 - Generate Petition

» Sep 1 - Expand the case.
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Intak
121185200

121195200

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

% 24C-2008-0-3-1(67186)

The expanded case will look like the image below.



1-0 Application Overview and Navigation

SRS 2-C-2008-D-3-1[67156)
% B8 outh AKA

& Associated Persons

Referral

@2 Documents
Custody
4 Petition
%1 Motes
A Hearings
Caze Orders
Information Packet

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

» Sep 2 - Click on Petition node.

= 2+C-2008-0-23-1[63733)
EH vouth k4
& Aggociated Persons

Feferral

rﬁ Documents
5 Eustu:u:l_l,l

NDtE

Heanngs
- Caze Orders
E Information Packet

» Sep 3 - Click on "Generate Petition" from the list of actions

Choose "Generate the Petition" from the list of actions.
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HOTE: This petition iz considered work-in-process since t has not been filed.  File this |

Action Referral Intal
‘( Brought Fonvard 12N 72008 - ASSALULT: AGGRAWATED 12M85200
‘( Brought Fonvard 12192008 - ARS0ON: PERSOMAL PROFPERTY 12195200

Edit the petition to add the new referrals.

ACTIONS

Edit the petition.

Add documents to the petition.

Scan documerts to the petition.

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

Zenerate the petition.

Docw s

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

e

[10 =][ TamesHewRonan =112 =1[M -] B 7| U] 4% 2| 4| @) ] ==l ] ] oo
A& BG4Sl ol | ] ) 0|7 |l S| &5 3 ] ) = S ol 0] 2] ) 22 55
=] 5 2| o R[]

st ~| Rose | Sign - Save |LetMagn 4| b | RighMagn 4| b| | Enveiope
IL‘;IllIlll]_lllllllzlllllllalllIllldlllIlll‘jlllIll’hl

el

SERIAL: 358129

i THE YOUTH COURT OF ALCORN COUNTY, MISSISSIPEI

INTHE INTEREST OF :
AMY JO TESTCASE, A MINOR 1Y C-2008-ID-29- 169 T98)

Race; WHITE Sex: FEMALE
Age: 16 vears old DOE: 1171992

PETITION

COMES MOW the ALCORN COUNTY prosecuting attorney and fil es the petition
alleging that the miner chald ARLY JO TESTCASE 15 a Delinguent Child or a Childin
Meed of Supervison within the purview of the Missisappt Touth Court Act and would
showr unto the Court the Following to-swt:

L T T R T T O = T Y N T A SR I BRI I |

pikna ki ilanal b tat.

9.8 - Amend a Petition
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1-0 Application Overview and Navigation

There are two ways to amend the petition.

» Amend the Existing Referrals

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

b Sep 1l - Expand the case.

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

24C-2008-D-3-1(67186)
The expanded case will look like the image below.

=RIE) 2. C-2008-D-3-1(67156)
[}g £ outh AKA
& Azzociated Persons
Reteral
@2 Documents
Cuztody
s Petition

% Motes
A Hearings

Caze Orders
E Information Packet

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

8]

b Sep 2 - Click on Petition node.
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EEH 24 C-2008-0-23-1(69738)
----- EH vouth sk
----- & Azzociated Persons

----- Referal
----- @2 Documents

------ #8 Cuztady
_____

_____ S

------ # Hearings

----- Caze Orders
----- E| [nfarmation Packet

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

PETITIOR FILED O 051 0/2010

( Brought Forward 02A0:2010 - BURGLARY: BUSIMESS, COMMERCIAL 02A0/2010 - BRIMG FORWARD
PROPERTY
‘f Brought Forward 08102010 - BURGLARY: DVVELLING 028/11/2010 - BRING FORWARD

Edit the petition to add the newv referrals.

ACTIONS
Edlit the petition.

Amend Referrals on the Filed Petition.
AE ocumernts to the petition.

Scan documents to the petition.
Generste the petition.

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

Old Refendl WBN: INSURED PROFERTY [DELINGUENT CHILD OR A CHILD (M MEED OF SUPERVISION] - 971711 -

[PV R BARSON: OTHER BUILDINGS OF STRUCTURES DELINGUENT CHILD OR A CHILD [N NEED OF SUPER M) : 37-175 -
ANIMALS: LIVESTOCK, CAUSING MALICIOUS INJURY [Delnquert Chid or 8 Chd in Need of Supenvision] - 37-4115 -
Drocument Text |ARREST: RESISTING DR OBSTRUCTING (D efnguent Chid o a Child in Meed of Supervision] : 957373
ARSON: ATTEMPT, AID OR INDUCE TO BURN (Debnguent Chid o a Chidd in Heed of Supenasion] : 9717-9
ARS0N: WELLING OR OUT BUILDING [D elinguient Child o & Chid in Need of Supervison] | 57-17-1
ARSON: INSURED FROPERTY [Deinquent Chid or 4 Child in Need of Supervision) : 97-17-11

P Sep 5 - Enter any documented text associated with the referral.
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1-0 Application Overview and Navigation

0Id Refeiral |#HSEIN: INSURED FROPERTY [DELINGUENT CHILD DR A CHILD IN NEED OF SUPERVISION] : 37-17-11

=]

Mew Refenral [ARSON: OTHER BUILDINGS OR STRUCTURES (DELINQUENT CHILD OR A CHILD IM MEED OF SUPERVISION): 97175 |

Document Text [Determined stucture was not insured|

b Step 6 - Click OK.

#  Amend the Referrals of a Filed Petition

!

1

Adjudication Hearing.

e Thisprocess should be used to amend the petition at the

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

P Sep 1 - Expand the Case.

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

2-YC-2008-0-3-1(67186)

The expanded case will look like the image below.

=R B} = C-2008-D-3-1(E7186)
[% £ outh AKA

Efg 4ssociated Persons

Referal

@2 Documents

Custody

i Petition

% Maotes

& Hearings
Cagze Orders
I=| Information Packet

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

80 C-2010-D-1-1[77425] -
EH vouth Ak
Bl Azsociated Persons
Referral
@2 Documents
Cuztody
4% Petition

% Motes

. Mu:utu:uns

unity Service

P Sep 3 - Select an Adjudication hearing.

| Date | | | Description Freziding
4|07 AE/2010 ADJUDICATION TESTER & JUDGE

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

» Sep 4 - Fromthe action links, click on Edit this hearing.
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1-0 Application Overview and Navigation

|Date | | | Dezcription |F'resiu:|ing

07/09/200

ADJUDICATION TESTER A JUDGE

[ Show Hearing Details

ACTIONS
Add a nevw hearing ta this caze.
it thiz hiearing.
e thiz hearing.
Recard thiz hearing and all azzociated itetns to the General Docket.

‘E’ Y ou can also double-click on the hearing
O to open the hearing editor.

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

- ADJUDICATION (0771672010 09:00 AM) - B0-YC-2010-D-1-1 (77425) BRANDON TEsT (= |[B[X]
@ Copy/Continue Hearing

] Summnns#Nnticnﬂ] .-’-‘«ttendee3| Hespnr‘mel Court .fi‘n.ctionl Agaravated Circumstances] Dncuments]

Reference |1 13481 Originating District g8
| I Adiudication [FEH)

Type [4DJUDICATION

Other |
Date [0716/2010 0300 AW | @

Fresiding [TESTER & JUDGE

Presiding Tppe |REFEREE

Cazes addiessed by thiz hearing

=
=
80-rC-2010-D0-1-1 [77425) BRANDOM TEST

|

|~
|

P Sep 6 - Right-click on one of the listed referrals.
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2= ADJUDICATION (071162010 09:00 AM) - BO-YC-2010-D-4-1 (/7433) DON MIDDLE ... |'
@ Copy/Continue Hearing

General] SummnnSa’Nnticesl Attendess  Response lD:ult .i‘-.ction] Aggravated Eircumstances] Dncuments]

|DismissedfF‘rnved |F|eferra| |Eu:|unt |.&ction at thiz hearing -
ARSOM: ATTEMPT, AID OR INDUCE TO .1

L : % Referral Response 4
Choose a Referral Response from Lisk, ..
Clear Referral Response
Creake a Motion to Amend Pekition For Existing Referrals..,

1€

Record Entry on aeneral Docket., ..
Dizmiszed/Prc
Rep ™ Show Applicable

c Show All
FESPE  ymp o 3
Adjudicamre
Disposttion -

Recommendstion BRING FORWARD - O7H 652010
Orcler FORMAL PETITION ORDERED - 07 A1 6/2010
Editable?

P Step 7 - From the menu that appears, click on " Create a Motion to
Amend the Petition for Existing Referrals’.
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1-0 Application Overview and Navigation

2= ADJUDICATION (071162010 09:00 AM) - BO-YC-2010-D-4-1 (/7433) DON MIDDLE ... |
@ Copy/Continue Hearing

General] SummnnSa’Nnticesl Attendess  Response lD:ult .i‘-.ction] Aggravated Eircumstances] Dncuments]

Record Entry on @eneral Docket. ..

DizmiszediPr
R ® Show Applicable

c Showe all

FEsR  umpto

Adjudiczmre
Disposttion -
Recommendstion BRIMNG FORVWARD - 07 A E/2010

Orcler FORMAL PETITION ORDERED - 07 A1 6/2010

Editahle? v

|DismissedfF‘rnved |F|eferra| |Eu:|unt |.&ction at thiz hearing a
| ARSOM: ATTEMPT, AID OR INDUCE TO .. 1
» P T T AT e e e e e e e e =
— Refetral Response 4
Choose a Referral Response from List, .
Clear Referral Response
otion ko Amend Petition For E: v
L 2

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

MOTION TO AMEND EXISTING REFERRALS AT ADJUDICATION

General ]

Date of Request  |O7A1B/2000 -

Motion Type |MDTIDN TO AMEMD EXISTING REFERRALS AT ADJUDICATION

Fiequesting Perzon

=]

P Sep 9 - Right-click on thereferral to be amended.

| Court &ction

| Referral

Referral D:nuntl

ﬂ_

M: INSURED FROPERTY

ARSON: ATTEMPT, AID OR IMDUCE TO BURKN

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

Il:oult Action |F|efelral IHeferraI Eountl

:‘ ARSOM: ATTEMPT. AI0 OR IMDUCE TO BURM 1
Y

ARSON: INSURED PROPERTY

Ackion

Clear all Actions =
GRANTED

e Toundoasinglereferral
amendment, select the None

.ﬂ: action.

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

b Sep 11 - Salect a New Referral from the drop down list.

0id Refersl mﬂl& INSURED PROPERTY [DELINGUENT CHILD OR A CHILD IN NEED OF SUPERVISION] - 87-17-11 - ”

ARSON: ATTEMPT, AID OR INDUCE TO BURN [Debrauent Chid e o Child in Need of Supervision] : 971749
[ARSON: DWELLING OR OUT BUILDING [Definquent Child or a Chid in Need of Supervison] : 57-17-1
ARSON: INSURED FROPEATY [Defnguent Chid oo a Child inNeed of Supesvision) : 471

[ARSON: PERSONAL PROPERTY (Delnquent Chid or a Chid in Meed of Supervision) : 9
ARSON: SCHOOL BUILDING [Defriouent Chid e & Child in Meed of Supervision) : 9717-3

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

0ld Referral |ARSON: INSURED PROPERTY [DELINQUENT CHILD OR A CHILD IN NEED OF SUPERVISION]: 37-17-11 j

New Referal [ARSON: OTHER BUILDINGS OR STRUCTURES (DELINGUENT CHILD OR A CHILD IN NEED OF SUPERVISION): 97175 ,LI

Document Text [Determined stucluie was rot inswed| |

»b Step 13 - Click OK.

Notes
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1-0 Application Overview and Navigation

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

b 10.1 - Add aNote

» 10.2 - Edit aNote

b 10.3 - Delete aNote

P 10.4 - View Note Detalls

10.1 - Add a Note

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

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

25C-2002-D-3-1(57126)
The expanded case will look like the image below.

—%

Bl A2s0ciated Persons
Referral

@2 Documents
Cuztody

4% Petition

% Motes
A Hearings

Case Orders
E Infarmation Packet

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

P Step 2 - Click on Notesin the Case Navigation panel.
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- 2-'C-2008-0-3-1(67186)

EH vouth sk

& Azzocigted Persons

Referral
=2 Documnents

Cuztody
i Petition

e

Caze Orders

=| Information Packet

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

Mo notes exist for thiz case. Add a neve note to the caze.

b Sep 4 - Type notetext.

Enter the text of the note in the window.

Click OK.

Notes can be viewed by all MYCIDS users.

Add Note

Dretails l

x)

"we received a report on

] | Cancel |

10.2 - Edit a Note
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1-0 Application Overview and Navigation

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

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

% 2YC-2008-D-3-1 (57186

The expanded case will look like the image below.

= 24'C-2005-0-3-1(67155)
% B routh AKA
Efy Azs0ciated Persons
Referral
@2 Documents
Cuztody
4% Petition

%1 Motes

A Hearings

Casze Orders

=| Information Packet

H by double-clicking the case.

o

The case can also be collapsed / expanded

P Sep 2 - Click on Notesin the Case Navigation panel.

= 2-vC-2008-0-3-1(67186)
EH vouth AkA
Bl Associated Persons
Referral
@2 Documents
Custody
&4 Petition

% e

Caze Orders
=| Information Packet

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

|N|:-te

‘We received a report an ...
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P Sep 4 - Click Edit in the Actions list.

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

ACTIONS
Add a nevy note to thiz case.

Edit detailz far the existing note.
@ selected Caze Mate.
b Sep 5 - Make corrections to note text.

Make necessary changes to the note text.

Click OK.

3

Add Mote
Details l

e received areport on ... |

] | Cancel |

10.3 - Delete a Note

Type your drop-down text here.
b Sep 1 - Expand the case.
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1-0 Application Overview and Navigation

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

24C-2008-D-3-1(57186)
The expanded case will look like the image below.

T -3-1[E7186)
[% rﬂ ; Ynuth .-’-'-.K.f-‘n.
Efy 4ssociated Persons
Referal
@2 Documents
Custody
i Peatition

% Motes

* Hearings

Caze Orders

=| Information Packet

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

o 31[67186)

P Step 2 - Click on Notes in the Case Navigation panel.

= 24yC-2008-0-3-1[E7186]
EH vouth sk
Efy 4ssociated Persons
Referal
@2 Documents
Cusgtody
i Patition

%t

] Caze Orders
=| Information Packet

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

|N|:ute

fEe received a repark on .

b Sep 4 - Click Delete in the Actions list.
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Notes may only be edited or deleted by the user that entered the
note.

ACTIONS
Add a nevy note to thiz case.
Edit detailz far the existing note.

Delﬂe zelected Casze Mote.

P Sep 5 - Confirm Deletion.

Click Yes to confirm deletion of the Case note.

Click No to cancel.

Confirm E'

\3) Are wou sure you wish to delete this Case Moker
-

10.4 - View Note Details

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

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

R 24'C-2008-0-3-1(67156)

The expanded case will look like the image below.

2-'C-2008-0-3-1[67186]

L El

% £ outh AKA
Bl A2s0ciated Persons
Referral
@2 Documents
Cuztody
4% Petition

% Motes
A Hearings

Caze Orders
Infarmation Packet

154



1-0 Application Overview and Navigation

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

P Sep 2 - Click on Notes in the Case Navigation panel.

= 2-/C-2009-D-3-1(67186)
EH vouth AkA
By Azsociated Persons
Referral
@2 Documents
Custady
4% Petition

=i

EF] Caze Orders
=| Infarmation Packet

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

|Date |N|:ute

12/23/2008 0417 pm |"W'e received a report on ...

P Sep 4 - Click View in the Actions list.

All Case notes may be viewed by all MYCIDS users.

ACTIONS
Add a new note to this case.
Yiewy details for the existing note.

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

b 11.1 - Add aHearing

b 11.2 - Edit aHearing

b 11.3- Delete aHearing

b 11.4 - Record aHearing

b 11.5 - Generate aHearing Order

b 11.6 - Generate aValid Court Order

b 11.7 - Generate aValid Court Order Acknowledgement

P 11.8 - New Adjudication Hearing Process

11.1 - Add a Hearing

P Sep 1 - Expand the case.

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

24'C-2008-0-3-1(67156)

The expanded case will look like the image below.

—%

& Aggociated Persons

Referral
@2 Documents
Custody
i Petition

% MNotes
A Hearings

Caze Orders
E Information Packet

The case can also be collapsed / expanded
EHI by double-clicking the case.
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1-0 Application Overview and Navigation

3-1[EF186]

» Sep 2 - Click on Hearingsin the Case Navigation panel.

80-vC-2010-D-1-1(77425) -
EH vouth AkA
Bl Azsociated Persons
Referral
@2 Documnents
Custady
4% Petition

%{ Maotesz
ity Service

. Mn:ntln:nns

» Sep 3 - Click on the Add Link from the Edit Panel area.

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

Mo hearings exist for thiz case. Add a new hearing to thiz case.

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

ACTIONS

Add a new hearing to thiz case.

Edit thiz hearing.

Delete thiz hearing.

Record this hearing and all associated tems to the General Docket.
Generate Crder.

Generate Yalid Court Order.

Generate Yalid Court Order Acknowledgement.

b Sep 4 - Select Hearing typein Typefield.

The Type field includes a drop-down list of available hearing types. Click in the field
and begin typing the hearing name or choose from the list.

If the Other Hearing is selected, the user may name the hearing by typing the name
in the Other field.
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~* New Hearing for 1-YC-2010-D-18-1{77442) - DON MIDDLE KNOX FEX

Feneal l

Referance # |1 2a02g Originatitg Clistict 1

Tune || j
Other [FOVUDIERTION

COMMIT T HE&ARIMG

Date [COMNTEMPT

e DETEMTIOMN

Presiding | 1y < pryg 710N

DRUG COURT HEARING

FOSTER CARE REVIEW

OTHER v

|

Prezidng Twoe

b Sep 5 - Edit date and time.
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1-0 Application Overview and Navigation

~- Mew Hearing for 1-¥C-2010-D-18-1(77442) - DON MIDDLE KNOX

BEI=R(0G, 16/ 2010 03:00 Ak

Preziding | =]

Prezidng Tuwoe | hd

Geneal l
Referance # |1 2a02g Originatitg Clistict 1
Tme |.-'1'-.DJL|D|E.-'-‘1T|DN j [ Adidication FEH]
Other |

P Sep 6 - Select Presiding Judge in Presiding field.

Select the Presiding Judge from the drop-down list in the Presiding field.
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~- Mew Hearing for 1-¥C-2010-D-18-1(77442) - DON MIDDLE KNOX

Geneal l
Referance # |1 2a02g Originatitg Clistict 1
Tme |.-'1'-.DJL|D|E.-'-‘1T|DN j [ Adidication FEH]
Other |

Date |08/16/2010 0300 4 | E

STER A JLUDGE -

Presiding Type ISR

xi=

o

If no Judges appear in the drop-down list, close the hearing editor,
return to the Associated Person node and add the Judge.

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

Select the appropriate Presiding type from the Presiding Type drop-down list.

Click Save and Proceed.

See Presiding Type descriptions below.

160




1-0 Application Overview and Navigation

~- Mew Hearing for 1-¥C-2010-D-18-1(77442) - DON MIDDLE KNOX

Geneal l
Referance # |1 2a02g Originatitg Clistict 1
Tme |.-'1'-.DJL|D|E.-'-‘1T|DN j [ Adidication FEH]
Other |

Date |08/16/2010 0300 4 | E

Presiding | TESTER A JUDGE

Prezidng Tuwoe ||

EvallilL

CHAMCELLOR
JUDGE
REFEREE
SPECIAL JUDGE

P Sep 8 - Add cases addressed in this hearing.

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

In the General tab of the hearing editor, click Add.

Cazesz addreszed by thiz hearing

247C-2008-0-26-1 [63792] KEITH AMDY TESTCASE

(%

</

|

Select the case(s) to add to this hearing.
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x]

Add Cases To Hearing

HE-“KE-EDDE-D-EE-'I [E9797) &by JO TESTCASE ~

|

QO | Cancel |

Click OK.

The hearing editor will now address both case together. Duplicate hearing editors
appear in both cases but need only to be addressed in one.

11.2 - Edit a Hearing

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

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

24C-2008-0-3-1(67186)

The expanded case will look like the image below.

2+/C-2008-0-3-1[67156)

= =

% EH routh AKA
Efg Azsociated Persons
Referral
@2 Documnents
Custady
i Petition

% Maotes

A Hearings

Caze Orders

=| Information Packet

The case can aso be collapsed / expanded
Eﬂl by double-clicking the case.
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1-0 Application Overview and Navigation

el - C-2008-0-3-1(67156)

b Sep 2 - Click on Hearings in the Case Navigation panel.

80 C-2010-D-1-1(77425) -
EH vouth AkA
b Azsociated Persons

Referral

@2 Documents
Custady
4% Petition

%{ Maotesz
Uity Service

. Mn:ntln:nns

b Step 3- Select Hearing in Hearing List.

| | |Descripti0n Presiding
DISPOSITION TESTER JUDGE

12;’24#2008 ADJUDICATION TESTER JUDGE

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

ACTIONS

Add a new hearing to this casze.

Edit thiz hearing.

Delete this hearing.

Fecord thiz hearing and all azzociated tems to the General Docket.
Generate Crder.

Generate Yalicd Court Crder.

Generate Yalid Court Order Acknowledgement.

b Sep 5 - Edit the hearing.

P Summons/Notices (See section 12.0 - Summons)

b Attendees

From the hearing editor, click on the Attendees tab.

Click on Add.
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/= ADJUDICATION (OB/11/2010 09:00 AM) - 1-YC-2010-D-18-1 (77442) poNmbLE ... [= |[B]RX]
& CopyConlinus Hearing

| Al s

Select the persons in attendance by holding the Control (Ctrl) button down
and clicking on the names in the list.

Add Hearing Attendees

JAMIE KELLY MCBRIDE A
JASON TESTCASE

JENMY TESTCASE

KEITH &aMDY TESTCASE

b

|

%

ak | Cancel |

Click OK.

b Continuance

» Court Action
From the hearing editor, click on the Court actions tab.
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1-0 Application Overview and Navigation

<= ADJUDICATION (081172010 09:00 AM) - 1-¥C-2010-D-18-1 (77442) DON MIDDLE ... E”E|E|
&Eq:\yﬂ:mtinue Hearing

Geneal | SurrnonsMetices | Altendess | Response ] Agoravated Circumstances ] Diacurnent: ]

| Dismizzed/Piovad | Referral - | Count | &sction at this hearing ~
Id - BURGLARY: BUSIMESS. COMMERLCIAL .. |1
] BURGLARY: DWELLIMG !
i
1im) >

DizmiszediProved -
Referral BURGLARY: BUSMESS, COMMERCILL PROPERTY
Count 1
Rezponze LDMITTED - O8H 172010 9:00: 00 Ahd
Acfjudication -
Dispozition -
Recommendstion BRING FORWARD - 031052010
Orcler FORMAL PETITION ORDERED - 08M 052010
Editable’y

Right-click the mouse on the item row to address.

~= ADJUDICATION (0BM 12010 09:00 AM) - 1-¥C-2010-D-18-1 [77442) DON MIDDLE ... E”E|
I&Eq:\_l,lfl:mtinue Hearing

Geneal | SurrmonsMetices | Altendess | Aesponze  Court Action l Agoravated Circumztances ] Dacurnent: ]

| Dismiszed/Pioved | Referral | Count | &xction at this hearing ~
- BURGLARY: BUSIMESS. COMMERLCIAL .. 1
Bckion 3
Zhoose Action from Lisk...
Clear fckian
Create aMckion ko Anend Petition For Existing Referrals... w
£ [ | ¥

Record Entry on Genera Dockst.,.
LismiszecdiPro,
Refer ® Show Applicable

om  ohov All
Re=spor Jump o .
Arfjuclicat
Dispogition -

Recammendstion BRING FORWARD - 0501152010
Qrder FORMAL PETITION ORDERED - 0341152010
Ediitabley v
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Select from the list of actions.

~ ADJUDICATION (0/11/2010 09:00 AM) - 1-YC-2010-D-18-1 {77442) DON MDDLE ... [= |[B][X]

@Eq:\_wfmlinue Hearing

Genetal | Summome/Netices | Atendees | Resnonse  Court Acton l Agoravated Circumstances I Diacuments: ]

|Dismissed.fF'|oved |Heferral |Eount |A|:tim at this hearing ~
o BURGLARY: BUSINESS, COMMERCIAL .. 1
B levesasvowews e |

Maone
Choase &etion Fram Liss,, . I

ADIUDICATION IWITHHELD
(ST (e EERCH WARRART ISSUED 3
Create a Motion to Amend Petition For Existing Refetrals, .. 4

CHILD TM MEED OF SPECTAL CARE 1

<
o CHILD T MEED OF SUPERVISICHN
Reccrd Entry on General Docket. DELTNGUENT CHILD
® Show Applicable DISMISSED
Show Al HELD QPER WITHOLT ACTION
IMFORMAL ADJUSTMENT
gemals ' MNOT & DELINGUENT
Dispozition - OTHER
Recammendstion BRING FORWARD - 05412010 P&S3ED TO FILES
Qrclgr FORMAL PETITION ORDERED - 08/172010  RUNAWAY
Ediitable?

» Copy Hearing

To copy the hearing information from one hearing to the next, click on
Copy Hearing at the top of the hearing editor. This feature is typically used
to copy an Adjudication hearing to the Disposition hearing.

~* ADJUDICATION (OB/11/2010 09:00 AM) - 1-YC-2010-D-18-1 (77442) ponmibbLE ... [= |[B]fX]
& Copy/Conlinue Hearing

| A g

In the Copy Hearing editor, select the New Hearing Type.
Click the Copy Attendees and Automatically Issue Notices check boxes.

Click OK.
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Copy or Continue Hearing r)'_(|

This option allows o o copi of corlinug the curent haanng, The new haaring will comain te

hezaring type that you specily belove [if you are copying the heaing) Optionally, you can copy

:Ehetpeexﬁmlﬁsm-ai'ghuhmwmm,aﬂwcmrdbedherdeastubeatﬂwmw
AIng.

IF you afe continuing the current heaning, make sure bo set the date of the newly crested heaing
to the desred date and ime.

Hew Heaiing Type

I =
[ Copy Attendess

[ Ausomaticaly [ssue Motices

[+ Relate thiz Heating for the puipase of genseraling crders

[T Continuwe the ADULDICATIOM Heaing,

Cancel

11.3 - Delete a Hearing

Type your drop-down text here.
P Sep1- Expand the case.

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

24C-2008-0-3-1(57186)
The expanded case will look like the image below.

= 2 C-2008-D-3-1(67196
% § Touth Ak
& Azzociated Persons
Referral
@2 Documents
Cusztody
ixlis Petition

% Motes

A Hearings

Caze Orders

=| Information Packet
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The case can also be collapsed / expanded
H by double-clicking the case.

o BlE)) 2 C-2008-0 31 (571 85

P Sep 2 - Click on Hearings in the Case Navigation panel.

80-vC-2010-D-1-1(77425] -
EH vouth &k
& Associated Persons
Referal
@2 Documents
Cuztody
&4 Petition

%1 Motes

. Mu:utlu:uns

ity Service

b Step 3- Select Hearing in Hearing List.

| | |Descripti0n Presiding
DISPOSITION TESTER JUDGE

12;’24#2008 ADJUDICATION TESTER JUDGE

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

ACTIONS

Add a new hearing to this casze.

Edit thiz hearing.

Delete this hearing.

Fecord thiz hearing and all azzociated tems to the General Docket.
Generate Crder.

Generate Yalicd Court Crder.

Generate Yalid Court Order Acknowledgement.

¥ Sep 5 - Confirm hearing deletion.
Click Yes to confirm the hearing deletion.

Click No to cancel action.
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Confirm h @

\?’) Are wou sure you wank to delete this hearing?
-

11.4 - Record a Hearing

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

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

25C-2002-0-3-1(57126)
The expanded case will look like the image below.

—%

EH Vouth AKA

Efy Azs0ciated Persons
Referal

@2 Documents
Cuztody

4% Petition

%1 Motes

A Hearings

Casze Orders

=| Information Packet

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

o

P Sep 2 - Click on Hearings in the Case Navigation panel.
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80-vC-2010-D-1-1(77425] -
EH vouth ks
& Agzociated Persons
Referal
@2 Documents
Cusztody
il Patition

% Motes

ity Service
. Mutlnns
P Step 3- Select Hearing in Hearing List.

| | |Description Presiding
DISPOSITION TESTER JUDGE

12!24;-'2[!08 ADJUDICATION TESTER JUDGE

» Sep 4 - Click on Record in the Actions list.

ACTIONS

Add a new hearing to this caze.

Edit thiz hearing.

Delete this hearing.

Fecord thiz hearing and all azsocisted tems to the General Docket.
Generate Crder.

Generate Yalid Court Order.

Generate Yalid Court Order Acknowledgement.

11.5 - Generate a Hearing Order

Type your drop-down text here.
P Step 1 - Expand the case.

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

24'C-2008-0-3-1(67156)

The expanded case will look like the image below.
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27 C-2008-0-3-1[67186)
% E i outh AEA

& Associated Persons

Referral

@2 Documents

Custody

4 Petition

%1 Motes
A Hearings

Caze Orders
Information Packet

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

o

-3-1[67186)

P Sep 2 - Click on Hearings in the Case Navigation panel.

80-vC-2010-D-1-1(77425] -
EH vouth aka
'& Aszzociated Persons
Referal
@2 Documents
Cuztody
il Patition

% Motes

. MDtIDnS

ity Service

b Sep 3- Select Hearing in Hearing List.

| | |Descripti0n Presiding
DISPOSITION TESTER JUDGE

12;’24#2008 ADJUDICATION TESTER JUDGE

b Sep 4 - Click on Generate Order in the Actionsllist.
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ACTIONS

Add a new hearing to this casze.

Edit thiz hearing.

Delete this hearing.

Fecord thiz hearing and all azzociated tems to the General Docket.
Generate Crder.

Generate Yalicd Court Crder.

Generate Yalid Court Order Acknowledgement.

11.6 - Generate a Valid Court Order

Type your drop-down text here.
P Step 1 - Expand the case.

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

R 2+C-2008-0-3-1(67156)

The expanded case will look like the image below.

008-0-3-1[6718E]

Referal
@2 Documnents

Custady
i Petition
% Maotes
A Hearings
Caze Orders
Information Packet

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

» Sep 2 - Click on Hearingsin the Case Navigation panel.
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80-vC-2010-D-1-1(77425] -
EH vouth ks
& Agzociated Persons
Referal
@2 Documents
Cusztody
il Patition

% Motes

ity Service
. Mutlnns
P Step 3 - Select Disposition Hearing in Hearing List.

| | |Description |F'residing
DISPOSITION TESTER JUDGE

12!24;-'2[!08 ADJUDICATION TESTER JUDGE

P Sep 4 - Click on Generate Order in the Actions list.

ACTIONS

Add a new hearing to this caze.

Edit thiz hearing.

Delete this hearing.

Fecord thiz hearing and all azsocisted tems to the General Docket.
Generate Crder.

Generate Yalid Court Order.

Generate Yalid Court Order Acknowledgement.

11.7 - Generate a Valid Court Order Acknowledgement

Type your drop-down text here.
P Step 1 - Expand the case.

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

% 24C-2008-0-3-1(67186)

The expanded case will look like the image below.
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27 C-2008-0-3-1[67186)
% E i outh AEA

& Associated Persons

Referral

@2 Documents

Custody

4 Petition

%1 Motes
A Hearings

Caze Orders
Information Packet

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

o

-3-1[67186)

P Sep 2 - Click on Hearings in the Case Navigation panel.

80-vC-2010-D-1-1(77425] -
EH vouth aka
'& Aszzociated Persons
Referal
@2 Documents
Cuztody
il Patition

% Motes

. MDtIDnS

ity Service

b Sep 3 - Select Disposition Hearing in Hearing List.

| | |Descripti0n |F'residing
DISPOSITION TESTER JUDGE

12;’24#2008 ADJUDICATION TESTER JUDGE

P Sep 4 - Click on Generate Acknowledgement in the Actions list.
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Add a new hearing to this casze.
Edit thiz hearing.

Delete this hearing.

1-0 Application Overview and Navigation

Fecord thiz hearing and all azzociated tems to the General Docket.

Generate Order.
Generate valid Court Order.
Generate Yalid Court Order Acknowledgement.

11.8 - New Adjudication Hearing Process

The new adjudication process will eliminate the need to create afirst call hearing. Responses
may now be indicated in the adjudication hearing under the Response tab.

P Sep 1 - Expand the case.

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

2+C-2008-0-3-1(67156)

The expanded case will look like the image below.

........ 2008-D-3-1[6718E)
£ Touth AKA

& Azzociated Persons
Referal

@2 Documents

Cuztody

£t Petition

% Motes

* Hearings

Caze Orders

=| Information Packet

R

by double-clicking the case.

The case can also be collapsed / expanded

» Sep 2 - Click on Hearingsin the Case Navigation panel.
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80-vC-2010-D-1-1(77425] -
EH vouth ks
& Agzociated Persons
Referal
@2 Documents
Cusztody
il Patition

% Motes
ity Service

. Mutlnns

b Step 3 - Click on the Add Link from the Edit Panel area.

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

Mo hearings exist for thiz caze. Add a new hearing to this cazse.

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

ACTIONS

Add a new hearing to thiz caze.

Edit thiz hearing.

Delete this hearing.

Record this hearing and all associsted tems to the General Docket.
Generate Crder.

Generate Yalid Court Order.

Generate Yalid Court Order Acknowledgement.

P Sep 4 - Sdect Adjudication in the hearing Type field.

The Type field includes a drop-down list of available hearing types. Click in the field
and begin typing the hearing name or choose from the list.

Notice that the First Call hearing is no longer in the list. Select the Adjudication
hearing type.
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" New Hearing for B0-YC-2010-P-2-1(77428) - DON MIDDLE KNOX

General l
Reference # |'| 19445 Originating District 88
Type | |
Other [ADJUDICATION ~

COMMITMENT HEARIN
Date |CONTEMPT B
_ |DETENTION

Presiding { p1oposiTION

DRUG COURT HEARING

FOSTER CARE REVIEW

OTHER v

Freziding Type

b Sep 5 - Edit date and time.
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" New Hearing for B0-YC-2010-P-2-1(77428) - DON MIDDLE KNOX

General l
Reference # |'| 19446 Originating District I—SS
Tupe |ADJUDICATION | T Adiudication [FEH]
Other |
NEICR(07/03/2010 09:00 Ak E
Preziding |

Led Lo

Freziding Type |

P Sep 6 - Select Presiding Judge in the Presiding field.

Select the Presiding Judge from the drop-down list in the Presiding field.
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" New Hearing for B0-YC-2010-P-2-1(77428) - DON MIDDLE KNOX

General l
Reference # |'| 19447 Originating District I—SS
Tupe |ADJUDICATION | T Adiudication [FEH]
Other |
Date [07/03/2010 0300 M = | @
Preziding | :tg
Presiding Type IITESTEF! 4 JUDGE -

xi=

o

If no Judges appear in the drop-down list, close the hearing editor,
return to the Associated Person node and add the Judge.

P Sep 7 - Select Presiding Typein the Presiding Type field.

Select the appropriate Presiding type from the Presiding Type drop-down list.

Click Save and Proceed.

See Presiding Type descriptions below.
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" New Hearing for B0-YC-2010-P-2-1(77428) - DON MIDDLE KNOX

General l
Reference # |'| 19447 Originating District 88
Tupe |ADJUDICATION | T Adiudication [FEH]
Other |

Date [07/03/2010 0300 M = | E

Presiding | TESTER & JUDGE |
Freziding Type | -I{J
CHAMCELLOR by,
JJUDGE
REFEREE
SPECIAL JUDGE

P Sep 8 - Add cases addressed in this hearing.

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

In the General tab of the hearing editor, click Add.

Cazesz addreszed by thiz hearing
24C-2008-0-26-1 [69792) KEITH &MDY TESTCASE

%

|

|

Select the case(s) to add to this hearing.
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Add Cases To Hearing [5_<|

HE-“KE-EDDE-D-EE-'I [E9797) &by JO TESTCASE ~

|

QO | Cancel |

Click OK.

The hearing editor will now address both case together. Duplicate hearing editors
appear in both cases but need only to be addressed in one.

P Sep 9 - Indicate the response under the Response tab.

In the Adjudication window, click the Response tab.

If you wish to enter the same response for more than one

Eﬂ’ referral when more than one referral exists, hold the Ctrl

o button down on the keyboard and click each referral that
you wish to enter alike response.

Right-click the referral that you wish to enter aresponse. If multiple referrals are
selected, right-click one of the selected referrals.

In the menu that appears, select Referral Response and then the appropriate
response.
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~ ADJUDICATION (07/15/2010 09:00 AM) - BO-YC-2010-P-2-1 (77428) DON MiDDLE ... [Z|[B][X]
@ Copy/Continue Hearing

General] Summuns!NDticesl iftendees  Response l Court .ﬁ.ctiunl Aggravated Eircumstances] Documentsl

| |Di3missed.-’F'rwed |F|eferra| |Eount |.~'1'u:ti|:|n at this hearing i

Choose a Referral Response From Lisk, ..

Clear Referral Response

MOT DISPUTED
Create a Motion to Amend Petition For Existing Referrals. ..

=4

L
| ™

Record Entry on General Docket, ..

L
& Show Applicable
Show all

Jumnp ko 3

TSSO -
Dizposition -
Recommendstion BRING FORVWARD - 07/ 542010
Order FORMAL PETITION ORDERED - OFM5/2010
Editable? %

Summons

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

b 12.1 - Add Persons to Summons

b 12.2 - Generate and Print Summons

-

12.3 - Remove Persons to Summons

b 124 - Entering Summons Results

12.1 - Add Persons to Summons

b Sep 1 - Expand the case.
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Click on the ™ next to the case number in the Case Navigation Panel.
+-[E] 254 0-2012-D-261-1(178
®
The expanded case will look like the image below.

--[E] 254C-2012-D-261-1(178
L} 0 vouth A
& Azzociated Persons
Referral
@2 Documents
Custody
i Petition

% Motes
A Hearings

®\'-., Community 5 ervic
kotionz

% Case Fees

Caze Orders

% Information Packet

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

® 27 C-2008-0-3-1(67186)

» Sep 2 - Click on the Hearings node.

80-vC-2010-D-1-1[F7425) -
EH vouth A
bRy A:sociated Perzons

Referral

@2 Documents
Cusztady
ik Petitian

% Motes
ity Service

. MDtIDhS

P Sep 3 - Select the appropriate Hearing from Hearings List.
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| Date | | | D escription | Preziding

/2942003 FIRST CALL JAMIE KELLY MCERIDE
12/24/2008 DETENTIH JAMIE KELLY MCERIDE

P Sep4- Fromlist of actions, click on Edit this hearing.

| Date | | | Description Fresidir
FIRST CALL JAMIE
12/24/2008 DETEMTION JarIE

[ Show Hearing Details

ACTIONS

Add a new heating to this case.
Ed thiz hearing.

O this hearing.

VYN 1Y P | S Sy R S S p F  IL WSY S 1 S YRy [ P

P Sep 5 - Click on the Summons/Notice tab.
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- FIRST CALL (01/29/2009 09:00 AM) - 2-YC-2008-D-28-1 (69797) Amy Jo Kl (= ][B][X]
@ Copy Hearing

Surmmans Result Type Mame

i

||

| M
|

P Sep 6 - Click the add button.
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- FIRST CALL (01/29/2009 09:00 AM) - 2-YC-2008-D-28-1 (69797) Amy Jo Kl (= ][B][X]

@ Copy Hearing

Gemeral  Summonz/Motices l.ﬂ.ttendeesl Euntinuance] Court p'-‘-.c:tiu:un] Du:uc:umenta]

Surmmans Result Type

Mame

|w

| Y

|

[

P Sep 7 - Enter Summons Information.

186

1. Choose person(s) to summons.

Persons to SummonsfMotice

i I0 TES

&)

ALCORM COUNTY DETENWTION CENTER
JAMIE KELLY MCERIDE

[ £

lzzue Date |

Bl

Summanz Type |

Cancel




1-0 Application Overview and Navigation

B Hold the Ctrl button down on the

keyboard and click persons to summons.

Thiswill allow multiple selections.

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

Persons to Summons/Motice

ALCORM COUMNTY DETENTIOMN CENTER
JAMIE EELLY MCERIDE
A JO TESTCASE

'

]

lzzue D ate |D1.-"29.-"2|:||:|9
9

Su n January. 2009 “ -
Sun Mon Tuewed Thu Fri Sat

1 2 3
4 B B 7 8 9 10 T |
11 12 13 14 15 168 17
18 19 20 21 22 23 24
256 27 2 #ERm 0 M

>

3 Today: 01/29/2009

ot

3. Choose summons type from the drop down menu.
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188

Persons to SummonsfMotice

JAMI

4

ALCORM COUNTY DETENTION CENTER

|ssue Date |01/29/2003

|

Summansz Type |

~ FIRST CALL (01/29/2009 09:00 AM) - 2-YC-2008-D-28-1 {69797) AMY JO n

=
NOTICE
SUBPOEMA,
SUBPOEMA DUCES TECUM
SUMMEANS
WAYIE

4. The persons chosen will show up in the grid.

- BX

@ Copy Hearing
General Summaons/Motices l.-'-‘n.ttendees] Euntinuance] Court a'-‘«c:tiu:un] Du:uc:uments]
Summonz R e=zult Type M ame
3 SUMMONS SANDRA TESTCASE
SUMMONS AbY JO TESTCASE
| >

>

|

Remove
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12.2 - Generate and Print Summons
» Step 1 - Add personsto Summons (See Section 12.1 - Add personsto Summons)

P Sep 2 - Right-click on the appropriate from the summons list.

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

- FIRST CALL (01/29/2009 09:00 AM) - 2-YC-2008-D-28-1 (69797) amy Jo Kl (2 ][B][X]
@ Copy Hearing

Gemeral  Summons/Motices l.&ttendees] Euntinuance] Covirt fi‘-.c:ticnn] Documenlsl

>

M arme Add

Summons

Result ‘ Type

Remove

I

SUMMONS SAMDBS TESTCAS
SUMMONS Specify Summons Result, ..

Record Summeons on eneral Docket

Print Surnmons

Edit Summons

|

| M
|

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

1. Choose Edit to open the summons to view/edit.
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#* FIRST CALL (01/29/2009 09:00 AM) - 2-YC-2008-D-28-1 (69797) Amy Jo Kl [=)[E](X]
@ Copy Hearing

General  Summonz/MNotices l.ﬁ.ttendees] Enntinuance] Court .-'iu:tiu::n] Du:u:uments]

[>

M ame as:

Summons

Fezult ‘ Type

Remove

|

SLMMONS
SURMOMNS Specify Surmmons Result, .,

Record Summons on General Docket

Prinkt Surmmons

T

£

2. The generated summons will open. Click Print.
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Kl (-
Times NewRomen —_+|[12 - [M =] B| 2| U 2% ad N @ H|[= == =| =
= il = A - e == s ol g e o) o 5 =

Save Left Margin ﬂﬂ Right kargin ﬂﬂ Envelope

EIII|III1III|III2III|III3III|III4III|III5III|II

1

SERIAL: 116807

THE STATE OF MISSISSIPPI
COUNTY OF ALCORN

INTHE YOUTH COURT OF ALCORN COUNTY , MISSISSIPPI

IN THE INTEREST OF:
ANV JO TESTCAIE, A MINOR 2-VC-2008-D-2E-1(69797)

SUMBMONS

TO THE S8HERIFF OF MADISON County, Lawful Officer of the State of Mississipp
ot person designate to serve the process of this court,

GREETING 5:
Y ou are hereby comm anded to sunmons to the ¥ outh Court of AL CORN C ounty:

OR

1. Choose Print Summons to print without viewing.
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#* FIRST CALL (01/29/2009 09:00 AM) - 2-YC-2008-D-28-1 (69797) Amy Jo Kl [=[E](X]
@ Copy Hearing

General  Summonz/MNotices l.ﬁ.ttendees] Enntinuance] Court .-'iu:tiu::n] Du:u:uments]

o
Summons Fezult Type M ame W as:
SUMMONS SANDRA TESTCASE M

E--M AMY JO TESTCASE

Specify Summons Result, .,

Recard Summans an General Docket

Edit Summn%

4

12.3 - Remove Persons to Summons
P Sep 1 - Expand the case.

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

- [E]] 257201 2-D-261-1(1 78

N

The expanded case will look like the image below.
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b

'& Azzociated Perzons
Referal

@2 Docurnents
Custady

s Petition

% Mokes
A Hearings

®\'-., Community 5 ervic
M otiariz

% Caze Fees

Casze Orders

% Information Packet

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

o Bl S]] 2 C-2008-0-3-1(67188)

b Step 2 - Click on the Hearings node.

80-vC-2010-0-1-1[77425] -
EH vouth Ak
bRy 4:zsociated Persons
Referral
@2 Documents
Custody
&k Petition

% Maotes

unity Service
. h-'lu:-tu:uns

b Sep 3 - Select the appropriate Hearing from the hearings list.

| Date | | | Description Freziding

/ FIRST CALL JAMIE FELLY MCERIDE
12;’24;’2["]8 DETENTI JAMIE KELLY MCBRIDE
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P Sep4- Fromlist of actions, click on Edit this hearing.

| Date | | | D ezcription | Preszidir

FIRST CalLlL
12/24/2008 CETENTIOM JAMIE

[ Show Hearing Details

ACTIONS

Add a new hearing to this case.
Ed thiz hearing.

] thiz hearing.

VYN 1Y P | S Sy R S S p F  IL WSY S 1 S YRy [ P

¥ Sep 5 - Click on the Summons/Notice tab.

~* FIRST CALL {01/29/2009 09:00 AM) - 2-YC-2008-D-28-1 (69797) AMY JO n

- BX

@ Copy Hearing
General Summunsf’N?t\ices l.-'-‘n.ttendees] Euntinuance] Court a'-‘«c:tiu:un] Du:uc:uments]
g ~
Summonz R e=zult Type M ame i
[ 3 SUMMONS SAMNDRA TESTCASE
SUMMONS AbY JO TESTCASE
[V
| >

Add

Remove
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P Sep 6 - Choose person to remove and click the remove button.

- FIRST CALL (01/29/2009 09:00 AM) - 2-YC-2008-D-28-1 (69797) Amy Jo Kl (= ][B][X]
@ Copy Hearing

Gemeral  Summonz/Motices l.ﬂ.ttendees] Euntinuance] Covrt p'-‘-.c:ticnn] Documenlsl

>

Add

Surmmans

Result ‘ Type Mame

SLUMMONS SANDRA TESTCASE M[E%J
SUMMONS AMY JO TESTCASE

[

[~
|

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

@ CAN NOT DELETE SUMMONS, BECAUSE OF LINKED SUMMONS DOCUMENT.

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

e See Section7.9 - Showing Summons Documents
e See Section 7.4 - Removing Documents

12.4 - Entering Summons Results

P Sep 1 - Click the Edit menu from the menu bar at the top of the MYCIDS
application and choose Summons Result Quick Entry.

%+ MYCIDS v2.9.0.0
File Bs[® Reports Help

Youth Locator ||

o Scheduler F1z
% MYCIDS Alerts

ﬁ In Box
EME —_

Summons Resulk Quicl: Enkry. ..

Edit Standard Document Text. ..
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P Sep 2 - Enter the Ref # in the Summons Quick Entry window.

Enter the serial number that is at the top of the printed summons documents into the
Ref# field.

SERIAL: 116807

THE STATE OF MISSISSIPFI
COUNTY OF ALCORN

INTHE YOUTH COURT OF ALCORN COUNT Y, MISSLSSIFPL

IN THE INTEEEST OF:
AMT IO TESTCASE, 4 MINOE FVC-2008-D-28- 108797

SURRIONS

TO THE SHEEIFF OF MADI O Conuty, Laarfial Officer of the Stte of Mississippl
or person desiznate to serve the process of this court,

GREETINGS:

T a1 are hereby conpnanded to manenows to the Youth Conxt of ALCOEN Coirdy
SANDEA TEST CASE
13 MIATIN STREET

CANT O, FITSSISSTPPL 32046

1f © be foand m your ety to appear pesonally before the Youth Conrtof Akom Comty Youth
Cronrt, Mississippt on Jarmary 29, 20059 a 09:00 AWM and farther do ard soffer such thmgs as shallbe
considered amd codered by the Court, in the premises and have then and there thos writ, with endosement
thereom of the marmer inwhich yon shall seree the same.

TO: SANDRA TEST CASE

¥ o1 are hereh v conenanded to appear personallybeftre the Yoath Court of ALCORN
Courty, Mississippl at the Corthanse located o PO Box 653, Conzth, ME 2883 on Jam ey 29, 2000 at
090 AM, for 2fan FIRS TCALL heanng and then ard there to showr cause, if any canbe shoarn, why
the above referenced mmoets shoald noth e admdized paraant © the allezabors set forhim the pebhon,
1if’ any, and forwerhy appropeiate action should nothe takenwith egard to the best interest of said nonce's.
T a1 have a nght tobe represented by an atbo ey if vy so desire. You are requested to momediately
notify the wouth court of the name and addves s of your attoere v if you 5o enploy ore . [fdigert, the
zbove named nurows has anght to have an attorrey appoited fee of charze, ard should menediatels
apply to the yoath court for such appoirted comsel. ¥ou have anight to mbpoerawitesses i your
behalf

GIVEN under hand and seal of court, at ALCORN Conrdy, Mississippd, on Jamary 25,
2008,
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Summons Quick Entry [z|

Status

Ref # (116807 =

Reszult |

Date |

Cloze

P Sep 3 - Choose the result from the drop down menu.

Summons Quick Entry

Status

Ref # (116807 =

Bezult |

Date

SERVED g
UMDELIWERABLE
WAIVED

1NOTICED

EXECUTED
FERSOMALLY SERYED

CERTIFIED MAIL
Cloze

P Sep 4 - Choose the date from the calendar drop down menu.
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Summons Quick Entry E|
Ref#t 116807 =
Fesult [SERVED |
Date |01/29/2003 e

SHSun Mon Tue Wed Thu Fri Sat
1 2 3
4 5 B ¥ 8 9 10

11 12 12 14 15 18 17
19 19 20 21 22 23 24 | Close |

=125 26 27 28 an A

=5 Today: 0172972009

¥ Sep 5 - Click the Save and New button.

X]

Summons Quick Entry

Ref # [116807 =

Besult |SERVED

L]

Save and Mew |

Status L%
Cloze
Summons Quick Entry D__<|
Ref # |E =
Bezult | j
Date |01/29/2008 Rd

Fef # 116807 was committed.

Cloze
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Summons Quick Entry E'
Fef # [116307 2
Besult [SERVED =l
Date |01/23/2009 |

S Sun Mon Tue Wed Thu Fri Sat
1 2 3
4 " B 7 8 9 10

11 12 12 14 15 18 17
19 19 20 21 22 23 24 | Close |

=125 26 <7 28 a0 3

<3 Today: 01/29/72009

» Step 6 - Repeat steps 1 - 5 for the next summons document.

Continuance

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

b 13.1 - Create a Continuance

P 13.2 - Delete a Continuance

» 13.3 - Edit the Continuance

13.1 - Create a Continuance
» Sep 1 - Expand the case.

Click on the = next to the case number in the Case Navigation Panel.
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+-[E] 25v-2m2-D-261-10178

The expanded case will look like the image below.

Bl 25-vC-201 2-D-261-1(175
% 3§ ‘routh AKA
'& Azzociated Persons
Referral
@2 Documents
Custody
4 Petition

% Motes
A Hearings

@x'-., Community 5 ervic
kotions

% Case Fees

Caze Orders

% Information Packet

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

o ERE - C-2008-0-3-1(67156)

X

» Sep 2 - Click on the Hearings node.

80-vC-2010-D-1-1(77425] -
EH vouth ks
& Agzociated Persons
Referal
@2 Documents
Cusztody
il Patition

% Motes

. Mutlnns

ity Service

P Sep 3 - Select the Hearing to create a continuance for.

| | | Dezcription | Presiding
ADJUDICATION TESTER & JUDGE
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b Sep 4 - Fromthelist of actions, click on Edit this hearing.

| Date | | | Description | Preziding

u 07403/2010 ADJUDICATION TESTER A JUDGE

[ Show Hearing Details

ACTIONS
Add & new hearing to this caze.

it this heating.
e thizs hearing.

Record thiz hearing and all associsted tems to the General Docket.

Eﬁ: Y ou can aso double-click on the hearing
! to open the hearing editor.

P Sep 5 - Click on Copy/Continue Hearing.

~ ADJUDICATION (07/09/2010 09:00 AM) - BO-YC-2010-P-2-1 (77428) DON MIDDLE ... [= |[B]X]
@ Copy/Continue Hearing

|l Summon&v'Nntic:es] .-’-'«ttendee3] He3ponse] Courk .-’-'u:tion] Agaravated Eircumstance3] Du:uu:ument$]

Reference # |'| 19448 Originating District =ie]
Tupe |ADJUDICATION | T Adiudication [FEH]
Other |

Date [07/03/2010 0300 2M | @

Presiding |TESTEH & JUDGE

Presiding Type |REFEREE

Cazes addressed by thiz heanng

[~
[
B0-YC-2010-P-2-1 [77428] DOM MIDDLE FMNOz

.
£
|
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» Sep 6 - Check the box to continue the hearing.

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

Copy or Continue Hearing

Thiz option allows you ko copy or continue the curent hearing.  The new hearing will contain the
hearing twpe that pou specify belaw [if you are copring the hearing). Optionally, you can copy
attendees from this hearing to the new hearing, and vou can natice attendees to be at the new
hearing.

[F pou are continuing the current hearing, make sure to set the date of the newly created hearing
to the desired date and time.

MNew Hearing Type

ADJUDICATION |
-

-

-

% Continue the ADJUDICATION Hearing.

WEERE IR EAY| - | Mew Hearing Date )4 Cancel

»  Sep 7 - Choose the New Hearing Date.

Choose the New Hearing Date from the calendar drop down menu.

203



MY CIDS User Guide

General l Summons/Matic  Thiz option allows you to copy or continue the curent hearing. The new hearing will contain the
hearing twpe that you specify below [if you are copying the hearing). Optionally, you can copy
Peference & 113448 attendees from thiz hearing to the new hearing, and pou can notice attendees to be at the new

hearing.
Type ADJUD

If you are continuing the curent hearnng, make sure to zet the date of the newly created hearing
Other to the desired date and time.

Date |07/0943

Presicing [TESTE Mew Hearing Type
ALIDICATION -
Presiding Tvpe |REFER !_ J

Cases addressed by thiy [

20 C-2010-P-2-1 [774

[v Continue the ADJUDICATION Hearing.
|EIB£‘| 972010 09:00 Ak

Mew Hearing D ate oK Cancel

August, 2010

|

Sun Mon Tus Wed Thu Fn Sat

12 3 4 5 B 7
9 3 10 11 12 13 14
15 16 17 18 «Fr 20 2
22 23 24 25 26 v 28
23 30 A

3 Today: 071272010

b Sep 8 - Click OK to generate the Continuance Order.
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Copy or Continue Hearing le

T hiz option allows pou ta copy or continue the curent hearing.  The new hearing will contain the
hearing type that you specify belov [if you are coping the hearing). Optionally, vou can copy
attendees from this hearing to the new hearing, and vou can naotice attendees to be at the new
hearing.

[f wour are continuing the current hearing, make sure to zet the date of the newly created hearing
to the desired date and time.

MNew Hearing Type

ADJUDICATION ~|
-

=

-

[v Continue the ADJUDICATION Hearing.
|EI?HIIIE|£2IJ1 0 05:00 Ak j Mew Hearing Date

Cancel
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P Sep 9 - Route the Continuance Order to the Judge for signature.

(SR
1o - |H Times NewFoman = [12 =/ ~| EﬂJﬂﬂJJJ JFJJ
JJ%JJJEE@J JJJJJJJ_JJﬂ?E JJﬂjjjj

[ | ForSignature »|  JUDGE, TESTER - PRESIDING . N IR B
For Review  »  TEST, PROS - PROSECUTING ATTORNEY g

(N THE YOUTH COURT OF WINSTON COUNT

INTHE INTEREST OF:

DON MIDDLE KNOX, A MINOR 80-YC
(DOB: 3/9/1995)

CONTINUANCE ORDER GRANTING CONTINT.

|||||||1||||||||_r

THIS Day this cause came before this Court on the motion

P Sep 10 - The Continued Hearing may now be edited.

Both hearings are now open for editing. The hearing on top is the new continued
hearing, while the hearing behind is the old hearing that has been continued. The
hearing date (underlined here in red) is the best way to distinguish between
continued hearings.

You may now enter summons or subpoena information for the new hearing. If this is a

Full Evidentiary Hearing, check the box labeled "Adjudication (FEH)" (outlined here in
red).
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File Edit Maintenance DYS Reports  Help

| BFind | & & I* K3 | A Heaings - || Search uc|Dn||| Find LC# |

A Open Hearings - | @Cop}lfﬁontinue Hearing

| Summons;"NnticesI .t’-‘-.ttendeesl Hesponsel Court f-‘-.ctionl Aggravated Eircumstancesl Documentsl

Reference # I'I 19471 Originating District I_BE
Type [ADJUDICATION LII'_ Adjudication [FEH]
Other I
Fre Date [0714/2010 0300 M v | Jic]
c Presiding | TESTER 4 JUDGE =]
Presiding Type |REFEREE =]
Cases addressed by thiz hearing
B0 C-2 ) fdd
i = Remoyve |

13.2 - Delete a Continuance

# Delete a Continuance Order

Step 1 - Expand the case.

Click on the # next to the case number in the Case Navigation Panel.
- [E]] 25vT-2012-0-261-1(178

N

The expanded case will look like the image below.
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By Azsociated Perzons
Referal

@2 Docurnents
Custady

s Petition

% Mokes
A Hearings

®\'-., Comminity 5 ervic
M otiariz

% Caze Fees

Casze Orders

% Information Packet

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

Sep 2 - Click on the Documents node.

= 80 C-2010-P-2-1(77428
EH vouth sk
by Azsociated Perzons

Referral
&=l

Cushady
s Petition

% M akes
A Hearings

Fp Permanency

M atiaris

Casze Orders

% Information Packet
& Quick List

=8 mnabh L Aeaber

Sep 6 - Select the Continuance Grant Order to be deleted

| |Date |Description |Hearing Desc Hearing D ate
| | 07072010 1342 INTAKE ORDER WA,
| | 0707/ 2010 1417 CUSTODY CHAMGE ORDER [§h
07 /07/2010 14:24 FETITION DOCUMEMT kA,

42010 11:40 COWNTIMUAMWCE GR&WNT ORDER ADJUDICATION
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Sep 7 - Fromthe list of actions, click on "Remove the selected document”.

Documents that have been electronically signed cannot
be del eted.

| | Date | Dezcnption

07072010 13:42 INTAKE ORDER
07072010 1417 CUSTODY CHAMGE ORDER

0707420010 14:24 FETITION DOCUMENT

B | [0713/201011:40  |CONTINUANCE GRANT ORDER

b [T

[ Show Summons Documents

The selected document has been routed to ancther user for ReviesrSigning.

ACTIONS

Aftach a nevwy document.

Attach from scanner.

Replace the selected document.

Replace from scanner.

Remove the selected document.

Fe thiz document on the General Docket where abzent.
Dowwnload and viesy the selected document.

Edit Motes for the selected document.

Click Yes to permanently remove the document entry.

Warning [5__<|
"'_-, This will permanently remove the document entry, Conkinue?
L

o |

» Delete a Continuance Hearing

Sep 1 - Expand the case.
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Click on the ™ next to the case number in the Case Navigation Panel.
+-[E] 255 0-2012-D-261-1(178
®
The expanded case will look like the image below.

SR Bl 25-7C-2012-D-261-1(178
D EH Youth A4
& Azzociated Persons
Referral
@2l Documents
Custody
i Petition

% Motes
A Hearings

®\'-., Commnity 5 ervic
kotionz

% Case Fees

Caze Orders

% Information Packet

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

Sep 2 - Click on the Hearings node.

80-vC-2010-0-1-1[77425] -
EH vouth Ak
bRy 4:sociated Persons

Referral

@2 Documents
Cuztody
&k Petition

% Motes
unity Service

. h-'lu:-tu:uns

Sep 3 - Sect the Hearing to delete a continuance for.
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| L ate | | | Cezcription | Preziding
407415/2010 ADJUDICATION TESTER & JUDGE
07/03/2010 = ADJUDICATION k TESTER & JUDGE

Sep 4 - Fromlist of actions, click on Delete this hearing.

| Date | | | Dezcription Fresiding
d|07/15/2010 ADJUDICATION TESTER & JU
07/094200 == ADJUDICATION TESTER & JU

[ Show Hearing Details

ACTIONS
Add a nevy hearing to thiz caze.
Edit thiz hearing.

[Delete this hearing.
E d thiz hearing and all associated tems to the General Docket.

Click Yes to confirm the deletion of the hearing.

Confirm r'>_(|

:f) Are you sure vou wank to delete this hearing?
-

o |

Sep 5 - In the navigation panel, click on the Documents node.
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- B0-vC-2010-P-2-1[7 7428
EH vouth sk
& Aszociated Persons

Referral
&l

Cuizhody
& Petition

%1 Motes
* Hearings

Fp Permanency

M oticns

Case Orders

é Information Packet
& Quick List

=8 Atk | aeatar

Sep 6 - Select the Continuance Grant Order to be deleted

| | |Date |Descripti0n |Hearing Desc Hearing D ate
07072010 1342 INTAKE ORDER WA,
0707/ 2010 1417 CUSTODY CHAMGE ORDER [§h
07 /07/2010 14:24 FETITION DOCUMEMT kA,
4 -- 07132010 11:40 COMNTIMUAMCE GRAWNT ORDER ADJUDICATION 07/09,/2010 09:00 &k

Sep 7 - Fromthelist of actions, click on "Remove the selected document”.

Documents that have been electronically signed cannot
be deleted.
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| | Date Dezcrption

07072010 13:42 INTAKE ORDER
07072010 1417 CusTODY CHAMGE ORDER

0707420010 14:24 FETITION DOCUMENT

B | [oraz20i01140  [CONTINUANCE GRANT ORDER

L [

[~ Show Summonz Documents

The zelected documert has been routed to another user for ReviewSigning.

ACTIONS

Aftach & nevw document.

Aftach from scanner.

Replace the selected document.

Replace from scanner.

Remove the selected document.

Fe thiz document on the General Docket where absent.
Dowwnload and viesy the selected document.

Edit Motes for the selected document .

Click Yesto permanently remove the document entry.

Warning [5__<|
"j This will permanently remove the document entry, Conkinue?
L

o |

Documents that have been electronically signed cannot
be changed.

» Sep 1 - Expand the case.

Click on the # next to the case number in the Case Navigation Panel.
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+-[E] 25v-2m2-D-261-10178

The expanded case will look like the image below.

- B
R

284 C-201 2-D-261-1[178
3§ ‘routh AKA

'& Azzociated Persons
Referral

@2 Documents

Custody

4 Petition

% Motes
A Hearings

@x'-., Community 5 ervic
kotions
% Case Fees

Caze Orders
% | nfarmation Packet

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

o

» Sep 2 - Click on the Documents node.

- g0-vC-2010-P-2-1[7 7428
EH vouth sk
& Aszociated Persons

Referral
&l

Cuizhody
& Petition

%1 Motes

* Hearings

Fp Permanency
M oticns

Case Orders
% | nfarmation Packet

& Quick List

=8 Atk | aeatar

P Sep 3 - Sdect the Continuance Grant Order.
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| | |Date Dezcription Hearing Dezc Hearing D ate
07072010 13:42 INTAKE ORDER WA,
07072010 1417 CUSTODY CHAMGE ORDER WA,
07 /07/2010 14:24 FETITION DOCUMEMT kA,

- 07/13/2010 11:40 COWNTIMUAMNCE GR&WNT ORDER ADJUDICATION

» Sep 4 - Fromthelist of actions, click on Download and view the selected

document.
| | D ate | Dezcription
070720010 13:42 INTAKE ORDER
| | 070720101417 CUSTODY CHAMGE ORDER
|| 07072010 14:24 FETITION DOCUMEMT
l 07322001521 COMTIMUAMCE GRAMT ORDER
<

[ Show Summong Documents

The =elected document haz been routed to ancther user for Revies rZigning.

ACTIONS

Attach & new document.

Aftach from scanner.

Replace the selected document.

Feplace fram scanner.

Remove the selected document.

Record this documert on the General Docket where absent.

Dowvnlosd and vieswy the selected document.
Edit = for the zelected document.

Y ou may now edit the document.

Permanency findings are only required in those cases where a child is removed from a Primary
Physical Custodian, PPC, and are no longer necessary once a child’s custody is returned to the
PPC. Permanency findings may be made during Shelter Hearings, Disposition Hearings,
Review Hearings and Permanency Hearings. Permanency requirements are tied to custody
changes from the PPC.

This module of the MY CIDS case management system provides the youth courts with an
automated permanency process. Y outh Courts must use MY CIDS in order to obtain the
benefits of the automated permanency process.
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Removal of Custody from the Primary Physical Custodian, PPC
The law allows Mississippi Department of Human Services social workers and law
enforcement officers to take a child into protective custody, from a PPC, if they believe that
such child has been or is being abused or neglected. Once a child istaken into custody, an
order outside a hearing must be obtained to authorize the continued custody of the child.
Add a Custody Record.

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

- 1-vC-2008-P-7B-1[53727
Information Packet
EH outh AKA
& Aszsociated Persons

Referral
@2 Documents

4% Petitio

%1 Notes
A Hearings

Fa Pemanency
Case Orders

2. Click on the Add link to add a custody record.

Mo custody records exist.

ACTIONS

Adf_? & custody record.
ol complete custody history for this youth.

After clicking the Add a custody record link, the custody edit window below will appear.
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X

Custody Edit
Properhes |

Date |07/20/2008 01:00 PM |
Type |[PHYSICAL AND LEGAL |
From [SANDRA TESTCASE - MOTHEF »| To [DEPARTMENT OF HUMAN SEF |

v [Reasonable Effort Madel

R estrichions

0K L\J Cancel |

3. Select the custody change ” Date”, " Type” of custody change, the person/entity custody
ispassing " From”, and the person/entity the custody is passing " To” from the drop-down
menus.

The Court must make reasonable efforts to prevent removal before the expiration of 30
days from theinitial removal of child from PPC. If reasonable efforts have not been
completed, this can be done at a subsequent Shelter, Review, Disposition, or Permanency
Hearing.

If reasonable efforts were made and the " Reasonabl e Efforts Made” check box was

selected, the Permanency Plan Editor opens when you click on ”OK” in the Custody Edit
screen.

Permanency Plan Editor
When, the Permanency Plan Editor window appears, enter the requested information in the

"est. (estimated) Achievement Date” field and " Plan Name” field. Then, click save and
proceed.
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Permanency Plan Editor

Froperties 1

Start Date: |07/20/2008 |

Adoption D ate; - ;

est. Achisvement Date: |07/20/2009 |

End Drate: v;

Flan Type: [PERMANENCY -
Plan Name: [REUNIFICATION WITH & PARENT OF FRIMARY CARETAL + |

Save and F'rl:uceeE

Yiou must first zave this Plan, by clicking the "Save and Proceed" button, before you can close the Plan Editor.

To enter specific information about the plan in a narrative format, select ”Add a New
Reasonable Effort Note” from the ACTIONS list.

Permanency Plan Editor
Froperties ]

Start [ ate: iﬂ?a’:Zﬂ.-’EEIEIE v!
&doption D ate: iﬂ?a’:Zﬂ.-’EEIEIE v!

est. Achisvement Date: |07/20/2009 |
End Date: v!

Plan Type: [PERMAMEMCY |

Plan Name: |[REUNIFICATION WITH & PARENT OF PRIMARY CARETA - |

Mo Reszonable Effort Motes have been added to this plan.

ACTIONS
Add a Meww Reazonable Effort Mote.
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Add Reasonahle Effart Mote [5_(]
[etailz 1

Mote Date: |07/21/2008 |

Dizcuzzed with parents at length the actiong necesszamy

QK. Cancel ‘

Permanency Plan Editor

Froperties ]

Start Date: |07/20/2008 |
Adoption Date: |07/20/2008 |
est. Achievement Date: |07/20/2009 |

End D ate: | _vj
Plan Type: |PERMANENCY |
Flarn M arne: |FFEL|NIFII:.-'-‘-.TIEIN WITH & PARENT OF FRIMARY E.-*-.FiET.-‘-‘-.I__v_i
Mate D ate Reasonable Effort Maote
2008 Dizcuzsed with parents at length the actions neceszany
%
ACTIONS

Add a Mew Reasonable Effort Mote.
Edit the current Reazonable Effort Mote.
Delete the current Reazonable Effort Mote.

When you complete the Permanency plan, close the editor by clicking on the H inthe
upper right of the screen. Thiswill open another Permanency Plan Editor window for the

Concurrent plan. Complete the screen with the necessary information and close it just
like the first screen.
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NOTE: The grayed out boxes on the Permanency Plan Editor cannot be changed.

Generate Custody Change Order

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

|Date ]T_l,lpe From ]Tu:u 1

7/20/2008 |PHYSICAL A/ SANDRA TESTCASE - MOTHER - BIOLOGI DEPARTMENT OF HUMAN SERY

4 >

This custody change did not occur &t a hearing.

Date 7/20/2005
Type PHYSICAL AND LEGAL
From SANDRA TESTCASE - MOTHER - BIOLOGICAL PPC
Ta DEPARTMENT OF HUMAN SERVICES DHS - DHS
Hearing -
Restrictions
Reasonable Effort Made v

ACTIONS

PP - Permanent Physical Custodian

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

Delete thiz custody recard.

Edit thiz custody record.

Generaste custody chande order.

Wi ﬁplete custody history for this yvouth.

Yiewy Permanency Plans attached to the Custody record.

Shelter Hearing

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

1. Click Add a new hearing to the case
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Mo hearings exist for this case. .&.d? a newy hearing to this case.

-* New Hearing for 1-YC-2008-P-76-1(59727) - JOHN 5 TESTCASE

General |
Reference # | Originating District
Ij.lpe| ﬂ
Dihies |
Date [(7/22/2008 03.00AM =] [
F'rﬁ:idinn[ _:_J
Presiding Type | |

2. Choose Shelter Hearing from the " Type”, the date of the Shelter Hearing, the presiding
Judge, and the presiding type from the drop down menus.
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- New Hearing for 1-YC-2008-P-76-1(59727) - JOHN S TESTCASE [ 1=
» ipen B
Genatal |
Reference | Oiiginating District
Type [SHELTER -
Dthes |

Date [07/2272008 03.00aM  ~| [T
Presiding |TESTER JUDGE

Presiding Type |JUDGE

SmmiPmad[

L) L

3. Then, click on save and proceed. Thiswill add the shelter hearing for the requested
date.
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SHELTER (07/22/2008 09:00 AM) - 1-YC-2008-P-76-1 (59727) JOHN S.:TEn (=13

A wa: - | [ Copy Heating
General | Summans/Motices | Attendees | Continuance | Court Action | Documents |
Reference 1t | Originating District |
Type | =
Dthies |

Date [07722/2008 03.004M ] [T

Presiding |TESTER JUDGE

Presiding Type [JUDGE

Cases addresced by thes heanng

]
]
1-YL-2008-9-76-1 (29727 JOHN 5 TESTCASE I

4. Then, to address what happened at the Shelter hearing, click the court action tab.

SHELTER (07/22/2008 09:00 AM) - 1-YC-2008-P-76-1 (59727) Jorin s TEfLR [= |8
20 v - [ Copy Hearing
General | Summans/Motices | Attendees | Continuance  CourtAction | Documents |

Action a this hea Cughody Type Cusstody Restrictor =
¥ u

R

[  Editabie? v
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5. Right click below the " Action at this hearing” column, which will bring up a submenu
allowing you to choose a court action.

SHELTER (07/22/2008 09:00 AM) - 1-YC-2008-P-76-1 (59727) Jorn s TeflY [ |81

-~ - &EMHWM
Gereeal | Summons/Motices | Attendess | Conliruance mﬁﬂﬁm]ﬂwl

1 [Acien o i g [Cuic Te [Coict e I
=

Chioees Action Froem List....
Clear Action

(CHILD HELD: [ SHELTER

LEGAL AND PHYSICAL CUSTODY PLACED WITH DHS

LEGAL AND PHYSICAL CLISTODY WITH RELATIVE OR OTHER
LEGAL CUSTODY DHS, PHYSICAL CUSTODY NOW-RELATIVE
LEGAL CUSTODY DHS; PHYSICAL CUSTODY WITH RELATIVE
B | Ecitable? v LEGAL CUSTODY WITH DHS, PHYSICAL CLSTCDY PARENTS

W

PHYSIZAL CUSTOOY PLACED WITH DHS
PHYSICAL CLISTODY WITH RELATIVE OTHER LEGAL QUSTODY
RETURMNED HOME

£ Record Entry on Gereral Docket, ..

6. Choose the desired court action from this submenu.

Generate Shelter Hearing Order

In the Hearings node for the case, click on the shelter hearing in the grid. Then, click on
Generate order.
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| | | Deseription l Presiding

SHELTER TESTER JUDGE

[ Show Hearing Details

ACTIONS

Add a new hearing to this case.

Edit thiz hearing.

Delete thiz hearing.

Record this hearing and all associated tems 1o the General Docket.
Generate Order.

Managing Service Plans

Attach a new Service Plan

Senvice Plans and Reports

Mo Zervice Plans have been added to thiz case.

ACTIONS
Aftach & new Service Plan.
Scan in a newy zervice Plan.

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

Click on Attach anew Service Plan. A screen similar to the one below will appear.
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Attach Document EJ@ -.

Lmhrtl;_ﬂ's:iducumem j +« & cf B
) e

My Recent
Diocuments

=

Daskiop

w7

My Documents

9

My Compier
“
My Hetwork — File name: JAISP document =l Open |

Flaces
Files of type: |*DOC WFD."XLS " POF PG TIFATAT =] Cancel |

Search for the location of the document you are attaching (i.e.: local hard drive, CD-
ROM drive, etc.), and select the document and click on the Open button.
To exit without attaching the document, click on the Cancel button.

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

C:\Documents and Settings\REMMy DocumentsiTest documentsiAISP do... E|

Document Type | =l

Deescription |

Scan in a new Service Plan

If you have a paper copy of the service plan that needs to be scanned in, select Scan in
anew Service Plan.

This process is the same as scanning a document. See section Scanning a Document
under Creating and Modifying a Case.

Attached and scanned documents will be referenced on the Edit Panel similar to the
example below.
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226

Semvice Plans and Reports

Date Type Satisfactory Actions Tent
12412007 AISP Edil
ACTIONS

Aftach a new Service Flan.
Scan in & new Service Plan.

Enter Satisfaction Text

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

Service Plans and Reports

Document Service Plan Completely Has Hearing Satisfaction
Date Type Satisfactory Actions Text
121152007 AlSP Edit
ACTIONS

Aftach a new Service Plan.
Scan in a newy Service Plan.

Click on Edit under Satisfaction Text on the Edit Panel. The Service Plan Satisfaction
Text Editor will appear.



1-0 Application Overview and Navigation

Service Plan Satifaction Text Ediler

Ciested By |Date [Mste o
]
£ b =
New_| | |
Click on the New button. The New Service Plan Satisfaction Text screen appears.
Mew Service Plan Satifaction Text ]Z|
| Cancel |

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

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

Permanency Hearing

Permanency hearings must be scheduled to 1) determine if an existing permanency and
concurrent plans are working or to establish (adopt) the first permanency and concurrent plans,
and 2) to review and take action against any service plans or report documents that help to
establish the permanency and concurrent plans.

The first Permanency hearing must take place within 12 months of theinitial removal of a
child from the primary physical custodian (PPC). This hearing can also address the findings for
” Reasonable Efforts to Prevent Removal” if not already done.

Permanency hearings will continue to be held within 12 months of the last permanency hearing
until the permanency plan is accomplished or the child is returned to PPC.

Add and Conduct Permanency Hearing

Click Add anew hearing to this case

ACTIONS

Adlz-? a new hearing to this case.
E iz hearing .

Delete thiz hearing.
Record this hearing and all aszocigted tems 1o the General Docket.
Generate Crder.
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- New Hearing for 1-YC-2008-P-76-1(59727) - JOHN § TESTCASE O I=]E
0 nge = | B
General |
Refarance 4 | Originating Dictrict |
Type | =l
Dthes |
Date [07/22/2008 0300AM =] |
F'rﬂ:i:linn[ :_J
Presiding Type | -

Choose Permanency Hearing from the " Type”, the date of the Permanency Hearing, the
presiding Judge, and the presiding type from the drop down menus.

229



MY CIDS User Guide

" New Hearing for 1-YC-2008-P-76-1{59727) - JOHN § TESTCASE [ IM[=13
2 Gpsrfeaings - | I
Gerseral |
Relerence 4 | Ongnatng Digtnct | |
Type [PERMANENCY |
Other |

Date [07/22/200803002M = [T4]
Presiding |TESTER JUDGE

ﬁﬁhﬁ'ﬁngm

Save and Procesd g

L] L

Then, click on save and proceed. Thiswill add the Permanency hearing for the requested
date.
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- PERMANENCY (07/22/2008 09:00 AM) - 1-YC-2008-P-76-1 (59727) Joun [ (< |[B][X]

Fad - | [8 Copy Heaiing
General | Summons/Motices | Attendees | Continuance | Court Action | Documerts |
Refsrence i | Onginating Distict |
Typs |51 - =
Dlthes |
Date [07/2272008 0300AM _~| [T4|
Presiding [TESTER JUDGE |
Presidng Type [JUDGE -
Cases addressed by this heaing %

1-vYC-2008-F-76-1 [53727) JOHN 5 TESTCASE

Then, to address what happened at the Permanency hearing, click the court action tab.

PERMANENCY (07/22/2008 09:00 AM) - 1-YC-2008-P-76-1 {59727) Jorn I (2 |[B][X]

COMCURRENT

> k - | [B»CopyHeamg

Emdi Smmmm"dimii Akn-:laasI Contruance Wﬁmiﬂmﬂsl
Type Desthption

[JIPERMAMNENCY |REUMIFICATION WITH A FARENT OR P

CUSTODY WITH A& RELATIVE

Right click on the plan you wish to address, which will bring up a submenu allowing you
to choose a court action. Choose the desired court action for that plan.
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~ PERMANENCY (07/22/2008 09:00 AM) - 1-YC-2008-P-76-1 (59727) Joun I [ ][B]X]
2 [ Copy Hearing

General | Summons/Motices | Aftendees | Continuance  Coutt Action | Documents |

Choose Action From List...
Chear Action
Edt Selacted Plan... Chr-p

CLOSE AND ADOPT & NEW PLAN
COMTINUE THE PLAN

. Record Entry on General Docket...

; mmmv
Description RELREFICATION WATH & PARENT OR PRIMARYY CARETAKER
‘Start Dale 07 2002008
Adopticn Dake 077202008
s, Achievement Date 0772002009
‘Reasonable Effort History View Reasonable Effon History

If the Court determines that a permanency or concurrent plan is not sufficient, then a new
plan will be adopted and the old plan closed.

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

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

Managing Permanency Alerts
A Permanency Hearing Alert will display when the following conditions apply:

This aert displays when there is a pending twelve (12) month time limit of arequired
Permanency Hearing where the child has not been physically returned to their PPC. This alert
will stop displaying once a Permanency Hearing exists where both Permanency and
Concurrent plans have actions assigned to them, the child is physically returned to their PPC,
or the permanency plan has been accomplished.
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1-VC-2006-P-46-1{39554) - AMANDA TESTCASE - MTIAL PERMANENCY HEARMG REQUIRED

The Intiad Permanency Hearing is required within 12 months since the custody change that removed the child from their PPC_

This aert displays when there is a pending twelve (12) month time limit of arequired
Permanency Hearing after the last Permanency Hearing. This alert will stop displaying once
the child is physically returned to their PPC or the permanency plan has been accomplished.

Required Reasonable Effort Custody Change
When a child has been physically removed from PPC, this aert will stop showing if the

” Reasonable Efforts Made” box is checked on a custody change record, or a custody change
occurs that physically returns the child to their PPC

1-YC-2008-P-76-1 (58727 - JOHN S TESTCASE - CUSTODY CHAMGE WITH REASONABLE EFFORTS MADE RECGLIRED

A custody change with Reasonable Efforts Mede must be made within 30 days of the intial removal of the cldd froem their PPC.

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

b 15.1 - Generate Case Order

15.1 - Generate Case Order

b Sep 1 - Expand the case.

Click on the = next to the case number in the Case Navigation Panel.
- [E] 25-v-2m12-D-261-171 78

The expanded case will look like the image below.
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2B C-201 2-D-261-1[178
" outh AKA

Efy Azsociated Perzons
Referal

@2 Docurnents

Custady

s Petition

% Mokes
A Hearings

®\'-., Community 5 ervic
M otiariz
% Caze Fees

Casze Orders
% | nfarrnation Packet

- B
K

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

o Bl S]] 2 C-2008-0-3-1(67188)

b Sep 2 - Click on Case Ordersin the Case Navigation panel.

- 2-/C-2003-D-1-1(692505)
EH vouth sk
Efg Azsociated Persons

Referal
@2 Docurnerts

@ Custody

) Petition

% M otes
A Hearings

% | nfarma Packet

P Sep 3 - Choose the appropriate Case Order fromthe List click the Generate Case
Order action.
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Caze Order Description |

ATTACHMEMT ORDER

B|caFias ORDER

| RECUSAL ORDER

| WAIVER OF DETENTION HEARING ORDER

| |WAIVER OF PROCESS - FARENT/CUSTODIAN

ACTIONS

Generﬁfe Caze Order.

MY CIDS can prepare a comprehensive case packet for most information stored in a case.
Follow these steps to create a case packet.

P Step 1 - Expand the case.

Click on the # next to the case number in the Case Navigation Panel.
+-[E] 25-vi-2m12-D-261-101 78

The expanded case will look like the image below.

N

Referral
@2 Documents

Custody
i Petition

% Motes
A Hearings

®\'-., Community 5 ervic
kotionz
% Case Fees

Caze Orders
% | nfarmation Packet

The case can also be collapsed / expanded
H by double-clicking the case.
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» Sep 2 - Click on Information Packet in the Case Navigation panel.

- 24/C-2008-0-29-1(69734

EH vouth &kA

Bl A2s0ciated Persons
Referral

@2 Documents
Cuztody

4% Petition

% Motes
A Hearings

Case Orders

% Information Packet

» Sep 3 - Choose itemsto include in the packet.

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

item.

| | Prirt |

MY CIDS can prepare a comprehensive caze packet for most information stored inthis
caze. Select the caze tems that vou wwant included in this packet, then click Submit.

[ . General Docket
I_[:'%ase Information

Iv Youth Aka

v Azzociated Persons
[ Referral Detail

[v Document Summary
| Custody Change

[ Petition

[v Motes

I Include detail for all ather cazes for this youth?

Submit | Feszet |

To include detail for not only this case, but all cases for this youth in MYCIDS, check
Include detail for all other cases for this youth.
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| | Erint

MY CIDS can prepare a comprehensive case packet for most information stored in this
case. Selectthe case items that wou want included in this packet, then click Submit.

[ zeneral Docket

| Casze Informatian
[v “Fouth ko

v Asszociated Persons
[ Referral Detail

|v Document Summary
[ Custody Change

[ Petition

v hotes

| Hearing Summary
[v Hearing Detail

Elﬁnclude detail for all other cases for this youth?

Submit | Reset

P Sep 4 - Click Submit to view the case packet.

| | Erint

MY CIDE can prepare a comprehenzive caze packet for most information stored in this
caze. Select the caze tems that you want included in this packet, then click Submit.

[ General Docket

[ Caze Informatian
W outh ko

v Associated Persans
[ Referral Detail

[v Document Summary
[ Custody Change

[ Petition

v Motes

[ Hearing Summary
v Hearing Detail

.........

Submg | Feset |
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Back | | Frint

Y

Youth AKA 2-v¥c-2009-D-1-1{69805) - AMY JO TESTCASE

S5H Last Hame First Hame Middle Hame Suffix
JOJa JoJdo

Associated Persons 2-vc-2009-D-1-1(69805) - AMY JO TESTCASE

Hame Relationship Date Appointed
JAlE KELLY MCBRIDE PRESIDING

Document Summary 2-vc-2009-D-1-1{69805) - AMY JO TESTCASE

Date Description Source File Hame Document Type
020452009 CONTINUAMCE GRAMT ORDER COMTINUANCE GRAMT ORDER

Motes 2-¥C-2009-D-1-1{69805) - AMY JO TESTCASE
Mo notes records exist for thiz case.

Hearing Summary 2-vc-2009-D-1-1(69805) - AMY J0 TESTCASE

Hearing Date Type Presiding
g 02042009 FIRST CALL JAIE KELLY MCBRIDE
- (0172972000 FIRST CALL JAIlE KELLY MCBRIDE
1202402005 DETEMTION |JAIE KELLY MCBRIDE

To print the packet, click print.

Back | |

Youth AKA 2-vc-2009-D-1-1(69805) - AMY JO TESTCASE

SSH Last Hame First Hame Middle Hame Suffix
JoJ0 JoJa

Associated Persons 2-vc-2009-p-1-1{69805) - AMY JO TESTCASE

Hame Relationship Date Appointed
JAlE KELLY MCBRIDE PRESIDING
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b Close a single Case Node

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

2 ||_ 2009-01-1 - i

----- @ Docurments

----- ) £ Custody
----- {SE& Petition
----- % Maotes
------ A Hearings
----- Caze Orders
----- % | nfarrnation Packet

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

=8 S 2-/C-2009-D-1-1(69805]

----- & Aszociated Personz

----- Referral

----- 2 Documents

----- @ Custody

----- {EE Petitian

----- % Mates

------ * Hearings

----- Caze Orders

----- é Information Packet
=-[E] 2vC-2009-D-2-1[69807)
----- EH vouth ks

Edm A mmmmicbnd Dmrmmien

** MYCIDS v2.9.0.0
§=8 Edit Reports Help

Wh - A Hearings
Closkaiall

(69805) - AMY JO

Refresh Lookup Tables., .,

Prinkter Setup...

Exit

- @ D ocumerts
r ? ...... @“ Custady

P @ Petition
Guick List | A gl Mates
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b Closeall case nodes
Choose close al from the file menu.

** MYCIDS v2.9.0.0
3-8 Edit Reports Help

Close F | ,_*_Hearings - ”

T

Refresh T'gcukup Tables...

Printer Setup...

Grouping Cases

b 18.1 - Group Cases

b 18.2 - Remove Case from Group

18.1 - Group Cases

P Sep 1 - Choose a case to group.

From the open cases in the case navigation panel, choose a case to group.
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** MYCIDS v2.9.0.0
File Edit

| E}Find

Reports  Help

| = = * 3 | X Hearings - ”
-6-1(69799] - AMY JO TESTCASE

Search UCID#

- [El] 2-vC-2009-P-2-1
#-[El 2+vC-2009-P-3-1(69509)
| 3

GaFa9

Loc 2-¥C-2007-P-6-1

0%9

O

Cuick List

04052007

2007
YOUTH

ALCORN (21
ALCORN (21

| JEHN

Scheduler

b Sep 2 - Group Case(s)

Click the Edit menu, Group this case. Thiswill show alist of the open cases that can
be grouped with the selected case in the case navigation panel.

¥+ MYCIDS v2.9.0.0
File B[ Reports  Help

J Youkh Locator

Search UCIDH | |

Scheduler Fiz

ShO veIDS Alerts

L InBox .
= Information

Group All
2-YiZ-2009-P-2-1{69308) - AMME MARIE TESTCASE
Z-4C-2009-P-3-1{a9309) - KEITH ANDY TESTCASE

Group khis case

Conclude Case § Terminate Jurisdiction

( Record Transfer urisdiction Info...
il Create Transfer Jurisdiction Crder. ..
Finalize Case Transfer. ..

HI Summons Result Quick Entry. .

Edit Standard Document Text. ..

Paste Chrl+Y

= I

Choose the appropriate case to group with the selected case,
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*+ MYCIDS v2.9.0.0
File B8 Reports

Help

Youth Locator

Scheduler F1z
MYCIDS Alerts
In Baox
EME

Search UCIDY | |

Information

Group this case

Group All

Conclude Case [ Terminate Jurisdiction

Record Transfer Jurisdickion Info...

fodiLio o Ado

LD T Lol ALl

OR

choose group all to group all the cases open in the case navigation panel together.

[} 0.0.0
File Reports  Help
J Youkh Locator Search UCIDH || I
oh Scheduler F1z
Y MYCIDS Alerts
In Box .
o Information

Gavag

Group All
2-YC-2009-P- k" 69503 - ANME MARIE TESTCASE
2-¥C-2009-P-3-1{69509) - KEITH ANDY TESTCASE

Group this case

Conclude Case | Terminate Jurisdiction

Record Transfer Jurisdiction Info...

» How to know if cases are grouped

Once a case is grouped, this information is listed on the case docket screen. The
case docket screen can be accessed by clicking on the case number in the case
navigation panel.
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Reports  Help

|E = * K5 | 2 Hearings - ||

2-YC-2007-P-6-1[69799) - AMY JO TESTCASE

Search LCIDH | | Find LCH |

Case Docket

ERE > 07-P-E-1| . =
o [E] 23T 2003-P-2-1( Docket Information
| 2+vC-2009-P-3-1(53509) 50799

[+
2-¥ C-2007- P-fi-1
- 228 Schedular

B2 MYCIDS Alerts

=4 In Box

A EME

04052007

=1

2007
YOUTH

ALCORN (2]
ALCORN (2]

This case is grouped with these additional cases:
2-%C-2009-P-2-1 (695081 AMME MARIE TESTCASE
2-¥C-2009-P-3-1 (5958091 KEITH AMNDY TESTCASE

Remove this case from the group

18.2 - Remove Case from Group

P Sep 1 - Choose the case to remove from the group.

*+ MYCIDS v2.9.0.0
File Edit

Reports

| =l = " Hs | X Hearings - ”

clalimtel| 2 C-2007-P-6-1(69799) - AMY JO TESTCASE

Help

Search UCIDH

Docket Information

w2 2+vC-2009-P-2-hg3303)

= [E] 2-vC-2009-P-3-1(53809) 69793
| .

2-YC-2007-P-6-1

A Scheduler 04052007
A MYCIDS Alerts fi

A [ Bos 2007

A EME ¥OUTH
ALCORN (2]
ALCORN (2

[uick List

18

Scheduler
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P Sep 2 - On the Case Docket screen, click Remove this case from the Group.

¥+ MYCIDS v2.9.0.0

File Edit Reports Help

| EHFind

Shortcuts

Scheduler

=]

- [E] 2 C-2005-P-2-1[£3203]
- [E] 2°vC-2009-P-3-1(59809)
I .

|Ei| & I+ Hs | A Hearings ~ ||

Search UCIDE ||

Docket Information
GA739
2-YC-2007-P-6-1

04052007

=

2007
¥OUTH

ALCORN (2)
ALCORN (2)

This case is grouped with these additional cases:
2-YC-2009-P-2-1 (B98081 AMME MARIE TESTCASE

2-%iC-2009-P-3-1 (B9509) KEITH ANDY TESTCASE
| Remoie thiz caze from the grougp

P Multi-case Petitions

Find LC# |

Case Docket

FY

Y outh involved with grouped cases may appear on the same petition if the charges
for both cases are brought forward. When filing the petition for a case, a user will
have the option to include the youth) from the grouped cases.
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Editing Work-In-Process Peﬁliﬂn

Propertias |
To fibe the petition, specdy the petiion date, selact all refesrals that apply, then cick 0K
File Date vl
Biing Refensl Oirdler A
Foowsd |  Dale ot Date S
14 = BAIEA0T | LARCENY: SHOPLIFTING B/28/2007  FORMAL PETITION ORDERED
|| B EB/28/2007 |RESISTING LAWFUL ARREST BF20/2007  FORMAL PETITIOM DRDERED
W
>
25TC-2007-D-43-1(27048) - ASUEA TESTCASE
| e | | ok | el |

Clicking the Add button will bring forward alist of cases that are grouped with the
case where the original petition is being filed.

Add Cases To Petition X

|2 C-2007-D-45-1(27055) - ELAH TESTCASE

[

[

(] 4 I\i Cancel ]
s

The user must now select which charges for each youth they wish to file on the
petition. Check the referrals that will be brought forward.

Fsrmg q Docket Mumber
L T" 2C-2007-D-43-1(27048] - ASUKA TESTCASE
| r 27C-2007-D-431[27048]) - ASUKA TESTCASE
n o 2 C-2007-D-48-1(27085] - BLAH TESTCASE
[ r 24'C-2007-D-46-1[27085] - BLAH TESTCASE
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»  Multi-case Hearings

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

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

2. Schedule the hearing under one of the grouped cases. Click the” Add” button
found towards the bottom of the screen. Thiswill bring up any cases that are
grouped together.

~ FIRST CALL (06/29/2007 09:00 AM) - 2-YC-2007-D-43-1 (27048) AsUKA TE... [ |[B|X]
@ Copy Hearing

: Gieneral l Summu:uns.-"Nu:utices] Attendees] Cuntinuance] Court .-’-'u:tiu:un] Dncumentsl

Reference # | Originating District
Type | J
Other |

Date |06/23/2007 03:00 M | @

Presiding |TESTERZ TESTER2

L] L

Presiding Type |JUDGE

Casez addreszed by this hearing

2 C-2007-0-43-1 [27048) ASUEA TESTCASE Add

|A
|
[
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Add Cases To Hearing El

Ed| 2 C-2007-D-46-1 [27055) BLAH TESTCASE

b

DKQI Cancel |

3. Both hearings will now appear under each case. Charges from all the
grouped cases will appear under the ” Court Actions’ tab for each casein the

group.

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

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

|Ease |Yuuth |[
24'C-2007-D-43-1 [27048) ASUKA TESTCASE

24'C-2007-D-43-1 [27048) ASUKA TESTCASE

247C-2007-D0-46-1 [27055) BLAH TESTCASE

2-47C-2007-D-46-1 [27055) BLAH TESTCASE

|w

Conclude and Recommence Cases

b 20.1 - Conclude Cases

b 20.2 - Recommence Cases

20.1 - Conclude Cases

» Sep 1 - Choose a case to conclude.
From the open cases in the case navigation panel, choose a case to conclude.
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*+ MYCIDS v2.9.0.0
File Edit Help

Reports

J =} Find | = = * 3 | X Hearings - ”

sluni=Reil| 2-YC-2007-P-6-1(69799) - AMY JO TESTCASE

#-[El 2+vC-2009-P-2-1
- [El] 2+rC-2009-P-3-1(69809)
T Quick Li

Cuick List

18

Scheduler

Search UCID#

Docket Information

GaFa9
2-YC-2007-P-6-1

04052007

o

2007
YOUTH

ALCORN (21
ALCORN (21

P Sep 2 - Choose Conclude Case/ Terminate Jurisdiction from the Edit menu.

*+ MYCIDS v2.9.0.0
Reports  Help

‘outh Locakor
Scheduler

MY CIDS Alerts
In Box

EME

Group this case

Conclud I Terminate Jurisdickion

Record Transfer Jurisdiction Ilvjn?u:u. o

Create Transfer Jurisdiction Order..,

P Sep 3- Choose the conclude date from calendar drop down menu.
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Conclude Case f Terminate Jurisdi... |g|

Conclude Case / Terminate Jurizdiction I

Date: |02/05/2009 |

n February, 2009 n

15un Mon Tue'wed Thu Fri Sat

J Cancel |
1 2 3 4 E 7
2 9 10 N %13 14
1% 16 17 18 19 20 A
22023 24 X\ 26 27 2B

< Today: 02/05/2009

The case folder changes to a closed folder symbol. Now, information on the case is
viewable via the Information Packet only unless the case is recommenced.

- - ]
24C-2003-P-3-1[63303]
=] 2+vC-2003-P-2-1(53805)

Eﬂ ._' ~¢C-2007-P-6-1[69739)

i oLth AR,

----- @'& Szzociated Perso
----- @. Referral
----- B Documents

----- @ i Cuiztody
----- e Petition

----- @% Motes

----- Hearingz

----- () Case Drders

----- é Information Packet

P Sep 4 - Choose Create Conclude Case Order from the Edit menu.

* MYCIDS v2.9.0.0
Reparts

Help

Youkth Locator

Scheduler Fiz
MYCIDS Alerts
In Box
EME

et Inform

Group this case

Recommence Case

Record Transfer Jurisdickion Infa,..
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20.2 - Recommence Cases

P Sep 1 - Choose a case to recommence.

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

| =0 15 T “ I S Medinig: - || aeEdicr
2-¥C-2007-P-6-1[69739] - AMY JO TESTCASE

w2 2°vC-2009-P-3-1(53509]

#-[El 2+vC-2009-P-2-1(59808)

=R, - C-2007-P-F-1(F3799)
G IE S ot b

----- @ﬁ Azzociated Perso

----- @ Referral
@ E,

Documents

----- () #E Custody
----- (445 Petition
----- @ Motes

----- @  Hearings

----- @ Caze Orders
----- % [nfarmation Packet

Docket Information

b Sep 2 - Choose Recommence Case from the Edit menu.

250



MYCID5 v2.9.0.0

1-0 Application Overview and Navigation

Reports  Help

Youkh Locator
Scheduler
MYCIDS alerks
r

L In Box

( EME

F12

et Informa

LD; Group this case

Create Conclude Case Order

[ Recommence Case

Finalize Case Transfer..,

Record Transfer Jtlﬁsdictiu:-n Info...
Create Transfer Jurisdiction Order. ..

Surmons Resulk Quick Entry. ..

Edit standard Docurment Text..,

F Paste

el

P Sep 3 - Choose the recommence date from calendar drop down menu.

Recommence Case

Froperties I

Date: |02/05/2009

February, 2009
Sun Mon Tue Wed Thu Fri

El
>

Sat

1 2 3 4 % 3
8 3 10 11 1 13
1% 16 17 18 13 20
22023 24 28 2k X

=5 Today: 0270572009

7

| cancel |

3

14
1
28

The case folder changes to an open folder symbol. Case information is viewable via

the case nodes again.
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=82 2 -vC-2007-P-6-1(53734)
----- o r'outh Ak,
----- & Aszociated Personz

----- Referral
----- 2 Documents

Custody

----- e Petition

----- % MNaotes

- 2% Heanings

----- Case Orders

----- @ Information Packet

»  Sep 4 - Choose Create Recommence Case Order from the Edit menu.

** MYCIDS v2.9.0.0
Reports

Help

Youth Locator
Scheduler Fiz
MYCIDS Alerks
In Box
EME

Infol

Group this case

Conclude Case | Terminate Jurisdickion

Create Recommence Case Order

Record Transfer Jurisdictiu:unl/‘l?hl:cu. "
Create Transfer Jurisdiction Order. ..

Finalize Case Transfer..,

Surmons Resulk Quick Entry. ..

Edit standard Docurment Text..,

Paste Chrly
LT Birheduler T

Transfer Cases

b 21.1 - Transfer Case to another youth court

21.1 - Transfer Case to another youth court

P Sep 1- Choose a caseto transfer.
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From the open cases in the case navigation panel, choose a case to transfer to
another youth court.

Find | = = * 3 | A Heaiings - || Search

bouts

Docket Information

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

'+ MYCIDS v2.9.0.0
File Mas(® 0YS Reports  Help

Youth Locator Search L
Scheduler
MYCIDS Alerks
In Box

EME

Information

Graup this case

Conclude Case [ Terminate Jurisdiction

Record Transfer Jurisdiction Infa...
Creake Transfer JurlaRickion Order., ..
Finalize Case Transfer...

Surmons Resule Quick Entry, ..

Edit Standard Docurment Text. .,

Paste Chrl+y
|

b Sep 3 - Enter Transfer Case information.

Choose the county/district to transfer the case to.
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Transfer Case

Properties ]

County / Digtrict | j

ADAMS [1] - District 1
Date V4| CORN (2] - District 1
AMITE [3] - District 1
Court Twpe §aTTALA (4] - District 1
BENTILH [5) - District 1
BOLIVAR [] - District 1
BOLIYAR [] - District 2
CALHOUN (7] - District 1

Snffie

Choose transfer date.

Transfer Case [Z|
Froperties l
County / District | j
Date |02/09/2009 -]

]

Sun Mon Tue Wed Thu Fn Sat

1 2 3 4 & B 7 |can.:e||
g 1M 11 12 13 14

15 k%17 18 19 20 2
22 23 24 % % 2 o2

Ad

<3 Today: 0270972009

Click OK.

H |HIIHLH|"|-_|'L.-'I-:III'IIL,I | w

[ DKM Cancel |
{a

¥ Sep 4 - Click on the Edit menu and choose Create Transfer Jurisdiction Order.
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Kl - B
[10 ][ TimesNewRoman  <][12 -||M -] B| 2| U]a%|ad #| @] H| == =| 5| =3
NGB == 0 = D I e v st e ] )
EEEETE
Inzert  ~ | Foute Sigh - Save Left Margin ﬂﬂ Right Margin ﬂﬂ Envelope
||._ﬂ.......1.......2.......3.......4.......5......ﬁ|

A

SERIAL: 358173

(N THE YOUTH COURT OF ALCORN COUNTY, MISSISSIPPI
IN THE INTEREST OF:
AMY JO TESTCASE, A MINOR 2.YC-2008-D-29-1(69798)
DOB: 1/17/1992)

TRANSFER JURTSTMCTION OBDER

THIZ Day this cause came on before this Court without a hearing and this Court
finding that it has subject matter jurisdiction and fully considering the premises herein
finds as foll ows, to-wit:

1. AMY IO TESTCASE is a child within the purview of the Youth Court &ct, being
the age of 17 vears old, having been born on 1/17/1552.

| &

3|||||||2|||||||1||||||||_

Y
|

Route the document for e-signature or print the document for ink signing.
P Sep 5 - Finalize case transfer.

Click on the Edit menu and choose Finalize Case Transfer.
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#+ MYCIDS v2.9.0.0
File B[ O%S Repaorks Help

Youth Locator e
h Scheduler Fiz —
7 MYCIDS Alerts
| Im Box .
ﬁ EME Informatio
Universal
Group this case . T
Conclude Case | Terminate Jurisdiction Locsl !
Imits
ﬁ Record Transfer Jurisdickion Infa. ..

Create Transfer Jurisdiction Order... Ca

Finalize Case Transfer. . Cal

M summons Result Quick Eftry...
Curren

Edit Standard Document Text., .. Diate
Recommer

=1 |

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

Finalize Case Transfer D_q

Before you can finalize the transfer for case 637%8 you must:

& Conclude all hearings.

& Record all documents on the General Docket. NOTE: If you can't find the
documerts that havent been recorded, make sure you choose "Show
Sumimons Documents" on the documents node.

@ C e

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

Case 69798 is complete and the transfer can be finalized.
TRANSFER DETAILS:

A Transfer Order ar transter action exists for thiz case.

Thiz caze was transferred on 9-FEB-2009 to ATTALA (1) - ¥OUTH.
This tran=fer did not occur &t & hearing.

The tranzfer haz not been finalized.

Click Finalize Transter to finalize the transfer for this caze.

Einalize Transfer %J Cancel |

Click Yes to confirm the transfer.

Confirm [Z|

€ You may not hawve rights ko edit this case once the transfer is finalized,
\-‘/

Are wol sure you wank to process the transfer For this caser

Once the transfer is finalized, the case folder will turn into a case folder with red "X".

The red "X" on a case means you have read-only access to it. You can also see the

current county for the case on the case docket screen. These items are shown in the
image below.

¥+ MYCIDS v2.9.0.0
File Edit D¥S Reports Help

=) Find E = k* k3 A Heaings - Search UCID# |||

Shortcuts

&

+ [E] 2*vC-2008-D-25-1(69789 .
\C.2006D-29-1 (3798 Docket Information

ey tuick List Uriversal Case D 69798
Docket # 2-%C-2008-D-29-1

A Scheduler Local Causze #
A bYCIDS Alerts Irtake Date 1272352008
A In Box Intake 29
A EME Caze ‘fear 2003
Court Type TOUTH
Courty ALCORM (2)
[ Current County ATTALA ) ]
Date Clozed
Recommence Date

PR
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Reports

b 22.1 - Submit Reports for Generation

b 22.2 - Download Generated Reports

b 22.3 - Remove Reports from Reports Listing

b 22.4 - Report Breakdowns

22.1 - Submit Reports for Generation

P Sep 1 - Choose "Open Reports Module..." from the edit menu.

* MYCIDS v2.9.0.0
File Edit DS NEs

J Find Cpen Report Module. .

Shaortouts

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

After choosing a report from the list, click the Select Report button.
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Report Selector v1.13.6.48

Hearing Activity Bepart

R eferral Activity Repart

Caze Activity Report

Feferral Total Report

Referral Code Total Report

Digpozition Code Tatal Repart

Cazesz Tranzmitted to DY'S Report

Caze Flow Evalution Report

DHS Import Beport

D ata Modifications A equested by Uzer Beport
D ata Modifications Requested by User ERROR Report
'ouths Aged Out of the Yauth Court B epart
Petitions Filed Report

ADC Mizzing Caze |nfarmation Bepaort

AOC Mizzing Caze [nfarmation Summary B epart
“'ouths In Facility Custody Report

Outztanding Police Reparts - By County
Qutztanding Police Reports - By Palice Department
Time Standard Summary R eport

Time Standard D etail Repaort

IJzer Login Statz Feport

TPR Cazez Mot Created Repart

Show Repart Listings

TPR Petitions Mot Filed Report b

Cloze

P Sep 3 - Enter the criteria for the report and click OK.
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/' Case Activity Report |X|
Case Intake Date Range
From: [o1/01/2009 ~] To: [o2n0z008 ~]
[~ Select all Counties
COUNTY A
B ALCORN COUNTY - [2) =

(£

v Select All Intake Types
IMTAKE TYFES

W

ok ’\}J Cancel
by

22.2 - Download Generated Reports

b Sep 1 - Choose "Open Reports Module..." from the edit menu.

¥ MYCIDS v2.9.0.0
File Edit DvS REEeie

J Find Qpen F!.ipn:-rt Module. ..

Shortouts

P Sep 2 - Click on the Show Report Listings button in the Reports Selector.
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Report Selector : v1.5.0.25 [5_<|

Other Heaning Activity Report S
Hearing Activity Bepart
R eferral Activity Repart

Caze Activity Report Ehom B ¥ ehimge
Referral Tatal Report ] L-"IS s
Referral Code Total Report 3

Digpozition Code Tatal Repart

Cazesz Tranzmitted to DY'S Report

Caze Flow Evalution Report

Irmported DHS Cases Report

TPR Cazes Mot Created Report

TPR Petitionz Mot Filed Repaort

TPR Hearing Mot Completed Report

Adoption D ocurnent Required Repart

Referral Type Report - By Referral Code
Referral Type Repart - By Referral Dezcription
Documents Mot Submitted to the EMB Report
Active MYCIDS Uszers Report

Detail MY CIDS Uger Right Report

Duplicate SSM Repart =

Possible Duplicate Youths Report
___u:_u_sm e Duplicate Youths Repor = Close

» Sep 3- Download a report.

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

Refresh

Repors Reguested by TESTER:

USER  |REPORT TvPE |REQUESTED DATE ~
b
v
] >
Fepons Ready tor Download:]
PREVIOUSLY VIEWED|EMPTY REFORT[REPORTTYPE FROM DATE TO DATE s
u &} CASE ACTIITY REPORT 01.,/01 /2009 02/10/2003
v
] >

Select a Report in the "Reports Ready for Download" grid and click on "Dowwnload" to view that repart.
After wou revieny each repaort mark it for remaoval in the above list. When finizhed, click Gk

ACTIONS

Downlﬁd selected report.

oK

Cancel

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

the report and click the download action.
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i Report Listings

Refrezh

Fepors Requested by TESTER:

USER  |REFORT TYPE |REQUESTED DATE -~
14
)
23] >
eports Ready for Download:)
PREWIOUSLY YIENWED |EMPTY REPORT |REFPORTTYFE FROM DATE TO DATE ~

SE ACTIVITY REPORT 01./01/2009 02/10/2009

o
2\ >
Select a Report inthe "Reports Ready for Dovenlosd” grid and click on "Download" to viesy that report.
Adfter you review each report mark it for removal in the above list. When finished, click OR.
ACTIONS
Downlﬁd zelected repart.
ak. Cancel |I

22.3 - Remove Reports from Reports Listing

P Sep 1 - Choose "Open Reports Module..." from the edit menu.

#+ MYCIDS v2.9.0.0

Filz  Edit

Fird
| Shortcuts

fa o Dl S ] :

By R

P Sep 2 - Click on the Show Report Listings button in the Reports Selector.
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Report Selector v1.13.6.48

Hearing Activity Bepart

R eferral Activity Repart

Caze Activity Report

Feferral Total Report

Referral Code Total Report

Digpozition Code Tatal Repart

Cazesz Tranzmitted to DY'S Report

Caze Flow Evalution Report

DHS Import Beport

D ata Modifications A equested by Uzer Beport
D ata Modifications Requested by User ERROR Report
'ouths Aged Out of the Yauth Court B epart
Petitions Filed Report

ADC Mizzing Caze |nfarmation Bepaort

AOC Mizzing Caze [nfarmation Summary B epart
“'ouths In Facility Custody Report

Outztanding Police Reparts - By County
Qutztanding Police Reports - By Palice Department
Time Standard Summary R eport

Time Standard D etail Repaort

IJzer Login Statz Feport

TPR Cazez Mot Created Repart

TPR Petitions Mot Filed Report

Show Repart Listings

Cloze

P Sep 3 - Remove Report fromlist. .
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7 Report Listin

Refresh

Fepors Requested by TESTER:

Select a Report in the "Reports Ready for Download" grid and click on "Dovwnload” to view that report.
After you review each report mark it for remaoval inthe above list. When finished, click Ok,

ACTIONS
Dovvnload selected report.

ak. Cancel

USER  |REPORT TYPE [REQUESTED DATE ~
L4
v
Fepons Ready for Download:
[PREVIOUISLY VIEWED [EMPTY REPORT|REPORT TYPE FROM DATE TO DATE [~
I ot i CASE ACTIVITY REPORT 01/01/2009 021042003
El%-;__ HEARING ACTIITY REPORT 01/01./2009 02/10/2009

[l

Click OK.

ak. [: Cancel ‘

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

22.4 - Report Breakdowns

The list below contains documents that provide a breakdown and detailed explanation of the
listed report. These are separate documents and can be individually printed out as needed.
Click on the appropriate link below for the report breakdown. If areport is not listed, contact
MY CIDS support for additional assistance.

e AOC Missing Case Information report

¢ AOC Missing Case Information Detail report
o Time Standard Summary report

o Time Standard Detail report
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Word Processor

The MY CIDS program includes a built-in word processing application in order to facilitate the
creation of the various standard documents required in Y outh Court cases. These documents
are created using Action items that generate the various documents, including Orders and
Petitions.

The MY CIDS word processing application produces documents using standard document
templates and specific information recorded for the selected case. The document template used
is determined by the type of document being generated.

For example, an Intake Order is generated from the Referral screen using the entered Y outh
Information, Associated Persons information, Referral information, and County/District
information.

Click Generate the intake order to create this document in the MY CIDS word processing
application.

= 2+C-20080-3167186) || | | |Refenal Date | Referral [&
EH vouth sk - | 1= |0as0s/2008 ASSAULT: SIMPLE
ﬂssnciated Persans & [§ 09/05/2008 DESTROYING/ DEFACING: SCHOOL O
@2 Documents
Custody
il Petition F;

% EE:;QS Thiz referral and all azzocisted tems have been recorded on the General [
Caze Orders
f% Informnation Packet
[ Quick List
=8 outh Locatar ACTIONS

$=H S cheduler Add a newy referral to this caze.
=R MY TIDS Alerts Wiewy this referral.
¥ 1n Box haclify the Ref. Mumber QRLY .

: EME %the irntake arder.

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

Thiz referral haz been referenced on a previously filed petition. %ou will ne
petition to not include this referral.
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Kl -5
|'I.EI ﬂrﬁ‘TimesNewHDman j|12j|.jﬂﬂgﬂﬂﬂ%ﬂ%%%%ﬂ
&lalBB| &gl o | =l = 5| @ S| 48 ¥ =] I = & m) ool 2] L) L] 22
FEEETE

Insert = Foute Sign - Save Left b argin ﬂﬂ Right k4 argin ﬂﬂ Ervelope
IlLﬂnnnlnnnlnnnlnnngnnnlnn|3|nnlnnn4|||||||5||||||*l

SERIAL: 358181

(N THE YOUTH COURT OF ALCORN COUNTY, MISSISSIPPI
INTHE INTEREST OF:
AMY JO TESTCASE, A MINOR 2-Y C-2008-D-3-1(67186)
(DOB: 1/17/1992)

INTAKFE OFRDEER.

THIZ DAY thiz cause came before this Court upon the recommendation of the Youth
Court Intale Tnit which upon conducting a preliminary investigation asserted that
AMY JOTESTCARE 15 a Delinguent Child or a Child in Need of Supervision coming
within the purview of the Mississippd T outh Court Act and within the junisdiction of
this Court and made the following Intake Eecommendations to this Court.

Offense Reason For Referral Intalie Recommendation
Date

||3|||||||2|||||||1||||||||

b 23.1- Toolbar

b 23.2 - Inserting Standard Text

b 23.3 - Routing Documents

P 23.4 - Electronic Signing

b 23.5- Change PIN on Signature Key

23.1 - Toolbar

267



MY CIDS User Guide

Kl - BX
|1.EI ﬂlﬁ‘TimesNewHuman jl12j|.jﬂﬂgﬂﬂﬂ%ﬂ%%%%ﬂ
AllE|E|Slgd of |2 = 4 E 8 | 28 A Bl 5| 5] =] m) ml 2 0] 0] 2 5
EEEERE

Inset = Route Sign - Save Left b argin ﬂﬂ Right kargin ﬂﬂ Envelope
Ian||||||1|||||||2|||||||3|||||||4|||||||5|||||

Line Spacing Open Spell Check
10 - = | ¥
Font Name Zoom Out Create Table
|Tﬂ" Tirmes Mew Roman g %
Font Size ZoomIn Select Row
iz <] | L
Font Color Prior Page Insert Row
] |
Bold Next Page Delete Row
B Iek I=i
Italic Print Insert Column
2 = il
Underline Printer Setup Delete Column
u =i i1
Superscript Undo Select Column
9 | Ll
Subscript Redo Split Cell
ke o |
Strike Out Select All Combine Cells
Ll = |
Hyperlink Hide Selection Switch Borders Off
LY E
Hidden Cut Bullets
al | %] =
Left Align Copy Numbers
& L= =
Center Align Paste Next Level
= i =
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Justified Find Prior Level
= Y| =
Right Align Replace Paragraph Protect
=| kr B
Keep Paragraph Together

23.2 - Inserting Standard Text
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P Step 1 - Within the MYCIDS Word Processor, place cursor where the text needs to
be inserted into the document.

|1,|:| ﬂ|'ﬂ"TimesNewHuman j|12j|.jﬂﬂyﬁﬂﬂgﬂ%%%Jﬂ
RNRNTo o] 1= ;W K W Y ST = e - e i ) ) 5 e
EEEERis

Insett = | Foute Sign  ~ Save Left kargin ﬂﬂ Right M argin ﬂﬂ Envelope
IILﬂllllllllllllllI2lll|lIl3lll|Ill4lll|lll5lll|ll$

INTHE YOUUTH COUET UF ALUOEN COUNTY, MINSISSIPEL

IN THE INTEREST OF:
AMY JO TESTCASE, A MINOR 2-Y C-2008-D-3-1(67186)
DOB: 1/17/1992)

INTAEKFE ORDER

THIZ DAY this cause came before this Court upon the recommendation of the Youth
Court Intake Tnit which upon conducting a preliminary investigation asserted that
AT JOTESTCASE 15 a Delinguent Child or a Child in Need of Supervision coming
within the purview of the Mississippt Y outh Court Act and within the jurisdiction of
thiz Court and made the following Intake Recommendati ons to this Court

/ Off ennse Reason For Referral Intalke Recommendation

Date

|||3|||||||2|||||||1|||||||

»  Sep 2 - Click the down arrow next to Insert on the toolbar.
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s

|'I.EI ﬂr’-ﬂ"TimesNewHDman =1z =||m_
Ala|H|E[&(E] - 2 = =€
EEEERE

Ingert |- Route Sign - Save Lel
Page MNurtasr T O N
Page Count EYUUTHCOU

Murmber of Mexk Page
Murnber of Previous Page REST OF:

TCASE, A WIT
Date - !
Tirne 1)
Symbal, .,
Standard Text
Insert REF# his cause came be
Insert CC Persan it which upon co

ey AW rTT T T ~rm A ST T 1

b  Sep 3 - Choose Sandard Text from the menu.

[ ——
|‘I_EI jﬁTimesNewFﬁuman ~]]12 j|.j£
RNNIGHEY=: F- o Kl =P A S -2
=E==R=

Inzert | - R oute Sign - Save Left Marg
Page Mumber N =
ke EYUUTHCUOURT ©

Murmber of Nexk Page
Murnber of Previous Page REST OF:

TCASE, A MINOR

Date
-

Tinne 92)

Symbaol. .. IN1

Skandard Tex

Insert REF# % his cause came before -

Insert CC Person it which upon conduct
1 ANT TOTESTCASE 12 a Delinquent

P Sep 4- Choose the Standard text to be inserted and click OK.
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%+ Standard Text

Drescription
10|PROBATION LANGLUAGE

1109 COMRUMNITY SERVICE LANGLAGE

1110/ CURFEW

[ |

I5 ORDERED, ADIUDGED, AWND DECEEED that the
child 1z placed on probation with this Court for one (1) year.
g child will fathfully follow requirements set out in this order, —
obey all laws and will maintain good behawor during the term
of probation. The parents of the child will fathfilly complete
all requirements imposed upon them and will manage thewr child
o assure fatthfinl compliance wath this order. The parents will
cooperate with all persons or entiies charged with 3

2. DK’}J Cancel |
J4!
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- EX
1.0 =™ Times New Roman j|1ﬂj|.jﬂﬂgﬂﬂﬂgﬂ%%%%ﬂ
Ala|0| 6| Sl 28 of ~| 2 = 4|8l |48 ¥ =] E] =] =] ) m 2] ) ) E
EEEERE
Inzert - Route Sign - Save Left b argin ﬂﬂ Right Margin ﬂﬂ Envelope
fommmd e s s |

(DOB: 1/17/1992) ~

INTAEKF ORDER

THIZ DAY thiz cause came before this Court upon the recommendation of the Touth
Court Intalkee Tnit which upon conducting a preliminary investigation asserted that
AMY JOTESTCASE 15 a Delinguent Child or a Child in Need of Supervision coming
within the purview of the Mississippt Youth Court &ct and within the junsdiction of
this Court and made the following Intake Eecommendati ons to this Court.

ITIZ CEDERED, ADIUDHGED, AND DECEEED that the child is placed on probation
with this Court for one (1) year. The child wall faithfully follow requirements set out in
this order, obey all laws and will maintain good behavior during the term of probation.
The parents of the chil d will faithfully complete all requirem ents imposed upon them
and will manage their child to assure faithful compliance with thizs order. The parents
will cooperate with all persons or entities charged with responsibility to carry out the
termz of this order. The parents will immediately report any wiolat ons of the prowisions
of thiz order to the child's youth court counselor. The parents and chil d will
immediately advize the Youth Court of any change of address or change of telephone
nutnber.

Off ense Reason For Referral Intake Recomnmendation

||5|||||||4|||||||3|||||||2|||||||l|

Y
W

23.3 - Routing Documents

b Sep 1 - Within the MYCIDS Word Processor, click on the Route button.
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|1.0 ;Il?ﬂ‘TimesNewHDman =]z ;”.;lﬂlﬂgﬁ
LNRN[elP=:k-= iRl IE A Ak Fal
= H = Ri=

L Hioute [\J Sign - | Save | Left kargin 4_|L|
¥ For Slfa}ﬁature L4 (I T T T T R R R T I R R R
For Review r

(N THE YOUTH COURT OF ALC

INTHE INTEREST OF:

AMY JO TESTCASE, A MINOR
DOB: 1/17/1992)

||1|||||||

INTAEE Q.

P Sep 2 - Choose For Review or For Sgnature and select the appropriate person to
receive the document.
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> IS(=Y
|'I.D j“i‘TimesNewF!aman j|12j|.jﬂﬂgﬂﬂﬂ@ﬂ%%%%@
R NNJGAVE = - ) == S O A - el i = S 5 s
=R
Inzert - Route Sign - Save Left kargin ﬂﬂ Right Margin ﬂﬂ Erwelope
||LW JLDGE, TESTER - PRESIDING vd s Eel

Faor Review 4 MCEBRIDE, JAMIE - PROSECUTING ATTORMEY -

SERIAL: 358102

[N THE YOUTH COURT OF ALCORN COUNTY , MISSISSIPPI
IN THE INTEREST OF-
AMY JO TESTCASE, A MINOR 2-YC-2008-D-3-1(67186)
DOB: 1/17/1992)

INTAKF ORDER

THIS DAY this cause came before this Court upon the recommendation of the Youth
Court Intake Thit which upon conducting a preliminary investigation asserted that
AMT TOTESTCASE iz a Delinguent Child or a Child in Meed of Supervision cotning
within the purview of the Mississippt T outh Court Act and within the junsdiction of
this Court and made the following Intake Eecommendatons to this Court.

Offense Reason For Referral Intake Recommendation
Date

||3|||||||2|||||||1||||||||

|l
%

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

P Sep 2 - While the document is opened in the word processor, click the down
arrow next to the sign button and choose esign.
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|'I.EI jm‘TimesNewHDman j|12j|.jﬂﬂyﬂﬂﬂgﬂ%%%%
ARSI |- JRlKE - BN L Rk B %JJJJJJJJJJJJ_

IIqull Ink_Sign.“ L e T e e O S ™ T I B Y I B |

&3ign. ..
Change PIN

IN THE YOUTH COURT OF ALCORN COUNTY, MISSISS
IN THE INTEREST OF:

AMY JO TESTCASE, A MINOR 2-Y C-2008-D
DOB: 1/17/1992)

INTAKFE ORDER

||||1||||||||

P Sep 3 - Choose Yesin the confirm window to proceed.

Confirm E'

\::) You are about to electronically sign this document, Do wou wish o proceed?
-

b Sep 4 - Enter PIN.
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DIGITAL SIGNATURE CERTIFICATION:

User: TESTJUDGE Sig Serial: 94586 \

Org: MS SUPREME COURT -/ &
Date/Time: 02/17/2009 @ 02:41:38 pm- Uﬂ;f/
Location: 10.13.69.227:4035 e

Reason: Authorize intake order “aME S

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

P Sep 2 - Whilein the word processor, click the down arrow next to the sign button
and choose change PIN.

10 =|[@TimesNewRoman  ~|[12 ~|[W ~||B 7|0 2% 244
of = A 5 E | @ | 85 ¥ =) BB 5 B o] ) B |

lnsert - Foute Sigh | - Mates Save Left Margin ﬂ_
L D Irksign.. EE...“..Q.....
esign. ..

Zhange PIR [

- IN THE YOUTH COURT O]

P Sep 3- Enter Old PIN and click OK.

b Sep4- Enter new PIN and click OK.
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Enter Mew PIN

The following will appear when the PIN has been changed.

Information IEI

® . PIMN change OFK
1)

Creating Standard Text

» Sep 1 - Click on the Edit menu and choose Edit Standard Document Text...

** MYCIDS v2.9.0.0

File Bas[® 0YS Reports  Help

Youth Locator

Scheduler F1z
MYCIDS Alerks
In Box
EME

Search UCIDH

Information

Graup this case

Conclude Case [ Terminate Jurisdiction

Record Transfer Jurisdiction Infa, ..
Create Transfer Jurisdickion Order, .,

Finalize Case Transfer...

Surrmons Resule Quick Enkry, ..

Edit Standard Docurment Text. .,

"y

el

Youth Information

b Sep 3 - Choose the desired district.
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Choose the district. Depending on your individual user rights you may or may not
have multiple districts to choose from.

Edit Standard Document Text

Mew [ R IS Delete

Record ID DdALCORN [2] - Digtrict 1

B 1109 |COMMUNITY SERVICE LANGUAGE
1110 |CURFEW
10 PROBATION LAMGLAGE

3 records,

b Sep 4 - Click the new button.
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Edit Standard Document Text

N [5LCORN (2] - District 1 |
HECDLFE"W.I_ | Description |¥_\
AR L= CORMUNITY SERVICE LANGUAGE

1110 |CURFEW
10 FROBATION LANGLAGE

[ %

3 recaords,

b Sep 5 - Enter title for standard text entry.
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Edit Standard Document Text

New [ = » B + X Delste |ALCORN (2)- District 1 |
Recaord 1D Dezcriptiaon | ~
* 1112 [TRAINING SCHO| ==
1109 COMMUNITY SERVICE LANMGUAGE
1110 CURFEW
10 PROBATION LAMGUAGE
b
3 records.

» Sep 6 - Double-click the entered title.

Edit Standard Document Text

New 4 < B+ B « X Delete |ALCORN (2)-Distict 1

Recaord 1D

= Dlezcription

I 1112

TRAINIMG SEHDDIIL.-‘-‘-.NGLI.&GE

1109

1110

10

COMMUNITY SERVICE LANGUAGE
CURFEMW

FROBATION LANGLAGE

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

Standard Text

Inbox
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The Inbox is a document routing system within MY CIDS. MY CIDS generated documents can
be routed for review or signature.

Thislist may include the following (as shown in the image below):

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

Befresh Print
MYCIDS In Box, Wednesday, February 18, 2009

25 documents have been recorded on the General Docket and have not been revieswed.

Reviesy these documents.

[The following documents require your signature:]

Description Actions
2-4C-2005-0-3-10671 867 - Aty JO TESTCASE - CLUSTODY CHAMGE ORDER FEewviesy document.
Document setial 358196 routed from TESTER TESTER(TESTER) on Wednesday,

February 15, 2009

2-4C-2005-0-3-10671 867 - AdY JO TESTCASE - INTAKE ORDER Reviesy document.
Document serial 355195 routed from TESTER TESTERITESTER) on Wednesday,

February 15, 2009

[The following documents require your review:]
Dezcription - Actions
2-5C-2005-D-3-1 (671567 - Ay JO TESTCASE - DETEMTICHM Rewviesy document.
Document serial 355197 routed from TESTER TESTER(TESTER) on Wednesday,
February 15, 2009

[Documents that you have routed for signature: |
Dezcription

245C-2005-D-3-1(671567 - Ay JO TESTCASE - PETITION DOCURMERNT
Document serial 358195 routed to JAMIE MCBRIDE(JKM) on Wednesday, February 18, 2009

b 25.1 - Opening the Inbox

P 25.2 - Reviewing Documents

P 25.3 - Opening Cases from Inbox

b 25.4 - Refresh Inbox

P 25.5- Printing Inbox List
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25.1 - Opening the Inbox

1-0 Application Overview and Navigation

To open the Inbox, click on the Inbox shortcut, click on the Inbox in the case navigation panel,

or choose Inbox from the Edit Menu.

¥+ MYCIDS v2.9.0.0

Maintenance DYS Reports

Help

Youkh Locator
Scheduler Fi1z
MY CI0S Alerts

Group this case

Conclude Case | Terminate Jurisdickion

Record Transfer Jurisdiction Infa. ..

Create Transfer Jurisdickion Order, .,
Finalize Case Transfer...

Surmons Resule Quick Entry. ..

Edit Standard Docurnent Text. .,

Paste Chrl+y

----- @2 Documents

25.2 - Reviewing Documents in Inbox

Click on the Review document link next to the case.

------ #75 Custody . )
_____ Petition This caseis g
..... % Miotes 57N C-2005-D-2

Eetmove this cas

Youth Info
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MYCIDS In Box, Wednesday, February 18. 2009

25 documents have been recorded on the General Docket and have not been reviewed.

Reviewy these documents.

The following documents require your signature:

Description

2-4C-2005-0-3-1 0671 86] - Ak JO TESTCASE - CUSTODY CHAMGE ORDER
Document serial 355196 routed from TESTER TESTER(TESTER) on Wednesday,
Februaty 18, 2009

24C-2005-0-3-1(671 867 - Ak JO TESTCASE - INTAKE ORDER

Document serial 355195 routed from TESTER TESTER(TESTER] on Wednesday,
February 18, 2009

The following documents require your review:
Description
245 C-2005-0-3-1 0671 867 - abdy JO TESTCASE - DETERTICN

Documernt serial 358197 routed from TESTER TESTER(TESTER) on Wednesday,
February 18, 2009

The document will open in the MY CIDS word processor.
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1-0 Application Overview and Navigation

Kl CEX
|'I.EI jrﬁ‘TimesNewHDman j|12j|.jﬂﬂgﬂﬂﬂ%ﬂ%%%%@
NN e = )= Y S [ v = W s M = e 51
SN Y e

Ill_ﬂl||||||1|||||||2|||I|||3|||I|||4|||I|||5||II||%I

SERIAL: 358196

IN THE YOUTH COURT OF ALCORN COUNTY , MISSISSIPPI
INTHE INTEREST OF:
ANY JO TESTCASE, A MINOR 2-Y C-2008-D-3-1(67186)
(DOB: 1/17/1992)

COSTODY CHANGE ORDER

THIZ DAY this cause came before this Court and this Court finding that it has
subject matter jurisdiction and fully considering the premises herein finds as follows, to-
wit:

1. AMY JOTESTCAZE 1s 17 years old, has been alleged to be a Delinquent Child
of a Childin MNeed of Supervision whose resident address 15 345 SHAD Y LANE v

|||||||2|||||||1||||||||

ELY
W

» Electronically Sign Documents (See 23.4 - Electronic Signing)
25.3 - Opening Cases from Inbox

Click on the case link to open the case.
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MYCIDS In Box. Wednesday. February 18, 2009

25 documents have been recorded on the General Docket and have not been reviewed.

Reviewy these documents.

The following documents require your signature:

Description

2N C-2005-0-5-1 0671867 - Ak JO TESTCASE - CUSTODY CHANGE ORDER:
Document serial 358196 routed from TES TESTER(TESTER) on Wednesday,
February 18, 2009

25C-2008-0-3-10671 867 - AkY JO TESTCASE - INTAKE ORDER

Document serial 355195 routed from TESTER TESTERITESTER) on Wednesday,
February 18, 2009

The following documents require your review:
Description
24 C-2005-D-3-1 0671 867 - Ak JO TESTCASE - DETERTICH

Document serial 358197 routed from TESTER TESTERITESTER] on Wednesday,
February 18, 2009

The case opens in the case navigation panel.

#* MYCIDS v2.9.0.0
File Edit Maintenance DYS Reporks  Help

Fi”'j =l = k* Hs A Heaiings -
I Shartoutz

@ + 24'C-2008-0-3-1 (67186 Docket Inform:

Lmise

Lt

25.4 - Refresh Inbox

Click the refresh button.
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1-0 Application Overview and Navigation

Befrezh Print
MYCID Box. Wednesday. February 18. 2009

25 documents have been recarded on the General Docket and have nat been reviewed.

Eeviewy these documents.

The following documents require your signature:

Description Actions

2-4C-2008-0-53-1(6F 1867 - Ahy JO TESTCASE - CUSTODY CHAMGE ORDER Review document.

Document setial 355196 routed from TESTER TESZTERI(TESTER) on Wednesday,
February 15, 2009

2NC-2005-D-3-1 (671567 - Ay JO TESTCASE - INTAKE ORDER REeview: document.

Document serial 355195 routed from TESTER TESTERITESTER) on YWednesday,
February 18, 2009

25.5 - Printing Inbox List

Click the Print button.

Refrezh Frint
MYCIDS In Box, Wednesday. February 18, 2009

25 documents have been recarded on the General Docket and have not been reviewed.

Reviewy these documents.

The following documents require your signature:

Descrigtion Actions

2-C-20058-0-3-1067186] - Ak JO TESTCASE - CUSTODY CHARGE ORDER Reviety document.

Document zerial 355196 routed from TESTER TESTER(TESTER] on Wednesday,
February 18, 2009

20C-A005-0-3-1 (671567 - Akfy O TESTCASE - INTAKE ORDER REewiews document.

Dacument serial 355193 routed from TESTER TESTER(TESTER) on Wednesday,
February 18, 2009

General Docket Document Review

When a document is recorded to the generated document it will be added to the General

Docket Document Review. From here these documents can be reviewed and registered to the
Electronic Minute Book.

b 26.1 - Opening the General Docket Document Review
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b 26.2 - Viewing Documents in General Docket Document Review

b 26.3 - Registering Documents to the Electronic Minute Book

b 26.4 - Removing Documents from the General Docket Document Review

26.1 - Opening the General Docket Document Review

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

** MYCIDS v2.9.0.0

Maintenance DYS  Reporks

Help

Youkh Locator
Scheduler Fi1z
MY CIDS Alerbs

eME )

Group this case

Conclude Case | Terminate Jurisdickion

Record Transfer Jurisdiction Infa. ..
Create Transfer Jurisdickion Order, ..
Finalize Case Transfer...

Ssummons Result Quick Entry...

Edit Standard Documnent Text. .,

Paste Chrl+y

----- @2 Documents

- #%H Custady ) )
_____ Petition This caselis g
a7 -MC-2008-D-2

..... % Mates
""" ~. Hearings Eemove this cas

V=8 S cheduler Youth Info
=8 MYCIDS Alerts

(2

Choose the Review these documents link
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MYCIDS In Box. Wednesday. February 18, 2009

25 documents have been recorded on the General Docket and have not been revieswed.

[-Review thesze dn:n::uments.] s

The following documents require your signature:

Description
2NC-2005-0-3-1(671 867 - &MY JO TESTCASE - CUSTODY CHANGE ORDER
Document serial 355196 routed from TESTER TESTER(TESTER) on Wednezday, February 18, 2009

245 C-2005-0-3-1(671 867 - &Y JO TESTCASE - INTAKE ORDER
Document serial 355195 routed from TESTER TESTER(TE=TER) on Wednesday, February 15, 2009

The following documents require your review:
Description

2M2-200F-0-3- 10671 86] - AkY JO TESTCASE - DETEMTICORN
Document serial 358197 routed from TESTER TESTER(TESTER) on Wednesday, February 13, 2009

The General Docket Document Review window will open.

General Docket Document Review gl

Reqister to EMB|EME Filed D ate| D ate Hearing Desc #*

= u 10/09/2008 10:48:46 £ APPOINT YOUTH ATTORMEY ORDER AR

o [ E u 10/09/2008 10:43:25 £ RELEASE FROM APPOINTMENT ORDER RIS

| [ E I 1040342008 10:51:24 £ CUSTODY CHAWGE ORDER A

| [ E u 1042742008 11:56:27 £ TRANSPORT ORDER AR

[ E u 10/09/2008 10:52: 37 {DETENTION DETENTION
| [ E I 10/03/2008 10:58:13 £ INTAKE ORDER A

| [ E r 10/03/2008 10:58:21 £ INFORMAL ADJUSTMENT ORDER M

[ E u 10/09/2008 10:55:35 £ PETITION DOCUMENT AR

| [ E I 1040342008 11:01:47 £ FIRST CALL FIRST CALL
| [ E r 1040342008 11:02:57 £ COMTINUAMCE GRAMT ORDER ADJUDICATIO
[ E u 1040942008 11:10:28 £ ADJUDICATION ADJUDICATIO
| [ E I 1040342008 11:12:10 £ DISPOSITION DISPOSITION
| [ E I 10/03/2008 11:20:58 £ RESTITUTION RESTITUTION
[ E u 10/09/2008 11:22:15 £ CONTEMPT CONTEMPT
o [ E u 10/09/2008 11:22:37 £ 0THER OTHER

| E I 1040342008 11:25:20 £ POST DISPOSITION REVIEW POST DISPOS o
< >

[~ Show Summons Documents

Documerts that have been recorded onthe General Docket but hawve not been reviewed are shown above. After you revievw each document mark it
reviewwed in the above list, by clicking on the Remove checkbox, To add a document to the Electronic Minute Boak, mark it for Registration and assiagn
it & Filing Date. Ywhen finished, click K.

ACTIONS

Dowvnload and viewy the selected document.
Edlit Motes for the selected document.

QK Cancel

26.2 - Viewing Documents in General Docket Document Review
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Click on the desired document in the list, and choose Download and view the sdlected
document.

General Docket Document Review g|
Remove Reqister to EMB|EME Filed D ate| D ate Description Hearing Desc #*

[ é I 1040942008 10:48:46 £ APPOINT YOUTH ATTORMEY ORDER R

o [ % I 1040942008 10:49:25 £ RELEASE FROM APPOINTMENT ORDER R

| [ % ™ 1040972008 10:57: 24 £ CUSTODY CHAWNGE ORDER R

| [ é I 10427 /2008 11:56:27 £ TRANSPORT ORDER R

L I é I 1040972008 10:53:37 & DETEMNTION

| [ % ™ 1040942008 1058 INTAKE ORDER R

| [ % I 1040972008 10:58:21 £ INFORMAL ADJUSTMENT ORDER RIS

[ é I 1040972008 #1:59:35 £ PETITION DOCUMEMNT R

| [ % ™ 10409/2008%5 11.01.47 £FIRST CaLl FIRST CaLL

| [ % I 1040942008 11:08:57 £ CONTINUANCE GRANT ORDER ADJUDICATIO

[ é I 10419/2008 11:10:28 £ ADJUDICATION ADJUDICATIO

| [ % ™ 0/09/2008 11:13:10 £ DISPOSITION DISPOSITION

| [ % ™ 10/09/2008 112058 £ RESTITUTION RESTITUTION

[ é I 1040942008 11:22:15 £ CONTEMPT COMTEMPT

o [ % I 1040942008 11:23.37 £ OTHER OTHER

| % ™ 10/09/2008 11:25:20 £ POST DISPOSITION REVIEW POST DISPOS o

< >

[~ Show Summons Docume,

Documerts that have beer recorded onthe General Docket but hawve not been reviewed are shown above. After you revievw each document mark it
reviewwed in the abovedlst, by clicking on the Remove checkbox, To add a document to the Electronic Minute Boak, mark it for Registration and assiagn
it & Filing Date. YheA finished, click K.

ACTIONS
Dowvnlpad and vieswy the selected document.
Edlit Nﬁ for the selected document.

QK Cancel

26.3 - Registering Documents to the Electronic Minute Book

P Sep 1 - Click Register to EMB next to the documents to send to the Electronic
Minute Book.
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General Docket Document Review

Femove Feqister to EMB|EMB Filed Date| D ate Description

1040942008 10:483:46 £ APPOIMT ¥OUTH ATT
1040942008 10:49:25 £ RELEASE FROM APPC
1040942008 10:61:24 £ CUSTODY CHANGE O
104272008 11:56:27 £ TRAMSPORT ORDER
02A18/2003 1040342008 10:53:57 DETENTION
02A18/2003 1040342008 10:58:135 £ INTAKE ORDER
02A18/2003  10/03/2008 10:58:21 £ INFORMAL ADJUSTHMI
1040942008 10:69:35 £ PETITION DOCUMEN"
1040942008 11:01:47 £FIRST CaLL
1040942008 11:08:57 £ CONTINUAMNCE GRAM
1040942008 11:10:28 £ ADJUDICATION
10409/2008 111310 £ DISPOSITION
1040342008 11:20:58 £ RESTITUTION
1040342008 11:2215 £ CONTEMPT
1040342008 11:23:537 £ OTHER
1040942008 11:25:20 £ POST DISPOSITION R

U U e L

(e

|
]| { o

1 { .

[ Show Summons Documents

Dacumerts that have been recorded on the General Docket but hawve not heen reviewed are shown
reviewed in the above list, by clicking on the Remove checkbox. To add a document to the Electronic
it & Filing Date. When finizhed, click Ok

ACTIONS

Dowenload and view the selected document.
Edit Motes for the selected document.

b Sep 2 - Choose a file date if different from today's date in which it defaults.

Click in the date field for an item and a drop down arrow appears. Click the arrow to
open the drop down calendar and choose the desired date.
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General Docket Document Review

FRemove

[
[
[
|
[

e

I r
-
-
-
-
-
-
-
-
-
|

[ Show Summonzs Documents

Feqizter to EMB|EMB Filed Date) D ate Descr

10/09/2003 10:43:45 £ APPO

10/09/2008 10:49.25 £ RELE.

10409/2003 10:51:24 £ CUST

104272008 17:56:27 £ THAMN

02/18/2009 10/09/2003 10:53 37 £ DETE
02/18/2009 10409/2003 10:58:13 £ IMNTAk
02/8/2009 [ 10/09/2003 10:53:21 £ IMFOF
n February, 2009 u 10/09/2008 10:59:35 £ PETIT
10/09/2008 11:01:47 £ FIRST
Sun Mon Tue Wed Thu Fri Sat 140,09,/2008 11:08:57 4 CONT
10409/2008 11:10:28 £ A0

18 g 13I:I 'I%I 152 153 1?4 10/09/2008 11:1310 £ DISPC
15 1E 1;-'@1 on o [10409/2008 11:20058 £ REST
220023 2 25 R 27 20 | 10/0942008 11:2215 L COMT
10409/2008 11:23:37 £ OTHE
= aToday: 02/18/2009 10/09/2008 17:25:20 £ POST

m

I I I
<< i i

|

Documents that have been recarded on the General Docket but have naot been revie

P Sep 3- Click OK.

k. M Cancel

26.4 - Removing Documents from the General Docket Document Review

» Sep 1 - Click the Remove check box next to the items to remove.
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General Docket Document Review

Feqizter to EMB|EMB Filed Date| D ate

1040342002 10:
1040342002 10:
10409/2008 10!
10427420038 11!
1040342003 10:!
1040342003 10:!
1040342008 10:!
1040942002 10:!
1040342002 11:1
1040342002 11:1
10409/2008 11
10403420038 112
1040342003 11:
1040342003 11:
1040342008 11:
1040942002 11:

< =x< 717

| o

| =
.
(B o B B B B B b e

— | T

[ Show Summonz Documents

Documents that have been recarded on the General Docket but have r

P Step 2 - Click OK to close the document review window and the items will be
removed.

k. M Cancel

Electronic Minute Book (EMB)

P 27.1 - Register Documents to the minute book

b 27.2 - View Status of Pending EMB documents

b 27.3 - Download EMB entry

b 27.4-Print EMB entries
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P 27.5- Replace EMB entry

b 27.6 - Return EMB entry

B 27.7 - Searchthe EMB

27.1 - Register Documents to the minute book

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

» Step 2: (26.3 - Registering Documents to the Electronic Minute Book)

27.2 - View Status of Pending EMB documents

»  Sep 1 - Open the Electronic Minute Book (EMB).

To open the EMB click on the EMB shortcut, click on EMB in the case navigation
panel, or choose EMB from the Edit Menu.
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File Bas[® Maintenance D¥S Reporks  Help

Youth Locator

Scheduler Flz
MYCIDS Blerks

In Box

EME

In

Group this case

Conclude Case | Terminate Jurisdickion

Record Transfer Jurisdiction Infa. ..
Create Transfer Jurisdickion Crder, ..
Finalize Case Transfer...

Summons Result Quick Enkry. ..

Edit Standard Document Text. .,

Paste Chrl+y

----- ()5 Petition
----- % Motes
------ A Hearings

----- Caze Orders

InBox | é Information Packet
----- My Quick. List
L || 48 outh Locator
E_ﬁ ----- 3 Scheduler

_<
o

c

-
=
3
=h

P Sep 2 - If necessary, choose the County/District from the County/District drop
down menu.

Select County/Diistrict |f—‘~LEEIHN [2]-DISTRICT 1 |

P Sep 3 - Click on the "View the status of pending Electronic Minute Book
documents" link.
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Refrazh

|Year |E|:u:uk Starting Page| Ending Page| Mumber of Pages| D escription
2004 1 2 2[EMTRY LEFT IMTEMTIOMALLY BLAME,
2004 1 4 4 T/EMTRY LEFT IMTEMTIOMALLY BLAME,
2004 1 5 E 2IENTRY LEFT INTEMTIOMALLY BLAME,
2004 1 7 7 1/DETEMTION ORDER

L [l

Select County/District [ALCORM (2] - DISTRICT 1 ~|

ACTIONS

Dovwvnload the selected Electronic Minute Book entry.

Prirt the selected Electronic Minute Book entry.

Prirt &l of the currently displayed Electronic Minute Book entries.

Eeplace the selected Electronic Minute Book entry with & newy document.
Eeturn the selected Electronic Minute Book entry to the Clerk Document Screen.
Search the Electronic Minute Book.

\-"ie% the status of pending Electronic Minute Book documents.

The pending documents window opens.

EMB Pending Documents
Filed D ate

Submitted D ate Dezcription
03/26/2009 9:10:04 ARADJUDICATION

FPending

03/26/20039 03/26/2009 3:10:04 AF CONTEMPT Pending
03426420039 03/26/2009 3:10:04 Ak DISPOSITION Pending
03/26/2009 03/26/2009 3:10:04 AFFIRST CaALL Pending
| 03/26/2003 03/26/2003 3:10:04 AbIMTAKE ORDER Pending B
_|03/26/2003 03/26/2009 9:10:04 A IMTAKE ORDER Pending
_|03/26/2003 03/26/2009 3:10:04 Ak INTAKE ORDER Pending
03/26/20039 03/26/2009 9:10:04 A RELEASE FROM APPOINTMENT ORDER Pending

£

BRefresh | LClose

27.3 - Download EMB entry

»  Sep 1 - Open the Electronic Minute Book (EMB).

To open the EMB click on the EMB shortcut, click on EMB in the case navigation
panel, or choose EMB from the Edit Menu.
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File Bas[® Maintenance D¥S Reporks  Help

Youth Locator

Scheduler Flz
MYCIDS Blerks

In Box

EME

In

Group this case

Conclude Case | Terminate Jurisdickion

Record Transfer Jurisdiction Infa. ..
Create Transfer Jurisdickion Crder, ..
Finalize Case Transfer...

Summons Result Quick Enkry. ..

Edit Standard Document Text. .,

Paste Chrl+y

..... (/)50 Petition

----- % Motes

------ A Hearings

----- Caze Orders

----- é Infarmation Packet

_<
o

c

-
=
3
=h

P Sep 2 - If necessary, choose the County/District from the County/District drop
down menu.

Select County/Diistrict |f—‘~LEEIHN [2]-DISTRICT 1 |

P Sep 3 - Choose the EMB entry from the list to download.
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Fiefresh |

'ear |B|:u:|k |Starting F'age| Ending F'age| Mumnber of F'ages| Dezcription
n 2009 1 1 1 1 FIRST CALL
2009 1 2 2 1 ADJUDICATION
2009 T‘ DISPOSITION
n 2009 1 4 4 1/IMTAKE ORDER
2009 1 B B 1/IMTAKE ORDER
<
Select County/District [ALCORM (2]- DISTRICT 1 -]
ACTIONS

Diovwwnload the selected Electronic Minute Book entry.

Prirt the selected Electronic Minute Book entry.

Print Al of the currertly displayed Electronic Minute Book entries.
Replace the selected Electronic Minute Book entry wvith & nesw document.

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

ACTIONS

DDWI‘IlD% the selected Electronic Minute Book entry.

Prirt th ected Electronic Minute Book entry.

Print &1l of the currently displayed Electronic Minute Book entries.

Feplace the selected Electronic Minute Book entry with a newe document.
Return the selected Electranic Minute Book entry to the Cletk Document Screen.

Search the Electronic Minute Book,
“iewy the status of pending Electronic Minute Book documents.

The EMB entry opens.
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#* Re port Preview :

Ay | Mmeam=m = H&E& HE O

3 ALCORMN COUNTY Y OLTH COURT 3
MINUTE HOOK

war 10039 - Book 1

AEETAY 2 3FTIS

IN THE YOUTH COURT OF ALCORN COUONTY, MIFIERHIFFL

IN THE INTEREST {W:

AMY JO TESTCARE, A MINOR 2-¥C-2009-D-3-1{TT13)
{DOB: LAT98T)

THIB Day chis cousc came on for 2 DESPOSTTECH HEARMING with MO
ATTENDAERS in atendancs snd hefors this Coort and this Coort fncing thet & has
rubject matter jordsdiction and Folly consldeving the premines herein Anda wa follows, o
wit

1. On 03282005 tris Coun condocied i ADIUDTCA TION hearing whersin AMY
TESTCABH was sdjudicated ko be o DHLINQLUIENT CHILD for cornmbting the act of
ARSCN OF TIMBHR, WOODE MEADOW OB MAREH in vichtion of §97-17-13 of
the Misdndppl Code of 1972 sa allcged in Count 1 of the Podtlon.

2. Good and sufficent conse cxlins ko coier 8 Disposition in this mstder.

IT I3 ORDERED, ADJUDCHED, ANL DECREED that by way of disposltion with
regand i comimitting the nct of ARSON OF TIMBHR, WOODE MEATOR OR
MARSH hn vicintlon of §77-17-13 of tae Mirsislppl Code of 1972, Annotawd, w
Mmmmlﬁummummummnm i

Page 1 of 1

» Sep 4 - Click the "Download the selected Electronic Minute Book entry” from the
list of actions.

ACTIONS

Dowvnlogd the selected Electronic Minute Book entry.

Mthj Jected Electronic Minute Book entry.

Prirt &l of the currently dizplayed Electronic Minute Book entries.

Replace the selected Electronic Minute Book entry with a newy document.
Return the selected Electronic Minute Book entry to the Clerk Document Screen.

Search the Electronic Minute Book.
“ieww the statuz of pending Electronic Minute Book documents.

The EMB entry opens.
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#* Re port Preview :

Ay | Mmeam=m = H&E& HE O

3 ALCORMN COUNTY Y OLTH COURT 3
MINUTE HOOK

war 10039 - Book 1

AEETAY 2 3FTIS

IN THE YOUTH COURT OF ALCORN COUONTY, MIFIERHIFFL

IN THE INTEREST {W:

AMY JO TESTCARE, A MINOR 2-¥C-2009-D-3-1{TT13)
{DOB: LAT98T)

THIB Day chis cousc came on for 2 DESPOSTTECH HEARMING with MO
ATTENDAERS in atendancs snd hefors this Coort and this Coort fncing thet & has
rubject matter jordsdiction and Folly consldeving the premines herein Anda wa follows, o
wit

1. On 03282005 tris Coun condocied i ADIUDTCA TION hearing whersin AMY
TESTCABH was sdjudicated ko be o DHLINQLUIENT CHILD for cornmbting the act of
ARSCN OF TIMBHR, WOODE MEADOW OB MAREH in vichtion of §97-17-13 of
the Misdndppl Code of 1972 sa allcged in Count 1 of the Podtlon.

2. Good and sufficent conse cxlins ko coier 8 Disposition in this mstder.

IT I3 ORDERED, ADJUDCHED, ANL DECREED that by way of disposltion with
regand i comimitting the nct of ARSON OF TIMBHR, WOODE MEATOR OR
MARSH hn vicintlon of §77-17-13 of tae Mirsislppl Code of 1972, Annotawd, w
Mmmmlﬁummummummnm i

Page 1 of 1

27.4 - Print EMB entries

»  Sep 1 - Open the Electronic Minute Book (EMB).

To open the EMB click on the EMB shortcut, click on EMB in the case navigation
panel, or choose EMB from the Edit Menu.
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File Bas[® Maintenance D¥S Reporks  Help

Youth Locator

Scheduler Flz
MYCIDS Blerks

In Box

EME

In

Group this case

Conclude Case | Terminate Jurisdickion

Record Transfer Jurisdiction Infa. ..
Create Transfer Jurisdickion Crder, ..
Finalize Case Transfer...

Summons Result Quick Enkry. ..

Edit Standard Document Text. .,

Paste Chrl+y

..... (/)50 Petition

----- % Motes

------ A Hearings

----- Caze Orders

----- é Infarmation Packet

_<
o

c

-
=
3
=h

P Sep 2 - If necessary, choose the County/District from the County/District drop
down menu.

Select County/Diistrict |f—‘~LEEIHN [2]-DISTRICT 1 |

» Step 3

¥ Printasingle EMB entry

Choose the EMB entry from the list to print.
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Refresh

Y'ear |B|:n:|k |Starting F'age| Ending F'age| MHurnber aof F'agesl D'ezcription
| 2009 1 1 1 1 FIRST CALL
2009 1 2 2 1 ADJUDICATION
20049 3 1|pisPosimioN
n 2003 1 4 4 1 IMTAKE ORDER
2003 1 B B 1 IMTAKE ORDER
£
Select County/District |ALCORM (2] - DISTRICT 1 |
ACTIONS

Diovvvnload the selected Electronic Minute Book ertry .

Prirt the selected Electronic Minute Book entry .

Prirt All of the currertly displayed Electronic Minute Book entries.
Replace the selected Electronic Minute Book entry wwith & newy document.

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

ACTIONS

Diovwenload the selected Electronic Minute Book entry.

Prirg the selected Electronic Minute Book eritey .

m of the currertly displayed Electronic Minute Book entries.

Replace the selected Electronic Minute Book entry wvith & newy document.
Return the selected Electronic Minute Book ertry to the Clerk Document Screen.
Search the Electronic Minute Book.

Yiewy the status of pending Electronic Minute Book documents.

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

Prinker

Oriertati
v Duplex * Side rientatior
is Porlrait i Landscape
Fritit R ange
O

~ Mumber of Copies |1 j‘

Prirt [%J Cancel

b Print Al

Click the "Print al the currently displayed Electronic Minute Book entries"

action from list of actions.

ACTIONS

Diovwvnload the selected Electronic Minute Book entry.

Prirt the zelected Electronic Minute Book entry.

Prirt -2l of the currently displayed Electronic Minute Book entries.

R the selected Electronic Minute Book entry with & newy docurment.
Return the selected Electronic Minute Book ertry to the Clerk Document Screen.
Search the Electronic Minute Boak.

Yiewy the status of pending Electronic Minute Book documents.

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

button.
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Printer Setup

Prinker

[vw Duplex

Frint Bange
e All

~

Origntaticr

i* Partrait

i~ Landzcape

Mumber of Copies |1 j‘

Prirt [%J Cancel |

27.5 - Replace EMB entry

P Sep 1 - Open the Electronic Minute Book (EMB).
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1-0 Application Overview and Navigation

File Bas[® Maintenance D¥S Reporks  Help

Youth Locator

Scheduler Flz
MYCIDS Blerks

In Box

EME

In

Group this case

Conclude Case | Terminate Jurisdickion

Record Transfer Jurisdiction Infa. ..
Create Transfer Jurisdickion Crder, ..
Finalize Case Transfer...

Summons Result Quick Enkry. ..

Edit Standard Document Text. .,

Paste Chrl+y

..... (/)50 Petition

----- % Motes

------ A Hearings

----- Caze Orders

----- é Infarmation Packet

_<
o

c

-
=
3
=h

P Sep 2 - If necessary, choose the County/District from the County/District drop
down menu.

Select County/Diistrict |f—‘~LEEIHN [2]-DISTRICT 1 |

P Sep 3 - Choose the EMB entry fromthe list to replace.
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Fiefresh |

'ear |B|:u:|k |Starting F'age| Ending F'age| Mumnber of F'ages| Dezcription
n 2009 1 1 1 1 FIRST CALL
2009 1 2 2 1 ADJUDICATION
2009 T‘ DISPOSITION
n 2009 1 4 4 1/IMTAKE ORDER
2009 1 B B 1/IMTAKE ORDER
<
Select County/District [ALCORM (2]- DISTRICT 1 -]
ACTIONS

Diovwwnload the selected Electronic Minute Book entry.

Prirt the selected Electronic Minute Book entry.

Print Al of the currertly displayed Electronic Minute Book entries.
Replace the selected Electronic Minute Book entry wvith & nesw document.

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

ACTIONS

DDWI‘IlD% the selected Electronic Minute Book entry.

Prirt th ected Electronic Minute Book entry.

Print &1l of the currently displayed Electronic Minute Book entries.

Feplace the selected Electronic Minute Book entry with a newe document.
Return the selected Electranic Minute Book entry to the Cletk Document Screen.

Search the Electronic Minute Book,
“iewy the status of pending Electronic Minute Book documents.

The EMB entry opens.
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#* Re port Preview :

el @% H = Cloze

3 ALCORMN COUNTY Y OLTH COURT
MINUTE HOOK

war 10039 - Book 1

AEETAY 2 3FTIS

IN THE YOUTH COURT OF ALCORN COUONTY, MIFIERHIFFL

IN THE INTEREST {W:
AMY JO TESTCARE, A MINOR
{DOB: LAT98T)

2 ¥C-2009-D-8- 1{TTAM)

THIA Day chis cousc came on for 2 DISPOSTTECH HEARING with NG
ATTENDERS in atendancs and hefors this Coort and this Coort finding thet K has

rubject matter jordsdiction and Folly consldeving the premines herein Anda wa follows, o
wit

1. On 03282005 tris Coun condocied i ADIUDTCA TION hearing whersin AMY
TESTCABH was sdjudicated ko be o DHLINQLUIENT CHILD for cornmbting the act of
ARSCN OF TIMBHR, WOODE MEADOW OB MAREH in vichtion of §97-17-13 of
the Misdndppl Code of 1972 sa allcged in Count 1 of the Podtlon.

2. Good and sufficent conse cxlins ko coier 8 Disposition in this mstder.

IT I3 ORDERED, ADJUDCHED, ANL DECREED that by way of disposltion with
regand i comimitting the nct of ARSON OF TIMBHR, WOODE MEATOR OR
MARSH hn vicintlon of §77-17-13 of tae Mirsislppl Code of 1972, Annotawd, w
Mln(hml ﬁummummu vl herehry 1a crdered

Page 1 of 1

Refresh |

Year |B|:u:|k |Starting F'age| Ending F'age| Murnber aof F'ages| Dezcriptiaon

2009 'I 'I 'I 1 FIRST CaLL
20039 1 ADJUDICATION

2003 _ ‘_ 1 DISPOSITION

B 2009 1 1 INTAKE ORDER
2009 1 5 5 1 INTAKE ORDER
<
Select County/District [ALCORM (2]- DISTRICT 1 -]
ACTIONS

Dowwnload the selected Electronic Minute Book entry.

Prirt the selected Electronic Minute Book entry.

Print A0l of the currertly dizplayed Electronic Minute Book entries.
Replace the selected Electronic Minute Book entry wwith & nesw document .

P Step 4 - Click "Replace the selected Electronic Minute Book entry with a new

document” from the list of actions.
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ACTIONS

Diovwvnload the selected Electronic Minute Book ertry .

Prirt the selected Electronic Minute Book eritry .

Prirt All of the currertly displayed Electronic Minute Book entries.

Feplace the selected Electronic Minute Book entry wwith & newy document .
Heturé fe zelected Electronic Minute Book entry to the Clerk Document Screen.
Search the Electronic Minute Book .

Yiewy the status of pending Electronic Minute Book documents.

b Sep 5 - Choose the document to replace with and enter a file date.

Replace the currently selected EMB Document with..

Replace EME Document| ERE Filed Date| D ate Drezcription

03/26/2003  03/26/2003 10:14:24 £ DISPOSITION
03/26/2003 10:15:50 £ INTAKE ORDER
03/26/2009 10:15:53 £ INTAKE ORDER

Click the OK button.

27.6 - Return EMB entry

»  Sep 1 - Open the Electronic Minute Book (EMB).

To open the EMB click on the EMB shortcut, click on EMB in the case navigation
panel, or choose EMB from the Edit Menu.
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File Bas[® Maintenance D¥S Reporks  Help

Youth Locator

Scheduler Flz
MYCIDS Blerks

In Box

EME

In

Group this case

Conclude Case | Terminate Jurisdickion

Record Transfer Jurisdiction Infa. ..
Create Transfer Jurisdickion Crder, ..
Finalize Case Transfer...

Summons Result Quick Enkry. ..

Edit Standard Document Text. .,

Paste Chrl+y

..... (/)50 Petition

----- % Motes

------ A Hearings

----- Caze Orders

----- é Infarmation Packet

_<
o

c

-
=
3
=h

P Sep 2 - If necessary, choose the County/District from the County/District drop
down menu.

Select County/Diistrict |f—‘~LEEIHN [2]-DISTRICT 1 |

P Sep 3 - Choose the EMB entry fromthe list to return .
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Fiefresh |

'ear |B|:u:|k |Starting F'age| Ending F'age| Mumnber of F'ages| Dezcription
n 2009 1 1 1 1 FIRST CALL
2009 1 2 2 1 ADJUDICATION
2009 T‘ DISPOSITION
n 2009 1 4 4 1/IMTAKE ORDER
2009 1 B B 1/IMTAKE ORDER
<
Select County/District [ALCORM (2]- DISTRICT 1 -]
ACTIONS

Diovwwnload the selected Electronic Minute Book entry.

Prirt the selected Electronic Minute Book entry.

Print Al of the currertly displayed Electronic Minute Book entries.
Replace the selected Electronic Minute Book entry wvith & nesw document.

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

ACTIONS

DDWI‘IlD% the selected Electronic Minute Book entry.

Prirt th ected Electronic Minute Book entry.

Print &1l of the currently displayed Electronic Minute Book entries.

Feplace the selected Electronic Minute Book entry with a newe document.
Return the selected Electranic Minute Book entry to the Cletk Document Screen.

Search the Electronic Minute Book,
“iewy the status of pending Electronic Minute Book documents.

The EMB entry opens.
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1-0 Application Overview and Navigation

el

Cloze

3 ALCORMN COUNTY Y OLTH COURT 3
MINUTE HOOK

war 10039 - Book 1

IN THE INTEREST {W:
AMY JO TESTCARE, A MINOR
{DOB: LAT98T)

regand i eomumiting

Page 1 of 1

IN THE YOUTH COURT OF ALCORN COUONTY, MIFIERHIFFL

THIA Day chis cousc came on for 2 DISPOSTTECH HEARING with NG
ATTENDERS in atendancs and hefors this Coort and this Coort finding thet K has

rubject matter jordsdiction and Folly consldeving the premines herein Anda wa follows, o
wit

1. On 03282005 tris Coun condocied i ADIUDTCA TION hearing whersin AMY
TESTCABH was adjudicated o be o DHLINQUENT CHILD for cornmbiting

ARSCN OF TIMBHR, WOODE MEADOW OB MAREH in vichtion of §97-17-13 of
the Misdndppl Code of 1972 sa allcged in Count 1 of the Podtlon.

2. Good and sufficent conse cxlins ko coier 8 Disposition in this mstder.

IT I3 ORDERED, ADJUDCHED, ANL DECREED that by way of disposltion with
the act of ARSON OF TIMBHR, WOODS MEADCR CR
MARSH hn vicintlon of §77-17-13 of tae Mirsislppl Code of 1972, Annotawd, w
l&]:dm(hml ﬁummummu vl herehry 1a crdered

AEETAY 2 3FTIS

2 ¥C-2009-D-8- 1{TTAM)

the act of

Refresh |

NEE |B|:u:|k

|Starting F'age| Ending F'age| Murnber aof F'ages| Dezcriptiaon

2009 1 1
2009

2009 _

2003 1

2009 1 5

‘I 1 FIRST CaLL
1 ADJUDICATION

1| DISPOSITION
1 INTAKE ORDER
5 1 IMTAKE ORDER

Select County/District [ALCORM (2]- DISTRICT 1

ACTIONS

5

Dowwnload the selected Electronic Minute Book entry.

Prirt the selected Electronic Minute Book entry.

Print A0l of the currertly dizplayed Electronic Minute Book entries.
Replace the selected Electronic Minute Book entry wwith & nesw document .

P Step 4 - Click "Return the selected Electronic Minute Book entry to the Clerk

Document Screen” from the list of actions.
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ACTIONS

Dovvnload the selected Electronic Minute Book entry.

Prirt the selected Electronic Minute Book entry.

Prirt Al of the currertly dizplayed Electronic Minute Book entries.

Feturp the selected Electronic Minute Book entry to the Clerk Document =creen.
Searil the Electronic Minute Book.

Wieww the status of pending Electronic Minute Book documents.

Choose Y es from the window that opens to return the selected entry.

Information

i Are vou sure you wish to rekurn this EMEB Document to the Clerk Review Screen and remove it from the
- ) EME?

27.7 - Search the EMB

»  Sep 1 - Open the Electronic Minute Book (EMB).

To open the EMB click on the EMB shortcut, click on EMB in the case navigation
panel, or choose EMB from the Edit Menu.
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File Bas[® Maintenance D¥S Reporks  Help

Youth Locator

Scheduler Flz
MYCIDS Blerks

In Box

EME

In

Group this case

Conclude Case | Terminate Jurisdickion

Record Transfer Jurisdiction Infa. ..
Create Transfer Jurisdickion Crder, ..
Finalize Case Transfer...

Summons Result Quick Enkry. ..

Edit Standard Document Text. .,

Paste Chrl+y
----- [E] Reterral
----- @2 Documernts

------ £%F Custody
----- ()5 Petition

----- % Maotes
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-
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3
=h

P Sep 2 - If necessary, choose the County/District from the County/District drop
down menu.

Select County/Diistrict |f—‘~LEEIHN [2]-DISTRICT 1 |

P Sep 3 - Click "Search the Electronic Minute Book" fromthe list of actions.

ACTIONS

Dowvnlosd the selected Electronic Minute Book entey.

Print the zelected Electronic Minute Book entry .

Print Al of the currently displayed Electronic Minute Book entries.

Replace the selected Electronic Minute Book entry with & new document.
Feturn the selected Electronic Minute Book entry to the Clerk Document Screen.
Search the Electronic Minute Book.

i he status of pending Electronic Minute Book documents.
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P Step 4 - Choose search method and enter search criteria.

EMB Search

Select Search Method

Search by Year

Search by Y'ear, Boak,

Search by Y'ear, Book, Page
Search by Univerzal Caze WNumber
Search by Manth / vear

Search by Manth / Day # Year
Search by From-To Dates

Seatefi by From-To Starting Page Mumber

30 T T T T T B

FROM 10

kaonth: |3 - kMonth: |3 -
Day: |26 - Day: |26 -
Year: 2009 - Year 2003 -

Search Cancel |

» Step 5- Click the Search button and the EM B will befiltered based on your
sear ch criteria.

» Toshow all the current years entries again, click the reset button.

Select County/District |ALCORN (2] - DISTRICT 1 -]

Maowe dizplaying EMB ertries matching thiz search criteria:
From “ear : 2009 To Year : 2009

From Boak : 1 To Book : 1

From Starting Page . 3 To Starting Page © 5

Click Besgt to display the Default EMB entries.

The currently selected EMB document has been Corrected by this document: “Year 2009, Book 1, Page# 9

ACTIOHNS

Dowenlosd the selected Electronic Minute Book entry .

Prirt the selected Electronic Minute Book entry.

Prirt Al of the currently displayed Electronic Minute Book entries.

Return the selected Electronic Minute Book ertry ta the Clerk Document Screen.
Search the Electronic Minute Book .

Yiewy the status of pending Electronic Minute Book documents.

Reset the display to the default Electronic Minute Book entries.
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Scheduler
The Scheduler is an electronic calendar of events. Hearings scheduled in the course of court
business are reflected on the court calendar, as well as events manually added by the district
staff.

The scheduler includes a calendar and a viewing area below the calendar which displays events
for the date selected in the calendar

b 28.1 - Opening the Scheduler

b 28.2 - Caendar Controls

b 28.3 - Scheduling Hearings

b 28.4 - Scheduling Events

b 28.5 - Printing Calendars

28.1 - Opening the Scheduler

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

¥+ MYCIDS v2.9.0.0
File B8 0YS Reports Help

Search UCIDH

= wokb Lok
%5 Bl Scheduler 00 Flz |

L | N T

g In Box )
G EME it Information
Universal Casze |0 67186
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* MYCIDS v2.9.0.0
File Edit D%¥S Reports Help

J Finu:l | E E e K | &Hearings - ||

LGl 2-vC-2008-D-3-1(67186) - AMY JO TESTCASE

----- & Azzociated Personz

----- Referral
----- =2 Documents
s

[ :.') ----- Custady

----- ‘i Petition

Cluick Lizt | - % Motes
------ # Hearings

oy | Caze Orders
| ----- % | nfarmation Packet

Scheduler

rE

! o
o
O
; =
o
' -
i =1
o
-t
3
: o

28.2 - Calendar Controls

A calendar is displayed across the top of the Scheduler screen, with the current month and date
selected.

The current date is indicated by the red circle around the date. The selected date is indicated by
the blue highlighting.

[ 4 | January, 2009 February, 2009 March, 2009 [+ |
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat

b3 1 2 3 5101 2 3 4 5 6 7 11 2 3 4 & B 7
14 &% & 7 8 9 1M 6|8 8 10 1 1213 14 1008 9 10 11 12 13 14
2011 12 13 14 1% 16 17 7|15 16 17 SE 19 21 1 (1% 16 17 18 19 20 2
I 018 019 20 21 22 23 024 B 122 23 225 26 Vwdn 12|22 23 24 25 26 27 28
4125 268 27 28 29 1 A \ 13029 30 3
14
T Today: 0272072009 Selected Date Today's Date

Select anew date by clicking on the day in the calendar.
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[« | January, 2009 February, 2009 March, 2009 b |

Sun Maon Tue Wed Thu Fri Sat Sun Mon Tue wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
A3 1 2 3 511 2 3 4 & 6 7 911 2 3 4 5 B 7
4 5 B ¥ 8 9 10 18 9 10 < 12 13 14 10(8 93 10 11 12 13 14

7

3

1
2 1M 12 13 14 15 16 17 15 16 17 18513 20 21 11 (15 16 17 18 19 20 21
31| 13 20 2 22 23 24 2 FM M /O% T 28 12|22 23 24 X X TN
4125 26 27 28 23 30 A 13123 30 3

14
T Today: 02/23/2009

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

[« | January, 2009 February, 2009 March, 2009

Sun Mon Tue Wwed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue'wed Thu Fri Sat )
53 1 2 3 5
114 5 B 7 & 9 10 E

12 3 4 &5 B 7 511 2 3 4 &5 & 7
g 9 10 1 12 13 14 108 9 10 11 12 13 14
201 12 13 14 15 16 17 7 (15 16 17 4B 19 ZH 21 11|15 16 17 18 13 20 21
3118 19 20 2 22 23 24 8122 23 24 25 26 27 28 12|22 23 24 B X% 27 o8
Left Arow 4 125 26 27 28 23 30 3 12123 30 3 Right Arrow

T Today: 0272072009

Select adifferent month from a popup menu by clicking the month name.

I
Sun Mon s | Sat
3

Februarn M5
1n|s 7| Mach 12
11113 14 April 19
12120 21 EE 26
13127 28 June

July
0 Today: Avigust

Septembier

October

nty/District ﬁm Movermber 1
D b
Type Filter ]EL BEemBEt

User Filter |-4LL-

Select adifferent year by clicking the year to reveal acontrol to adjust the year
number up or down.

[« | Marct . [ZTTE] &%

Sun Mon Tue Wed ThireFri Sat
9 | 1 2 3 4 &

-m ~ = - ] 4m 4 --
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System users who have rights in multiple counties may select the County/District schedule
they wish to view. Most system users will default to one assigned county.

Select County/District |ALCORM (2]- DISTRICT 1 -]

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

Select County/District |ALCORM (2] - DISTRICT 1 ~|
Ewvent Type Filter |-.-'1‘-.LL- -

Azzigned to User Filter DOCKET EVENT
COUMSELOR EVEMT
EMPLOYEE EVEMT
OTHER EWENT

Mo hearings or events e e ror e e e oorer

If you do not click the refresh button after selecting from the drop down filters, a
message will appear reminding you to click refresh.

Befrezh ‘ MHew Event ] Frint

En March, 2005 April, 2005 > |

Sun Mon Tue ed Thu Fn Sat Sun Mon Tue Wed Thu Fn Sat

9 1 2 3 4 h 13 1 2

mfe ¥ &8 9 10 11 12 143 4 & & 7 8 1§

1113 14 1% 16 17 18 19 1510 11 12 13 14 15 18

12020 21 22 23 24 25 26 1617 18 13 20 21 22 23

13027 28 29 30 m 17|24 25 26 27 283 29 30
18

Todaw: 3/31/2005

Click the REFRESH button view ynur@
“‘““"“"—n—_

Select County/District |ALCORN (2] - DISTRICT 1 |

Eent Type Filker
Azzighed to Llzer Filker |-.ﬂ-.LL- j

28.3 - Scheduling Hearings

Hearings are scheduled from the Hearings node. Once a hearing date is set, it will be set on the
scheduler automatically. For more information, see 11.1 - Add a Hearing.

28.4 - Scheduling Events
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b Sep 1- Fromthe Scheduler, Click on the New Event button.

Befrezh

[h

]
2
3
4

5

!

January, 2009

February. 2009

Sun Mon Tue wed Thu Fri Sat Sun Mon Tue wed Thu Fri Sat

1 2 3 511 2 3 4 &H E 7
4 5 F 7 & 9 10 E|1 2 9 10 @ik 12 13 14
11 12 13 14 15 168 17 7015 16 17 18 19 20 A
18 13 20 21 22 23 24 Bl 23802 6 27 2
M B O XM 29 30 A

T3 Today: 02/24/2009

Select County/District [ALCORN (2] - DISTRICT 1 |

Ewent Type Filker |-.-5-.LL- ﬂ

Agzigned to U ser Filter |-.-5-.LL- ﬂ

b Sep 2 - Enter Event information.
Choose the County / District from the drop down menu.
Edit Event B
Froperties l
County ¢ District || —VIJ
Ewent Type I:'-‘«LI:EIFEN [2] - Dristrict 1 )
Start [ ate | ﬂ
Churation | ﬂ
Event D escription
| Cancel |
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Choose the Event type from the drop down menu.

Froperties l

County # District | j

Ewent Type ||

DOCKET EVENT
COUMSELOR EVEMT
Start Date |EMPLOYEE EVENT

OTHER EVENT

Dhuration —

Event D escription

| Cancel |

Choose the User to Assign the event to from the Assign to this User drop down menu
(Optional).

Edit Event |

Properties l

County / District |.-'1'-.LEEIHN [2] - Drigtrict 1
Event Tupe |EEILINSELEIFI EVENT

Ll Lo

Azzign to thiz User |

Start Date [MTCIDS EMALUATOR
_ MICHAEL JOMES
Dration | JAMIE MCERIDE

Rex Mahan

TESTER TESTER

Event Description

| Cancel |

Enter the date & time.
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| !

Froperties

County / District |.-‘-‘-.LEEIFEN [2] - Drigtrict 1
Ewvent Type |EEILINSELEIFE EVENT

|

|

Azzign to thiz User |He:-c b okon j
|

>

Start D ate |DE£24.-’2EIEIEI 03:00 &b

Diuration | j n February, 2009
Event D escription Sun Mon Tuewed Thu Fri Sat

1 2 3 4 5 & 7
809 10 11 12 13 14
15 16 17 18 13 20 21
2 2w B % 27 28

— |

=5 Today: 02/24/2009

Choose the duration from the drop down menu.

X)

Edit Event

Froperties l

County / Diztrict |.-'1'-.L|:EIHN [£] - Diztrict 1
Ewvent Type |I:EIL|NSELEIH EVEMT

Agzign to thiz Lzer |He:-c b ohon
Start Date |EIE£24.-’2EIEIEI 0900 Akd

Druration | J\L
P

o oo 15 Minutes ]
Ewvent Description i Miates e
45 Minutes

1 Hour £
1.5 Hours

2 Hours

2.5 Hours

3 Hourg hl

Ll Ld L L

| Cancel |

Type in the Event Description.
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Edit Event X
Froperties l
County / District [ALCORM (2] - Distict 1 |
Event Type |COUNSELOR EVENT |
Azzign to thiz User |He:-c b okon j
Start Date |02/24/2009 0900 &M |
Churation |1 Hour j
Event Deszcription  [Appointrment with Ay Jo Testcagse.
] Cancel |
L4
P Sep 3- Click OK.
Edit Event X
Froperties l
County / District [ALCORM (2] - District 1 |
Event Type |COUNSELOR EVENT |
Azzign to thiz Lser |He:-c ki ohan j
Start Date |02/24/2009 0900 AM |
Duration |1 Hour j
Event Dezcription  [Appointrment with Ay Jo Testcagse.
] Cancel |

28.5 - Printing Calendars
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P Sep 1- Fromthe Scheduler, choose the dates to print the calendar for.
Select date(s)

n January, 2009 February, 2009

Sun Mon Tue*Wed Thu Fn Sat Sun Mon Tue “Wed Thu Fn Sat
53 1 2 3 511 2 3 4 H B 7
114 5% & F 8 9 10 El1 8 9 # 13 14
2111 12 13 14 15 16 17 7115 16 17 1gW19k20 A
F118 19 20 A 22 23 24 gl 23 @ 2 Y2 2728
4128 26 27 28 29 30 A

<3 Today: 02/2472009

Select County/District |ALCORM (2]- DISTRICT 1
Ewvent Type Filter |-.-i'-.LL-
Agzigned to Lser Filter |-.-i'-.LL-

LedLed Lo

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

This brings up a menu to choose from.
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Refrezh | MHew Event |
n January, 2009 February, 2009 March, 20
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue wed Thu Frn Sat Sun Mon Tue We
A3 1 2 3 511 2 3 4 B B 7 a1 2 3 4
114 5% B 7 8 9 10 E (8 9 «MEEMNF» 12 14 10(&8 3 10 M
2011 12 12 14 15 16 17 o015 016 17 18 19 20 21 1119 18 17 18
3018 19 20 21 22 23 24 gl22 3¢ s X 27 28 12|22 23 24 =
4128 26 27 28 29 20 A 12129 30 A
14
3 Today: 0272472009
Select County/District [4LCORM (2] - DISTRICT 1 ~|
. G0 to Today
Event Type Filker | -ALL- -
vent Type Filker | J . R
Agsigned to Llser Filber |-ALL- ﬂ
Meww Event. .,
Events Scheduled S
Tirme DESCRIPTION Act
2:00 am FIRST CALL Wier
Docket #: 2N C-2008-D-3-1(67186]) - Ay JO TESTCASE

Associated Persons:

Choose print from the menu.

Go ko Today

Events
Courk Docket r
Master Calendar

Mew Event. ..

Order By Event Time
® Order By First Mame
Order By Last Mame

e Print Events Calendar

Choose Events.
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Go ko Today i
Prink

MNew Event...

Master Calendar

Order By Event Time
® Order By Firsk Mame
Order By Last Mame

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

v Select Al Event Users

Select| Event Uzer

=

(] Cancel |

1o

After clicking OK, the calendar will open.

325



MY CIDS User Guide

 Scheduler Events D EEE

MYCIDS Event Calendar,
From: Wednesday. February 11, 2009
To: Friday. February 13, 2009

Events Scheduled
Wednesday, February 11, 2009

9:00 am Staff Meeting
[Assigned-Tao) Mohon, Rex

Thursday, February 12, 2009

300 pm Appaintment with Amy Testcasze.
(Assigned-To) MCERIDE, JAMIE

ll 4 | sve - e

e Print Court Docket Calendar

Choose Court Docket

Go to Today i

with Associaked Persons
Master Calendar without Associated Persons

jv & Order By Event Time

Order By Firsk Mame
Order By Lask Mame

Mew Event...

Choose the court docket with Associated persons or without Associated
Persons.

Go ko Today L
Prink + Events

m U with Associated Persans
S EVEIE. Master Calendar withiout Associaked F'ers

" @ Order By Event Time
Crder By Firsk Mame
Crder By Lask Mame
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Once the calendar opens, it will look similar to the image below.

*+ Court Docket

9:00 am

Alcorn County Youth Court
Docket

Wednesday, February 11, 2009

FIRST CALL
Docket #: 2 C-2008-D-3-1(67186) - &MY JO TESTCASE
Associated Persons: Court Actions and Hotes:

DETEMTION CEMTER ALCORM COUMTY
(COUNMTY DETEMTION CENTER)

Jikthy B. FISHER (PRESIDING)

TESTER JUDGE (PRESIDING)

JAMIE KELLY MCBRIDE (PROSECUTING
ATTORNEY)

SONY A DAWN CHILDS PHILLIPS
(PROSECUTING ATTORNMEY)

Abdy JO TESTCASE (vOUTH)

JACKH LEE TESTCASE (FATHER - BIOLOGICAL)
JILL MARY TESTCASE (MOTHER -
BIOLOGICALY

BOBEY TESTCASE (GUARDIAN AD LITEM -
ATTORNMEY)

$+ ||3— ¥ | Save

> IS

Brirt

Print Events Calendar

Choose M aster Calendar.

The following window will appear to allow you to choose whose events
you would like to show up on the events calendar. Make your selections
and click OK.
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v Select All Event Users

Select|Event Uzer

=

ar Cancel |

After clicking OK, the calendar will open.

— P EEE

MYCIDS Master Calendar,
From: Wednesday, February 11, 2009
To: Friday, February 13, 2009

Events Scheduled

Wednesday, February 11, 2009

9:00 am Statf Meeting
(Azsigned-To) Mohon, Rex

9:00 am FIRST CALL
Docket #: 2-%C-2008-0-3-1(67186) - AMY J2 TESTCASE

Thursday, February 12, 2009

300 pm Appoirtment with Amy Testcase.
(Mzsigned-To) MCBRIDE, JAME

ll IB— + | Save Erint

» Sep 3 - Click Print on the calendar that was gener ated.
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32 Save  Prin DJ L Cese

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

Events Scheduled

Time DESCRIPTICN Actions Completed
00 am  Staff Meeting Edit thiz event. [Mo
[Asz=signed-To) Mohon, Rex Delete this
event
hark
Completed.
9:00am  FIRST CALL Wiewy this [i4[a]
Docket #: 2-42-2005-D-3-1 (671567 - Ak JO TESTCASE hiearing.
Motions

This section will address how to add, edit, and delete motions. It also shows how to record the
motions to the General Docket.

b 35.1- Add aMotion record

b 35.2 - Edit aMotion Record

b 35.3 - Delete a Motion Record

b 35.4 - Record a Motion to the General Docket

35.1 - Add a Motion Record

» Sep 1 - Expand the Case

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

- [E] 25201 2-D-261-1(178

N
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The expanded case will look like the image below.

By 4zsociated Persons
Referal

=) Documents
Custody

& Petition

%1 Motes
A Hearings

@N'-., Community Servic
Motiars
% Caze Fees

Case Orders
% |nformation Packet

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

P Sep 2 - Click on the Motions Node

+ B0-vC-2010-D-1-1[77425] -E
= 80-vC-2010-0-4-1(77433] -L
EH vouth sk
By 4.zz0ciated Persons
Referral
@2 Docurnents
Custody
&5 Petition

% Motes

A Hearings

@N'-.,, Community Service
Case Lyders

% Information Facket

P Step 3- Fromthelist of actions, click on Add a Motion record.
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ACTIONS
%ﬁ hotion record.
P Sep 4 - Choose a Date of Request from the calendar drop-down menu.

Mew Motion El
Genesd |

Date of Request h;
B July, 2010 B |

g Sun Mon Tue Wed Thu Fn S8t

1 2 3
4 5 & 7 8 9 W
1 12 13 14 15 16 17
wEERm N 2 23 oM
25 26 27T M XM AN

Ladla

= Today: 0F19/2010

» Step 5- Choose a Motion Type.

e Motion to Dismiss Cause with Prejudice

A Motion to Dismiss Cause with Prejudice must be filed before
the case has been adjudicated.

Sep 6 - Select Motion to Dismiss Cause with Prejudice as the Motion Type.
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332

New Motion

General |

Date of Request  |08/27/2010 -
Motion Type | EERIENNIENEE AlJSE WiTH PREJUDICE
Bequesis MOTION TO SE WITH PREJUDICE
D MOTION TO TRANSFER TO AN ADULT COURT

MOTION TO COMTINUE AN EXISTING HEARING
MOTIOHN FOR COMTEMPT HEARING
MOTION FOR DISCLOSURE OF RECORDS
MOTIOM TO CLOSE THE CASE
MOTION FOR PSYCHOLOGICAL TREATMENT
MOTIOHN FOR MEDICAL TREATMENT

[ e |

Sep 7 - In the requesting Person field, select the person who made the

request from the drop-down list.

New Molion

General |

Date of Request 0872772010 -

Maticn Type  [MOTION TO DISMISS CASE WiITH FREJUDICE
e SRR E RAND O FULTON - [YDUTH COURT COUNSELOR]

BECKY ENOX - MOTHER - BIOLOGICAL]
BRAMDOM FULTOM - WOUTH COURT COUNSELOR]

DON MIDDLE ENDEJR - OUTH]

JOM KN - [FATHER - BIOLDGICAL)

PROS TEST - [PROSECUTIMG ATTORMEY)

SERVICE COMMUMNITY - [COMMUMNITY SERVICE SITE)
TESTER A JUDGE - [PRESIDING)

Save and Pioceed

Sep 8 - Click Save and Proceed.

Save and Proceed :4
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Sep 9 - Select a Court Action from the drop-down menu.

MOTION TO DISMISS CAUSE WITH PREJUDICE

Genesal | Documents |

Date of Request
Mulion Type
Requesting Persan

Cout Action

08/27/2010 =

|HUTIUN TO DISMISS CAUSE WITH PREJUDICE
|B RAMDOMN FULTON - [YOUTH COURT COUNSELOR)

Ll

<

M
SCHEDULE MOTION HEARING

18 Cancel

If this option is selected, the Motion to Dismiss Cause
with Pregjudice window will close and the motion will be
marked as granted. All referrals on the Hearing Court

Granted Action and Hearing Response tabs will be disabled.
Also, referrals may no longer be added or edited under
the Referrals node.
If the motion is denied, the Motion to Dismiss Cause
Denied with Prejudice window will close and the motion will be

marked as denied.

Schedule Motion Hearing

If this option is selected, a new hearing window will be
displayed. The Motion Hearing may be scheduled from
this window.

Step 10 - Click OK.

e Motionto Transfer to an Adult Court
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A Motion to Transfer to an Adult Court must be filed within 10
days of the date of the last filed petition. Also, no Adjudication
actions may have taken place on any referral.

Sep 6 - Select Motion to Transfer to an Adult Court as the Motion
Type.

New Molion
Genesdl |
Date of Reguest  [07/15/2010 =

[E T (TP RO TION T0 TRANSFER TO AN ADULT COLRT
PO SR 10 TION TO TAANSFER T0 AN ADULT COURT
v MOTION TO CONTINUE AM EXISTING HEARING h'
MOTION FOR CONTEMPT HEARING
MOTION FOR DISCLOSURE OF RECORDS
MOTION TO CLOSE THE CASE

Transfer To Distict | MOTION FOR PSYCHOLOGICAL TREATMENT

Toarstolo Cout| | MOTION FOR MEDICAL TREATMEMT -

[ o) |

Sep 7 - In the Requesting Person field, select the person who made
the request from the drop-down list.
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New Motion
Genessl |

Dafe of Requeat  [07/13/2010
Mation Type  [MOTION T0 TRENSFER T0 AN ADULT COURT =]
[T W 705 TE5 1 - [FROSECUTING ATTORNEY]

BECIKY ENO - [MOTHER - BIDLOGICAL)
DHS CLERK - [DHS)
DOMN MIDOLE KM - (fOUTH]

Tiarster Ta Distict JOM ENDK - [FATHER - BIOLOGICAL)

PROS TEST - [IPROSECUTING ATTORMNEY] h
Transfes to Cowt | TESTER A JUDGE - [PRESIDING] %

[Smadie: |

Sep 8 - Inthe Transfer to District field, select a district fromthe
drop-down menu.

New Molion
Genesdl |

Do of Reguest  [0719/2010 =

Moticn Type  |MOTION T0 TRENSFER T0 AN ADULT COURT =]
Requesting Person  |[PROS TEST - [PROSECUTING ATTORNEY) =]
QTR O R 1A IS0 [£5] - DISTRICT 1
Transies to Cout |LEFLORE [42] - Distrct 1 -
LINCOLH [43) - Digtict 1
LOWMNDES (44) - Disti

MADISON (45] -
MARIDN [46] - Doishic
MARSHALL [47] - Distiict 1

MONROE (28] - District 1

MONTGOMERY (49] - Disticd 1 w

Sep 9 - Inthe Transfer to Court Field, select a court from the drop-
down menu.
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New Motion
Genessl |
Diste of Request 071372010 =
Mation Type  [MOTION TO TRANSFER TO AN ADULT COURT
Requesling Person [PROS TEST - [PROSECUTING ATTORNEY)

Led Lo

Transfer To Dissict  [MADISOM [45] - DISTRICT 1
Transtes bo Court

Lol

336

Sep 10 - Click Save and Proceed.

Tranzfer Ta District |M.-’-‘-.D|5EIN [45] - DISTRICT 1 j
Tranzfer to Court |JU5T|EE j

Save and Procesd ﬂ)

Sep 11 - Select a Court Action from the drop-down menu.
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MOTION TO TRANSFER TO AM ADULT COLRT

General | Documents |
Date of Request 07752010 =
Mation Type |MOTION 10 TRANGFER T0 AN ADLLT COURT
Requesting Person |F"RUS TEST - [PROSECUTIMG ATTORMEY]

Led el

Tiarister To Distict  [MADISOM [45) - DISTRICT 1 -]
Tranafes to ot JUSTICE =

Count Ackion =]

M
SCHEDLILE MOTION HEARING

| e

If this option is selected, a new hearing window will be

Granted displayed. A Transfer Hearing may be scheduled from
this window.
. If the motion is denied, the Motion to Transfer to an
Denied

Adult Court window will close.

If this option is selected, a new hearing window will be
Schedule Motion Hearing displayed. The Motion Hearing may be scheduled from
this window.

Step 12 - Click OK.

The motion window will close and you will be returned to the main
MY CIDS window under the Motions node.

¢ Motionto Transfer to Another Court District

Sep 6 - Select Motion to Transfer to Another Court as the Motion Type.
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Mew Motion

Genesal |

Date of Reguest (08302010 -
MOTION TO TRAMNSFER TO ANOTHER COLRT DISTRICT

MOTION TO DISMISS CAUSE WITH PREJUDICE ~
MOTIOM TO TRANSFER TOANMOTHER COURT DISTRICT .

Muotion Type
Requesting Person

Puipose of Motion | MOTION TO COMTINUE AM EXISTING HEARING

MOTION FOR CONTEMPT HEARING

MOTION FOR DISCLOSURE OF RECOADS

Trarzfer To Distiet | MOTION TO CLOSE THE CASE

MOTION FOR PSYCHOLOGICAL TREATMENT

MOTION FOR MEDICAL TREATMEMNT ~

[ssEsn|

Sep 7 - In the Requesting Person field, select the person who made the
request from the drop-down list.

New Molion

General |

Date of Request 083072010 -

Muotion Type |HCITIDN TO TRANSFER TO ANOTHER COURT DISTRICT ﬂ
O S 05 TE5 1 - [PROGECUITING ATTORNEY]
. BECEY ENOX - [MOTHER - BIOLOGICAL)
P of Mokion
b DHS CLERK - [DHS)
DON MIDDLE EMDEJR - [OUTH)

Teanster To Digict [JON KO - [FATHER - BIOLOGICAL)
BT PROS TEST - [PROSECUTING ATTORMNEY]

TESTER A JUDGE - [PRESIDING)

[ssEssn|

Sep 8 - The Purpose of Motion field options will vary depending on the
circumstance of the case. Click herefor a list of possible options and when
they are available.
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Motion Purpose Case Type Description
Thismotion is available
Transfer for Delinguency after a case has been
Disposition adjudicated but beforeit has
been disposed.
Transfer for . Thi§ motion isonly
Supervision Delinguency avai Iat_)l e after the case has
been disposed.
Thismotion isavailable
Transfer for Protection after a case has been
Disposition adjudicated but before it has
been disposed.
Transfer for . Thi§ motion isonly
Supervision Protection avai Iabl e after the case has
been disposed.
Transfer for Venue _ This_ moti on isavail able_
Chan Protection anytime during a protection
ge case.

Sep 9 - Inthe Transfer to District field, select a district from the drop-down

menu.

New Motion
Genesdl |
Date of Reguest
Mation Type
Requesting Persan
Puipoes of Motion

Trarsfer T Distict

08/30/2010 =

[MOTION TO TRAMSFER TO ANOTHER COURT DISTRICT

|F"-REIS TEST « [FROSECUTING ATTORMEY)

Lofled el

|TRhN'SFEH FOR VENUE CHAMGE

MITE [3)- DISTRICT 1

STATEWIDE (3207] - Distnct 1
ADAMS [1] - Districd 1
ALCORM [2] - Dustnct 1

AT TALL [4) - District 1

BEMTOM [5] - Drishrict 1
BOLMVAR (8] - Distact 1
BOLIVAR [B] - District 2

Sep 10 - Click Save and Proceed.
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Save and Procesd :‘\!

Sep 11 - Select a Court Action from the drop-down menu.

MOTION TO TRANSFER TO AMOTHER COURT DISTRICT

General | Documents |
Date of Request  |08/30/2010 =]
Mation Type |MOTION T0 TRANSFER 10 ANOTHER COURT DISTRICT
Requesting Person |F"REIS TEST - [FROSECUTING AT TORMEY]
Pupose of Mction | TRANSFER FOR VENLE CHANGE

Lo Lad e

Transter To Distict  [AMITE [3)- DISTRICT 1 =

Cout Action | EEERIET] j

M
SCHEDLLE MOTION HEARING

S e

T

If the motion is granted, a Transfer Case window will be
Granted :
displayed.

If the motion is denied, the Motion to Transfer to
Denied Another Court District window will close and the motion
will be marked as denied.

If this option is selected, a new hearing window will be
Schedule Motion Hearing displayed. The Motion Hearing may be scheduled from
this window.

Step 12 - Click OK.

e Motion to Continue an Existing Hearing
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A Motion to Continue an Existing Hearing is filed outside of the
hearing. Thistype of motion istypically used to reschedule a
hearing due to a scheduling conflict or similar circumstances.

Sep 6 - Select Motion to Continue an Existing Hearing as the

Motion Type.

New Motion
Genesal |
Date of Reguest
Motion Type
Requesting Petson
Hearing to Conlinue
Drate of Mew Hesting

07/28/2010 =
MOTION TOCOMTIHUE AN EXISTING HEARIMG

MOTION TO TRANSFER T0 AN ADULT COURT

MOTION TO COMTIMUE AM EXISTIMG HEARING
MOTION FOR CONTEMPT HEARING

MOTION FOR DISCLOSURE OF RECORDS
MOTION TO CLOSE THE CASE

MOTION FOR PSYCHOLOGICAL TREATMENT

MOTION FOR MEQICAL TREATMEMT

[ssEsr|

Sep 7 - In the Requesting Person field, select the requesting person
from the drop-down list.
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New Motion
Genessl |

Date of Request  |07/28/2010 =
Mation Type  [MOTION TO CONTINUE AN EXISTING HEARIMG =]
[N Ro Ol 705 TES T - [FROSECUTING ATTORNEY|

. - BECKXY EMO - [MOTHER - BIOLOGICAL)
H hor Cotinie
i DHS CLERK - (DHS)

Date of Mew Heaeing | DON MIDDLE KMOX - [YOUTH)
JOH EHD - [FATHER - BIOLOGICAL)

PROS TEST - [PROSECUTING ATTORMNEY]
TESTER 4 JUDGE - [PRESIDING) g

| Sz |

Sep 8- Inthe Hearing to Continue field, select a hearing to continue
from the drop-down list. Only hearings that exist under the Hearings
node will be available to continue.

New Molion
Genesdl |

Date of Request  [0T/28/2010 =
Molion Type [MOTION TO CONTINUE &N EXISTING HEARING

Requesting Persan |F"RUS TEST « [FROSECUTING ATTORMEY]

Lofled el

Hearing to Continus
Drate cf Mews Heaing

ADJUDICATION - 0 200 0 %0000 am
DETENTION - 07/28/2010 030000 am
DISPOSITION - 07/30/3010 050000 aen

Save and Pioceed |

Sep 9 - Select a date for the new hearing from the calendar drop-
down menu.
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New Motion
Genessl |
Date of Request  [07/28/2010 =
Mation Type  [MOTION TO CONTINUE AN EXISTING HEARIMG
Requesling Person  [PROS TEST - [PROSECUTING ATTORNEY)
Heaving to Continue  [ADMUDICATION - 07/27/201003.00.00 AM
[07,/29/2010 09.00:00 am

Lo Led]ed

Drate of Mews Heaing

i Mon Tws 'whed Thu Fi Sat
1 2 3
4 § B 7 8 3 10
M 12 13 14 15 16 W

18 19 20 21 2 23 2
25252?@&.3031“&6|

T Today: 0772872010

Sep 10 - Click Save and Proceed.

Hearing to Continue |.-'1'-.D.JL|DIE.-'1'-.TIEIN - 0742742010 09:00:00 AM

Drate of Mew Hearing

Save and Procesd

Sep 11 - Select a Court Action from the drop-down menu.
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MOTION TO CONTINUE AN EXISTING HEARING

General | Documents |
Date of Roquest  |07/282010 = |
Motion Type |MOTION T0 CONTINUE AN EFISTING HEARING
Requesting Person |P'REIS TEST - [PROSECUTIMG ATTORMEY]
Hearing bo Continus | ADJUDICATION - 07/27 /20110 05:00:00 &M
Date cf New Heaing  |07/25/2010 030000 am  +|

EH{ERIEN

Coust Action =]

M
SCHEDLILE MOTION HEARING

[ [T

2

If the motion is granted, a new hearing window
Granted containing the continued hearing will be displayed. The
continued hearing may be edited from this window.

If the motion is denied, the Motion to Continue an
Denied Existing Hearing window will close and no continued
hearing will be created.

If this option is selected, a new hearing window will be
Schedule Motion Hearing displayed. The Motion Hearing may be scheduled from
this window.

Step 12 - Click OK.

The motion window will close and you will be returned to the main
MY CIDS window under the Motions node.

e Motion for Contempt Hearing

Sep 6 - Seect Motion for Contempt Hearing as the Motion Type.



Mewr Motion

1-0 Application Overview and Navigation

X]
Genesal |
Date of Request (077262010 =
[T (PR O TIOR FOR CONTEMPT HEARING ﬂ
Requests MOTION TO TRANSFER TO AN ADULT COURT
LELE MOTION TO COMTINUE AM EXISTING HEARING
MOTION FOR CONTEMPT HEARING
MOTION FOR DISCLOSURE OF RECORDS R
MOTION TO CLOSE THE CASE
Person heldin Condempt | MOTION FOR PSYCHOLOGICAL TREATMENT |
MOTION FOR MEDICAL TREATMEMT
Sep 7 - In the Requesting Person field, select the person making the
request from the drop-down list.
New Motion El

General |

Date of Beguest
Mation Type
Requesting Person

Person held m Cordempt

07/28/2010 -

|MC|‘I'IDN FOR COMTEMPT HEARING
TESTER A JUDGE - [PRESIDING

BECEY EMOX - [MOTHER - BIOLOGICAL)
DHS CLERE - (DHS)

DON MIDDLE EMOE - (YOUTH)

JOM END - [FATHER - BIOLOGICAL)

PROS TEST - [PROSECUTING ATTORMEY)
TESTER A JUDGE - [PRESIDING)

L Lo

Sep 8 - Select the Person to be Held in Contempt from the drop-down

list.
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Mew Motion

Genesal |
Date of Request  [07/28/2010 -

Mation Type |HCITIDN FOR CONTEMPT HEARING ﬂ
Fequesting Person  |TESTER AJUDGE - (FRESIDING) =l
Person keld in Contespt G - [FATHER - BIOLOGICAL ﬂ

DON MIDDLE KNOX - (fDUTH)
BECKY KNOX - [MOTHER - BIDLOGICAL)
JOM KX - [FATHER - BIOLOGICAL)

PROS TEST - [PROSECUTING ATTORNEY) *
BHS ELERK - [BHS)

Save and Pioceed |

Sep 9 - Click Save and Proceed.

Person held in Contempt— |JON MO - [FATHER - BIOLOGICAL)

Save and Proceed Cé

Sep 10 - Select a Court Action from the drop-down list.
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MOTION FOR CONTEMPT HEARING

General | Documents |
Date of Request  [07/7268/2010 =
Motion Type |HUT|UN FOR COMTEMPT HEARING ﬂ
Requesting Persan |1ESTEH AJUDGE - [FRESIDING) ;I

Person heldin Contempt | JON KNCZ - [FATHER - BIOLOGICAL) =]

Cout Action | EEERRET]

DEMIED

oK Cancel
If this option is selected, a new hearing window will be
Granted displayed. A Contempt Hearing may be scheduled from
this window.
Denied If the motion is denied, the Motion for Contempt

Hearing window will close.

Step 11 - Click OK.

The motion window will close and you will be returned to the main
MY CIDS window under the Motions node.

« Motion for Review

A Motion for Review Disposition Hearing can only be filed after
a case has been disposed.

Sep 6 - Seect Motion for Review Disposition Hearing as the Motion Type.
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Mew Motion

Genesal |

Date of Request  [08/27,/2010 -

Muotion Type MOTION FOR REVIEW DISPOSITION HEARING

Requests MOTION TO TRANSFER TO ANOTHER COURT DISTRICT -
DO MOTION TO COMTIMUE AM EXISTIMG HEARING

MOTION FOR CONTEMPT HEARING

MOTION FOR REMIEMW DISPOSITION HEARING

MOTION FOR DISCLOSURE OF RECOADS h

MOTION TO CLOSE THE CASE

MOTION FOR PSYCHOLOGICAL TREATMENT

MOTION FOR MEDICAL TREATMEMNT o8

[ssEsr|

Sep 7 - In the Requesting Person field, select the person who made the

request from the drop-down list.

New Molion

Genesdl |

Date of Request  |08/27/2010 =

ation Type
Requesting Persan

|MU'I'IUN FOR REVIEW DISPOSITION HEARING ﬂ
BRANDOMN FULTON - [YOUTH COLRT COUNSELDR

BECICY" EMOY, - [MOTHER - BIDLDGICAL)
BRANDOM FULTOM - (OUTH COURT COUMNSELOR]

DON MIDDLE EMDIJR - [YOUTH) h
JOH BN - [FATHER - BIOLOGICAL)

FROS TEST « [PROSECUTING ATTORMEY]

SERVICE COMMUNITY - [COMMUNITY SERVICE SITE)
TESTER A JUDGE - [PRESIDING]

Save and Pioceed

Sep 8 - Click Save and Proceed.



{ Sawve and Proceed :‘\!

1-0 Application Overview and Navigation

Sep 9 - Select a Court Action from the drop-down list.

MOTION FOR REVIEW DISPOSITION HEARING

General | Documents |

Drate: of Riguest
Muotion Type
Requesling Person

Coownt Action

08/27/2010 =

[MOTION FOR REVIEW DISPOSITION HEARING
|B AANDOM FULTON - [YOUTH COURT COUMSELDR)

Led Lo

GRANTED B

DEMIED g |

CET T

If this option is selected, a new hearing window will be

Granted displayed. A Post Dispositional Review hearing may be
scheduled from this window.
If the motion is denied, the Motion for Review

Denied Disposition Hearing window will close and the motion

will be marked as denied.

Step 10 - Click OK.

¢ Motion for Disclosure of Records

Sep 6 - Select Motion for Disclosure of Records as the Motion Type.
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Mew Motion

Genetal |

MOTION TO CONTINUE AN EXISTING HEARING
HOTION FOR CONTEMPT HEARING
MOTION FOR DISCLOSURE OF RECORDS

MOTION FOR PSYCHOLOGICAL TREATMENT
HOTION FOR MEDICAL TREATMENT

[eraure|

Sep 7 - In the Requesting Person field, select the person making the

request from the drop-down list.

New Motion

General |

Date of Request (0772872010 -

Mation Type  |MOTION FOR DISCLOSURE OF RECORDS

Requesting Person

TESTER A JUDGE - [FRESIDING

L Lo

BECKY N - [MOTHER - BIDLOGICAL]
DHS CLERE - [DHS]

DON MIDDLE KHOX - [YOUTH)

JOM EHDK - [FATHER - BIOLOGICAL)
FROS TEST - [FROSECUTING ATTORMEY)
TESTER A .JUDGE - [PRESIDING]

Save and Proceed |

Sep 8 - Click Save and Proceed.



{ Sawve and Proceed :‘\!

1-0 Application Overview and Navigation

Sep 9 - Select a Court Action from the drop-down list.

MOTION FOR DISCLOSURE OF RECORDS El

Genersl | Diocumenis |

D e cf Feguest
Miotion Tiype
Requesting Person

Court Action

O7/29/2010 =

[MOTION FOR DISCLOSURE OF RECORDS
[TESTER A JUDGE - [FRESIDING]

EREN

<l

M
SCHEDULE MOTION HEARING

ok | Cancel |

If this option is selected, the Motion for Disclosure of

Granted Records window will close and the motion will be
marked as Granted.
If the motion is denied, the Motion for Contempt
Denied Hearing window will close and the motion will be

marked as Denied.

Schedule Motion Hearing

If this option is selected, a new hearing window will be
displayed. The Motion Hearing may be scheduled from
this window.

Step 10 - Click OK.

The motion window will close and you will be returned to the main
MY CIDS window under the Motions node.
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Motion to Close the Case

Sep 6 - Select Motion to Close the Case as the Motion Type.

Mew Molion

General |

Dale of Fequest  [07/23/2010 -
(S PO MO TION TO CLOSE THE CASE
Requesting P MOTION 10 TRANSFER T0 AN ADULT COURT
e MOTION TO COMTIMUE AM EXISTIMNG HEARING

MOTION FOR CONTEMPT HEARING
MOTION FOR DISCLOSURE OF RECORDS

HOTION TO CLOSE THE CASE

MOTION FOR PSYCHOLOGICAL TREATMENT
HOTION FOR MEDICAL TREATHENT

[erasrl|

(X

Sep 7 - In the Requesting Person field, select the person who made
the request from the drop-down list.




1-0 Application Overview and Navigation

New Motion [zl
Genessl |

Date of Request  |07/22/2010 =]
Mation Type  [MOTION TO CLOSE THE CASE |
[P Rl =705 TES T - [FROSECUTING ATTORNEY|

BECKY KND - [MOTHER - BIOLOGICAL)
DHS CLERK - [DHS)

DON MIDDLE KM - [YDUTH]

JON KHOK - [FATHER - BIOLOGICAL)
PROS TEST - [IPROSECUTING ATTORMNEY]

TESTER AJUDGE - PRESIDING) b

Save and Pioceed |

Sep 8 - Click Save and Proceed.

Save and Proceed %

Sep 9 - Select a Court Action from the drop-down list.

MOTION TO CLOSE THE CASE

Genesal | Doacuments |
Date of Request  [07/232010 =
Motion Type | MOTION T0 CLOSE THE CASE
Requesting Persan |F"RUS TEST - [FROSECUTIMG ATTORNMEY]

Led e

Cout Ackion -]

M
SCHEDULE MOTION HEARING

oK Cancel
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If this option is selected, the Motion to Close the Case

Granted window will close and the motion will be marked as
Granted.
If the motion is denied, the Motion to Close the Case
Denied window will close and the motion will be marked as

Denied.

Schedule Motion Hearing

If this option is selected, a new hearing window will be
displayed. The Motion Hearing may be scheduled from
this window.

Step 10 - Click OK.

The motion window will close and you will be returned to the main
MY CIDS window under the Motions node.

e Motion for Psychological Treatment

Sep 6 - Select Motion for Psychological Treatment as the Motion

Type.




1-0 Application Overview and Navigation

New Motion [El
Genessl |
Date of Request  [0802/2010 =
ST (TR M TION FOR PSYCHOLOGICAL TREATMENT ﬂ
Reguess MOTION TO TRANSFER TO AN ADULT COURT
R MOTION TO COMTIMUE AM EXISTIMG HEARING

MOTION FOR CONTEMPT HEARING
MOTION FOR DISCLOSURE OF RECORDS
MOTION TO CLOSE THE CASE
MOTION FOR PSYCHOLOGICAL TREATMEMNT
MOTION FOR MEDICAL TREATMENT *

Sep 7 - In the Requesting Person field, select the person who made

the request from the drop-down list.

New Motion [El
Genesdl |

Date of Request 080272010 -

Mualicn Type  |MOTION FOR PSYCHOLOGICAL TREATMENT -]
EST - [PROSECUTING ATTORNEY|

BECKY ENOX - [MOTHER - BIDLOGICAL)
DHS CLERE - [DHS]

DON MIDDLE EHDE - (OUTH]

JOM KN - [FATHER - BIOLOGICAL)

PROS TEST - [PROSECUTING ATTORME'Y] e

TESTER A JUDGE - [PRESIDING)

Save and Pioceed |

Sep 8 - Click Save and Proceed.

Save and Proceed Cé
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Sep 9 - SHect a Court Action from the drop-down list.

MOTION FOR PSYCHOLOGICAL TREATMENT

Generdl | Documents |

Date of Reguest  |08/02/2010 -

Mation Type |HCITIUN FOR PSYCHOLOGICAL TREATMENT
Requesting Person  [FROS TEST - [PROSECUTING ATTORNEY)

L Lo

Cout Ackion -]

M
SCHEDULE MOTION HEARING

[ [T

If this option is selected, the Motion for Psychological
Granted Treatment window will close and the motion will be
marked as Granted.

If the motion is denied, the Motion for Psychological
Denied Treatment window will close and the motion will be
marked as Denied.

If this option is selected, a new hearing window will be
Schedule Motion Hearing displayed. The Motion Hearing may be scheduled from
this window.

Step 10 - Click OK.

The motion window will close and you will be returned to the main
MY CIDS window under the Motions node.
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Motion for Medical Treatment

Sep 6 - Select Motion for Medical Treatment as the Motion Type.

New Motion [El
Genesdl |

Date of Request  [08/02/2010 =

[FPT PP (1 TION FOF MEDICAL TREATMENT

MOTION TO TRANSFER TO AN ADULT COURT
MOTION TO COMTINUE AM EXISTING HEARING
MOTION FOR CONTEMPT HEARING

MOTION FOR DISCLOSURE OF RECORDS
MOTION TO CLOSE THE CASE

MOTIOM FOR PEYCHOLOGICAL TREATMEMT
MOTION FOR MEDICAL TREATMEMT

Requesting Persan

Sep 7 - In the requesting Person field, select the person who made the
request from the drop-down list.

New Motion [El
Genesdl |

Date of Request (080272010 -

Mulicn Type  |MOTION FOR MEDICAL TREATMENT |
PR R P PROS TEST - [PROSECLTING ATTORNEY
BECIY KNOX - MOTHER - BIDLOGICAL)
DHS CLERK - (DHS)
DON MIDDLE ENOK - [YOUTH
JOM EHOX - [FATHER - BIOLOGICAL)

PROS TEST : [PROSECUTING ATTORME'Y] *
TESTER A JUDGE - [PRESIDING) 5

Save and Proceed |
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Sep 8 - Click Save and Proceed.

¢ Save and Proceed [4

Sep 9 - Select a Court Action from the drop-down list.

MOTION FOR MEDICAL TREATMENT

Genesdl | Documents |
Date of Regquest
Motion Type
Requesting Persan

08022010 -

|HUTIUN FOR MEDICAL TREATMENT
|PROS TEST - [PROSECUTING ATTORMEY]

Ll

<]

M
SCHEDULE MOTION HEARING

oK Cancel

If this option is selected, the Motion for Medical

Granted Treatment window will close and the motion will be
marked as Granted.
If the motion is denied, the Motion for Medical
Denied Treatment window will close and the motion will be

marked as Denied.

Schedule Motion Hearing

If this option is selected, a new hearing window will be
displayed. The Motion Hearing may be scheduled from
this window.

Step 10 - Click OK.
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The motion window will close and you will be returned to the main
MY CIDS window under the Motions node.

35.2 - Edit a Motion Record

b Step 1 - Expand the Case

Click on the # next to the case number in the Case Navigation Panel.
+-[E] 250201 2-0-261-10178
&
The expanded case will look like the image below.

=B B 25 C-2012-0-261-1(173
I " outh AKA
Efy Azsociated Perzons
Referal
@2 Docurnents
Custady
s Petition

% Mokes
A Hearings

®\'-., Community 5 ervic
M otiariz
% Caze Fees

Casze Orders
% | nfarrnation Packet

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

o Bl S]] 2 C-2008-0-3-1(67188)

P Sep 2 - Click on the Motions Node
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+ g0-vC-2010-0-1-1[77425] -E
- g0-vC-2010-0-4-1[77433) - [
EH vouth sk
& Aszociated Persons
Referal
@2 Documnents
Cuizhody
& Petition

%1 Motes

* Hearings

@X'-q, Community Sermvice
Case byiders

% Information Packet

P Step 3 - Select a Motion in the Motions List.

| |Motion Date | Court Action | Moticrn Type
08/02/2010  GRAMTED tOTION FOR CONTEMPT HEARING
3 ﬂ GRAMTED MOTION FOR MEDICAL TREATMENT
08/02/2010  DEMIED MOTION FOR PSYCHOLOGICAL TREATMENT
¢
ACTIONS

Add a Mation recard.

Edit the zelected Motion record.

Delete the selected Maotion recard.

Record the selected Motion record to the General Docket.
Generste the selected Motion Order.

¥ Sep4- Fromthelist of actions, click on Edit the selected Motion record.

ACTIONS
Add a Maotion record.
Edit the zelected Motion record.
e the zelected Mation recard.
Record the selected Mation recard to the General Docket.
Generste the selected Mation Order.
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35.3 - Delete a Motion Record

P Sep 1 - Expand the Case

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

+-[E] 25v-2m2-D-261-10178

The expanded case will look like the image below.

=B Bl 25vC-2012-0-261-1(173

N

3§ ‘routh AKA
'& Azzociated Persons
Referral
@2 Documents
Custody
4 Petition
% Motes
A Hearings
@x'-., Community 5 ervic
kotions
% Case Fees

Caze Orders
% | nfarmation Packet

=

o

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

P Sep 2 - Click on the Motions Node
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+ g0-vC-2010-0-1-1[77425] -E
- g0-vC-2010-0-4-1[77433) - [
EH vouth sk
& Aszociated Persons
Referal
@2 Documnents
Cuizhody
& Petition

%1 Motes

* Hearings

@X'-q, Community Sermvice
Case byiders

% Information Packet

P Step 3 - Select a Motion in the Motions List.

| |Motion Date | Court Action | Moticrn Type
08/02/2010  GRAMTED tOTION FOR CONTEMPT HEARING
3 ﬂ GRAMTED MOTION FOR MEDICAL TREATMENT
08/02/2010  DEMIED MOTION FOR PSYCHOLOGICAL TREATMENT
¢
ACTIONS

Add a Mation recard.

Edit the zelected Motion record.

Delete the selected Maotion recard.

Record the selected Motion record to the General Docket.
Generste the selected Motion Order.

P Sep4- Fromthelist of actions, click on Delete the selected Motion record.

ACTIONS
Add & Maotion recaord.
Edit the zelected Motion record.

Delete the selected Maotion record.
R the selected Mation record to the General Docket.

Generste the selected Motion Order.
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35.4 - Record a Motion to the General Docket

P Sep 1- Expand the Case

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

- [E] 25201 2-D-261-1(178
o

The expanded case will look like the image below.

=8 B 25 C-2012-D-261-1[178
D EH Youth A

& Azzociated Persons
Referral
@2 Documents
Custody
i Petition

% Motes
A Hearings

®\'-., Community 5 ervic
kotionz
% Case Fees

Caze Orders
% | nfarmation Packet

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

o

P Sep 2 - Click on the Motions Node
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+ g0-vC-2010-0-1-1[77425] -E
- g0-vC-2010-0-4-1[77433) - [
EH vouth sk
& Aszociated Persons
Referal
@2 Documnents
Cuizhody
& Petition

%1 Motes
* Hearings

@X'-q, Community Sermvice

Case byiders
% | nfarmation Packet

P Step 3 - Select a Motion in the Motions List.

| |Motion Date | Court Action | Moticrn Type
02/02/2010 GRaMTED MOTIOM FOR CONTEMPT HEARING
Pﬂ !

03/02/2010  |GRAMTED MOTION FOR MEDICAL TREATMEMT
08/02/20010 | DEMIED MOTION FOR PSYCHOLOGICAL TREATMENT

.Y

ACTIONS

Add a Mation recard.

Edit the zelected Motion record.

Delete the selected Maotion recard.

Record the selected Motion record to the General Docket.
Generste the selected Motion Order.

P Sep 4 - Fromthelist of actions, click on Record the selected Motion record to the
General Docket.

ACTIONS

Add a Maotion recard.

Edit the selected Motion record.

Delete the selected Motion record.

Record the selected Mation record to the General Docket.
Gé Eate the selected Motion Crder.
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Alerts
Alerts are reminders of case actions which must be taken within a prescribed time period.

This section can be accessed from the Shortcuts panel, the Case Navigation panel or the edit
menul.

¥+ MYCIDS v2.9.0.0
FiIeMaintenance D45 Reports
Brid ER®E | At

Shortcuts

@ + 2-4C-2008-P-3-1[5662:

+ 1-+C-2008-P-105-1(63:

a4
G
=

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

Select County/District [ADAMS [1]- DISTRICT 1 |

Select Caze Intakes
[v Protection v Delinquency | Termination

MYCIDS Alerts

Alerts cover the following areas:

b 29.1 - Intake Alerts
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»

4

»

»

»

»

29.2 - Petition Alerts

29.3 - Hearing Alerts

29.4 - Record to General Docket Alerts

29.5 - Record MY CIDS Generated Documents to Docket

29.6 - Other Information Alerts

29.7 - Motion Alerts

29.1 Intake Alerts

Intake Aletts:

»

366

O Wiew Intake Alerts
O Wiew Cazes with NO Referral Aletts

Intake Alerts

The Intake alert is triggered when a case intake has been initiated but an intake

recommendation and order have not been completed. To view the Intake alerts click

on View Intake Alerts from the Edit panel.
This action will return a screen similar to the image below.

Refresh | Back | Search For...

Frint

Total Cazes that generated an alert: 1

|Intake Date |Docket MNurnber

03/11./2003 2-C-2009-D-5-1(E9812) - Ak JO TESTCASE

2-4C-2009-0-5-1 (6951 2] - AhY JO TESTCASE - A REFERRAL REQUIRES AN INTAKE RECOMMENDATION AND AN ORDER OF THE COURT TO BE
EMNTERED

This case has referral record(s) that requires both a referral recommendstion and & referral order.

Shiowy the infarmation for the selected Case 2-%'C-2009-D-5-1(69512) - AwY JO TESTCASE.

The Intake officer may then proceed by clicking on the case link or the Show the
information link.

Clicking on the case link in the yellow box will open the case in the Case
Navigation panel. The referrals may be accessed and completed from the referral
node. To see more relating to the referral node, see 6.2 - Edit a Referral.
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Clicking on the Show the information link expands the screen as shown below.

2-WC-2009-0-5-1 (698120 - AnY JO TESTCASE - & REFERRAL REQUIRES AN INTAKE RECOMMWENDATION AND AN ORDER OF THE COURT TO BE
EMTERED

Thiz case has referral record(s) that requires both & referral recommendsation and a referral order.

| | |F|eferral Date |Heferral Order Date | Order

Recommendation Date
03/11/2003 DISORDERLY COMDUCT: BREACH I

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

ACTIONS

Add a new referral to this case.
Eclit this referral.

Delete this referral.

Generate the intake arder.

The referrals may be edited directly from this screen. To see more information on
editing referrals see 6.2 - Edit a Referral.

b Caseswith NO Referral Alerts

The Cases with NO Referral alert istriggered when a case intake has been initiated
but areferral has not been entered. To view the Cases with NO Referral aert click
on View Cases with NO Referral Alerts from the Edit panel.

This action will return a screen similar to the image below.

Befesh |  Bak | Search Far . Pi
Total Cases that gerersted an Alet: 1
Intake Date Docket Number

-~
Bloanz2010 BEAC-200 0:0-3-1({77445) - DON MIDDLE KHO

B6-Y1C-20 0-00- 3-1(F7445) - DON MIDDLE KNOK - MOTION REGUIRES A MOTION ACTION

The zelected caze does not have any Referrals Assignedio @,

Shiowv the information for the selected Case B5-Y'C-20M 0-D-3-1(77445) - DOM MDDLE KNOX,

The Intake officer may then proceed by clicking on the case link or the Show the
information link.

Clicking on the case link in the yellow box will open the casein the Case

Navigation panel. The referrals may be added from the referral node. To see more
relating to the referral node, see 6.1 - Add aReferral.
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Clicking on the Show the information link expands the screen as shown below.

£6-C-2010-0-3-1(77445) - DON MIDDLE KNOX - MOTION REGUIRES A MOTICN ACTION

The selected case does not have any Referrals Assignedio .

Mo referrats have been added lo this case,

ACTIONS
Add a referral.

The referrals may be added directly from this screen. To see more information on
adding referrals, see 6.1 - Add a Referral.

29.2 Petition Alerts

P Petition Alerts

Petition Alerts:
O Wiewy Petition Alerts

Petition Alerts are generated to notify the Prosecutor when cases pending petitions
have been entered.

The following aerts are generated when:

1. A non-recorded referral exists with the Order of the Court of "Formal Petition
Ordered" entered.

28-5C-2011-D-2-1(142850) - TEST TEST - INMAL FILING OF PETITION REQUIRED

Referralis} existing with the Action of "FORMAL PETITION ORDERED" have not been recorded to the Docket. Mizs. Code Ann 43-21-451 reguires that a
petition ghall be filed within ten, 10, days from the date of the Intake Order authorizing the filing of the petition. The court may, in its descretion, dismigs the
petition for failure to comply with the time schedule contained herein. After recording all relevant referrals listed below to the general docket, click View
petition in order to amend the petition.

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

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

2-4C-2009-D-5-1(68512) - AMY JO TESTCASE - IMITIAL FILING OF PETITION REQUIRED

Misz. Code Ann 43-21-431 requires that a petition shall be filed within ten, 10, days from the date of the Intake Order authorizing the filing of the petition.
The court may, in itz descretion, dizmizs the petition for failure to comply with the time schedule contained herein.

Action: Create apetition. To see more on creating a petition, see 9.1 - Create
aPetition
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3. A petition exists but has not been filed.

2-4C-2003-D-5- 47685120 - Ay JO TESTCASE - FILING OF PETITION RECQUIRED

Misz. Code &Ann 43-21-451 requires that a petition shall be filed within ten, 10, days from the date of the Intake Order authorizing the filing of the petition.
The court may, in its descretion, dismizs the petition far failure to comply with the time schedule contained herein.

Action: Click Show theinformation and select File this petition from the
Actionslist. To see more on filing a petition, see 9.5 - File and record petition
on the General Docket.

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

28-%C-2011-D-2-1(143550) - TEST TEST - AMENDMENT OF PETITION REQUIRED

Newly added Referrals with the action of "FORMAL PETITION ORDERED" have not been recorded to the general docket of this case After recording all
relevant referrals listed below to the general docket, click View petition in order te amend the petition.

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

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

24 C-2009-0-5-1 (6351 29 - Abdy JO TESTCASE - AMENDMENT COF PETITION REQUIRED

Merwely recorded Referralz with the action of "FORMAL PETITION CRDERED" have not been added to the current Petition of this case.

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

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

25 C-2009-D0-6-1 (6351 37 - Ak JO TESTCASE - IMTIAL FILING OF PETITION REGIUIRED

Mizs. Code Ann 43-21-451 reguires that a Petition shall be filed within five, 5, days from the date of the Detention Hearing continuing custody . The court
may, in its descretion, dismiss the petition for failure to comply with the time schedule contained herein.

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

» No Adjudication Hearing Scheduled

The No Adjudication Hearing Scheduled Alert aerts the prosecutor to casesin
which a petition has been filed but the Adjudication hearing has not been set on the
court docket.
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2-WC-2009-0-9-1 (F7239] - Ak JO TESTCASE - ADJUDICATION HEARING SCHEDULED ALERT

This alert iz for informational purposes only. A petition has been filed but no Adjudicstion Heating has been scheduled.

To address the alert, click on the Show the information link.

Showe the information for the selected Case 2-%C-2009-D-9-1 (772397 - AMY JO TESTCASE.

Then click on Add. To learn more about adding a new hearing, see 11.1 - Add a
Hearing.

29.3 Hearing Alerts

» Adjudication Hearing Alerts

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

Scenario 1
e acase has been created with a Petition that has been created and filed
o the PPC has custody
e Sixty (60) days have passed since the initial filing of the petition
o thereisat least onereferral that has no action taken on it in an Adjudication
Hearing.

2-4C-2003-0-2-1(BE22) - JOHR JAMIE SMITH - ADJUDICATION HEARIMNG REGQUIRED

Mizz. Code Ann 43-21-551(1) requires that an Adjudication Hearing be conducted within ninety, 90, days after the filing of the petition, unless the hearing
iz continued on the showing of good cause or the case must be DIZMISSED WWTH PREJUCICE.

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

Showe the information for the selected Case 2-%C-2003-D-2-1(6622) - JOHM JAMIE SMITH.

Scenario 2
e acase has been created with a Petition created and filed
« the PPC does not have custody
« fifteen (15) days have passed since the removal of the youth from his/her
PPC

o thereisat least onereferral that has no action taken on it in an Adjudication
Hearing.
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S C-2008-D-2-1(714027 - AMY JO TESTCASE - ADJUDICATION HEARING REQUIRED

Mizs. Code Ann 43-21-55101] requires that an Adjiudication Hearing be conducted within twwenty-one, 21 | days after the removal from the PPC, unless
the hearing iz continued on the showing of good cause.

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

Showy the information far the selected Case 5-3C-2008-D-2-1(714027 - AwY JO TESTCASE.

P Disposition Hearing Alerts

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

-4 C-2005-D-2-1(71 4027 - AMY JO TESTCASE - DISPOSITION HEARING REQUIRED

Mizs. Code Ann 43-21-601 requires that a Disposition Hearing be held within fourteen, 14, days after the Adjudicatory Hearing unless good cause be
showvn for postponement.

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

Showe the information for the selected Case 5-%C-2008-D-2-10714027 - AMY JO TESTCASE.

» Foster Care Review Hearing Alerts

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

Scenario 1
e acasehasbeen created
e 120 days have passed since the removal of the child from his’her PPC
o afFoster Care Review or Disposition Hearing does not exist

S-4C-2005-P-2-1(7 72667 - AbY JO TESTCASE - FOSTER CARE REVIEWY HEARIMG REQUIRED

There have been 120 day (4 months) since this child has been removed fram hismher PPC with no previous Disposition or Foster Care Review Heatings.

Action: Click Add to create a Foster Care Review Hearing. To learn more
about adding a new hearing, see 11.1 - Add aHearing
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Mo hearings exist for this caze. Add a new hearing to thiz caze.

Scenario 2
e acase has been created
« thechild has been removed and NOT returned to his’her PPC
o afFoster Care Review or Disposition Hearing does exist
e 120 days have passed since the last Foster Care Review Hearing

- C-2005-P-2-1(7 7 266] - &by JO TESTCASE - FOSTER CARE REVIEA HEARIMNG REGLIRED

There have been 120 day (4 months) since last Foster Care Revieww Hearing without the child being returned to hiziher PPC.

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

Shovwy the information for the selected Caze S-C-2008-P-2-1(77F2ER] - AlY JO TESTCASE.

ACTIONS

Add a nevy hearing to this case.

Edit this hearing.

Delete thiz hearing.

Record thiz hearing and all azzociated tems to the General Docket.

Scenario 3
e acase hasbeen created
o thechild has been removed and NOT returned to his’her PPC
e aFoster Care Review or Disposition Hearing does exist
120 days have passed since the last entered Disposition Hearing

2N C-2003-P-2-1 07T 2660 - Ay SO TESTCASE - FOSTER CARE REYIES HEARING RECQUIRED

There have been 120 day (4 months) zince last Disposition Hearing wwithowut the child being returned to hizther PPC.

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

Shiowy the information far the zelected Caze S-C-2008-P-2-1(772E6] - Ay JO TESTCASE.

ACTIONS

Add a nevw hearing to this case.

Edit thiz hearing.

Delete this hearing.

Record this hearing and all associsted items to the General Docket.
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» Annual Review Alerts
An Annual Review Hearing alert for Delinquency Case will display when the

following conditions apply:
e acase has been created with a petition created and filed
o thechild has been removed and NOT returned to his’her PPC
o thecase haseither a Annua Review, Permanency, or Disposition Hearing
o 300 days have passed since the last Annual Review or Disposition Hearing

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

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

24 C-2008-0-27 -1 (772751 - AhdY JO TESTCASE - DETEMTION HEARIMNG REQUIRED

A Detertion Heating is reguired far this youth, If the vouth has been alleged to ke a Delinguent Child the Detention Heating is reguired within two, 2, days of
the removal from hisher PPC. See, §43-21-301(3) Miss. Code Ann. If the vouth has been alleged to be a Child in Meed of Supervision or & Stetus Offender,
they must have a Detention Hearing within twenty-four, 24 hours of the remowval from hisher PPC. See, Rule 11, Uniform Rules of Youth Court Practice.

29 C-2009-P-5-1 (72750 - Akl JO TESTCASE - SHELTER HEARIMNG REQIIRED

A Zheltter Hearing iz required far thiz % outh within tvwa, 2, days of removal from hizher PPC.

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

Shuﬁ the information for the selected Case 2-%C-2009-0-27-1(7 7273 - &Y JO TESTCASE.

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

P Summons Alerts

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

S-WC-2008-P-2-1 (772667 - by JO TESTCASE - SUMMONS RESULTSDOCUMENTS REQUIRED

Thiz caze has Hearings that require Summons document(s) to ke generated andior results that need to be added to the Hearing Summons.

Action: Click on Show and select ahearing from thelist. To learn more
about entering Summons Results, see 12.4 - Entering Summons Results.
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Showe the information for the selected Caze 5-%C-2008-P-2-1 (77266 - AMY JO TESTCASE.

|Date | | |Descripti0n |Plesiding

u 04,/22/20093 FIRST CaLL JIMY B. FISHER

HO SUMMOHNS RESULT/ HO SUMMONS DOCUMENT

ACTIONS

Add & new hearing to this case.

Edit thiz hearing.

Delete thiz hearing.

Record thiz hearing and all azsociated tems to the General Docket.

Concluding the hearing will also remove the Summons alert.

b Permanency Hearing Alerts

A Permanency Hearing Alert will display when the following conditions apply:
Initial Permanency Hearing Required

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

1-YC-2006-P-46-1(33554) - AMANDA TESTCASE - IMTIAL PERMANENCY HEARMG REQUIRED

The Initial Permanency Hearing 15 required within 12 manths since the custody change that remonwed the child from their PPC.

This alert displays when there is a pending twelve (12) month time limit of a
required Permanency Hearing after the last Permanency Hearing. Thisalert will
stop displaying once the child is physically returned to their PPC or the permanency
plan has been accomplished.

Required Reasonable Effort Custody Change
When a child has been physically removed from PPC. Thisalert will stop showing

if the " Reasonable Efforts Made” box is checked on a custody change record, or a
custody change occurs that physically returns the child to their PPC
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1-¥C-2008-P-7E-1(58737) - JOHN S TESTCASE - CUSTODY CHANGE YATH REASONABLE EFFORTS MADE REGIUIRED

A custody change with Reasonable Efforts Mades must be made within 30 days of the indial removal of the chdd from their PPC.

29.4 Record to General Docket Alerts

b Cases not Recorded

The Cases not Recorded Alert will display when a case has not been recorded on the
General Docket.

To address this dert, click on Show and choose to Record this Case on the General
Docket.

ACTIONS

Edit thiz youth

Edit Local Cause Mumber

Fecord thiz Caze on the General Docket.

# Referrals not Recorded

The Referrals not Recorded Alert will display when a case has referrals that have
not been recorded on the General Docket.

To address this alert, click on Show.
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Refrezsh | Back |

Total Cazes that generated an Alert 1

| Intake Date | Diocket Mumnber

24 C-2009-0-27-1(7F |- &k JO TESTCASE

2NC-2009-0-27 1 (T3] - Ay 0 TESTCASE - REFERRAL MUST BE RECORDED

Thiz caze has referral record(s) that have not been recorded to the General Docket.

Showy the information for the selected Caze 2-%C-2009-D-27 1772730 - ANMY JO TESTCASE.

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

| | | Refernal D ate | Referral
4 BAD CHECKS

||:Ir|:|erDate ||:Ir|:|er
3 |FORMAL PETITION ORDERED

|

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

ACTIONS

Add & newy referral to this case.
Edit this refetral.

Delete thiz referral.

RECDrrj this referral and all as=socisted tems on the General Docket.
Gene the intake arder.

For more information on recording referrals, see 6.4 - Record Referral on Genera
Docket.

» Documents not Recorded

The Documents not Recorded Alert will display when a case has scanned or
attached documents that have not been recorded on the General Docket.

To address this dert, click on Show.
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Befreszh | Back |
Total Cazes that generated an Alert: 2
Intake Date |D-:u:ket Murnber
04./428/200 25C-2009-0-27-1[7727 3] - Ak JO TESTCASE

03-P-5-1[77275] - &k JO TESTCASE

29 C-2003-P-3-1 (772750 - Akl JO TESTCASE - RECORDING OF DOCUMENTS RECIIRED

There are Documents that have been attached to this case, which have not been recorded to the General Docket.

Shuﬁ the information for the selected Case 2-YC-2009-P-5-1(7 72750 - AMY JO TESTCASE.

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

2-9C-2003-P-5-107 72757 - Ak JO TESTCASE - RECORDIMNG OF DOCUMENTS REQIIRED

There are Documents that have been attached to this case, which have not been recorded to the General Docket.

| | Date Dezcription | Hearing Desc
04/29/2003 00:00 AFFIDAYIT M A

I 0900:00  |POLICE REPORT M

£

[vw Show Summons Documents

ACTIONS

Aftach a new document.

Attach from scanner.

Replace the selected document.

Replace fram scannet.

Femove the selected document.

Fecord this document on the General Docket where absent.
Duﬁad and vievy the selected document.

For more information on recording documents, see 7.5 - Recording Documents.

b Custodies not Recorded
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The Custodies not Recorded Alert will display when a case has custody records that
have not been recorded to the General Docket.

To address this dert, click on Show.

Befrezh | Back |
Total Cazes that generated an Alert: 3
Intake Date |D-:u:ket Murnber
03/419/2003 27C-2003-P-2-1[F7236) - SETH TESTCASE

2 C-2009-0-271(77273] - sy JO TESTCASE
2 C-2009-P-5-1[77275] - AkdY IO TESTCASE

25 C-2008-0-27 A (FF2TE) - Ahdy JO TESTCASE - CUSTODY MUST BE RECORDED

Thiz caze has custody records that have not been recorded to the General Docket.

Showe the infarmation for the selected Case 2-%C-2009-D-27 10772730 - AMY JO TESTCASE.

Select the custody record and choose to Record this Custody Change on the General
Docket.

25C-2009-0-27 1 (TP - Ay O TESTCASE - CUSTODY MUST BE RECORDED

Thiz caze has custody records that have naot been recorded to the General Docket .

| | Date Type Fram To

109 |PHYSICAL ALJILL MA&RY TESTCASE - MOTHER - BIOLOIBENTOM I

This custody change did not occur &t a hearing.

Diate 04/25/2009
Type PHYSICAL AMD LEGAL
From JILL MARY TESTCASE - MOTHER - BIOLCGEICAL
Ta BEMTOM COUMTY DHS - DHS
Hearing -
Ressonable Effort Made M
Restrictions

ACTIONS
PP - Permanent Phyzical Custodian

Fecord this custody change on the General Docket.
Al ody change record.
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For more information on recording custody records, see 8.4 - Record Custody
Change to General Docket.

» Hearings not Recorded

The Hearings not Recorded Alert will display when a case has hearings that have
not been recorded to the General Docket.

To address this alert, click on Show.

Befrezh | Back |

Total Cazes that generated an Alert 14

Intake Date |D|:u:ket MNurnber
_|04/02/2009 24 C-2009-D-17-1(77248] - Ay’ JO TESTCASE
04/08/2003 24C-2009-0-18-1(77249] - Ay’ JO TESTCASE

: 09 24C-2003-0-21-1[77252) - AWy JO TESTCASE
04/21./2009 24C-2009-P-3-1(77264] - AMY J0O MAY TESTCASE
[ 044212009 2+'C-2003-P-4-1(77268] - ERIM JO TESTCASE

29 C-2003-0-21 - (FF252]) - Ay JO TESTCASE - HEARIMNG MUST BE RECORDED

Thiz caze has hearing record(s] that hawve not been recorded to the General Docket.

Shiowy the information far the selected Caze 2-%C-2009-D-21-1(7F 72521 - AMY JO TESTCASE.

Select the hearing record and choose to Record this hearing on the General Docket.
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20 C-2003-0-21 -1 (TP - Ay 0 TESTCASE - HEARING MUST BE RECORDED

Thiz caze has hearing record(s) that have not been recorded to the General Docket.

Date | | | D eszcription Preziding
_|04/05/2003 DISPOSITION TESTER TESTER
04./03/2003 ADJUDICATION TESTER TESTER

Qloasoszons | | [FRST call TESTER TESTER

ACTIONS

Add a neww hearing to this case.

Edit thiz hearing.

Delete this hearing.

Feco thiz hearing and all azzocisted tems 1o the General Docket.
@ Order.

For more information on recording hearing records, see 11.4 - Record a Hearing.

# Motions not Recorded

The Motions not Recorded Alert will display when a case has motions that have not
been recorded on the general docket.

To addressthis dert, click on Show.

Refiesh | Back | SeachFor... Bint
Total Cases that generated an &let: 1
Intake Date Docket Mumber

jo7/0a8:2010 BEYC-2010-0-1-1[77443] - JOHN WILLIE TESTER

66-*C-2010-0-1-1(77443) - JOHN WALLIE TESTER - BOTION hLIST BE RECORDED

Thiz caze has motion records thet have not been recorded to the General Docket.

Sh %m_zihe information for the selected Case 66-YC-2010-D-1-1(77443) - JOHN WALLIE TESTER.

Select the motion to record and choose to Record the selected Motion to the Genera
Docket.
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BE-NC-2010-0-1-1(77443) - JOHNVYILLIE TESTER - MOTION MUST BE RECORDED

This case has malion records thet have not besn recaorded to the General Docket.

Motion Date | Court Action Mation Type Requesting Person

07/12/2010 |DEMNIED MOTION TO CLOSE THE CASE BOBBY JOE TESTER - FATHER - BIOLOGICAL

£

ACTIONS
£ & Motion record.
Edit the selected Motion record.
Delete the selected Mation record.
the selected Mation record to the General Docket.
the selected Motion Order.

For more information on recording motions, see 35.4 - Record Motion to General
Docket.

29.5 Record MYCIDS Generated Documents to Docket Alerts

# View MYCIDS Generated Documents not Recorded to the General Docket.

The MY CIDS Generated Documents not Recorded Alert will display when a case

has MY CIDS generated documents that have not been recorded on the general
docket.

Note: MY CIDS Generated documents that require a signature will automatically be
recorded once they have been electronically signed. If any MY CIDS generated
documents are recorded manually before the Judge or Prosecutor signs them, the
document will be locked down and they will not be able to sign them.

To address this alert, click on Show and select a document from the list. Then click
Record this document on the General Docket where absent. To see more
information on recording documents, see 7.5 - Recording Documents.

29.6 Other Information Alerts

b Cases Transferred to your District

The Cases Transferred to your District Alert displays when a case has been
transferred to your district.

Click Accept to remove this alert.
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Refresh | Back. |
Total Cazes that generated an Alert: 2
Intake Date | Docket Mumber
09/05/2008 2C-2008-0-3-1[67186) - AMY JO77 TESTCASE
E| 12/04/2008 A-C-2008-0-2-1[71402) - Ay JO TESTCAS

S-C-2008-0-2-1 071 4027 - Ay JO TESTCASE - CASE TRANSFERRED

Thiz caze haz been transferred from another District.
ACCEPET this Case to remove the Alert.

P Required Reasonable Effort Custody Change

The required Reasonable Effort Custody change alert will display when a custody
change with reasonabl e efforts made is required.

For more information on Reasonable Effort Custody Changes see 14.0 -
Permanency.

» Imported DHS Cases

See 32.0 - DHS Import for information on the Imported DHS case alert.

» Community Service

The community service alert will display until the total hours ordered for
community service have been completed.

Click on show to open the alert.
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Refrezh | Back |
Total Cazes that generated an Alert: 4
Intake D ate |D|:u:ket Murnber
_|12/04/2008 5-C-2008-0-2-1(F1402) - AMY JO TESTCASE
| 03/23/2009 2¢C-2009-0-7-1[F7237) - AMY JO TESTCASE
03/23/2009 2-rC-2009-0-8-1[F7238) - Ak JO TESTCASE
E 04/02/2009 2-r'C-2009-0-17-1[77248] - &Y JO TESTCASE

2N C-2009-0-1 71 (FF245]7 - Ay JO TESTCASE - COMMUMITY SERVICE ALERT

Mizz. Ann Code 43-21 -605 reguires tracking of yvouth's Community Service time until completion

Shl:l& the information for the selected Case 2-YC-2009-D-17-1(77243) - Ahfy JO TESTCAZE.

This brings up the community service screen.

2C-2009-0-17-1[7 Ay JO TESTCASE

2NC-2009-0-1 71 (772487 - Ak JO TESTCASE - COMMUNTY SERWICE ALERT

Miz=s. Ann Code 43-21-605 requires tracking of youth's Community Service time until completion

|Site Hours Azzigned| Hours Completed| Hours Remaining
| dl= DETEMTION CEMTER &ALCORM COUMTY
®H JAMIE KELLY MCERIDE 1] 1] 1]

Total Community Service Hours

123
Ordered:
Total Community Service Hours

12
Worked:

Total Community Service Hours
o 111
Remaining:

ACTIONS

Edit =elected Community Service Site.

Generaste Parent/Legal Guardian natification letter
Generate PareniLegal Guardian confirmation letter.
Generate Site confirmation letter.

Genetate weork form.

Changes can be made on this screen, but the alert will not be removed until the total
community service hours ordered have been completed.
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» Satus of Case deletion requests

Thisaert will display once a case has been requested for deletion.

Click on Show to view the alert information.

Befresh | Back |
Total Cazes that generated an Alert: 14
Intake D ate | Dacket Murnber
03/05/2008 2'C-2008-D-3-1[67186) - AMY JOFF TESTCASE
03/A19/2009 27 C-2009-0-231(F7232) - Ak JO TESTCASE
_|03423/2003 2-7C-2009-D-7F[F7237) - by JO TESTCASE
_|03423/2003 2-7C-2009-0-3-1(F7238) - Ak JO TESTCASE

2N C-2003-0-3-1 (77253 - Ak JO TESTCASE - REQUESTIMG THE DELETION OF & CASE

Reviewr the status of the selected Case Deletion Reguest. When you wish to remove the selec

Eemove selected Caze from Alert list.

Shnﬁ the information for the selected Case 2-%C-2009-D-3-1(77232) - &MY JO TESTCASE.

The adert information will show the status of the deletion request.

:‘ 04./02/2003 2-4'C-2003-0-17-1[77248] - Ay JO TESTCASE
4

04/09/20039 2-7C-2003-0-21-1[7F7252) - AW JO TESTCASE

25 C-2009-D-21 -1 (772527 - AMY O TESTCASE - REQUESTIMNG THE DELETION OF & CASE

Reviewy the status of the selected Casze Deletion Reguest. When you wish to remove the selected case fro

Eemove selected Caze from Alet list.

Status of Case Deletion Request
Request Date 041552009 10:59:01 A
Redquest Status DELETION INCOMFLETE

Reqguesting User |qohn Doe
kotes made by Requesting zer 0415/2009 10:58:01=> | created the caze with the wrong case type.

Maotes made by MY CIDS |LT.
Department

Docket Information
| lniver=al Case M FT262

To remove the case from the dlert list, click Remove selected Case from Alert list.
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Befrezh | Back |
Total Cazes that generated an Alert: 14
Intake D ate |D|:n:ket Murnber
_|04/02/2003 2-7C-2009-D-15-1(77246) - Ak JO TESTCASE
_|04/02/2003 2-7C-2009-0-16-1[77247) - Ak JO AWM TESTCASE
04,/02/2009 2 C-2009-D-17-1[77248) - AMY JO TESTCASE
E 04,/09/2009 27 C-2009-D-21-1[77252) - AMY JO TESTCASE

2-5C-2008-0-21 A1 (FF252) - Ak JO TESTCASE - REQUESTIMNG THE DELETICI

Reviewy the status of the selected Caze Deletion Request. When you wish to r

Femoye selected Caze from Aled list.
Sta{us of Case Deletion Request
Request Date/ 0415/2009 10:58:01 Ahd

Request Status DELETION INCOMPLETE
Reguesting IJzer SETH JUSTIN DUEE (1500

For more information on case deletions see 34.0 - Case Removal & Unlocking
Documents.

» Satus of Document Modification requests

Thisaert will display once adocument has been requested for deletion.

Click on Show to view the alert information.

RBefresh | Back |
Total Cazes that generated an Alert; 12
Intake Date | Diocket Mumnber
_|09/05/2003 2C-2008-D-3-1[67188) - AMY JOFF TESTCASE
_|09/05/2003 2'C-2008-D-3-1[67186) - AMY JOFF TESTCASE
03/05/2008 27 C-2008-D-3-1[67186) - Ay JOFF TESTCASE
| d|09/05/2008 27 C-2008-D-3-1[67186] - AMY JOFF TESTCASE
03/05/2008 2-7C-2008-D-3-1[67186) - AbY JOFF TESTCASE

25 C-2008-0-3-1 (671867 - AkY JOFY TESTCASE - REQUESTIMG THE UNLOCKING OF A DOCUMENT

Reviewy the status of the documerts that have been requested ta be unlocked. When you wish to rerr
on the below link.

Sh% the information for the selected Case 2-%C-2003-0-3-1(67186) - AwY JOFT TESTCASE.

The aert information will show the status of the document unlocking request.
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2N C-2008-0-3-10671 567 - Ay JOFT TESTCASE - REQUESTIMG THE URLOCHING OF & DOCURMENT

Review the status of the documents that have been reguested to be unlocked. When you wish to rer
an the below: link.

| | Drate Dezcription Hearing
l E 10/09/2008 10:49 RELEASE FROM APPOIMTMEMT ORDER M2
E 12/22/2008 00:00 FIAT TEST PAA
E 12/22/2008 00:00 FIAT 1 MAA
|| E 12/22/2008 00:00 FIAT 2 MAA
<

[w Show Summong Documents

Date Reguested: 03720/2009 082658 am
Status: UNLOCK CANCELED
Requesting Usetr. SETH

Motes from the MY CIDS LT, ERROR MSG:
Department: [A=TA SERYER ERROR]exception 45
THIS DOCUMERT CAR MOT BE UMLOCKED BECALSE IT 1S O THE EM

Motes entered by Reguesting 05520052009 09 26; 55==
Uzet:

To remove the case from the dlert list, click Remove selected Case from Alert list.

L Ly ST T U T S 0 L | el
4 2-1'C-2009-0-20-1[77251] - &MY JO TESTCASE
0342342003 24C-2009-D-7F1 (77237 - &My JO TESTCASE

Reviewy the status of the documents that have been requested 1o be unlocked. YWhen you wis
on the below link.

Hemnﬁe zelected Case from Alett list.

r | D ate Deszcription b
l E 04/07/2009 13:47 DISPOSITION [

£

[w Show Summang Documents

For more information on Document Modification requests see 34.0 - Case Removal

& Unlocking Documents.

29.7 Motion Alerts
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hation Alerts:
O Wiewy Motions Action Alerts
< Wiewy Motion Hearing Alerts

P Motions Action Alerts

The Motions Action Alert istriggered when a motion has been created but a court
action has not been entered for the motion. To view the Motions Actions Alerts,
click on View Motions Action Alerts from the edit panel.

This action will return a screen similar to the image below.

Refiesh | Back |
Total Cazes that generated an Aled: 4

Search For... Biint

|1:¥C-2008.0-291(77350] - ERIN J0 TESTCASE
02/2672010 14/C-2010.P-31(77395) - ERIN JO TESTCASE
06/03/200 1C-20N0-D-31(77415] - OSCAR SAMPLE
07/02/20 14C-2010-D-11-1(77428) - BOB SAMPLE

A-C-2008.0-28.1 (773500 - ERIN JO TESTCASE - MOTION REQUIRES A MOTION ACTION

A otion onthis case does not have a botion Court Action assigned to it

Show the information for the selected Case 1-YC-2009-0-23-1(77350) - ERIN JO TESTCASE.

Y ou may now proceed by clicking on the case link or the Show the information link.

Clicking on the case link in the yellow box will open the casein the Case
Navigation panel. The motions may be accessed and completed from the Motions
node. To see more relating to the motions node, see 35.2 - Edit a Motion Record.

Clicking on the Show the information link expands the screen as shown below.

1-5C-2008-0. 28,1 (773507 » ERIN JO TESTCASE - MOTION REGUIRES A MOTION ACTION

& Motion on thiz caze does not have a Motion Court Action assignedto it

Requesting Person -~

|o6/07 200 | |ERIN.JO TESTCASE -YOUTH

|MOTION TO TRANSFER TO ANOTHER COURT DISTRICT

-
4

ACTIONS

£dd a Motion record.

Edit the selected Motion record.

Dilete the selected Motion record.

Record the selected Motion record to the General Dacket.

The motions may be edited directly from this screen. To see more information on
editing motions, see 35.2 - Edit a Motion Record.
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» Motion Hearing Alerts

The Motion Hearing Alert istriggered when a motion has been scheduled for a
Motion Hearing and no court actions have been entered. To view the Motion
Hearing Alerts, click on View Motion Hearing Alerts from the Edit panel.

The action will return a screen similar to the image below.

Befiesh | Back |
Total Cases that generated andlet 2

SearchFor.., Fint

Intake Date

03052000 1-YC-2010-0-16-1(77437) - TOUGH MIDDLE TESTING
0g/10:2000 1-YC-2010-0-18-1(77442]) - DON MIDDLE KHOK

1-YC-2010-0:16:4(77437) - FOUGH MIDDLE TESTING - MOTION REGUIRES A MOTION ACTICN

A Motion on this case has been scheduled for @ Motion Hearing. This Motion Hearing requires a hiotion Hearing Court Action

Show the infarmation for the selected Case 1-YC-2010-D-16-1(77437) - TOUGH MIDDLE TESTING.

Y ou may now proceed by clicking on the case link or the Show the information link.

Clicking on the case link in the yellow box will open the casein the Case
Navigation panel. The motions may be accessed and completed from the Motions
node. To see more relating to the motions node, see 35.2 - Edit a Motion Record.

Clicking on the Show the information link expands the screen as shown below.

ANC- 201 0061521 (7437 = TOUGH BMIDDLE TESTING - MOTION REQUIRES A& MOTION ACTION

& Motion on thiz caze haz been scheduled for a Motion Hearing, This Motion Hearing requires a Motion Hearing Cowrt Action

| Motion Date | Court Action
03411 /2000

| Requesting Person
PROS TEST - PROSECUTING ATTORMEY

|MOTION TO TRANSFER T0 AN ADULT COURT

<

ACTIONS

Add & Motion record.

Euit the selected Motion record.

Delete the selected Motion record,

Record the selected Motion record 1o the General Docket,
Creabe the Motion Hearing for the selected Motion.

The motions may be edited directly from this screen. To see more information on
editing motions, see 35.2 - Edit a Motion Record.

30.0 - TPR (Termination of Parental Rights)

Once an action of TPR (Termination of Parental Rights) is given at a Disposition hearing, a
TPR case alert will display in the alerts section of MY CIDS.
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P Create TPR case fromthe TPR Case Alerts

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

#* MYCIDS v3.0.1.0
File B8 Maintenance D[DYS Reports  Help
uth Locator

o Scheduler Fi1z
2 [ MvCIDs Alerts
ﬁ In Box
rik

EME

Conclude Case | Terminate Jurisdickion

Record Transfer Jurisdiction Infa. ..
ﬁ Finalize Case Transfer... IE

Summons Result Quick Enkry... -l

Edit Standard Document Text, .,

Infrirr

Select the Termination check box

Select County/Distict [4LCORN (2)- DISTRICT 1 -]

Select Case Intakes
[ Protection | Delinguency v Termlnatlnr‘g

MYCIDS Alerts

Goto Scheduler

Click View Termination Case Creation Alerts.
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Select County/Distict [4LCORN [2]- DISTRICT 1 |

Select Caze Intakes
[ Pratection [ Delinguency v (T

MYCIDS Alerts

Goto Scheduler

TPR Caze &lerts:
o] Vi% Termination Caze Creation Alerts.

Petition Alerts:
< YWiewy Termination Petition Alerts

Hearing Alerts:
< Wiew Termination Hearing &lerts.

Information &lerts:
< ieswy Adoption Documents Alerts.

Select a case dert to work with and click on the Show link.

|Intake Date |D|:|c:ket Mumber
dl04./21/2009 27 C-2009-P-3-1[77264) pahdy' JO MAY TESTCASE
04,/21/2009 2-47C-2009-P-4-1[77268) " ERIN JO TESTCASE
Befresh | Back, |

Taotal Cazes that generated an Alert: 2

| Intake Date | Docket Murnber

2009 2-7C-2009-P-3-1[77264] - Ak JO MAY TESTCASE
04/21/2003 24 C-2009-P-4-1(77268] - ERIN JO TESTCASE

25 C-2009-P-3-1(7 72647 - Ak JO MAY TESTCASE - TERMIMATION CASE IS REQUIRED.

This caze has had an action of Termination (TPR Action) on & Termination of Parnertal Rights (TRP) hearin:
Tetmination Casze for this action.

Shl:l% the information for the selected Case 2-%C-2009-P-3-1(77264) - &MY JO MAY TESTCASE.

Click Create Termination Case to create the case.
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Befrezh | Back |
Total Cazes that generated an Alert: 2
|Intake L ate |D|:u:ket Mumber
[ d|04,/21/2009 2-7C-2003-P-3-1[F7264] - Ak JO May TESTCASE

04/21./2003 2-'C-2003-P-4-1(77268) - ERIN JO TESTCASE

2N C-2009-P-3A (72647 - Ay SO MAY TESTCASE - TERMIMNATION CASE IS REQUIRED.

Thiz caze has had an action of Termination (TPR Action) on a Termination of Parnental Rights (TRP)
Termination Case for thiz action.

Cre%e Termination Casze.

Complete the Intake process. Be sure to choose Termination for the case type.

For help on the intake process see section 3.2 - New Intake for Existing Y outh.

P Adding TPR Referrals

Click on the referrals node.

= 2C-2009-T-21[77269) B mo referrals have been added to this case.
EH vouth aka

Efy Associated Persons || ACTIONS
Addl & referral.

@2 Doctdients
£ Custody
() Petition

%1 Notes
* Hearings

Case Orders
% |nformation Packet

M _ . .

Click on Add areferral

Mo referrals have been added to thiz caze.

ACTIONS

%ﬂ referral.
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392

Choose Reason for Referral

Edit Referral

Froperties l

i»
Beazon for Referral ~ ||

= |

Docurnent Test

Ref. #

Offenze Date

Father -
Father -
- Convvilased of certain felony offenzes [Terminate Parental Rights]
Father -
Father -
- Hasz condition: impozzible to return child [T erminate Parental Rig
Father -
Father -

F ather

Father

Abandonment af a child [Terminate Parental Rights) - 93-15-103
Behayjor ; imposzible to retura child [Terminate Parental Rights]

Deep zeated antipathy with child [Terminate Parental Rightz) - 9
Fail to complete service plan [Terminate Parental Rights) - 93-15

Mo contact with child over 3 prs [Terminate Parental Rights] : 32
Mo contact with child under 3 prs [Terminate Parental Rightz] : £

TPR Infarmatian

Azsociate Perzon to TPR Referral

Enter Document Text (optional)

£

Document Text ||

Enter Ref.# (optional)

Ref. i |

Enter Offense Date

Offenze Date |EI4.-’21 f2009

e

Feferal D ate [

atian [ 4« | Aplil,hEI]I]EI > |

Sun Mon Tue Wed Thu Fri Sat

ate Person to T|
e L R - B
12 12 14

1
g8
15

19 20 @M 22 23 24 5
26 27 28 29 30

=5 Today: 0472172009

2 3 4
3 m 1k
16 17 18

Enter Referral Date
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Feferral Date ||:|4.-’21 A2009

[ 4 | Ap:il,zuu:a b |

Sun Mon Tue wed Thu Fri Sat

1 2 3 4
5 B 7 8 9 10 M1
12 13 14 15 16 17 18
19 20 @k 22 23 24 R
26 27 28 29 30

< Today: 04/21/2009

Click the Add button to Enter Allegation Brought By

Allegation Brought By

Enter Associate Person to TPR Referral

Azzociate Perzon to TPR Referal

JACE, LEE TESTCASE

JACK LEE TESTCASE FATHER - BIOLOGICAL
JILL MARY TESTCASE MOTHER - BIOLOGICAL

P Create TPR Petition

Click on the petition node.

= 2-vC-2009-T-2-1[77269)
EH vouth Ak
Bl Associated Persons
Referral
@2 Documents

Cuzstody
o

% Mot
A Hearings

Caze Orders
= Infarmation Packet
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Click on Create a petition.

A petition has not been filed for thiz case. Creﬂe a Petition.

Enter Petition File Date and click OK.

Editing Work-In-Process Petition

Froperties l

To file the petition, specify the petition date, zelect all referrals that =

File Date  |04/21./2009
Referral < April. 2003 |
Date Sun Mon Tuewed Thu Fri Sat
M| 0442142009 1 2 3 4

E 6 7 &8 9 10 1
12 13 14 15 16 17 18
19 20 @M 22 23 24 25
2 27 28 29 3

=5 Today: 0472172009

Click on Generate the petition to create the petition document.
HOTE: Thiz petition iz considered swork-in-process since it has not been filed.  File this ¢

Referral
042142004 - Father - Abandonment of 3 child
Edit the petition to add the new referrals.

ACTIONS

Edit the petition.

Addd documerts ta the petition.

Zcan documerts to the petition.

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

Gener% the petition.
Docu its

Mo documents have been added to this petition

» TPRHearing

Click on the hearings node.
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- 247 C-2003-T-2-1[7F7263)
EH vouth sk,
& Agzzociated Persons
Refernal
@2 Documents
Cuztody
ixl Petition

% M otes

Caze'drders
é [nfarmation Packet

M - . .

e To Schedule a TPR hearing click on Add a new hearing to this case. Enter
the hearing information and click save and proceed.

Mo hearings exist for thiz case. Adﬂ a newy hearing to this case.

#" New Hearing for 2-YC-2009-T-2-1(77269) - AMY JO MAY TESTCH

General l
Reference # | Onginating District I—
Tupe |TEFEMIN.-‘-‘-.TE PAREMTAL RIGHTS HEARING j
Other |
Date |04/21/2009 09:00 4M | E
Presiding TESTER JUDGE ]
Presiding Type j
Save and r'n:u:eed |
b

* Thisnew featureisstill in beta testing.
The purpose of the DY S Case Selector in the MY CIDS application is to transmit Y outh Court

Cases to the Department of Y outh Services. This process will eliminate the need for DY Sto
re-enter youth specific information into their system. Instead, the information will be sent
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electronically from MY CIDSto the DY S system.

»  Transmitting Casesto DYS

In order to be able to transmit acaseto DY S, at least one of the following
milestones must be reached in the case.

» When all referrals have been disposed, or a disposed referral is modified
or removed.

e Thisisaccomplished through Informal Adjustments, or Take No
Action referral orders that have been recorded onto the General
Docket.

o Or for Referralsthat are brought forward, disposed of at concluded
hearings through either dismissal or at a Disposition hearing.

Caseis Closed.

Caseistransferred to another District.
Caseis Deleted.

Y outh is Expunged.

i . .

As these milestones are reached, the case will be placed on alist of cases that
reguire transmission to DY S. To access these cases ready for transmission, click on
the DY S menu and choose DY S Case Selector.

A Hearin

After choosing DY S Case Selector, awindow like the one shown below will appear.
Thiswindow lists al the cases ready to be transmitted electronically to DY S.
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#* XML Publisher [ 19=1E3

Trarzmit|ICID |Ynuth Mame DOCKETH Dhiztrict Caze Export T_l,lpe|Transmit Count |ﬁ
» 48573 JASON MICHAEL TESTCASE1-v'C-2008-D-19-1 ADAMS COUMTY  Inzert Caze ]
[l

48574 STAM GLEN TESTCASE 1-¥C-2008-D-20-1 ADAMS COUNTY | Insert Case 0

ACTIONS

Wiewy UCID 488735 - JASON MICHAEL TESTCASE - 1-YC-2008-0-19-1
Remaove UCID: 455875 from the transmit List.

2 Cases Ready for Transmission

To transmit cases, click the check box under the transmit column for the case(s) you
would like to transmit to DY S. Once selections are completed, click the OK button

to transmit the cases.

¥ XML Publisher

Tranzmit| UCID |Y0uth MHame DOCKETH District Cagze Export T_l,lpe|Tlansmit Count | i
I 48873 JASOM MICHAEL TESTCASE 1-YC-2008-D-19-1 ADAMS COUNTY | Inzert Case I
|

45874 5TAM GLEM TESTCASE 1-¥C-2008-D-20-1 ADAMS COUNTY | Inzert Case a

ACTIONS

Wigwy UCID 48873 - JASON MICHAEL TESTCASE - 1-%C-2008-0-158-1
Femoye LICID: 48873 from the transmit List.

0K

2 Cases Ready For Transmission

If any more milestones are met for a case after theinitial transmission, the case will
not show up in the transmission list if this milestone was met in the same day of the
initial transmission. The MY CIDS server submits your transmissions nightly to
DYS, so when this happens, it will get the most current information for the case,
including any milestones that were met after the initial transmission and submit
them to DY S. If any new milestones for the case were accomplished that did not
happen the same day of theinitial transmission, the case will show up in thelist for
transmissionto DY S.
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To open acaseinthelist, select the row for the case

Tranzmit|LICID Youth Name DOCKETH Dhigtrict
[ 40874 STAN GLEMN TESTCASE 1-5C-2008-0-20-1 ADAMS COUNTY
[ 48875 ALICIA TAYLOR TESTCASE 1-C-2008-0-21-1 ADaMS COUNTY

Then, click on the view link in the actions list.

** XML Publisher

Eas

48875 ALICIA TAYLOR TESTCASE 1-vC-2008-0-21-1 ADAMS COUNTY Inzert Caze

ACTIONS

Wigww UCID 48874 - STAN GLEN TESTCASE - 1-YC-2008-D-20-1
Remaove UCID: 48874 from the transmit Li@

2 Cases Ready For Transmission

Trangmit| UCID |Y0uth Mame |DDEKET1¢ |District Caze Export T_l,lpe| Tranzmit Cnunt|
d B 48874 STAM GLEM TESTCASE 1-4C-2008-0-20-1 ADAMS COUNTY Ingert Case I
[

1]

Toremove acasein thelist, select the row for the case

Tranzmit|IICID Youth M ame DOCEETH Dhigtrict
[ 43574 STAM GLEM TESTCASE 1-C-2008-0-20-1 ADaMS COUNTY
[ 48875 ALICIA TAYLOR TESTCASE 1-5C-2008-0-21-1 ADAMS COUNTY

Then, click on the Remove link in the actions list.
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¥+ XML Publisher

A

Tranzmit| LICI 2 |Y0uth MHame DOCKETH District Caze Export Type|Transmit Cnunt|
d N 48374 |5TAN GLEM TESTCASE 1-4vC-2008-D-20-1 ADAMS COUNTY Insert Case ]
B 48375 ALICIA TAYLOR TESTCASE 1-4C-2008-D-21-1/ ADAMS COUNTY Insert Case ]
v
ACTIONS
Siewy UCID 45574 - STAN GLEM TESTCASE - 1-YC-2005-0-20-1
Remove LICIC: 4?8?4 from the transmit List.
ok
2 Cases Ready “or Transmission
» Report - Cases Transmitted to DYS
The "Cases Transmitted to DY Sreport” can be generated that will list the cases
that were transmitted to DY S for a certain date criteria. Thisreport islocated in
the reports module.
For more information on generating reports, see section 22.0 - Reports.
A sample of the "Cases Transmitted to DY S report” is shown below.
YOUTH COURT CASES TRANSMITTED TO DYS
6/1/2008 to 6M2/2008
Cases Transmitted on 0052008
ADAME COUNTY YOUTH COURT
Transmission Daie Cocket Mumber Chid's Name
DEDL2008 1-¥2-2006-0-483-1{31254) (LC= POG-121) JERRY SHEPHERD, 11l
DED5/2008 1-YC-2006-0-295-1(31840) (LC= PDE-128) KEYANTE L WILEY
DE/06:2003 1-¥C-2008-0-2-1(48830) (LCE 875) DARYL TESTCASE, JR
DE/05:2003 1-¥C-2008-0-12-1(48834) ANYT JO TESTCASE TESTCASE
DEDL2008 1-¥2-2008-0-14-1(48853) BEM TESTCASE
DE/D52003 1-¥C-2008-D-15-1(48854) (LC# TEST11) HARLOD M TESTCASE. JR
Tofa! ADAMSE COUNTY Youwth Court cases 3
Tofa! Caze franemifted on 0802008 3

* Thisnew featureis still in beta testing.

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

» DHSCaselmport Alert

Open the MY CIDS derts and Click on the "View Imported DHS Cases" Alert.

Cthet Information Alerts:

Yieww Cazes Transfered to your District

Yiewy required Reasonakle Effort Custody change &lerts. (Protection Cases Only)
Wiewy Imported DHS Caszes. (Protection Cazes Only)

i = minunity Service Aletts. (Deliguency Cazes Only)

Yiewy the statuz of Cazes that have heen requested for deletion.

Yiewy the status of Documerts that been requested for unlocking.

Lo o I o Ry

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

RBefrezh | Back | Search For... | Print

Total Cazes that generated an Alert: 86

| Intake [ ate | Docket Mumber
/0240942003 25 C-2009-P-3568-1(77144] - Johraoy Testoase
03409/2009 2C-2003-P-3369-1(77145) - Jinny Testoase

2-4C-2009-P-3868-1077144) - Johnny Testcase - DHS IMPORTED CASE

Thiz case has recently been imported into the MY CIDS system from DHS. If there is an already existing MY CIDS
case that duplicates the imported caze information, click on the "Remowve" link below to delete the imported casze.
If nat then this imported case will remain in this alet urtil it is has been modified by a MY CIDS user.

Showy the information for the selected Caze 1-C-2009-P-3363-1077144) - Johnny Testoase .

Once an imported case is modified in MY CIDS, the aert isremoved from the list.

If MY CIDS finds possible duplicates of the imported casein the MY CIDS system,
it will list them on this alert and give an option to remove the imported case from
MYCIDS

» DHSCase Import Report

The DHS import report can be generated from the reports module in MY CIDS.
For more information on generating reports, see section 22.0 - Reports
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The DHS import will look similar to the image below:

Wednesday, April 15, 2008 04:23 PM 29 to 29
Attempted
Import Date Childl Infarmation MACMS Docket Mumber MY CIDS Docket Mumber Import Status Reazon for Failure
30972009 Johhny Testease S56YCOGTITA7_2907897  2-¥C-2009-P3868-1(77144)  Success Tid
3192009 Jimrmy Testcase 5457 COBTY797_34461 2 C-2009-P3869-1(77144) Success [RIE
Total cases that FAILED to be imported 209
376

Total Cases that MYCIDS attemtped to Import for the selected time period

Casesin MY CIDS that have no electronically signed documents in the case can be requested
for removal from the MY CIDS system. Also, recorded documents can be requested to be
unrecorded (unlocked). Electronically signed documents cannot be requested for deletion.
Only userswho are given MY CIDS access rights to request removal of cases or unlocking of

documents will be able to use this feature.

» Requesting Case Removal

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

Request the Permanent Deletion of THIS case from the System

Referral
= Darments I Local Cauze #

Step 2: Choose "Request the Permanent Deletion of THIS case from the System”
from the menu.
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=R EN v C-2003-0-241
3 outh A Close Mode
Agsociated Fequest the Permanent Deletion of THIS case From the Syskem
Referral

@2 Documents Local Cause #
Custody Intake Date D4/09/2009

i Petition

%1 Nu:uteg

Imtake 21
Case Year 2009

If the case being requested for deletion has recorded documents attached to it, the
following message with appear.

Unable to Process Request [z|

i This Case can nok be requested For deletion,
' because it has documents that have been recarded to the General Dacket,

Step 3: Choose Y ES from the "Confirm deletion” window to confirm the deletion or
choose NO to cancel the request.

Cofirm deletion X

. | J Are wou sure you wish to request this case For permanently deletion from the MYCIDS syskem?

Yes Mo |

Step 4: Enter the reason(s) for requesting the case deletion and click OK or click the
CANCEL button to cancel the deletion request.
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Reasons for Requesting Case Deletion [$_<|

| created the case with the wrong case wpe.

ak. [: | Cancel

After the OK button is clicked, a message will appear stating that the deletion
request has been logged. Click the OK button to close out this window.

Deletion Request Saved

Your request o delete case UCID; 77252 has been logged.

When a caseis requested for deletion and the case has already been logged for
deletion, a message will appear to notify the user.

Unable to Process Request le

1 J Case has already been requested for deletion,

P Requesting Document unlocking.
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Step 1: Select the document in the documents node to request the unlocking of.

| | D ate | Dezcriptian
B é 041542005 11:09 INTAKE ORDER

B = (041520031116 W

£ Ll

[ Shaw Summons Documents

This document has been recorded on the General Docket.

Step 2: Choose "Request unlocking of selected document™ from the list of actions.

| | Drate | Description
B é 041542005 11:09 INTAKE ORDER

O [=|0415/200311:16  [INTAKE DRDER

L [T

[ Show Summong Documents

Thiz document has been recorded on the General Docket.
ACTIONS

Attach a new document.

Attach from scanner.

Dovenload and viewe the selected document.
Edit Motes for the selected document.

Regueﬁ unlocking of selected document.

If a document cannot be requested for unlocking, the action to request the unlocking
of the document will not be available and a message will show up stating why is
cannot be requested for unlocking.
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| | D ate Dezcription
04,/15/20059 11:09 INTAKE ORDER

% 041542003 11:16 INTAKE ORDER

0w

[ Show Summong Documents

This document has been recorded on the General Docket.
Thiz document has been digitally signed.
This document can NOT be unlocked, because it has been ESigned.

ACTIONS

Attach a new document.

Attach from scanner.

Dovvnload and viewy the selected document.
Edit Motes for the selected document.

Step 3: Choose Y ES from the " Confirm Document Unlocking" window to confirm
the unlocking of the document or choose NO to cancel the request.

Confirm Document Unlocking

1 J Are wol sure you wish to request this document to be unlocked?

Yes Mo

Step 4: Enter the reason(s) for requesting the unlocking of the document and click
OK or click the CANCEL button to cancel the unlocking request.
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Reasons for Requesting LInlocking of Document

| added the document to the wrong caze and recorded it

ak. | Cancel

After the OK button is clicked, a message will appear stating that the unlocking
request has been logged. Click the OK button to close out this window.

When a document is requested for unlocking and the document has already been
logged for unlocking, a message will appear to notify the user.

Unable to Process Request r5_<|

1 ) Document has already been requested to be Unlocked.

The Community Service node on a case becomes available once community service or
community service extended is added as a court action at the disposition hearing and
community service hours ordered are entered. If this has not taken place, the node will have a
red @ symbol next to it as shown in the image below.
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- 247C-2003-D-23-1[77281)
EH vouth ks
'& Azzociated Persons
Referal
@2 Documents
Custody
il Petition

il =
@“*. [
O _ornmunity Ser VICE

E i T
é [nformation Packet

»  Community Service Hours Ordered

1. Community service or community service extended needs to be added as a court
action at the disposition hearing.

DISPOSITION {05/21/2009 09:00 AM) - 2-YC-2009-D-29-1 [(77281) AMY |
one

@ Copy Hearing
- ADOLESCEMT OFFEMDER. |
eneral] Summu:uns.-"Nu:utiu:es] .-’-'-.ttendees] Continuance  Court Action l Du:u:uments] COMMIT TO A MEMTAL HE
| | Disrissed/Proved | Referal [ Count PP COMMUNITY SERWICE

COMMUNITY SERWITE EXT

COUMSELING

Proved ARSOM: AT

Choose Action Fram List, .. CLIRFEW
Clear Action CURFEW EXTENDED
DETENTION
DETEMTION SUSPEMDED
| Record Entry on General Docket, . CISMISSED
DRUG COURT

DismmissedProved Provec ® Show Applicable

ELECTROMIC MOMITORIN
Referral arsor  ohow Al i

Court 1 Jump ko P HELD SPEM WITHOUT AC

Firat Call ADMIT | cor=umre rrzmos-sroooo-sm HOUSE &RREST
Adjudication DELINGUENT CHILD - 05/21/2003 9:00:00 A INDEFINITE SUPERVISION
IR - INTEMSIVE SUPERVISION

Recommendation BRING FORWARD - 05721 /2009 MOTION TO TRANSFER
Order FORMAL FETITION ORDERED - 05/21 /2009 ORDER TO ATTEND SCHO
PARCLE

For information on adding court actions to a hearing see section 11.2 - Edit a
Hearing.

2. Enter the community service hours information.
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Community Service for: 2-YC-2009-... [g|

Froperties l
Date: |05/21/2003 -]
Hours Ordered: | a0
Complete By: |[WERERRENNE
] [4 Cancel |
L
Click OK.

b Assign Work hours to Community Service Site

1. Click on the Community Service Node.

= 2-rC-2003-D-29-1(77287]
EH vouth Ak
Bl A2sociated Persons
Referral
@2 Documents
Cuztody
4% Petition

% Motes
A Hearings
-, =

R Community Service
Case Orders h
% Information Packet

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

Total Community
Service Hours 50
Ordered:

Total Community 0
Service Hours Worked:

Total Community
Service Hours 0
Remaining:

ACTIONS
Generate Parent/Legal Guardian notification letter

Enter the Community Service Sites as Associated Persons with the relationship of
"Community Service Site." For more information on adding associated personsto a
case see section 5.4 - Search for a person to add to this case.

3. Select from the list of community Service sites.

|Site |H|:|urs .-’-'-.ssignedl Hours Enmpleted| Haours Remaining

OakDALE HOSPITAL
CAKDALE HURSING HOME k 0 ] 1]

Total Community Service Hours

Ordered: 50
Total Community Service Hours

L]
Worked:
Total Community Service Hours 0
Remaining:
ACTIONS

Edit =elected Community Service Site.
Genetate Parentegal Guardian notification letter
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| Hours Assigned | Hours Comnpleted | Hours Remaining

ALE HOSPITAL | 0 0 0
Approval Dates Total Hours Worked| Overall Permfarmance

O0AKDALE MURSING HOME

Total Community Service Hours

50
Ordered:
Total Community Service Hours

]
Worked:
Total Community Service Hours 0
Remaining:

ACTIONS
Edit zelected Cammunity Service Site.
Generate ParentlLegal Guardian notification letter

4. Click the "Edit Selected Community Service Site" action

|H|:-urs .ﬁ.ssignedl Hours Eu:umpletedl Hours Remaining

TaL | i
Total Hours "work ed| Overall Permformance

OaAKDALE WURSING HOME

Approval Dates

Total Community Service Hours
50
Ordered:

Total Community Service Hours
1]
Worked:

Total Community Service Hours 0
Remaining:

ACTIONS

Edp selected Community Service Site.
Gl ate Parent/Legal Guardian natification letter

5. Enter the Work Hours for the site.

Assign Site Hours D—<|

Agzign Work Hours to Site:
OAKDALE HOSPITAL

] ok |

» Add hours worked to Community Service Site
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1. Click on the Community Service Node.

= 2-rC-2009-0-29-1(77281)
EH vouth &k
Efy Azsociated Persons
Referral
@2 Documnents
Custody
& Petition

%1 M otes
A Hearings
,

DR Comnmunity S ervice
Case Orders
é Information Packet

2. Choose the Community Service site to add hours worked.

|Site |H|:uurs .ﬁ.ssigned| Haours Enmpleted| Hours Femaining
=2 0aKDALE HOSPITAL | 5I:||

Approval Dates k Tatal Hours ‘Worked| Overall Permformance *
P | | v

H 0aKDALE NURSING HOME 1]

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

| Hours .-’-'-.ssigned| Hours Eu:umpleted| Hours R ernaining
14LE HOSPITAL | i
Approval Dates Total Hours “wWorked| Owerall Fermformance

O0AKDALE MURSING HOME

Total Community Service Hours

Ordered: 50
Total Community Service Hours

L]
Worked:
Total Community Service Hours 0
Remaining:
ACTIONS

Edit zelected Cammunity Service Site.

Generate ParentLeqal Guardian notification letter
Generate ParenfLegal Guardian confirmation letter.
Fenerate Site confirmation letter.

Fenerate woark form.

.&.d? hours wworked.
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4. Enter information for the Community Service Hours Worked.

Community Service Hours Worked ['5_(|

Froperties l

Sikex |EI.-“-‘-.KD.¢‘-.LE HOSPITAL

Hourz Remaining: | A0
Approval Date: |05/22/2003 |
Total Hours Worked: | 20

Overall Performance: [EXYRE

M otes:

k. Cancel |

5. Click OK

Case Fees
The Case Fees node on a case becomes available once atype of case fee (fine, restitution, court

cost) as a court action at the disposition hearing. If this has not taken place, under the node, the
statement " There are no Case Fee records for the case" will appear.
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= 28-4'C-2M2-0-264-1[178]  There are no Caze Fee Records for thiz caze.
EH vouth aka
& Azzociated Persons
Referral
2 Documents
Cuztody
i Patition
% MHotes
* Hearings

\"-., Comrmurity Servic

S

36.1 Add aCase Fee

36.2 Edit a Case Fee

36.3 Add a Case Fee Payment

36.4 Generate a Notification L etter

36.5 Generate a Statement L etter

b Sep 1 - Expand the case.

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

o [E] 2540201 2-0-261-1[178

P Sep 2 - Click on the Hearings node.

- 25-vC-2012-0-264-1(178
3 EH vouth aka
& Aggociated Persons
Referal
@2 Documents
Custody
il Patition

& I

b otions
% Case Fees

Caze Orders
% |nformation Packet
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P Sep 3 - Sdect Hearing typein the Edit panel.

Highlight the hearing where the new case fee will be added.

Date Description Presiding
RESTITUTION TESTER JUDGE
03/22/2012 ADJUDIEATIEIN TESTER JUDGE

P Sep 4 - Edit the Case Fee record.

A type of case fee extended needs to be added as a court action at the
appropriate hearing. Under the Court Action tab, right click and choose Action
under "Action at the hearing".

38nelal| SummUnSa’Noticesl Attendess  Court Action |Documents

winnse Actinn from | ist.

Action at this hearing - |

Dizmizzed/Proved  |Referral
ACCESSORY BEFORE THE FACT

Action

Choose the appropriate type of case fee to add to the hearing.

] PAY Ctﬁlgl RT COST

P Sep5- Add Case Feeinformation in the Case Fee editor.

Enter amount ordered.
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i N
Case Fee Editor ﬁ

N .
Froperties |
Caze Fee Type IFEES ;I
Suzpend? [
Diate Ordered IDE;"EE#EEH 2 09:00:00 &k LI

Unpaid Balance $|n.nn

Amount Ordered $ {2000.00

Click For Actions... |

Mew Tatal Balance & IEI.EIEI

] | Cancel

Properties I
Caze Fee Tupe IEEILIHT COSTS LI
Suzpend? [
Date Ordered IEIE.-’EEHEEI‘I 2 09:00:00 & k4 LI

Unpaid Balance $/0.00

|: Amourt Ordered [2000.00

| | Eick For Actions |

|: Mew Total Balance| o Increa sﬁy Amount Ordered

P
m=  Decrease by Amount Ordered

[IF. | Cancel |

4

Date ToBe
Paid [n Ful

Enter the date the fee or the monthly payment amount has to be paid in full.

Under "Click for Actions", choose Increase or Decrease by Amount Ordered.

il e
Case Fee Editor u

If you entered Date to be paid in full, click the "Calculate Monthly Payment"
button to calculate the monthly payment. If you entered monthly payment
amount, click "Calculate Date to be Paid in Full."
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Manthly Paymert $|1 000,00

Date ToBe

Paid In Full |05/22/2012 =]

To calculate the Monthly Paymentz, enter in the Amaont
Jrdered and the Date the Hew Total Balance must be Paid in
=ull.

Calculate Date to
be Paid In Full

ak. || Cancel |

Click OK. Thisinformation will be stored under the Case Fee node.

» Sep 1- Expand the case.

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

w-[E] 25-r-2012-0-2611(178

N
» Sep 2 - Click on the Case Fee node.

EEH 25 C-2012-D-261-1[1788
..... EH vouth ks
----- & Szzociated Persons

----- Referral

----- % M ates
------ A Hearings

----- ). Community Servici
=
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P Sep 4 - Click on "Edit" this selected Case Fee Record in the Actions list.

ACTIONS

Edit the selected Case Fee Record.
Delete the selected Case Fee Record.

Record the =elected Case Fee Category to the General Docket.
Edit Notes for the selected Case Fee Category.

P Sep 5 - Edit the case fee.

»  Amount Ordered

Enter amount ordered.

»
Case Fee Editor

==

Properties |

Caze Fee Type IFEES
Suspend? [

B

D ate Ordered IEIE.I’:ZE.:’EEH 2 03:00:00 Ak

Unpaid Ealance $|n.nn

II
i Amount Ordered $|1 500.00)

Click Frdictions... |

|I Mew Total Balance $ IEEIEIEI.EIEI

o

=

tonthly Payment $|1 000,00

[Date ToBe

Paid In Full |05/26/2012 =

Calculate Monthly
Faprment

Calculate D ate to
be Paid In Full

] | Cancel |
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Choose Increase or Decrease by Amount Ordered and notice the
New Total Balance.

Amount Ordered {1500.00 qe

Click. Far Actions. .

New Tatal Balance § |1500.00

S

»  Monthly Payment

Click the "Calculate Monthly Payment™" button to cal culate the new
monthly payment. If you entered the monthly payment amount,
click "Calculate Date to be Paid in Full" button.

Monthly Payment §|750.00

Date ToBe
Paid In Full |05/25/2012 =

To calculate the Maonthly Payments, enter in the Amount
Ordered and the D ate the Mew Total Balance must be Paid in
Full.

Calculate Monthly Calculate Date to
Paprent be Paid In Ful

A,

Click OK. Thisinformation will be stored under the Case Fee node.

P Sep 1 - Expand the case.

Click on the Case Fees node under the specified case.

= 25-7C-2012-0-261-1(178
EH vouth sk,
& Agzociated Persons
Referal
@2 Documents
Cugtody
il Petition

% Motes
A Hearings

@K'-., Comrmunity Servicl
E LU A . )
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P Step 2 - Click on the Add Link fromthe Edit Panel area.

Click Add from the Payments list.

PAYMENTS

Add new payment.
Edfime Last Payment.
Delete the Last Payment.

P Sep 3 - Edit Date.

Date ||33£22x2m 2 _TJ
ETy Ll _"IT! B
Pa B
2n 27 4 1 2 3

28
tfl 4 5 & 7 8 95 w
11 12 13 14 15 16 17
18 19 20 21&DH23 24
25 26 27 28 29 30 31 p%
1 2 3 4 5 6 7

T Today: 3/22/2012

P Step 4 - Select Payment Type.

The Type field includes a drop-down list of available payment types. Click in the
field and begin typing the payment name or choose from the list.

B e e —l
Payment Type I ;I
CASH
Payer IEHEEI‘[},
Total Amount Paid CREDIT/DEEIT CARD
MOMEY ORDER
OTHER

P Sep 5 - Seect Payer fromthe Payer Field.

Select the Payer from the drop-down list in the Payer field.

Fayer TEST - [FATHER - BIOLOGI Clig ” I

TEST TEST - [WOUTH]

raLint Paid

DAD TEST - [FATHER - BIOLOGICAL)
JAME M. TEST - [MEIEFE - BIOLOGICAL)
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P Sep 6 - Add Total Amount Paid.

Enter the total amount that was paid.

Total &mount Paid —|$500.00
Fayrment Required Remaining
[l Digtribtiarn Paprment Balance i
Fee Payment |300.00 $0.00 $ 500.00
Restitution Payment |$200.00 $100.00 $ 200.00
o be Distibutog & 000

Click OK. The receipt will open up in MY CIDS word processor as shown in the

image below.
SERIAL: 1186462
PAYMENT RECEIPT
Payee Name: Hinds County Courthouse [Payer Name: DAD TEST
Address: 940 E McDowell Rd |Address: 3350 HIGHWAY 468 WEST
City. ST ZIP Code:  Jackson, MS 39204 City, ST ZIP Code:  PEARL, MISSISSIPPI 39208
DATE CASE IAMOUNT
TEST TEST
4/4/2012 25-YC-2012-D-264-1(178973) $500.00
REMAINING BALANCE ($200.00
AS OF 04/04/2012

F Sep 1 - Expand the case.

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

+-[E] 25 C-2012-0-261-1(178

'\.
=

P Step 2 - Click on the Case Fee node.
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=-[E] 25-vC-2012-D-261-1(178¢
EH vouth &k

& Aszzociated Persons
Referal

@2 Documnents

----- Cuztody

1-0 Application Overview and Navigation

» Sep 3 - Click on Generate notifi

NOTIFICATIONS
Generate notification letter.
Generate statment letter.

cation letter under Notifications.

»  Sep 4 - Choose the recipient from the Restitution Letter Recipients list.

Choose the proper restitution letter recipients.

Restitution Letter Recipients

Froperties |

AloaD TEST
JAME M. TEST

RELATIONSHIP
FATHER - BIOLOGICAL
MOTHER - BIOLOGICAL

| »

m

-

k
DM Send Todll | Cancel |

Click OK. The statement will
shown in the image below.

open inthe MY CIDS word processor as
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INOTICE

Hinds County Courthouse
940 E McDowell Rd
Jackson, MS 39204
601-985-3000

April 4, 2012

DAD TEST

3350 HIGHWAY 468 WEST
PEARL, MISSISSIPPI 39208

Re: In The Interest of TEST TEST, a minor
Cause No. 25-Y(C-2012-D-264-1{178973)

The HINDS COUNTY YOUTH COURT has ordered vou to pay the following costs assessed in the
above referenced Cause involving the minor child TEST TEST as follows:

Date Date To Be Amount Monthly Remaining

Ordered Paid In Full Ordered Paym ent Balance

FEES 03/26/2012 05/31/2012 $1,300.00 §750.00 $300.00
Total Rem aining Balance 3500.00

b Step 1 - Expand the case.

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

+-[Z] 25420 2-D-261-1(178

P Sep 2 - Click on the Case Fee node.

= 25-C-2002-0-261-111 78
EH vouth &k
Efy Azsociated Persons
Referral
@2 Documnents
Custody
& Petition
%1 M otes
A Hearings

7). Community Servic

E
Y

¥ Sep 3 - Click on Generate statement letter under Notifications.
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HOTIFICATIONS

Generate noti

fication letter.

Generate gtatment letter.

The statement will open in the MY CIDS word processor as shown in the

image below.
Il]\' THE YOUTH COURT OF HINDS COUNTY COUNTY, MISSISSIPPI
IN THE INTEREST OF:
TEST TEST, A MINOR 25-YC-2012-D-261-1(178957)
STATEMENT
March 30, 2012
COST SUMNMARY
[Total Remaining Balance: [s0.00
|Iu-tal.—l.muum Due Now: |SD.DD
COURT COSTS
Date Description Amount Owed
03/06/2012  |Ordered to pay S 400.00 at RESTITUTION hearing to be paid in full by 5252012 (5 200.00 5400.00
[} imonthly payment)
03/06/2012 |5 200.00 Payment Received 5200.00
03/23/2012  [5 200.00 Payment Received $0.00
March Payment Due: 50.00 (5400.00 received this month)
Lats Amount Dus: $0.00
Total Amount Due Now: 20.00

The Case Fees node on a case becomes available once atype of case fee (fine, restitution, court
cost) as a court action at the disposition hearing. If this has not taken place, under the node, the
statement "There are no Case Fee records for the case” will appear.

= 28-4'C-2M2-0-264-1[178]  There are no Caze Fee Records for this case.

EH vouth sk

By 4ss0ciated Persons
Referal

@2 Documents
Custody

i Patition

%1 Mates
& Hearihgs

@N'., Comrmurity Servic

Caze Orders

b 36.1 Add aCase Fee

N
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b 36.2 Edit a Case Fee

b 36.3 Add a Case Fee Payment

b 36.4 Generate a Notification L etter

b 36.5 Generate a Statement L etter

b Sep l- Expand the case.

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

- 254C-2012-0-261-1(178

¥ Sep2- Click on the Hearings node.

EEH 28-vC-2012-D-264-1[178
..... EH vouth akA

----- & Agzociated Perzonz
----- Referral

----- @2 Documents

Custady

----- 4% Petition

5

------ Mations
----- % Caze Feez

----- Caze Orders

----- é Infarmation Packet

i Servic

P Sep 3 - Select Hearing typein the Edit panel.

Highlight the hearing where the new case fee will be added.

Date Description Preziding

TESTER JUDGE
03/22/2012 ADJUDIC&TIDN TESTER JUDGE

P Sep 4 - Edit the Case Fee record.
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A type of case fee extended needs to be added as a court action at the
appropriate hearing. Under the Court Action tab, right click and choose Action
under "Action at the hearing”.

Jeneral | Summons/Motices | Attendess  Court Action |Documents

Digmigzed/Proved | Referral Action at this hearing

ACCESSORY BEFOR ac -
E R BEFORE THE FACT Action

winnse Achinn from | st

Choose the appropriate type of case fee to add to the hearing.

] PAY Ct&,l RT COST

P Sep 5- Add Case Feeinformation in the Case Fee editor.

Enter amount ordered.

rCase Fee Editor - u1
Froperties |
Case Fee Type IFEES LI
Suzgpend? [
Date Ordered |DEHEE£2EI1 2 09:00:00 &M LI

Unpaid Balance $|n.nn

. Amount Ordered $ {2000.00

Click For Achons... |

Mew Total Balance & IEI.EIEI

] | Cancel

Under "Click for Actions®, choose Increase or Decrease by Amount Ordered.
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s B
Caze Fee Editor ﬁ

Properties l
Caze Fee Tyupe |EDUHT COSTS ﬂ
Suspend? |
Date Ordered |EIS.-"22;"2EI'I 2 09:00:00 Ak j

Unpaid Balance  §{0.00

Amount Ordered  § |2000.00

|| Tlick For Actions... 3|

Mew Total Balance[ gk Increa STE].-' Amount Ordered

4
Decrease by Amount Ordered

LF. '| Cancel '|J

Enter the date the fee or the monthly payment amount has to be paid in full.

Date ToBe
Paid [n Ful

If you entered Date to be paid in full, click the "Calculate Monthly Payment"
button to calculate the monthly payment. If you entered monthly payment
amount, click "Calculate Date to be Paid in Full."

Manthly Payment $|1000.00

Date ToBe
Paid In Full

To calculate the Monthly Paymentz, enter in the Amaount
Jrdered and the D ate the Mew Total Balance must be Paid in
=ull.

|05/22/2012 |

be Paid In Full
ak. || Cancel |

Click OK. Thisinformation will be stored under the Case Fee node.

;'"I:fléiliii.'illéi't'é"gﬁﬁiﬁl}fg Calculate Date to

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

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

- [E] 25 C-2012-0-261-1(178
[

P Sep 2 - Click on the Case Fee node.
=-[El] 25+vC-2m 20-261-1(178¢

..... EH vouth &k
----- & Aszzociated Persans

----- Referral

----- % M otes
------ A Hearings

----- ®\'-, Comnunity Servics
= .

Total Amount Ordered Agreed Monthly Payment Date Ordered Date to be Paid in Full  [Fee Suspended'?
ML= |$ 150000 B *‘HIIH |3/26/2m2 2:00:00 4M |5/31/2m2 |
k] Prev. Unpaid Balance Mnnlhly Pz B T Heanng

J26/2002 0000 AM| $ 0.00 i 1500.00 4 750.00

» Sep 4 - Click on "Edit" this selected Case Fee Record in the Actions list.

ACTIONS

Edit the selected Case Fee Record.

Delete the zelected Case Fee Record.

Record the selected Case Fee Category to the General Docket.
Edit Motes for the selected Case Fee Category.

P Sep 5 - Edit the case fee.
»  Amount Ordered

Enter amount ordered.
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=
Case Fee Editor g

Properties |
Caze Fee Type IFEES LI
Suspend? [
Date Ordered |03/26/2012 03.00:00 AM |
Unpaid Balance $|n.nn
Pl Amount Didered $[1500.00 e
Click Fwdictions... |

|l Mew Total Balance $ IEEIEIEI.EIEI

tanthly Payment $|1 000,00

Date ToBe
Paid In Ful |05/26/2012 =]
Calculate bonthly Calculate D ate to
Favment be Paid In Full

] | Cancel |

Choose Increase or Decrease by Amount Ordered and notice the
New Total Balance.

Amount Ordered  § |1 500,00 e

Click. Far Actionz. .. |

Mew Total Balance $|1 RO0.00

I
|as

» Monthly Payment

Click the "Calculate Monthly Payment™ button to calculate the new
monthly payment. If you entered the monthly payment amount,
click "Calculate Date to be Paid in Full" button.
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banthly Payment ﬂ?ED.nn

Date ToBe
Paid In Full |05/25/2012 =

To calculate the Maonthly Papments, enter in the Amount
Ordered and the D ate the Mew Total Balance must be Paid in
Full.

Calculate Monthly Calculate D ate to
Fayment be Paid In Full

)

Click OK. Thisinformation will be stored under the Case Fee node.

P Sep 1 - Expand the case.

Click on the Case Fees node under the specified case.

= 25-7C-2012-0-267-1(178
EH vouth Ak,
Efy 4seociated Persons
Referal
@2 Documents
Cugtody
i Petition

% Motes
A Hearngs

@N'-., Comrmurity Servicl
E LU A . )

P Sep 2 - Click on the Add Link from the Edit Panel area.

Click Add from the Payments list.

PAYMENTS
Add new payment.

%& Last Payment.
Delete the Last Payment.

# Sep 3 - Edit Date.
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Date |I33£22£2EI1 2 .TJ
by 4 | _"’IT! B
Pa B

2% 27 28 29 1 2 3
4 5 5§ 7 8 9 1
11 12 13 14 15 16 17
1819 20 21EDH23 24
25 26 27 28 29 30 31 p¢
1 2 3 4 5 & 7

T aToday: 3/22/2012

it F

b Step 4 - Select Payment Type.

The Type field includes a drop-down list of available payment types. Click in the
field and begin typing the payment name or choose from the list.

o At ]

Fapment Type I ;I

CasH
Payer IEHEEI‘L},
Total Armount Paid CREDIT/DERIT CARD
MOMEY ORDER
OTHER

P Sep 5 - Select Payer fromthe Payer Field.

Select the Payer from the drop-down list in the Payer field.

Fayer TEST - [FATHER - BIOLOGI Clig ” I

TEST TEST - [v'OUTH]

rraLnt Paid

DAD TEST - [FATHER - BIOLOGICAL)
JAME M. TEST - [MEIEH - BIOLOGICAL)

P Step 6 - Add Total Amount Paid.

Enter the total amount that was paid.
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Tatal Amount Paid —|$500.00

FPayment
[l Distribution

Fee Payment |3DEI.EIEI

Restitution Payment |$2EIEI.EIEI

Amount Bemaining

to be Distributed $ 0.00

R equired Femaining
Fapment Balance i
$000 $ 500,00
$100.00 $ 20000

Click OK. The receipt will open up in MY CIDS word processor as shown in the

image below.

SERIAL: 1186462

PAYMENT RECEIPT

Payee Name: Hinds County Courthouse

Address: 940 E McDowell Rd

City, ST ZIP Code:  Jackson, MS 39204

IPayer Name: DAD TEST

|Address: 3350 HIGHWAY 468 WEST

City, ST ZIP Code:  PEARL, MISSISSIPPI 39208

DATE CASE IAMOUNT
TEST TEST
4/4/2012 25-YC-2012-D-264-1(178973) 5500.00

REMAINING BALANCE [5200.00
AS OF 04/04/2012

b Step 1 - Expand the case.

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

+-[Z] 25420 2-D-261-1(178

N

P Sep 2 - Click on the Case Fee node.
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=-[E] 25-vC-2012-D-261-1(178¢
----- EH vouth &k

----- & Aszzociated Persons
----- Referal

----- @2 Documnents

----- Cuztody

» Sep 3 - Click on Generate notification letter under Notifications.

NOTIFICATIONS
Generate notification letter.
Generate statment letter.

»  Sep 4 - Choose the recipient from the Restitution Letter Recipients list.

Choose the proper restitution letter recipients.

Restitution Letter Recipients

Froperties |

AloaD TEST
JAME M. TEST

RELATIONSHIP
FATHER - BIOLOGICAL
MOTHER - BIOLOGICAL

| »

m

-

k
DM Send Todll | Cancel |

Click OK. The statement will open in the MY CIDS word processor as

shown in the image below.
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INOTICE

Hinds County Courthouse
940 E McDowell Rd
Jackson, MS 39204
601-985-3000

April 4, 2012

DAD TEST

3350 HIGHWAY 468 WEST
PEARL, MISSISSIPPI 39208

Re: In The Interest of TEST TEST, a minor
Cause No. 25-Y(C-2012-D-264-1{178973)

The HINDS COUNTY YOUTH COURT has ordered vou to pay the following costs assessed in the
above referenced Cause involving the minor child TEST TEST as follows:

Date Date To Be Amount Monthly Remaining

Ordered Paid In Full Ordered Paym ent Balance

FEES 03/26/2012 05/31/2012 $1,300.00 §750.00 $300.00
Total Rem aining Balance 3500.00

b Step 1 - Expand the case.

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

+-[Z] 25420 2-D-261-1(178

P Sep 2 - Click on the Case Fee node.

= 25-C-2002-0-261-111 78
EH vouth &k
Efy Azsociated Persons
Referral
@2 Documnents
Custody
& Petition

%1 M otes
A Hearings

¥ Sep 3 - Click on Generate statement letter under Notifications.
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HOTIFICATIONS
Generate notification letter.
Generate gtatment letter.

The statement will open in the MY CIDS word processor as shown in the

image below.

INTHE INTEREST OF:
TEST TEST, A MINOR

STATEMENT
March 30, 2012

COST SUMMARY

[IN THE YOUTH COURT OF HINDS COUNTY COUNTY, MISSISSIPPI

25-YC-2012-D-261-1(178957)

[Total Remaining Balance: [s0.00
|I otal Amount Due Now: |SD.DD
COURT COSTS
Date Description Amount Owed
03/06/2012  |Ordered to pay S 400.00 at RESTITUTION hearing to be paid in full by 5252012 (5 200.00 5400.00
[} imonthly payment)
03/06/2012 |5 200.00 Payment Received 5200.00
03/23/2012  [5 200.00 Payment Received $0.00
March Payment Due: 50.00 (5400.00 received this month)
Lats Amount Dus: $0.00
Total Amount Due Now: 20.00

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

r
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1-0 Application Overview and Navigation

b 1.6 - Status Bar

b 1.7 - Exiting the Application

1.1 - Menu Bar

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

) 0.0.0 3 L]
File Edit Reports Help

=R Find =l = k% K3 | *Heaing: - Search UCIDH ||| Find LC#

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

*+ MYCIDS v2.9.0.0

File M8 Reports  Help
k Youth Locator

m Scheduler Fiz
= MYCIDS Alerts
G In Box

EME

Summons Result Quick Entry, ..

Edit Skandard Document Texk, ..

1.2 - Tool Bar

The Tool Bar islocated directly under the Menu Bar as highlighted in the image below.
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¥+ MYCIDS v2.9.0.0

File Edit Reporks Help
2] Find &[S k* K3 | A Hearing: - Search LCIDH | | Find LCH# |
Shortcuts
- 2-/C-2008-0-3-1(671896 .
@ [ ) Docket Information
EH vouth Ak,
[ Y . Y, Universal Case ID 67186

Use this toolbar option to
quickly find a case docket
item. Find anitem by
entering the County,

- Y ear, Type (Delinguency,
Find Protection, Termination
of Parental Rights,
Other), Intake Number,
and District.

Go to previous case. This
button is enabled only if
multiple cases are openin
3 the case navigation panel

and the case currently
selected is not the first
caseinthelist of open
cases.

Go to next case. This
button is enabled only if
multiple cases are open in
E the case navigation panel

and the case currently
selected is not the last
caseinthelist of open
cases.

Go to previous screen.

e Moves between available
case node screens within

acase.

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

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

Enter auniversal case
number in thisfield and
then click Search UCID#

I M to find the exact case
match. If an exact match
is found the case will

open up in the Case
Navigation Panel.

Enter aLocal Cause#in
this field and then click
Find LC# to find a match.
If an exact match is
=i fou.nd, the case wi.II open
up in the case navigation

panel. If multiple matches
are found, awindow will
display with your search
results.

1.3 - Shortcuts Panel

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

| Shortouts

D

Y outh Locator - (See section 2.0 - Y outh Locator Section)
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ﬁ Quick List - (See section 5.6 - Using the Quick List)

Scheduler - (See section 28.0 - Scheduler)

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

Inbox - (See section 25.0 - Inbox)

b W 3

EMB - (See section 27.0 - Electronic Minute Book)

1.4 - Case Navigation Panel

The Case Navigation panel isthe area of the application workspace that lists cases last viewed
by the current user. Also, below these cases are links to access the Quick List, Y outh Locator,
Scheduler, MY CIDS Alerts, Inbox, and EMB. If no cases are open these links will be the only
itemsin the case Navigation Panel.
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** MYCIDS v2.9.0.0
File Edit

Reports  Help
| E = e | A Heaiings - ||
2-YC-2008-D-3-1[67186] - AMY JO TESTCASE

- [E] 2-YC-2008-P-3-1(56624)
w- [E 2°vC-2008.D-3-1(67186)

(mu]

Docket Inform

[uick List

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

EEH 1-4'C-2009-D-25-1 (77350
----- EH vouth sk
----- & Szzociated Personz

----- Referral
----- =2 Documents

----- Cusztody

..... &k Petition

----- % Mates [1]

------ A Hearings

----- @K‘-,, Community Sermvic

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

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

l:ﬂ: Double-clicking the case will aso expand and
5] collapse the case. [El 2*vC-2008-P-3-1(58524)

439



MY CIDS User Guide

1.5 - Edit Panel

The Edit Panel area of the application is highlighted in the image below. All the shortcuts on
the left-hand side of the application and all the nodes under a case open up in the following
areawhen clicked.

#t MYCIDS v2.9.0.0
File Edit Reports Help

=3 Find El [= % K3 | 2 Hearings - | |56624 Search UCIDH | | Find LC#
Shartcuts
+ [E] 2vC-2008-D-3-1(E7126) [« |
+ [E] 2:vC-2008-P-3-1(56524)

My Quick List
¥R v outh Locatar
88 Scheduler
88 MY CIDS Alerts

Edit Panel

) B % 8

Q

£ > ﬂ

Connected to server (TESTER) 10.13.69.28

1.6 - Status Bar

The Status Bar islocated below the Tool Bar as highlighted in red in the image below. The
Status Bar shows the active case being addressed in the Case Navigation Panel.

¥+ MYCIDS v2.9.0.0
File Edit Reports Help

£} Find & & * 13 | X Hearings - Se thUCIDH |

I Shartouts

Gt

Docket Information
Lniversal Case ID 69759

1.7 - Exiting the Application
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1-0 Application Overview and Navigation

Click the as shown in the image below.

** MYCIDS v2.9.0.0
File Edit Reports Help

| E¥Find | & [F H® 1 | A Hearings - || Search LCIDY | | Find LCY |

ELerER| 2-YC-2008-D-25-1(69789) - ANNE MARIE TESTCASE Case Docket

Fy

Docket Information

& Asgociated Persons
Referral

— -
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2-0 Youth Locator

The Y outh Locator is a search tool used to locate ayouth in MY CIDS. Y ou have the option to
search by name, DOB, address, etc. It also alows you to search by youth information, parent
information or victim information to find the specific youth you are looking for. This search
tool also offers other search options that will be addressed in this section.

b 2.1 - Search Options

b 2.2 - Peaform aSearch

b 2.3 - Search Results

P 2.4 -View Dockets

2.1 - Search Options

The Youth Locator givesthe option to search by the following:

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

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

» SSN

The SSN should be entered with no dashes.
(i.e.: 44455666)
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# Combination of Information

A combination of the Last Name, First Name, Middle Name, DOB, Address, City,
State, and Zip Code fields.

The Youth Locator supports "starting with" searches only for the First Name, Middle
Name, and Last Name fields. The "starting with" search allows searching with the
beginning letters of a child's name. For example: Search for a child with the last
name of Johnson by entering "Joh" in the last name field, the results would return all
youths with the last name of Johnson and any other youth's last name that starts with
"Joh". The other search fields are exact match only. They must be filled in with the
exact information being searched.

Searching by first name and last nameis

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

PRIMARY SEARCH

o

Lazt Mame AND

First Mame AND

Micldle Kame AHD
Date of Birth

AND

AND

j AND

» DHS#

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



2-0 Y outh Locator

Termination
of Parental Rights cases.

o]

» REF-District

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

REF# - District | ALCORN (2) - District 1 |

b Local Cause Number-District

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

ALCORM (2 - District 1 ~|

Mumker - Di

2.2 - Perform 