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Getting Started

We, at the Colorado District Attorneys’ Council are VERY pleased to present the
ACTION case management system. ACTION is a state-of-the-art case tracking
application architected on the most advanced Microsoft technologies available
and built using proven architectural design methodologies. But perhaps more
importantly, ACTION was designed by all of you. ACTION will give each District
Attorney’s office access to the most up-to-date information available, while
allowing users to quickly and efficiently accomplish the daily business of
prosecution. We would like to take this opportunity to express our sincere
gratitude to all of you who gave your time and ideas to bring ACTION from an
idea to a reality. Without all of you ACTION would not be the exceptional system
it is today.

THINGS TO KNOW BEFORE YOU START....

Case Numbers and Codes

ACTION uses the court’s docket number format and many of their codes. In
developing ACTION, and redesigning the database behind it, we took the
opportunity to reduce the complexity of sharing information with the courts and
the other CICJIS member agencies. Adopting the court’s docket number format
and transitioning to their codes for information that originates with them will allow
us to consistently track events, dispositions, and sentences from one system to
the next.

Basic Buttons
Save], [Save and Close
ACTION application.

, and are the basic buttons used within the

will save the entered information to the database, clear the entry fields, and
take you back to the top of the form. This allows you to work through multiple
entries of like information such as charges. All required fields (fields marked with
an ™) must be entered before the button will enable.

'Save and Close| will save the entered information to the database and close the
entry form. This allows you to enter a single item of information, such as an
offense number, and continue with the flow of case entry. All required fields
(fields marked with an *’) must be entered before the button will enable.

will close the form without saving any information.

Intake Navigation Buttons
Stop)|, Prev,, Next|, and |Cancel| are the basic navigation buttons used within the
ACTION Intake Process as it drives you through case entry in a logical manner.
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will save the data on the current form and take you back to the process
navigation section.

will save the data on the current form and take you to the previous form.
will save the data on the current form and take you to the next form.

will cancel the process on the current form without saving any data.
Depending on your progress through the case entry process you will either be
taken to the next form or returned to the process navigation section.

There are three ways to activate buttons:
e Click the button once with your mouse
e Use the short cut keys by pressing Alt + the underlined letter on the
button. If the underlined letters do not display, press the ALT key to
display the shortcut key.
e Tab to the button and hit ‘Enter’.

Errors B
Entry errors or invalid information will be identified with an orange symbol 5~
placed to the right of the invalid entry field. If you hover over the symbol, with
your mouse, a description of the error will display.

‘Active’ Row Indicator
Much of the data, within ACTION, is displayed in a ‘grid’ format. When a form
o&ens, and a grid displays, the ‘active’ row can be identified by the arrow symbol

' on the left-side of the row. If you highlight a different row with your mouse
or the (up/down) arrow keys, the ‘active’ row indicator will move to the selected

row.

Caps Lock/Shift Key

ACTION recognizes, and makes use of, upper and lower case characters. Do
not enable your ‘Caps Lock’ key. All text fields automatically capitalize as
needed, for example, typing ‘123 elm street’ will change to ‘123 Elm Street’ when
you tab to the next field. We suggest you type only in lower case to make use of
this convenience.

Drop-down Entry Fields

ACTION utilizes drop-down entry fields for code-related data such as filing type
and ORI. Most drop-down fields display the code, as well as, the translation to
make entry and user training easier.

To enter data in a drop-down entry field:
e Type the entire code, OR

Page 4 of 134



e Type the first letter of the code to bring you to that section of the code list
and then use your mouse, or the (up/down) arrow keys, to find the desired
code. Tab to the next field.

To clear an error in a drop-down entry field:
e Use your mouse, or the (up/down) arrow keys, to select the blank row at
the top of the list. Tab to the next field.

Intake

ACTION starts at the point of intake. This aligns the entry process with the task
of creating the Complaint/Information, which will be filed with the Courts. A case
is considered ‘pending’, or a work in progress, until you print the
Complaint/Information document. No data is transferred to the Courts or CICJIS
until you indicate you are ready to proceed with that step. This allows for
cooperative entry if you have attorneys that will enter charges and charging
language.

Note: This user guide, and the ACTION application in general, refers to cases
requiring a Complaint/Information. The Intake Process is also functional for
juvenile cases in which the instrument of filing is a juvenile petition.

Note: Because the entry of disposition and sentence information occurs after the
completion of the intake process, this information in entered and maintained
through the Case Maintenance process.

User Guide Conventions

% This symbol indicates a helpful hint or tip you should remember.

Intake/Case Entry

The headings in the user guide indicate the navigation choices that brought you
to a specific point in the entry process. For example, the heading above would
indicate you chose the ‘Intake’ Process, then the ‘Case Entry’ subprocess, and
you are now viewing the ‘Case Tab’ within that subprocess.

Case Statuses
ACTION identifies the status of a case in detail:

P — Pending R — Re-Opened
O - Open S - Sealed
C — Closed N — No File

Moving Through Fields — To move forward use the Tab key, to move backward
use ‘Shift + Tab’ key combination.
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Processes
va® Action

File Edit View Go Tocls Hel
[Selection x|
Current Case

D0002012TMS99993

[ Case Entry

% Traffic Case Entry
Q, Case Search

& Intzke Prosecutor
& Maintain Daid

$2 E-Citation

N T LT T T —
Intake

Al

Case Maintenance -
Subpoena
Victim Witness

Mandated Costs

Maintenance

Security

1 |8 |2 |G

ACTION is organized, from a functional and navigational
perspective, based on processes. Within ACTION there
are currently seven processes to choose from with
subprocesses within each process. The seven processes
are: ‘Intake’, ‘Case Maintenance’, ‘Subpoena’, ‘Victim
Witness’, ‘Mandated Costs’, ‘Maintenance’ and ‘Security’.
The highlighted area at the bottom left displays your current
location within the system. Navigation selections are made
from these options. The subprocesses, within the selected
process, are displayed at the top left.

Intake - This process is used to enter case information. A
case is considered ‘pending’ while in the intake process.
When a case completes the intake process, the status is
changed to ‘open’.

Case Maintenance - This process is used to add to, or
otherwise modify, defendant demographics (Daid) and
cases that have completed the ‘Intake Process’ and are no
longer ‘pending’.

Subpoena — This process is used to flag and print
subpoenas.

Victim Witness — This process is used to add to, or
otherwise modify, victim/witness information. This process
is also used to track victim impact statements, as well as,
CVC and/or restitution amounts paid.

Mandated Costs — This process is used to track costs
associated with the case.

Maintenance - This process is restricted to users with
‘Power User’ capability. This process is used to maintain
the code lookup tables.

Security - This process is restricted to users with ‘Power

User’ capability. This process is used to setup and
maintain district-specific security and user roles.
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ACTION Main Toolbar

_! File Edit View Go Tools Help

-

While in the ACTION application you are provided with a toolbar that allows you
easy access to commonly used tools.

File — This button provides a quick way to:
Open an existing case

Start a new case

Print a form

Exit from the application

Edit — This button will be functional in a future release.

View — This button provides a quick way to:
Return to the ‘Alerts’ form or Home screen
Search ‘Pending’ cases

Search ‘Open’ cases

Search Daids

Go — This button provides a quick way to go to any of the seven ‘Process’ areas.

Tools — This button provides a quick way to open adjunctive applications within

the ACTION application:

ACTION Viewer

Report Server

CDAC Website

Courts Data Access

COPS

RelLoad Lists — Update or reload all dropdown lists within Action when

changes are made.

e Change Password — Allows user ability to change their Action password
with a 6 character requirement

Help — This button provides a quick way to access application help-related topics
and links such as contact information and Action version running.
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Alerts Form

Action - [Welcome | =
! File Fdit View Go Tools Help x
Selection / : = i

Good Morning Carron a
Currem Case
Wednesday, August 15, 2012 12:23:10 PM
Action Alerts
081152012 New Sentence Codes:
&5 Case Entry RTPF - Reques toTransfer Probation Fee
%0 Traffic Case Entry RYAS - Rual YouthAlchol/Substance Abuse Surcharge
04/18/2007 This is the PRODUCTION version of the Action application.

Q, Case Search

AL Intake Prosecutor

& Maintain Daid

& ECitation

District Specific Aleris
2012 - Current Records in Action (NOT for staistical purposes)
Number of Open Disirict Cases 1161 Number of Open Counly Cases 2504,
Quick Select Pending District Case 188 Quick Select Pending Courty Case 16 -
Number of Closed District Cases 623 Number of Closed County Cases 2197
Quick Select No File District Cases 135 | QuickSelectNoFile County Cases 8 -
Intake ]
Case £
Subpoena [F
Victim Witness: M
Mandated Costs 2]
Maintenance =]
Security 0l

8/15/2012 12:23 pm || Ready.

Tnbox- Microsoft 0. || P Action Users Comm... | ") ACTION User Guide . | \V Unttled - Paimt I «<BVEerHE A 2am

The ‘Alerts’ page is the first form you will see when you open the ACTION
application. It provides useful, dynamic information, as well as, drop-downs to
quickly access ‘pending’ and ‘no file’ cases. To return to this form at any point,
click ‘View’ (main top toolbar) then ‘Alerts’.

Action Alerts — This section provides application-related information from
CDAC.

District Specific Alerts — This section provides district-specific information from
your ‘Power User’.

Current Office Statistics — This section provides case counts based on case
status.

Pending and No File Case Drop-down(s) — To view the list of pending or no file
cases, click on the appropriate ‘down arrow’ (district or county). This will display
a list of case numbers in descending order. Double-click on a case number to
open the case for entry.
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Intake Process

Y Good Morning Carron LA
Wednesday, August 15, 2012 12:23:10 PM
Action Aleris
2 08/15/2012 New Sentence Codes:
i Case Entry RTPF - Request to Transfer Probation Fee
5L Traffic Case Entry RYAS- Rual Youth Alchol/Substance Abuse Surcharge
04/18/2007 This is the PRODUCTION version of the Action application.
Q, Case Search
A Intake Prosecutor
& Waintsin Daid
&4 ECitation
District Spegific Aleris
2012- Current Records in Action (NOT for stalistical purposes)
Number of Open District Cases 1161 Number of Open County Cases 2504
Quick Select Pending District Case 188 Quick Sel ect Pending Counly Case: 16 _'I
Number of Closed District Cases 623 Number of Closed County Cases 2197
Quick Select No File District Cases 135 -| QuickSelect NoFile County Cases ET|
Intake =]
Case Mai 7
Subpoena 5
Victim Witness 5
Mandated Costs =
Maintenance =

8/15/2012 | 12:23 PM | Ready.

ide AT Unttled - Pait | <BUVEeTrHE WEFC 23m

In the Intake process, your choice of subprocess depends on the type of case
you are entering.

Intake/Case Entry

Choosing the Case Entry subprocess guides you through the process of
entering a case in which a Complaint/Information or Juvenile Petition will be the
instrument of filing. Cases in this process have a case status of ‘pending’ and
can be modified and/or updated up to the point the Complaint/Information or
Juvenile Petition document is printed. Once the document is printed the case
information is transferred to CICJIS and the Courts and the case status is
changed to ‘open’. From this point forward, case access will be through the
Case Maintenance process.
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Intake/Case Entry/Initiating Event

Action - [Initiating Event]

Q, File Edit View Go Tools Help

& Change Case
[Selection B  Initiating Event

Current Cace: Search Criteria
SearchType Name ( Case# ( Amesté ( SID# ¢ Days(uptol20)
mu e SearchScope (<) District Unaccepied () District Unaccepled & Accepied () State Wide Unaccepied
£} CaseEntry
[ Traffic Case Entry LastName* First Name
Q, Case Search
A Inizke Frosecutor @ Search Clear @ Cancel
& Maintsin Daid
& ECitation
Intak ]
Case Maintenance L
Victim Witness &
Mandated Costs. 3]
Maintenance =
Security J

Guide - |"\" Uniitled - Paint <@BvVweFrHE AF¢ n2am

Initiating Event

The Initiating Event form is the first step in the C&I Case subprocess. This form
displays the CICJIS data transferred from CBI (Arrest) or Judicial ICF (Initial
Case Filing). From this form you can query and view the CICJIS data, select an
Arrest or ICF record, and begin a case in ACTION. The data from the selected

record will be brought into the ACTION application and streamline the data entry
process.

Search Type:
e Name — (Default) Last name is required.

% A first initial is suggested to limit the number of records returned and to
return the results more quickly.

e Case # - You can enter a specific case number as the search criteria.

e Arrest # - You can enter a specific arrest number as the search criteria.

é] Make sure to enter all dashes, etc. If there is a match on arrest
number the record(s) will be displayed in the results grid.
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SID # - You can enter the SID (State Identification Number) as the search
criteria. If there is a match on the SID the record(s) will be displayed in
the results grid.

Days (up to 120) — Enter the number of days you want to search. This
option checks the date the CICJIS record was received and it will display
all of those records within that specific time period.

Note: Only one record can be accepted at this time.

Search Scope:

In addition to the Search Type, you must select a Search Scope.

District Unaccepted (Default) — This option will only display the CICJIS
records that match the Search Type (see above) and Arrest and ICF
records filtered by ORI based upon the login district. Only the records
that have not been accepted will be displayed.

District Unaccepted & Accepted - This option will only display the
CICJIS records that match the Search Type (see above) and the Arrest
and ICF records filtered by ORI based upon the login district. All of the
records, whether or not they have been accepted will be displayed.

State Wide Unaccepted - This option will display all the CICJIS records
that match the Search Type (see above) for all judicial districts. Only the
records that have not been accepted will be displayed.

Once the record(s) are returned, you can select a record and choose one of the
following actions:

Begin Case — This choice will take you to the Daid Search form to begin a
new case.

Unaccept — This choice will allow you to ‘Unaccept’ an ‘Accepted’ record
and use the CICJIS data on a new case.

View Selected Record — This choice displays the CICJIS data associated
with the record. This allows you to verify that the record selected is the
correct one. The ‘Begin Case’ button can be selected from this form and
will take you to the Daid Search form to begin a case.

% You can also view the record by highlighting the selected row, with
your mouse, and clicking the ‘right’ mouse button.
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8, Action - [Initiating Event]

@, File Edit View Go Tools Help -
& Change Case

Seecion | Event Y

[ DateCresied  InitiaingAgency  Originating Event
C0622012M002168

Case Entry

|5 Traffic Case Entry
Q, Case Search

& Intake Prosecutor

& Maintsin Daid

&4 ECitation

Number

CAUSSADE, EDWARD MARCUS
Alias DOB

& BeginCase ¥ Unaccept G View Selected Record

x ArestNo | CreateAgenc Date Accepted
JuD T

12-10137

Address

365 LIONSTORE DRIVE APT K COLORADO SPRINGS, CO 80507

1284728 CBI 1

H-(870) 7737218 ext. 0 12-10200 I

1210208 cBl T

TZ10102 cal T

1210208 ] T

1210287 CEl T

121029 JUD T

1210289 cal T

1210202 ] T

1210288 CEl T

| Char | Date Offense NCIC CodelJudicial Statute 221% cBl i
81172012 12 | 18-6-8035(1) (2)2) PROTECTION ORDER VIOLATION-CRIMI 1210208 cal 7
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Intake/Case Entry

Daid Search

Once you have selected a CICJIS record and clicked ‘Begin Case’, the Daid
Search form is displayed. If the SID number, on the accepted record, matches
an existing Daid SID number, the Daid record will be displayed. Alias names will
display in green font. You can click on ‘View Demographics’ to view and verify
additional demographic information.

é You can also view the record by highlighting the selected row, with your
mouse, and clicking the ‘right’ mouse button.

At this point, you have two options:

1) Highlight the suggested Daid record and click ‘Accept Daid’. This option will
attach the new case to the existing Daid record and populate the demographic
data with the existing Daid demographics.

2) Ignore the suggested Daid and click ‘Cancel’. The ACTION application will
proceed to the Case Entry Tab form. A new system Daid will be assigned in this
situation.

s
Q, File Edit View Go Tools Help -8 x
T ] Daid Search X[

Current Case Search Criteria

& CaseEntry
[ Traffic Case Entry @, Search Clear @) Cancel
@, Case Search
&, Intake Prosecutor Search Results @ @1 7 (0) @) AcceptDaid Gl View Demographics [ Defendant History
& Maintain Daid
&% E-Citation

010911130005
080804210026 Test Case 9/9/1980
100704250012 Test Case 4411981 123423124
170802200001 Test Case 6/6/1980 123123123
170808210046 Test Case 8/8/1980 123123123
Test Case 8/8/1980 123123123
191002180055 Test Case 8/8/1980 123456789
210709070015 Test Case JR 5/5/1980 23123424
211203090010 Test Case 111980 mnnm
230708310100 TEST CASE 4/411980 123456789

503844786

Intake .
Case Maintenance 7
Subpoena Ep
Victim Witness h
Mandated Costs. B
Maintenance =)
Security 0

'ACTION User Guide .. <BrYTeTHE A3¢ 25w
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View Demographics

The ‘View Demographics’ button will display the demographics associated with
the highlighted Daid record. You can verify that this is the correct Daid and click
‘Accept’ to accept the Daid and proceed to the Case Entry Tab form.

QF

View Go Tools Help

[Selection VBl paid Search Q
Currest Case Search Criteria
LastName * First Name ear of Birth
Tt - 1a00
Daid sID FBINo noc Uniqueld
010911130005 559952 999748V11
LastName First Name Middle Name. Suffix eptDaid G, View Demographics [[f] Defendant History
e Cazey hB siD SSN
Alias 559952 503844736
SHAW, ZOEY
Sex  Race Height Weight Har  Eye FTEYPETETY
M % 508 190 BRO  BRO FPETP R
Scars/Marks/Tattoos FPETPERFE)
- - 123123123
Birth City Birth State.  Drivers License No License State: 123856789
PINE RIDGE S0 922115009 <o
Social Security # Date of Birth 2T
ial
503-84-4786 281980 - T
Address Phone Number 123456789
H- LKA: 5042 CLAYTON STREET DENVER, CO H - (720) 436-7102 ext. 0000
Existing Cases [E] View Case Summary
District ‘Case Status
IR Dose200sCROD1235 o1 0
[ cosissiTHO0S TSR 02 0
[ D0302005THS5595% [ 0
[ cosozo1im 002972 o1 C
Intake el [J Dozezoo7CROD14ES o1 C
Case Maintenance o5t
C— =
Victim Witness. 5
Mandated Costs =
Maintenance =)
Security Ll

8/15/2012 |12:26 PM |Ready..

Tide . "\ Untitled - Paint <BVEserHE A3 1226M

View Case Summary — This button allows you to view a summary of an
individual case, in a report format. First, highlight the case you would like
to view and click the button.

Defendant History

The ‘Defendant History’ button allows you to view a summary of all cases,
associated with a given Daid, in a report format. First, highlight a Daid and click
the button. The report will open in a viewer. You can page through the
information and print if you wish.
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Intake/Case Entry /Case Tab

ttake Complaint]

View Go Tools Help

[E] CaseDetails [ Noting - ) Review Indicators (=3 Case Tools ~

Intake Ci int - D0622012TM 123456 - Test, Case £l
Case | Daid j lias | offense | arrest | Events [ victim witness | charges | Filing | S
Case Number* DAID* SID FBINo
D~ 062 ~ 2012 TM = 123456 010911130005 559952 I Indicaiors Reviewed
Filing Last Name* First Name Middle Name Suffx
Test Case -
CaseType™ Adultdu Filing Type: Filing Status
CR- Criminal ~ - -
Warrant Type Team/Unit Weapon Other Weapon
Advocate File Location ‘School Nofification
Case Judge Case Prosecutor Division
Intake E]
Case Maintenance £
Subpoena 157
Victim Witness &
Mandated Costs =l
Maintenance =)
Security v/
=] P nex @ sop @ cancal
8/15/2012 | 12:26 PM  Ready...
e | > 7@ thbox - Microsort 0 || on - [Intake Co.. | [ Action Users Commee | ¥ Untitled - Pamt I «<BVYEeFH AR 25m

At this point in the entry process the Case Tab form may be populated with
initiating event data and/or Daid information. This form allows you to enter
information about the case.

Required entry fields:
e Case Number
e Daid
e Filing Last Name
e Case Type

% If the button is not enabled, make sure all required fields have been
entered. Required fields are marked with an asterisk * next to the field name.

Page 15 of 134



Indicators
T —
Alcohol Related Habitual
Career Criminal High Profile
Crimes Against Child HIV
Direct File Eligible ID Theft

<

‘Domestic Violence MuniReferral
Diugs SexAzeault
Dul Shodi

Family ¥iolence Task Force
Fast Track Violent Crime
Forfeiture Welfare Fraud
Gang

Grand Jurp

As part of the case entry process, you are guided to the ‘Indicators’ form as you
complete entry of the Case Tab form. Indicators allow you to identify important
aspects of a case for query or reporting purposes. Some indicators, such as
‘Domestic Violence’, are required and available for all districts, however, each
district has the ability to add or remove non-required indicators as necessary for
their unique needs.

% In the ‘Indicators’ form, you may use the (up/down) arrow keys to move
through the list and select, or un-select checkboxes by using the space bar.

é] The ‘Indicators’ form must be reviewed, but no indicators have to be chosen.

% If checked, the ‘Domestic Violence’ indicator will appear on the
Complaint/Information.

© g The indicators may be reviewed, or updated, at any point in
Action, by using the ‘Review Indicators’ option from the toolbar.

Intake/Case Entry Toolbar

i, Action - [Intake Complaint]
]| File Edit View Go Tools Help X

wny

= CaseDetails |4 Noting 'O Review Indicators (=5 Case Tools ~

While in the Intake Process you are provided with a toolbar that allows you easy
access to commonly used tools.

Case Details — This button provides a quick way to view all of the information
that has been entered on a case. The Case Detalil tool is available throughout
Action.

Noting — This button provides a quick way to add, modify, or view notes. Notes
can be added to either of two ‘Note Types’: Case or Daid. ‘Note Subtypes’ may
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be chosen if you require more specificity. Notes can be added, viewed, and/or
updated at any time throughout Action.

Review Indicators — This button provides a quick way to add, modify, or view
Indicators.

Case Tools — This button allows several options available for the case:

tIndicators (= Case Tools ~

Mo File

&
—=

& Change Case
> Change Case Status
Defendant History

Case Summary

Copy Case From

é Copy Case To

3% Delete Case

No File — This button provides quick access to a tool that changes the
case status to ‘No File’. You can select a reason for the no file decision,
as well as, additional notes of explanation. There is the ability to produce
a no file Letter to be generated informing law enforcement of the no file

status.

Select Text for No File Letter

\le are unable to file charges because the evidence, at this point in time, is insufficient to pro
beyond a reasonable doubt that the named defendant committed this crime. If you are sware of
new evidence, or ather leads that might change the status of this case, please contact the
detective from the law enforcement agency.

\we have declined to file charges because the reports reflect that you, the victim in this case, do
not wish to prosecute.

\wie have declined to file charges and have decided that the evidence warrants prosecution of a
misdemeanor in county court. You will be contacted with the new case number and court date.

\wie have declined to file charges because the evidence does not warrant proceeding with a felony
crime. In this situation, you may have civil remedies available and may wish to contact an
attorney.

‘\nle have declined to file charges because (add relevant information)

./ Spell Check
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= Change Case — This allows the user to change the case number.

Change Case Mumber

Status: Casefound. Please enter the new case number.

Case Number

| | | | Load Case

New Case Number

Court Type ‘Court Location Case Year Case Class CaseSeq
D > 062 > 2012 ™ ~ | 123454

7] Change of Venue Change Case No

= Change Case Status — This allows a No File case to be set back to
pending. For example, if evidence is recovered or a withess comes
forward and the DA determines to move forward with a no file case the
status will be changed back to a CR.

[ Change Status |

Case Status Changed Toc
F - Pending Case
CazeType

|CR - Criminal -

= Defendant History — This will generate the defendant history to view or
print.

= Case Summary — This will generate the case summary to view or print.

= Copy Case From — This enables the user to copy any case data FROM
this case to another pending case. (Refer to ‘Link Case’ instructions)

= Copy Case To - This enables the user to copy any case data from
another case TO this case. (Refer to ‘Link Case’ instructions)

= Delete Case — Power Users can delete any pending case from Action.
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Intake/Case Entry/DAID Alias Tab

Action - [Intake Complaint]

[£] File Edit View Go Tools Help x
[E] CaseDetails [Z; Noting - {J) Review Indicators (=) Case Tools ~
[Select B intake G int - D0622012TM 123456 - Test, Case e
Currem Case. —
Ca: Daid / Alias | Offense | Arrest | Events | Victim Witness | Charges | filng -
f——— | cass ! L [ Arrest | Events | [ [ fiimg |
Defendant DAID Name
Test Case
il Case Entry Doc Driver's LicenseNo.  Driver's License State
[ Treffic Case Entry I ) €0 - Colorade -
Q, Case Search Race Sex Height  Weight  Hair Color Eye Color
£, Intake Prosecutor - White ~ || M- Male N E 130 ERO - Brovn ~ | BRO-EBrown -
& Maintsin Daid Scars/Marks/Tattoos
& ECitation
Birth Gity State Alias
FINE RIDGE SD - South Dokota ~ | SHAw, Z0EY
DOB SSN Address
81311980 503-84-4786 None
Phone
Nene
Intake [}
Case Maintenance L
Subpoena &
Victim Witness &
Mandated Costs. 3]
Maintenance =
Security (W)

<E@vEerH #I¢ 100w

The DAID/Alias Tab form allows you to add or update information on the
defendant’s Daid record.

% The following fields accept multiple entries:
Alias

DOB

SSN

Address

Phone

% If there is no preexisting information on the Daid record, the first information

entered for DOB and SSN is ‘promoted’ to the current Daid DOB and SSN. This

information can be updated using the DAID Maintenance process once the
Complaint/Information has been printed.
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Intake/Case Entry /Offense Tab

Kl Action - [Intake Complaint] |;||E||z|
File Edi Wiew Go Tools Help x

Case Summary @ Noting ~ @ Review Indicators Mo File
m Intake Complaint - D0511998CR089001 - TEST, TIMING

(intake | Yy ey —rr———— .
C#l Case
[% Mon C&l Case

* Edit x Delete @ Link Case 4

7 Mo CH [Arrest] = e |

% Pending Case Search
a Intake Prosecutor

TimeTo

GF add  ?* Edit 3¢ Delete

e ———— L e

aaaaa

MNATALIE | 4/23/2007 11:25 AM

The Offense Tab form allows you to add, update, or delete offense information.
The first form displays any existing offenses.

é’ You can add more than one offense. You can also add multiple offense
numbers for a given offense.

é’ If offense information has been ‘accepted’ from the Initiating Event (CICJIS)
Tab form, you will be directed to edit the offense record before proceeding.

Required entry fields (if you add an offense):
e From Date
e ORI Number
e Filing ORI

— This button allows you to add an offense. Clicking this button will bring up
the offense detail entry form.

&’ The Officers associated with the ‘Filing ORI’ will appear in the Officer drop-
down list. If the Officer is not listed, you click on the ‘+’ sign, next to the Officer
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drop-down, and add the Officer to the list. Once the offense information is saved,
the Officer will appear in the Officer drop-down list.

é Any officers entered will be automatically added on the Victim/Witness Entry
screen.

é The offense date is checked against the Adult/Juvenile indicator and the
Daid DOB. You will see an error pop-up if the three values are not in agreement.

— This button allows you to edit an existing offense. First, highlight the
offense you wish to update, and then click the button.

— This button allows you to delete an existing offense. First highlight the
offense you wish to delete, and then click the button.

— This button allows you to view and select from a list of current
cases that match the case you are entering based on the ‘Offense Number’ and
the ‘Filing ORI’. In the circumstance of co-defendants, when the first case exists,
clicking the button will open a pop-up box displaying potential matching cases.

To link cases:

Highlight the case you want to link your current case to in the list on the
right side and click on the ‘Link Current Case To Selected’. For multiple co-
defendant cases once a case is linked the others can be added by selecting the
‘Group’ button.

{0 Link Case Management Lth

Current Case:
D0622012TM123456 - (Test. Case)

Case Groups: Cases With Same Offense & [+ Only Show Unlinked Cases

Case Groups =] Case Summary Unlink Case | Link Selected To: CJ Group Q Current Case
& Link Current Case To Selected

Offense#
™ D0622012TM999999 - STATUS: P - Test, Case

[ 123456 | D0622012TM123456 - STATUS: N - Test, Case |
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Select the ‘Copy VictimWitness/Charge to Co-Defendant Case #by checking the
box and clicking the ‘Link’ button

@ =5

Do You Want To Link Case D0622012TM123456 to Case DDG22012TM999939

Please Select An Option To Copy/Transfer Case Information:

[[] Copy VictimWitness/Charge to Main Case D0622012TM339999

Copy VichimWwtness/Charge to Co-Defendant Case DO6Z201.

|

The user can select a vict/witn or charge specifically by checking the coinciding
checkbox or the user can click on the ‘Check’ button and ‘Select All

The charging language can also be copied exactly by checking the ‘Keep
Charging Text’ checkbox.

Click the ‘Copy’ button to copy the selected data.

ol COPY Data From Case D0622012TMS99953 TO Case DO622012TM123456 [E=EN X
— |
Offenses Add Offense’s Officer as Winess
Victim Witness (D0622012TM999993) " Check | |Charges (D0622012TM299999) « Check ||
[ |1 |Selazar. donmnie | CODE200D [N | SEXL-RACEQ-WilType:PO-NOTIFICATIONE| | = |1 | MURDER T-AFTER 01011 |F1 | 183-102(1)(z)
INTERPRETER:N-LANG -E DELIBERATION
[ |2 [ Viess. Gre W[ DOBSS/1980 SEXM RACE W Vit ype A NO| | [ 2 | AT RISK-ASSAULT 2-CAUSE 18510 |F3 | 186 5-103(2)(b)1832
Test INTERPRETER:N-LANG -E Sel
[ | |Victim, One N | DOB:S/S/1380-SEX:M-RACE W-icType-NOTI
INTERPRETER:N-LANG.-E

e |

F [7] Keep Charging Text

[ coPr | [ canca
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Cases can also be un-linked by highlighting the case listed on the right and

clicking the ‘Unlink Case’ button.

0 Link Case Management

Main Case

D0622012TM339993 - (Test. Case) UnLink Case

Offense?

|

| ef1sj2012 |[2:51PM |[Ready... ———————————————————————
e B S B C A 3 4

The Arrest Tab form allows you to add or update arrest information.
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Intake/C & | Case /Events Tab

\ction - [Intake Complaint]
[¢] File Edit View Go Tools Help x

| B Intake G int - D0622012TM 123456 - Test, Case [
CD-DEZ‘DT;MWZMSS Case | Daid / Alias | Offense | Arrest’ Events | victim Witness | Charges | riing | ~
0 - Court Event(s) b AddCourtEvent ? EditCourtEvent 3¢ Delete Court Event

Ei Case Entry ]

0815/2012 1200 DA

Add/Edit Event

Scheduled Event
Scheduled Dale Time Division

0315201z v 1200
Judge

0 - Internal Event(s) = F AddInternalEvent ® EditInternalEvent 3¢ Delete Internal Event
) || Reasr tor n n

Intake

Case Maintenance

Mandated Costs

Maintenance

|
alm el @ | e

Security

8/15/2012 | 2:52PM | Ready..

¥ Untitled - Paint ACTION User Guide .. <ER@VEerHE W3¢ 252m

The Events Tab form allows you to add, update, or delete ‘Court’ and ‘Internal’
event information. The first form displays any existing information.

% ‘Court’ events are events originated by the Courts. The codes (4 characters)

and translations match those used by State Judicial. Although ‘Internal’ events
are optional, you can use them to track case processing within your office (not
involving the Courts). The Internal event codes (2 characters) and translations
can be created and/or modified to fit your needs.

Required entry fields (if you add a ‘Court’ event):
Schedule Event

Scheduled Date

Time

Division

Required entry fields (if you add an ‘Internal’ event):
e Event Type
e Event Date
e Event Time (can be 00:00)

— This button allows you to add an event. Clicking this button will bring up
the event detail entry form.
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% Judges and Prosecutors, for your district, will appear in the drop-down

boxes. Judge and Prosecutor codes are maintained by users with ‘Power User’
capability. Contact your local ‘Power User’ to update these fields.

% The Defense Attorney field is free-form and optional.

é Check the ‘Writ’ box if a writ has, or will be issued. When you check the box
a ‘Writ Date’ field will be enabled for entry.

— This button allows you to edit an existing event. First, highlight the event
you wish to update, and then click the button.

— This button allows you to delete an existing event. First highlight the
event you wish to delete, and then click the button.

Internal Event Entr

[E] CaseDetails [Z; Noting - {J) Review Indicators (=) Case Tools ~

[Selsction B intake G

int - D0622012TM 123456 - Test, Case

=

Currem Case

Case | Daid ] Alias | Offense | Arrest’ Events | Victim Witness | Charges | Filing |

DO622012TM123456

A Intake Prosecutor
& Maintsin Daid
& ECitation

0 - Internal Event(s)

4P AddCourtEvent > EditCourtEvent 3% Delete Court Event

Add Internal Event

Event Type Event Date

Event Time

df AddInternalEvent ? Editlnternal Event 3 Delete Internal Event

<E@vVEerHE W3¢ 22m

Page 25 of 134



Intake/Case Entry/Victim Witness Tab

[= CaseDetails [ Noting - ) Review Indicators (= Case Tools ~

S B Intake C int - DOG: ]

P 'Add Vitctim/Witness =
st case | paid / Alias | offe = =
D0622012TM 123456 TR T e
0 - Victim / Witness(s) o | ype g tness Type o ExpandAll & Add P Edit 3§ Delete ) Print -
& Case Fniry = Agency List Officer Search
Last Name FirstName: Middle Name: Suffix
Mailing Information.
DoB Race Sex
~| 0-Other U - Unknor -
Address Type: Business Name
Address Line 1
I Disable Auto Caps +
Address Linc 2
City State ZipCode Zip+4
Additional Irformation
0 - Phones @k Add 7 Edit 3% Delete
Type Area Code Phone No Ext Status
Intake ]
Case Maintenance A
Subpoena = Language Notification Type
Victim Witness & E- English - [ Victim's Rights Noiification E - Endorsed hd
Mandated Costs
59 sove (| STRa™ || ciose
Maintenance )
Security v}
G Erev | Nea @ swp

8/15/2012  2:54PM  Ready.

P Ontiied - Pamt ACTION User Guide <E@VEeTHE AIC¢ 2sm

The Victim Witness Tab form allows you to add, update, or delete victim/witness
information. The first form grid displays any existing information.

Required entry fields — main form (if you add a victim/witness):
Witness Number (automatically generated)

Victim Type and/or Witness Type

Last Name

Notification Type

Required entry fields (if you add an address):
e Address Type
e AddressLine 1

Required entry fields (if you add a phone number):
Phone Type

Area Code

Telephone

Phone Status

The following sections accept multiple entries:
e Address (click the ‘+’)
e Phone
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— This button allows you to add a victim/witness. Clicking this button will
bring up the victim/witness detail entry form.

é A person can be a victim, a witness, or both.

é The order in which you enter the victim/witness records is the order in which

they will appear on the Complaint/Information. If it is your business practice that
all victims appear first on the Complaint/Information, before witnesses, then they
should be entered in that order.

é When you enter a Witness Type of ‘PO’ additional officer-related fields will

appear. Additionally, the address/phone information section will populate once
the ORI has been entered.

% By default, the ‘Mailing’ address for a victim/witness will appear on the

Complaint/Information. If a ‘Mailing’ address has not been added, then the
‘Home’ or ‘Business’ address will appear.

% The ‘Additional Information’ field will appear on the subpoena. It can be
selected or un-selected for display, on the subpoena flagging screen.

% The ‘Mailing Information’ field is used to display the name on mailing
documents. Please edit appropriately to display the name as you wish.

%' The ‘Victim’s Rights Notification’ check-box will automatically populate

based on any qualifying charges entered, however, you can override the
selection if you choose to change the notification status of the case.

%' The notification types are:
¢ (E) Endorsed (default)
e (N) Notification
e (B) Both - meaning endorsed and notified

— This button allows you to edit an existing victim/witness. First, highlight
the victim/witness you wish to update, and then click the button.

— This button allows you to delete an existing victim/witness. First
highlight the victim/witness you wish to delete, and then click the button.
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Intake/Case Entry /Charges Tab

\ction - [Intake Complaint]
2] File Edit View Go Tools Help

[= CaseDetails [ Noting - ) Review Indicators (= Case Tools ~

[Selection Bl Intake C:

int - D0622012TM 123456 - Test, Case

]

Current Case: = m—
Case | Daid { Alias | Offense | Arrest | Events | Victim Witness* Charges | Filing ~
D0622012TM122456 r It L L L 5 L I
Case N = _ e

D v 052 ~ 2012 TH = 123456 Q, ChargeSearch £, Add/View Victims

[o] CaseEntry Last Name* Count  ChargeFromDate ChargeToDale  Charge Code

4 Trafic Case Enry Test 1= 05052012

@ Case Search DOB Current Age.

A\ Inioke Prosecutor A & ot e

o Statute Effective Repeal i
& Waintsin Daid Reviewing Prosecutor =
€% ECitation Tite
0 - Entered Charge(s) ‘ ‘ Copy  » Edit 3{ Delete {it MoveUp {} MoveDown
Bl coum | 1 1 I
B Charge Text ' SpellCheck <y Unda | | B |
Intak ]
Case Maintenance A
Subpoena 5] Saveant
[

Victim Witness &

Mandated Costs =
Maintenance =}
Security v

ey 8w Gom

8/15/2012 | 2:57 PM_ Ready...

- BEE >

ACTION User Guide

<EBVEerHE AEC 257mMm

The Charges Tab form allows you to add or update charge information. The first
form displays any existing information.

Required entry fields — main form (if you add a charge):

e Case Number
e Case Type
e Last Name

Required entry fields - charge detail entry (if you add a charge):

e Count (automatically generated)

e Charge From Date (defaults from ‘Offense From Date’, however, can be

edited with offense date range.)

e Charge To Date (defaults from ‘Offense To Date’, however, can be edited

with offense date range.)
e Charge Code

— This button allows you to add a charge. Clicking this button will bring up

the charge entry form.

% If you enter a drug-related charge code additional entry fields for ‘Drug

Type’, Drug Quantity’, and ‘Drug Unit’ will appear. If a [Drug] variable exists in
the charging language, it will populate with the ‘Drug Type’ entered.
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é Any weapons entered in the weapon fields on the case screen will fill in the
weapon variable within the charging language.

Charge Entry Toolbar
C% Charge Search Q Add/¥iew ¥ictims

Count Charge FromDate ChargeToDate Charge Code

While in the charge entry process you are provided with a toolbar that allows you
easy access to commonly used tools.

Charge Search — This button provides you a quick way to search for, and select,
a charge code.

Search On (pick one) - You can search for charges based on full or partial
values in the ‘Charge Code’, ‘Statute’ (default), ‘Class’, or ‘Title’ fields.

Begins With - You should choose this option to search for codes that ‘begin with’
the value you entered, based on your ‘Search On’ criteria.

Contains - You should choose this option to search for codes that ‘contain’ the
value you entered, based on your ‘Search On’ criteria.

No Repealed Charges — This check-box allows you to include or exclude
repealed charges based on the offense date range of your case. If displayed,
repealed charges will appear in red font.

é’ Once the search results display you can ‘hover’ over the charge code
column, with your mouse, to view the charging language.

% There are three ways to select a displayed charge:
e Highlight the charge and click ‘ALT + U’
e Highlight the charge and click Use Selected Charge]
e Use your mouse to double-click the charge
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Iy Lount Lhargekrom Uate Lharge | ol ate Lharge Lode

Charge Search

SearchOn:  'Charge Code (+)Statwe (iClasz (_Title
Enter Statute: 1818 * Begins With
" Contains
Cancel Clear Use Selected Charge
MoRepealed Charges 473 Results Found
od atu a p | jove
86053 | 18-18-405(1), | Controlled Sub-Consp dist/man flunit-2d F2 o7/on/z003 | A ;
86058 18-18-405(1). | Controll Sub-Cons poss flunit-over 19-2d F2 o7/0n/2003 | A
86057 18-18-405(1). | Controll Sub-Cons poss flunit-10/less-2d F2 o7/0n/2003 | A B
86052 18-18-405(1). | Controlled Sub-Consp poss flunit-over 1g F3 07/01/2003 | /4
86051 18-18-405(1). | Controlled Sub-Cons poss flunit-1g/less F& o7/0n/2003 | A
86046 18-18-405(1). | Controlled Sub-Poss w/int Flunitraz-2d F2 o7/0n/2003 | A
86045 | 18-18-408(1), | CONTROL SUB-POSS FLUMITAMT-SER-25/mare F3 o7/on/z003 | A
BE041 18-18-405(1). | CONTROLLED SUB-POSSESS W/ INT FLUNITRAZ F3 o7/on/z003 | A
86036 18-18-405(1). | Controlled Sub-Manufact Flunirazepam-2d F2 07/01/2003 | 44
sl 86035 | 18-18-405(1), | CONTROLLED SUB-MAN FLUNIT-SERIES-25-450g F3 07/ot/z003 | A
86021 18-18-405(1), | CONTROLLED SUBS-MANUFACT FLUMITRAZERAM F3 o7/o/e003 | A
n 86026 | 18-18-408[1), | Controlled Sub-Distrib Fluritraze-2d-0Ff F2 o7/o/e003 | A
] 86025 | 18-18-405(1), | CONTROLLED SUB-DIS FLUMITRAZ-SER-25-450g F3 07/01/2003 | A4 b

Add/View Victims — This button provides you a quick way to add new
victim/witness information. This tool is useful as ACTION provides a choice of
victim names in charging language that includes [Victim] as a variable.

é This tool is for quick entry only. Only name, gender, and type can be
entered. Other information should be entered using the Victim Witness Tab form.

— This button allows you to copy an existing charge. First, highlight the
charge you wish to copy, and then click the button. The charge detail entry form
will appear with the charge count incremented and the charge-related fields
populated.

— This button allows you to edit an existing charge. First, highlight the
charge you wish to update, and then click the button.

— This button allows you to delete an existing charge. First, highlight the
charge you wish to delete, and then click the button.

IMove Up/Down| — This button allows you to re-order the charges. First, highlight
the charge you wish to re-order, and click the appropriate button to move the
charge up or down in the sequence number order.
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Charging Language
% Charge Search & Add/View Victims
Count Charge From Date Charge To Date ‘Charge Code

1 - ||EEEE  [+] osos2012 v | 02083

Staluie Effective Dale Repeal Date Class
18-3-206(1)(a)/(b) 71112000 F5
Title
FELONY MENACING-REALSIMULATED WEAPON
Charge Text SpellCheck <% Undo

Case Test, by any threat or physical action unlawfully, feloniously, and knowingly placed or attempted to place [Name Victim]
in fear of imminent serious bodily injury [by use of a deadly weapon or any article used or fashioned in a
manner to cause a person to reasonably believe that the article was a deadly weapon] [by
representing verbally or otherwise that <he> <she> was armed with a deadly weapon]. namely:
[Mame Weapon]: in violation of section 18-3-206(1)a}/b). CR.S

Save am
Save == Close

ACTION allows you to update and complete the charging language at the point of
charge entry rather than waiting until the Complaint/Information is created.

% To enter the ‘Charge Text’ entry box, you can tab or use your mouse. From

within the box you can add or modify the charging language. The language in
the box is the language that will appear on the Complaint/Information.

é’ Text displayed in red indicates a variable(s) that needs to be updated. Using

the key combination ‘ALT + Q’ allows you to move from variable to variable within
the language. If the variable choices are in a drop-down (victim names, or
alternate subsection language) use the (up/down) arrow keys, or your mouse, to
make your choice and hit ‘Enter’.

é’ Completed variables will display in blue font.

Charge Text Toolbar

Charge Text " Spellcheck <3 undo

\
While in the charge text completion process it functions as Microsoft Word and
you are provided with a toolbar that allows you easy access to commonly used
tools.

Spell Check — This button provides you a quick way to check the spelling of the
words within charging language.

Undo — This button provides you a quick way to revert back to the original state
of the charging language.
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Intake/Case Entry/Filing Tab

\ction - [Intake Complaint]
[¢] File Edit View Go Tools Help

[= CaseDetails [ Noting - ) Review Indicators (= Case Tools ~

[Sefestion B Intake C int - D0622012TM 123456 - Test, Case =
Cp.gsuz‘z;?rmuss Case | Daid / Alias | Offense | Arrest | Events | victim Witness | Charges’” Filing | =
[ SelectAl [0 ClearSelect & File and Print
B Case Eniry Filing Documents
7 EComplaint & information & view
I Adult Summons
I Mation for lssuance of Summons
I Arrest Warrant
I” Agency No File

I™ Leave for Direct File

Intake ]
Case Maintenance A
Subpoena 5]
Victim Witness &
Mandated Costs =
Maintenance =}
Security v}

<EBVEeYHE AEC 310mMm

The Filing Tab form allows you to view and print the necessary filing documents.
Check the box and click the corresponding ‘View’ button to view the document in
Microsoft Word format.

Once the case is complete clicking the ‘File and Print’ button from the toolbar will
send the case information, to the Courts, through CICJIS and completes the
Intake Process. The case status will change from ‘pending’ to ‘open’. From this
point forward, case access will be through the Case Maintenance process.
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Intake Process

o Fil i View Go Tools Help x
[2ectn “E Good Morning Garron LAl
Currem Case.
Friday, August 17, 2012 9:34:22 AM
Action Aleris
08/15/2012 New Sentence Codes:
RTPF - Request to Transfer Probation Fee
RYAS - Rual Youth Alchol /Substance Abuse Surcharge
0418/2007 This is the PRODUCTION version of the Action application
A Intake Prosecutor
& Maintsin Daid
& ECitation
2012~ Current Records in Action (NOT for sifistical purposes)
Number of Open Disirict Cases 0 Number of Open County Cases [
Quick Select Pending Dishict Case 184 Quick Select Pending Counly Case 2B
Number of Closed District Cases 0 Number of Closed County Cases 0
Quick Select No File District Cases 2 -| QuickSelectNoFile County Cases 0 -
Intake [E]
Case Mai L
Subpoena =
Victim Witness &
Mandated Costs. 3]
Maintenance =
Security (W)

<H@EVemsT AFC¢ ouam

In the Intake process, your choice of subprocess depends on the type of case
you are entering.

Intake/Traffic Case Entry

Choosing the Traffic Case Entry subprocess guides you through the process of
entering a case in which a Ticket has been the instrument of filing. Cases in this
process have a case status of ‘pending’ and can be modified and/or updated up
to the point you choose to ‘complete’ the entry process. Once you have
completed the entry process, the case status is changed to ‘open’. From this
point forward, case access will be through the Case Maintenance process.
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Intake/Traffic Case Entry/Daid Search

Q File Edit View Go Tools Help -8 X
[Selection 9B paid Search Q,
Cosien e Search Criteria
COESrE B
Case
] Case Entn
@, Search Clear @ Cancel
Search Results. @ 1 / © ' AcceptDaid Gk, View Demographics [ Defendant History

31291976 504785709
TEST CASE 11171560 000000000
TEST CASE 111%3
TEST CASE 1171969 000000000
TEST CASE 11811386
Test Case 8/8/1580 559952 503844786
TEST CASE 111%3 000000000
Test Case [

Test Case 9/9/1380
Test Case 47411981 123423134
Test Case ri
Test Case 6/6/1380 123123123

Test Case 8/8/1980 12312313
Test Case 8/8/1%68
Test Case 9/9/1932
Test Case 9/9/1993
Test Case 9/9/1934
Test Case [

Test Case 2/8/1980 12312123

Intake ]
191002180055 Test Case 8/8/1980 123456789

Case Maintenance A

Subpoena =1

Victim Witness &

Mandated Costs =

Maintenance =}

Security v

8/17/2012 | 9:35AM | Ready..

ACTION User Guide - || ion - [Daid Search] | <EFBEVOEET AE6 osam

To search for any existing criminal history data, enter the defendant’s last name.

é’ A first initial is suggested to limit the number of records returned and to
return the results more quickly.

é’ Alias names will appear in green font.

Once you initiate the search, the matching Daid records will be displayed. You
can highlight any of the records and click ‘View Demographics’ to view and verify
additional demographic information.

é’ You can also view the record by highlighting the selected row, with your
mouse, and clicking the ‘right’ mouse button.

At this point, you have two options:

1) Highlight the record and click ‘Accept Daid’. This option will attach the new
case to the existing Daid record and populate the demographic data with the
existing Daid demographics.

2) Ignore the Daid records and click ‘Cancel’. The ACTION application will

proceed to the Case/Defendant Tab form. A new system Daid will be assigned in
this situation.
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View Demographics

The ‘View Demographics’ button will display the demographics associated with
the highlighted Daid record. You can verify that this is the correct Daid and click
‘Accept’ to accept the Daid and proceed to the Case/Defendant Tab form.

Daid siD FBINo poc UniquelD
T 688665
Search Results LastName First Name Middle Name Suffix eptDaid G, View Demographics (4l Defendant History
KRUSE DALE RATRICK P = —
& ECitation 01036085015, Alias 777777 504785709
020602160009 TEST, CASECD3 v 000000000
060109250003 Sex Race Height Weigh Hair  Eye
220310220011 C i U LLZOR ECH R 22 000000000
230708070001 ScarsiMarks/Tatioos
010811120005 5 : — : 559952 503844786
9203040 irth City BirthState  Driver's License No License Siate 00000000
RIVERSIDE cA ] )
0508032 Social Security # Date of Birth
ial o
DE0B04210026 504785708 v 32T -
100704250012 Add Phonel 123423134
101208080025 H - 6095 WEST 1ST AVENUE, #1 LAKEWOOD, CO 80226 - H- (303 237636 et 0000~
170802200001 [PEIFE)
170808210046 12HB
70302300086 Existing Cases [E]  View Case Summary
171012170026 ‘Case Number District Case Status
181012160001 [ DosoissscRon0sT1 c
81012170001 | oooiisseF cooses |17 [ |
181104050001
— (] 181104080002 12312313
191002180055 123456789
Case Maintenance 55t
e — =
Victim Witness &
Mandated Costs 2
Maintenance =
Security (W}

8/17/2012 | 9:38 AM Ready...

<EFBHVEHET AEG smam

View Case Summary — This button allows you to view a summary of an
individual case, in a report format. First, highlight the case you would like
to view and click the button.

Defendant History

The ‘Defendant History’ button allows you to view a summary of all cases,
associated with a given Daid, in a report format. First, highlight a Daid and click
the button. The report will open in a viewer. You can page through the
information and print if you wish.
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Intake/Traffic Case Entry /Case—Defendant Tab

|5 File Edit View Go Tools Help x
[Selection 8 Traffic Case Entry - C0012012T999999 - KRUSE, DALE PATRICK [
[r—— [6] Case Summary [ Noting - ) ReviewIndicators (= Case Tools
it | charges | Victim witness | =
5 Case Entry (c:I:G::oT 012 T v 999999 b S;‘73777 m  fe——

& Trafic Case Entry Filing Last Name * First Name Middie Name Suffix
KRUSE DALE PATRICK -
Case Type* Adultduv Filing Type Filing Status Filing Date
[cR-Cind 7] f0-hit = o z o

‘Warrant Type Team/Unit Judge Prosecutor

Weapon Other Weapon Advocate
File Location School Notification e
Defendant DAID Name DoB Doc SSN
KRUSE DALE PATRICK 03129/1976 504-78-5709
Address Type. Address Line 1
H - Home ¥ 6095 WEST 1ST AVENUE, #1

Address Line 2

City State. Zipoode Zipoode +4
LAKEW/OOD €O - Colorado v 80226
Phone Type Area Code Number Ext Race Sex Height  Weight
H - Home v 3 2376385 0000 W- Vihite v M-Male v 0601 | 0170
Hair Color EyeColor Scars/Marks/Tattoos
BLN - Blonde ¥ HAZ-Hazel -
Driver's LicenseNo.  Driver's License State  Birth City. Birth Siate
886666 €O - Colorado ~ RIVERSIDE

<EFREVeREY Ald¢ sam

At this point in the entry process the Case/Defendant Tab form may be populated
with Daid information. This form allows you to enter information about the case
and the defendant.

% If the button is not enabled, make sure all required fields have been
entered.

% If there is no preexisting information on the Daid record, the first information

entered for DOB and SSN is ‘promoted’ to the current Daid DOB and SSN. This
information can be updated using the DAID Maintenance process once the case
entry process has been completed.

é To add additional entries for Alias, DOB, SSN, Address, or Phone use the
DAID Maintenance process once the case entry process has been completed.
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Indicators

I

T —
Alcohol Related Habitual
Career Criminal High Profile
Crimes Against Child HIV
Direct File Eligible ID Theft

v ‘Domestic Violence MuniReferral

Diugs SexAzeault
Dul Shodi
Family ¥iolence Task Force
Fast Track Violent Crime
Forfeiture Welfare Fraud
Gang
Grand Jurp

As part of the case entry process, you are guided to the ‘Indicators’ form as you
complete entry of the Case/Defendant Tab form. Indicators allow you to identify
important aspects of a case for query or reporting purposes. Some indicators,
such as ‘Domestic Violence’, are required and available for all districts, however,
each district has the ability to add or remove non-required indicators as
necessary for their unigue needs.

% In the ‘Indicators’ form, you may use the arrow (up/down) keys to move
through the list and select, or un-select checkboxes by using the space bar.

é] The ‘Indicators’ form must be reviewed, but no indicators have to be chosen.

& fldemig The indicators may be reviewed, or updated, at any point in
Action by using this option from the toolbar.

Intake/Non C&I Case Toolbar

A, Action - [Traffic Case Catryl

SFie E5tVew Go Tool HeB 1
et UE jrathic Case Entry - COUT2U1219999U9 - KRUSE, DALE PAIRICK &
Current Case

C00120727583983

&) CaseSummary [ Moting » () ReviewIndicators (2| CaseTook ~+

While in the Intake Process you are provided with a toolbar that allows you easy
access to commonly used tools.

Case Summary — This button provides a quick way to view all of the information
that has been entered on a case. The Case Summary tool is available
throughout Action.

Noting — This button provides a quick way to add, modify, or view notes. Notes
can be added to either of two ‘Note Types’: Case or Daid. ‘Note Subtypes’ may
be chosen if you require more specificity. Notes can be added, viewed, and/or
updated at any time in Action.
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Review Indicators — This button provides a quick way to add, modify, or view
Indicators.

Case Tools — This button provides a quick way to open adjunctive tools within
the Intake Process.

dicators |5y Case Tools -
@ Link Case

&) NoFile

& Change Case

£4 E-Citation Detail

3% Delete Case

— This button allows you to view and select from a list of
current cases that match the case you are entering based on the ‘Offense
Number’ and the ‘Filing ORI’. In the circumstance of co-defendants, when
the first case exists, clicking the button will open a pop-up box displaying
potential matching cases.

To link cases:

Highlight the case you want to link your current case to in the list on the
right side and click on the ‘Link Current Case To Selected’. For multiple co-
defendant cases once a case is linked the others can be added by selecting the
‘Group’ button.

[ Link Case Management g

D0622012TM 123456 - (Test, Case)

Case Summary f Unlink Case | Link Selected Ta: é Group @ Current Case
&b Link Current Case To Selected

Offense#

[ 12345 TD0622012TH STATUS: P

[ 123456 D0622012TM123456 - STATUS: N - Test. Case
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Select the ‘Copy VictimWitness/Charge to Co-Defendant Case #by checking the
box and clicking the ‘Link’ button

‘@ i)

Do You Want To Link Case D0622012TM123456 to Case D0622012TM999999

Please Select An Option To Copy/Transfer Case Information:

[T Copy VictimWitness/Charge to Main Case D0622012TM399999

Copy VictimWiinessiCharge to Co-Defendant Case DO6ZH01ZTM173456

)

The user can select a vict/witn or charge specifically by checking the coinciding
checkbox or the user can click on the ‘Check’ button and ‘Select All’

The charging language can also be copied exactly by checking the ‘Keep
Charging Text’ checkbox.

Click the ‘Copy’ button to copy the selected data.

ol COPY Data From Case D0622012TM939999 TO Case D0622012TM123456

i
Offenses Add Offense’s Officer as Wilness

Victim Witness (D0622012TM999999)

" Check | |Charges (D0622012TM999999) " Check f
] 1 | Salazar, Johnnie | CO0E20100 [N | SEXU-RACEQ-WitType:PO-NOTIFICATION:E & 1 MURDER 1-AFTER 01011 | F1 | 18-2-102(1)(a)
INTERPRETER:N-LANG.:E DELIBERATION
B 2| Witness, One N | DOB:S/SM980-SEXCM-RACE W-nfit Ty pe:LA-NO)| ] 2| AT-RISK-ASSAULT 2-CAIUSE 18510 | F3 | 18-65-103(3)(b),18-3-2
Test INTERPRETER:N-LANG..E SBl
] 3 | Victim, One N | DOB:2/91980-5EX:M-RACEW-VicType:-NOT]
INTERPRETER:N-LANG.:E

I | » "] Keep Charging Text

cory | [ canca
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Cases can also be un-linked by highlighting the case listed on the right and
clicking the ‘Unlink Case’ button.

——
0 Link Case Management

|

Case Summary @ Group @ Current Case

Main Case <7 Link Current Case To Selected

UnLink Case T

= No File — This button provides quick access to a tool that changes the
case status to ‘No File’. You can select a reason for the no file decision,
as well as, additional notes of explanation. There is the ability to produce
a no file Letter to be generated informing law enforcement of the no file
status.

Select Text for No File Leiter

\nle are unable to file charges because the evidence. a

a reasonable doubt that the named defendant co
new evidence, or other leads that might change the status of this ci
detective from the 2w enforcement agency.

\wie have declined to file charges because the reports reflect that you, the victim
not wish to prosecute:

\nle have declined to file charges and have decided that the evidence warrants prosecution of a
misdemeanor in county court. You will be contacted with the new case number and court date.

\rle have declined to file charges because the evidence does not warrant procesding with = felony
crime. In this situation, you may have civil remedies available and may wish to contact an
attorney.

/e have declined to file charges because (add relevant information)
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= Change Case — This allows the user to change the case number.

Change Case Mumber

Status: Casefound. Please enter the new case number.

Case Number
| | | | | Load Case
New Case Number
Court Type ‘Court Location Case Year Case Class CaseSeq
D > 062 > 2012 ™ - | 12345g
Change of Venue Change Case No

= E-Citation Detail — This pertains only to districts utilizing the E-Citation
system with law enforcement. It is a detailed report of the citation issued.

= Delete Case — The option to delete a case is available to Power Users
only.

Page 41 of 134



Intake/Traffic Entry/Summons-Offense-Arrest-Event Tab

# Action - [Traffic Case Entry]
|k File Edit View Go Tools Help x
[Selection VB Traffic Case Entry - C0012012T999999 - KRUSE, DALE PATRICK =
Current Case
C0012012T999999

|5l CaseEntry I 1] B ‘Oﬁ' -
|5 Traffic Case Entry s = T e

Q Case Search I 12 )
& Intzke Prosecutor From R e =l

& Maintain Daid [ = [oo] | o] Vv = N s

& ECitetion Offense Location | ‘Ciy State

Scheduled Event ScheduledDate  Time  Division
v 02 v

# Action - [Traffic Cas... | "\1 Unttled " Pamt "R ACTION User Guide (E@VeESY HEO 1010AM

This form allows you to add summons, offense, arrest, and event information.

Required entry fields:
e Summons
e Offense Number
e ORI
e From (date)

% The Officers associated with the ‘ORI’ will appear in the Officer drop-down

list. If the Officer is not listed, you click on the ‘+’ sign, next to the Officer drop-
down, and add the Officer to the list. Once the offense information is saved, the
Officer will appear in the Officer drop-down list.

é Any officers entered will be automatically added on the Victim/Witness Entry
screen.

Required entry fields (if you enter an event):
Scheduled Event

Scheduled Date

Time

Division
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é Judges and Prosecutors, for your district, will appear in the drop-down

boxes. Judge and Prosecutor codes are maintained by users with ‘Power User’
capability. Contact your local ‘Power User’ to update these fields.

é The offense date is checked against the Adult/Juvenile indicator and the
Daid DOB. You will see an error pop-up if the three values are not in agreement.

Required entry fields (if you enter arrest-related information):
e Arrest Number
e Arresting ORI
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Intake/Traffic Case Entry/Charges Tab

&k File Edit View Go Tools Help x
[Selection "B Traffic Case Entry - C0012012T999999 - KRUSE, DALE PATRICK =d
Currem Case. @] CaseS [Z MNoti @ Review Indicat =y Case Tools
0012012999399 = CoseSummary ~ il el
Ca I Event’ Charges | Victim Witness ~
m [ ExpandAll qp Add L1 Copy #* Edit 3% Delete {ii MoveUp I} Move Down
5] Case Entry = " - T i o Date ¥ a
|8 Traffic Case Entry 1 0510512012 05/0/2012
Q, Case Search
A Intake Prosecutor
& Maintsin Daid
& ECitation
&4 Add/Amend Non-Felony Charge ==
¢f Charge Search
Count  ChargeFromDate ChargeToDate Charge Code
1wl o0s0s2012 x| oos0EAMZ
Effective Date Repeal Date Class  State
Description
Savea
== Close
Intak (2
Case Maintenance 7!
Subpoena 1=
Victim Witness &
Mandated Costs. 3]
Maintenance =
Security !

<E@VemEsT #AIFC 01m

The Charges Tab form allows you to add, update, or delete charge information.

Required entry fields:
e Charge From Date (defaults from ‘Offense From Date’ or today’s date)
e Charge To Date (defaults from ‘Offense To Date’ or today’s date)
e Charge Code

— This button allows you to add a charge. Clicking this button will bring up
the charge entry form.

é’ If you enter a drug-related charge code additional entry fields for ‘Drug
Type’, Drug Quantity’, and ‘Drug Unit’ will appear.

Charge Search — This button provides you a quick way to search for, and select,
a charge code.

Search On (pick one) - You can search for charges based on full or partial
values in the ‘Charge Code’, ‘Statute’ (default), ‘Class’, or ‘Title’ fields.

Begins With - You should choose this option to search for codes that ‘begin with’
the value you entered, based on your ‘Search On’ criteria.
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Contains - You should choose this option to search for codes that ‘contain’ the
value you entered, based on your ‘Search On’ criteria.

No Repealed Charges — This check-box allows you to include or exclude
repealed charges based on the offense date range of your case. If displayed,
repealed charges will appear in red font.

& Once the search results display you can ‘hover’ over the charge code
column, with your mouse, to view the charging language.

é There are three ways to select a displayed charge:
e Highlight the charge and click ‘ALT + U’
e Highlight the charge and click Use Selected Charge]
e Use your mouse to double-click the charge

Charge Search

SearchDn:  ()Chaige Code (=)Slate (JClass () Title

o
Enter §tatute: 18418 Begins With
[+ Contains
Cancel Clear Use Selected Chage
MNoRepealed Charges 469 Results Found

F1333 | 18-18-106(8)0 | SUBS OFFENSE CULTIVATE MARIHUA F2 07/A973 | 7/4/2000

[
F1332 | 18184052 | POSS W INTENT TO MNFR:SCHED 2 F3 01/01/1980 | 7/4/2000
F13315 | 18-18-405(2) | POSS ' INTENT TO MNFR:SCHED 1- F4 01/0141980 | 7/4/2000
F1331C | 18-18-405(2) | POSS W INTENT TO MNFR:SCHED 1- Fa 01/01/41380 | 7/4/2000
F1331 18-18-405(2)( | POSS W INTENT TO MWFR:SCHED 1 F3 0170141980 | 74472000
F19304 | 18-18-405(2)) | CONT SUBSTAMCE-DISTRIB SCHED § M2 01/0141980 | 7/4/2000
FO3105 | 18-18-405(2) | POSSASALE SCHED. 5 CONTROLLED- M2 01/01/41380 | 7/4/2000
FOS10C | 18-18-405(2) | POSS/S4LE SCHED. & CONTROLLED- M2 0170141980 | 74472000
FOI10A | 18-18-405(2) | POSSASALE SCHED. 5 CONTROLLED- M2 01/0141980 | 7/4/2000
FO310 | 18184052 | POSS/SALE SCHED. 5 CONTROLLED M1 01/01/1980 | 7/4/2000
FO3095 | 18-18-405(1] | MANUFACTURE OR SALE OF CONTROL M 01/0141980 | 7/4/2000
FO303C | 18-18-405(1] | MANUFACTURE OR SALE OF CONTROL M 01/01/41380 | 7/4/2000
FOS094 | 18-18-405(1) | MANUFACTURE OR SALE OF COMTROL t 01/0141980 | 7452000 | %

Copy| — This button allows you to copy an existing charge. First, highlight the
charge you wish to copy, and then click the button. The charge detail entry form
will appear with the charge count incremented and the charge-related fields
populated.

— This button allows you to edit an existing charge. First, highlight the
charge you wish to update, and then click the button.

— This button allows you to delete an existing charge. First, highlight the
charge you wish to delete, and then click the button.

\Move gp/Down\ — This button allows you to re-order the charges. First, highlight
the charge you wish to re-order, and click the appropriate button to move the
charge up or down in the sequence number order.
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% This button completes the Intake Process. It may be selected at this point to

by-pass entering any victim/witness information and complete the filing changing
the case status from ‘pending’ to ‘open’. From this point forward, case access
will be through the Case Maintenance process.
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IntakeTraffic Case Entry/Victim Witness Tab

Action - [Traffic Case Entry] - X
& File_Edit View Go Tools Help x
[ JE Traffic Case Entry - C0012012T999999 - KRUSE, DALE PATRICK =
e [Z MNoting + () Review Indicators (=j Case Tools

C0012012T885958 Add Vitctim/Witness ary ing eview ors (=} Case Tool

ca: | summor — S
0 - Victim / Witnesss) END """"'TF g ST 5 ExpandAll dp Add ? Edit 3% Delete (= Print -
| Case P TR | e I = | St Ty vease| ot e
Sex |Victim Ty | Witness | Notificati | Brad
= Agency List Officer Search =
Last Name FirstName: Middle Name: Suffix
Mailing Information
DoB Race Sex
~| 0-Other U - Unknor -
Address Type: Business Name
Address Line 1
I DisableAutoCaps | .+
Address Linc 2
City State ZipCode Zip+4
Additional Irformation
0 - Phones @k Add 7 Edit 3% Delete
Type Area Code Phone No Ext Status

Intake ]

Case Maintenance A
Subpoena = Language Notification Type
Victim Witness & E- English - [ Victim's Rights Noiification E - Endorsed -

Mandated Costs

59 sove (| STRa™ || ciose

Maintenance =}

Security v

<EBVeHEEY AEC 0sm

The Victim Witness Tab form allows you to add, update or delete victim/witness
information.

Required entry fields — main form (if you add a victim/witness):

e Witness Number (generated automatically)
e Victim Type and/or Witness Type

e Last Name

e Notification Type

Required entry fields (if you add an address):
e Address Type
e AddressLine 1

Required entry fields (if you add a phone number):

e Phone Type
e Area Code

e Telephone

e Phone Status

The following sections accept multiple entries:
e Address (click the ‘+’)
e Phone
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— This button allows you to add a victim/witness. Clicking this button will
bring up the victim/witness detail entry form.

é A person can be a victim, a witness, or both.

é When you enter a Witness Type of ‘PO’ additional officer-related fields will

appear. Additionally, the address information section will populate once the ORI
has been entered.

é Once a victim/witness address has been entered it can be modified, but not

deleted, within the Intake Process. It can be deleted, from Case Maintenance,
once the case status is no longer ‘pending’.

é] The ‘Additional Information’ field will appear on the subpoena. It can be
selected or un-selected for display, on the subpoena flagging screen.

é The ‘Mailing Information’ field is used to display the name on mailing
documents.

é The ‘Victim’s Rights Notification’ check-box will automatically populate

based on any qualifying charges entered, however, you can override the
selection if you choose to change the notification status of the case.

é The notification types are:

¢ (E) Endorsed (default)
¢ (N) Notification
¢ (B) Both - meaning endorsed and notified

— This button allows you to edit an existing victim/witness. First, highlight
the victim/witness you wish to update, and then click the button.

— This button allows you to delete an existing victim/witness. First
highlight the victim/witness you wish to delete, and then click the button.

%' This button completes the Intake Process. The case status will change from

‘pending’ to ‘open’. From this point forward, case access will be through the
Case Maintenance process.
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Intake Process

i View Go Tools Help

[eection  °H  Good Morning Caron

o
&
Currem Case
C00120127993533 Friday, August 17, 2012 10:30:12 AM

Action Alerts.
08/15/2012 New Sentence Codes:

0471872007 This is the PRODUCTION version of the Action application.

A Intake Prosecutor
& Maintsin Daid
& ECitation

2012~ Current Records in Action (NOT for sifistical purposes)

Number of Open District Cases 0 Number of Open County Cases [
Quick Select Pending Dishict Case 184 Quick Select Pending Counly Case 2 _'I
Number of Clos ed District Cases 0 Number of Closed County Cases 0
Quick Select No File District Cases 2 | QuickSelectNoFile County Cases o _-|

5
i
CE ([ | & |2 | [ [

P Ortited - paint i ACTION User Guide - <E@VesEsT #WIFC 020

In the Intake process, your choice of subprocess depends on the type of case
you are entering.

Intake/Intake Prosecutor Subprocess

Choosing the Intake Prosecutor subprocess provides Intake Prosecutors the
ability to enter charging information and language. Use of this subprocess allows
prosecutors, and entry staff, the ability to work cooperatively throughout the
intake entry process.

%Through this subprocess, prosecutors can:

Create a case number or attach to an existing ‘pending’ case
Add charges

Add basic victim information

Add case indicators and/or notes

Manipulate and complete charging language
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Intake/Intake Prosecutor/Charges

\ction - [Intake Complaint]
[¢] File Edit View Go Tool:

s Help x

[=] Case Details [ Noting - §)) Review Indicators (=3 CaseTools - £, DaidSearch |- CaseSearch

B intake C int- D0002012T) &

Current Case:
C00120127959999

Case | Daid | alias | offense | arrest | Events | victim Witness *” Charges | Filing | S

Case Number® CaseType™
[Bl=] oov- + 2012 ™M + 000000 CR - Criminal =
Last Name* First Name Middie Name

\ I [ \I%I

DOB CurrenAge  Offense Age

Reviewing Prosecutor

0 - Entered Charge(s) b Add [Iy Copy @ Edit Delete it MoveUp 4 Move Down

Ty (25 | G |53

oo [ cose | oo | e | oomoee [ ouse | ongie | ovenn | e e | conpee ]

«BVeHEEY WE¢ n0am

This Charges Tab form allows you (Intake Prosecutor) to enter basic information
about the case, as well as, provides access to the charge detail entry form.

é’ If you think case entry has already started, choose Case Search to search for
a pending case.

Search On:
e Case Number (Default) — You can enter a specific case number as the
search criteria.
e Defendant Name, Victim/Witness Name — Last name is required.

é’ A first initial is suggested to limit the number of records returned and to
return the results more quickly.

e Offense Number — You can enter a specific offense number as the
search criteria.

Load

This button will load the case into the Charges Tab form.
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Otherwise, if you (Intake Prosecutor) are starting the process of intake entry,
enter the required fields:
e Case Number

e Case Type
e Last Name

[£] File Edit View Go Tools Help x
|=] Case Details [ Noting - () Review Indicators (=3 CaseTools - £ DaidSearch [-| CaseSearch

|Selection =) Intake Ci int- D0002012TM 999999 - Test, =
Currem Case.

Case | Daid / Alias | Offense | Arrest | Events [ Victim Witness© Charges | Filing -

CO012012T999999 L L L L L 2 L I

Case = _
m D = 000 ~ 2012 TM + 93995 Q, Charge Search &, Add/View Victims

Last Name~ Count  ChargeFromDaie ChargeToDale  Charge Code

DOB Current Age

i = Statute Efiective Daie Repeal Date Class

& EcCitation Tite
0 - Entered Charge(s) Copy » Edit 3% Delete it MoveUp 4} Move Down
[ Count | vde U Statu
— Charge Text «  SpellCheck <3, Undo N
Intake il
Case Maintenance 55t
Subpoena ] Save and Close
Ci=
Victim Witness &
Mandated Costs 2
Maintenance =
Security (W}
Qe | Nea | @ sop [N

<BVeREET Ad¢ nnm

Required entry fields - charge detail entry (if you add a charge):
e Count
e Charge From Date
e Charge To Date
e Charge Code

— This button allows you to add a charge. Clicking this button will bring up
the charge detail entry form.

% If you enter a drug-related charge code additional entry fields for ‘Drug

Type’, Drug Quantity’, and ‘Drug Unit’ will appear. If a [Drug] variable exists in
the charging language, it will populate with the ‘Drug Type’ entered.
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Charge Entry Toolbar

Ck Charge Search & Add/¥iew ¥ictims

Count Chalge FromDate ChargeToDate Charge Code
FAUEE  |~| D2o0n007

While in the charge entry process you are provided with a toolbar that allows you
easy access to commonly used tools.

Charge Search — This button provides you a quick way to search for, and select,
a charge code.

Search On (pick one) - You can search for charges based on full or partial
values in the ‘Charge Code’, ‘Statute’ (default), ‘Class’, or ‘Title’ fields.

Begins With - You should choose this option to search for codes that ‘begin with’
the value you entered, based on your ‘Search On’ criteria.

Contains - You should choose this option to search for codes that ‘contain’ the
value you entered, based on your ‘Search On’ criteria.

No Repealed Charges — This check-box allows you to include or exclude
repealed charges based on the offense date range of your case. If displayed,
repealed charges will appear in red font.

é] Once the search results display you can ‘hover’ over the charge code
column, with your mouse, to view the charging language.

é’ There are three ways to select a displayed charge:
e Highlight the charge and click ‘ALT + U’
e Highlight the charge and click Use Selected Charge]
. Use your mouse to double-click the charge

Lount Lharge Fromuate  Lharge | oL ate Lharge Lode

Charge Search

SearchOn: ()Charge Code (*)Statute (Class () Title

- . -
Enter Statute: 1818 * BeginsWith
" Contains
Cancel Clear Use Selected Charge
Mo Repealed Charges 473 Results Found

Controlled Sub-Consp dist/man flunit-2d Fz o7/01/2003 | A4

SE059 | 15-18-405(1),

)
86058 18-18-405(1). | Controll Sub-Cons poss flunit-over 1g-2d F2 07/01/2003 | #/
8E0ST 18-18-405(1), | Controll Sub-Cons poss flunit-1g/ess-2d F2 o7/01/2003 | 4/
8E052 18-18-405(1), | Controlled Sub-Consp poss flunit-over 1g F3 o7/01/2003 | 4/
86051 18-18-405(1), | Controlled Sub-Cons poss flunit-1a/less FE oF/01/2003 | 4/
OE046 | 18-18-408(1). | Controllzd Sub-Poss w/lnt Flunitraz-2d F2 Or/0n/2003 | A/
06045 | 18-18-405(1). | CONTROL SUE-POSS FLUNITANT-SER-25/more F3 Or/0n/2003 | A/
86041 18-18-405[1). | CONTROLLED SUB-POSSESS W/ INT FLUNITRAZ F3 07/01/2003 | A4
86036 18-18-405[1), | Controlled Sub-Manufact Flunirszepam-2d Fz ov/01/2003 | 4 F
™~ 86035 | 18-16-40501). | CONTROLLED SUB-MAN FLUNIT-SERIES-25-450g F3 07/01/2003 | A/
86031 18-18-405[1), | CONTROLLED SUBS-MANUFACT FLUMITRAZEPAM F3 07/01/2003 | A4
h O6026 | 18-18-405(1). | Controlled Sub-Distrib Flunitraze-2d-0Ff F2 07/01/2003 | A4
B 06025 | 18-18-405(1), | CONTROLLED SUB-DIS FLUMITRAZ-SER-25-450g F3 07/01/2003 | A/ b
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Add/View Victims — This button provides you a quick way to add new
victim/witness information. This tool is useful as ACTION provides a choice of
victim names in charging language that includes [Victim] as a variable.

é This tool is for quick entry only. Only name, gender, and type can be
entered. Other information should be entered using the Victim Witness Tab form.

— This button allows you to copy an existing charge. First, highlight the
charge you wish to copy, and then click the button. The charge detail entry form
will appear with the charge count incremented and the charge-related fields
populated.

— This button allows you to edit an existing charge. First, highlight the
charge you wish to update, and then click the button.

— This button allows you to delete an existing charge. First, highlight the
charge you wish to delete, and then click the button.

IMove Up/Down| — This button allows you to re-order the charges. First, highlight
the charge you wish to re-order, and click the appropriate button to move the
charge up or down in the sequence number order.
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Charging Language
C% Charge Search & Add/View Victims
Count Charge From Date Charge To Date Charge Code

1 ¥ | 08172012 ¥ | 08172012 ~ | 02053
Statuie Effective Daie Repeal Daie Class
18-3-206(1)(a)/(b) 7/1/2000 Eh

Title
FELONY MENACING-REAL/SIMULATED WEAPON

Press Alt-() to replace variables in charging text . SpellCheck <= Undo

,I'Zase Test, by any threat or physical action unlawfully, feloniously, and knowingly placed or attempted to place [Name Victim]
in fear of imminent serious bodiy injury [by use of a deadly weapon or any article used or fashioned in a
manner to cause a person to reasonably believe that the article was a deadly weapon] [by
representing verbally or otherwise that <he> <she> was armed with a deadly weapon], namely:
[Mame Weapon]: in violation of section 18-3-206(1)a)/b). C.R.5.

Save and
Save Ci=n Close

ACTION allows you to update and complete the charging language at the point of
charge entry rather than waiting until the Complaint/Information is created.

% To enter the ‘Charge Text’ entry box, you can tab or use your mouse. From

within the box you can add or modify the charging language. The language in
the box is the language that will appear on the Complaint/Information.

% Text displayed in red indicates a variable(s) that needs to be updated. Using

the key combination ‘ALT + Q’ allows you to move from variable to variable
within the language. If the variable choices are in a drop-down (victim names, or
alternate subsection language) use the (up/down) arrow keys, or your mouse, to
make your choice and hit ‘Enter’. Completed variables display in blue font.

Charge Text Toolbar

Charge Text ' SpellCheck <&, undo

\
While in the charge text completion process you are provided with a toolbar that
allows you easy access to commonly used tools.

Spell Check — This button provides you a quick way to check the spelling of the
words within charging language.
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Undo — This button provides you a quick way to revert back to the original state
of the charging language.

I_n}uake‘ilmlyn&tua}gg Erosecutor Toolbar

|=| case summary @ Moting 'O Review Indicators |[$) NoFile |- Case Search g Daid Search

While in the Intake Prosecutor entry process you are provided with a toolbar that
allows you easy access to commonly used tools.

Case Summary — This button provides a quick way to view all of the information
that has been entered on a case.

Noting — This button provides a quick way to add, modify, or view notes. Notes
can be added to either of two ‘Note Types’: Case or Daid. ‘Note Subtypes’ may
be chosen if you require more specificity. Notes can be added, viewed, and/or
updated at any time during the Intake process.

Review Indicators — This button provides a quick way to add, modify, or view
Indicators.

Indicators

I
Alcohol Related Habitual
Career Criminal High Profile
Crimes Against Child HIV
Direct File Eligible ID Theft

v ‘Domestic Violence MuniReferral

Diugs SexAzeault
Dul Shodi
Family ¥iolence Task Force
Fast Track Violent Crime
Forfeiture Welfare Fraud
Gang
Grand Jury

Indicators allow you to identify important aspects of a case for query or reporting
purposes. Some indicators, such as ‘Domestic Violence’, are required and
available for all districts, however, each district has the ability to add or remove
non-required indicators as necessary for their unique needs.

% In the ‘Indicators’ form, you may use the arrow (up/down) keys to move
through the list and select, or un-select checkboxes by using the space bar.

%' The ‘Indicators’ form must be reviewed, but no indicators have to be chosen.

% If checked, the ‘Domestic Violence’ indicator will appear on the
Complaint/Information.
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No File — This button provides quick access to a tool that changes the case
status to ‘No File’. You can select a reason for the no file decision, as well as,
add a note of explanation.

Case Search — This button provides a quick way to search ‘pending’ cases.

Daid Search — This button provides a quick way to search for any existing

criminal history data.
Kl Action - [Daid Search] MEES

C% File: Wiew Go Tools Help -8 X
Daid Search Q
[ CHl Case Search Criteria
| MonCY Caze
m Nan C (st LastName * First Name Yearof Biith
R
C% Pending Case Search
& Intake Prosecutor Qgﬁealch Clear @ LCancel
Search Results O O 1 / O O ' fccept Daid Q@ Yiew Demographics LIJ Defendant History
|jﬂ Daid Lastlame Firstlame MiddleName SuffixName: DOB SSN
090000000319 HARLAN RANDY 12271968 000000000
040402020022 HARLAN RICHARD JAMES 31541978 522373597
189803260003 HARLAN RICHARD LAURENCE 4181369 484928625
049204210019 HARLAN RICKY LEE 1215/1954 000000000
180000007891 HARLAN ROBERT 411946 | 312319 311528968
170509010008 HARLIN ROBERT DANIEL 12,2419 536985478
180000009234 HARLAN ROBERT DURNING 731519 000000000
+ 029105100003 HARLAN ROBERT ELIOT 7N9%64 | 445262 524765607
049303020088 HARLAN ROBERT FRANK 11/31948 408869558
+ 0000001 HARLAN ROBERT JOSEPH 8721964 | 395002 5211911319
+ 08981021000 HARLAN RONALD DORIAN 97231972 | 1089455 503082729

Enter the defendant’s last name.

% A first initial is suggested to limit the number of records returned and to
return the results more quickly.

Once you initiate the search, the matching Daid records will be displayed. You
can highlight any of the records and click ‘View Demographics’ to view and verify
additional demographic information. Alias hames display in green font.

% You can also view the record by highlighting the selected row, with your

mouse, and clicking the ‘right’ mouse button.

When you (Intake Prosecutor) are ready to stop the process of entry,
and save all of the data entered, click this button.
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Case Search

A Action

[ caseEntry

|& Traffic Case Entry
@, Case Search

A& Intoke Prosecutor
& Maintsin Daid
&4 ECitation

o Ready.

e = i@ nbox-

<BVeHEY WG 117am
Choosing Case Search allows you to search for any case.

Search On:

e Case Number (Default) — You can enter a specific case number as the
search criteria.

o Defendant Name, Victim/Witness Name — Last nhame is required.

é] A first initial is suggested to limit the number of records returned and to
return the results more quickly.

e Offense Number — You can enter a specific offense number as the
search criteria.

Summons Number — You can enter a specific summons number as the
search criteria.

This button will load the case into the appropriate process.

é Another way to search for a case is to choose the ‘View’ menu option and
select ‘Search’.
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Case Search allows access to Special Prosecution cases by selecting the
‘Special Prosecution Case’ checkbox and then entering in the originating
district’s entire case number and clicking the ‘Load’ button’.

The ‘Use Current’ button allows the user to re-access the last case they were in
for quick entry. That case number is always displayed in the top left corner of
Action labeled ‘Current Case’.

COM2012T3¥3333
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Case Maintenance Process

& Action
& Maintsin Daid
B Case

@ Offense

B Arrest

B everts

B Victim Witness
[ Charges

ZZ Disposition

ZC sentence
& Property

<BVeHEEY WE¢ nxnm

In the Case Maintenance process, your choice of subprocess depends on the
type of data you wish to add, update, or delete.

Case Maintenance/Maintain Daid Subprocess

Daid information is person-centric rather than district specific. One Daid may be
associated with many cases across multiple jurisdictions. As a result, changes
made to Daid information may have wide-reaching impact.

Choosing the Maintain Daid subprocess presents you with forms containing all
of the demographic information associated with a specific, unique Daid.
Most, but not all, of the displayed information can be updated.

Once you bring up the Daid Maintenance form, there are two ways to access a
specific Daid record:

Enter DAID

Load |

e [f you know the Daid number, enter it in the
box and click the ‘Load’ button, or just hit ‘Enter’.

¢ [f you don’t know the Daid number, use the Daid Search tool located on
the top right toolbar:
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&, File Edit View Go Tools Help x
Noting ~ &) DaidSearch & MergeDaid 23 Change Daid _

[Selection Bl pAID Mai ry

Currem Case.
C00120127889998 Enter DAID
£ Maintain Daid
[ Case "DAD | DoB | ss ||:Seach Crieria -
¥ Offense LastName" First Name Year of Bitth & Add P Edit Delete @ Promote |
& srrest Daid sig Case
B eets
B Victim Witness LastName Q, Search Clear @ Cancel
[ Charges
5 Disposition F= Search Results @ 1 ! © / AcceptDaid 9 View Demographics [ Defendant History
- Daid | LastNemoc | FirstName | MiddiName | SuffxName | DOB |  SD |  SsN I
Hai 01096085015 | KRUSE DALE PATRICK 32911976 | 777777 504785709
& 020602160008 | TEST CASE 1171560 000000000
T 060109250003 | TEST CASE 111193
i 220310220011 | TEST CASE 1171963 000000000
= 230708070001 | TEST CASE 181985 ||
070811130005 | Test Case 8/8/1580 | 558952 503844785
R 020304070003 | TEST CASE 111193 000000000
050803240020 | Test Case T
e ——— 080804210026 | Test Case /971580
100704250012 | Test Case 2411981 123423134
101208080025 | Test Case T
170802200001 | Test Case 6/6/1980 1212313
170808210046 | Test Case 8/811580 121D
Sotke ki 170902200046 | Test Case 8/871968
Case Maintenance e 171012170026 | Test Case 9/9/1992 5
Subpoena 5
Victim Witness &
Mandated Costs 2
Maintenance =
Security v

""# Action - [DAID Main... | G] ACTION User Guide - | I Untitled - Paint <BVeREET nd¢ nom
A i

To search for a Daid, enter the defendant’s last name.

é’ A first initial is suggested to limit the number of records returned and to
return the results more quickly.

Once you initiate the search, the matching Daid records will be displayed.
You can highlight any of the records and click ‘View Demographics’ to view
and verify additional demographic information. Once you find the right Daid,
highlight the record and click ‘Accept Daid’. Alias names will display in green
font.

% You can also view the record by highlighting the selected row, with your
mouse, and clicking the ‘right’ mouse button.

This action will populate the Daid Maintenance form with the Daid
demographics.
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View Demographics

The ‘View Demographics’ button will display the demographics associated

with the highlighted Daid record. You can verify that this is the correct Daid
and click ‘Accept’ to accept the Daid and proceed to the Daid Maintenance
form.

&, File Edit View Go Tools Help %
Noting ~ &) DaidSearch & MergeDaid Z; Change Daid
[Selection 2B pAID Mai ry

Currem Case
C00120127T999993 Enter DAID

[Cose arcenance — | I

£ Maintain Daid Daid SiD FBINo poc UniquelD

[ Case pam | pop | sou |SeaehCh oioseoesms 77T BREBER -
(@ Offense =il Freiis (3Rl iz 45 Add P Edit Delete @ Promote L
Y KRUSE DALE PATRICK =
e Daid sig &
Events =
TEST, CASE CO3
B victim Witness LastName Sex Race Height Weight Hair Eye
4] Charges M w €01 170 BLN HAZ
I8 Disposition Sex Scars/Marks/Tatioos History
2 Sornee = = n
& Froperty Hair Birth City BirthStale Driver's License No License Siate
= i{| RIVERSIDE cA 665685 co
Social # Date of Birth
DAIDDOE  DAI e, ==
o 504-78-5709 - 1976 -
o . Address Phone Number
s/Marks/Tattoos H - 6095 WEST 1ST AVENUE, i1 LAKEV/OOD, CO 80226 - H - (303) 237-6355 ext. 0000 |
DNA
| Existing Cases [E]  View Case Summary
Drivers License No

§
i
T [ &9 |52 | |53 (e

fon - [DAID Main... | CTION User Guide . | <BVeHEST AE¢ n3am

View Case Summary — This button allows you to view a summary of an
individual case, in a report format. First, highlight the case you would like
to view and click the button.

Defendant History

The ‘Defendant History’ button allows you to view a summary of all cases,
associated with a given Daid, in a report format. First, highlight a Daid and click
the button. The report will open in a viewer. You can page through the
information and print if you wish.
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Case Maintenance/Maintain Daid/DAID Tab

le Edit View Go Tools Help x
Noting ~ &/ DaidSearch [ MergeDaid 23 Change Daid _

“EH  pAID Mai a

Currem Case

CO0120127T999993

& Maintsin Daid
[E Cose

@ offense

£ Arrest

Events

B Victim Witness
[ Charges

ZZ Disposition
2= Sentence

Property

Enter DAID

220310220011

Load

DAID | DOB | SN | Address | Phone | Alias

& Add P Edit

Delete S Promote ||

Daid
220310220011
LastName
TEST

Sex

M- Male

Hai

siD FBINo

First Name
CASE
Race
v W-White -
Eye

Doc

Middle Name Suffx

Height  Weight
509 120
Unique ID

air
BRO - Brown ¥ BRO-Brown -

DAID DOB DAIDSSN  BirthCity
01/01/1969 000-00-0000
Scars/Marks/Tatioos

Birth State
CO - Colorado -

DNA

Driver's License No License Siale

CO - Colorado -

q
i
:

alb e (e

<@BVemEsT A3¢ n:am

f # Action - [DAID Main... L

At this point in the maintenance process, the DAID Tab form is populated with
what is believed to be the current and correct demographic information. All
‘enabled’ fields can be updated.

% Within the ACTION application, multiple values are accepted for DOB and

SSN. If multiple values are entered or exist, you have the option of deciding
which specific value you believe to be current and correct and ‘promoting’ it to
DAID DOB and/or DAID SSN. These values only display on this form, however,
they are entered and/or ‘promoted’ on subsequent forms.

é’ The DNA field is for ‘DNA Strand’ identification.

é’ In the Maintenance process, there is no ‘logical flow’ of entry as exists in the

Intake process, so there are no ‘Next’ or ‘Prev’ buttons. To move between tabs,
use your mouse or the (up/down) (left/right) arrow keys (when the tab name is
selected).

é’ Updates made to the DAID tab form will be saved when you move to a
subsequent form.
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S:ase Maintenance/Maintain Daid Toolbar

[ Noting - & DaidSearch [; Merge Daid
DAID Maintenance

While in the Maintain Daid subprocess you are provided with a toolbar that allows
you easy access to commonly used tools.

Noting — This button provides a quick way to add, modify, or view notes. Notes
can be added to either of two ‘Note Types’: Case or Daid. ‘Note Subtypes’ may
be chosen if you require more specificity. Notes can be added, viewed, and/or
updated at any time during the Maintain Daid subprocess.

Daid Search - This button provides a quick way to search for any existing
criminal history data. See instructions above.

Merge Daid — This button provides a quick way to examine possible non-unique
Daid records and merge them into one, if appropriate.

% You can only merge Daids with cases in your own district. Please contact
CDAC for Daids you are unable to merge with the merge tool.

Page 63 of 134



Merge DAID Tool

Action - [Merge DAID Tooll
Gy, File Edit View Go Tools Help

& x
[Select. Merge DAID Tool s
Currem Case: -
[ —— DAID 1220310220011 DAID 2- 020304070003
DAID 220310220011 Load [N Glear [l select DAID 020304070003 Load || Clear || Select
R siD Pl poc sio FEI poc
& Maintain Daid Name TEST CASE Mame TEST CASE
S e Sex M Race W/ HoOS09 w120 Sex M Race W Ht it
Hair BRO  EyeBRO  UniquelD Hair Eve BRO  Unique D
[ Offense Daid DOB 1/1/1969 Birth City State CO Daid DOB 1/1/1969 Birth City Stts CO
& Arest Daid SN 000-00-0000 License Siate CO Daid SN 000-00-0000  License State
o o
2 it — —
LIEJ Charges Alzs iz
ZE Disposition
Aasres: s
2= Sentence
o 1 Casels) 1Case
Case Number Distrit Casesiatus CaseNumber Distrit CaseStatus
Merged Daid |
DAID
SiD FEl DoC
Name
Sex Race H w
Hair Eye Unique 1D
Daid DOB Birth City Stat
Daid SSN Licens Stat
SMT
DNA
Intake El o8 SN
Case Maintenance 558 Al
Subpoena =1 Acares:
Victim Witness & P Clos
Mandated Costs =)
Maintenance =)
Security v}

«<BVeEEY A6 nmam

To use the Merge Daid tool:

1) Enter the first Daid number in the ‘Daid 1’ box on click ‘Load’. This will
populate the box with the associated Daid information for your review.

2) Enter the second Daid number in the ‘Daid 2’ box and click ‘Load’. This
will populate the box with the associated Daid information for your review.

3) Click the ‘Select’ button of the Daid you wish to remain as the Defendant’s
Daid and the merged information will appear in the bottom section of the
form for review and/or update.

% You can still pick individual data fields, from the Daid you did not

select, and move them to the ‘Merged Daid’ section. First, put your mouse
on the field in the upper ‘Daid’ box that you want to use in the ‘Merged
Daid’ section. Then click your ‘right’ mouse button and click ‘Use’. Notice
it updates the data field in the ‘Merged Daid’ section.

4) To save your changes, click the ‘Save’ button. To cancel without saving
changes, click ‘Close’.
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Case Maintenance/Maintain Daid/DOB Tab

& File Edit View Go Tools Help

Noting ~ &/ DaidSearch &, MergeDaid ‘2, Change Daid _
[Selection B pAID Mai &

Currem Case
CO0120127T999993 Enter DAID

020304070003 Load

& Maintsin Daid

[El Cose _DAD [ DOB | SSN | Address | Phone | Alias

[P Offense p Add > Edit 3 Delete B Promote
& Arest DAIDDOB  1/1/1963

B eents
B Victim Witness 01/01/1900
[ Charges
Z8 Disposition
2= Sentence

& Property

Intake [E]
Case Maintenance 55t
Victim Witness &
Mandated Costs. 3]
Maintenance =
Security v

<BVemEsT A6 1AM

The DOB Tab form allows you to add, update, delete, or promote date of birth
information. The first form displays any existing information.

é’ You can add multiple DOB values. The DOB value designated as current
and correct with the status of ‘DAID DOB'’ is displayed at the top of the form.

— This button allows you to add a DOB. Clicking this button will bring up the
DOB entry from.

— This button allows you to edit an existing DOB. First, highlight the DOB
you wish to update, and then click the button.

— This button allows you to delete an existing (non-Daid) DOB. First,
highlight the DOB you wish to delete, and then click the button.

— This button allows you to promote an existing DOB to the status of
‘DAID DOB’ based on your belief it is the most current and correct value.
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Case Maintenance/Maintain

Daid/SSN Tab

& File Edit View Go Tools Help

2 Daid Search Merge Daid “Z; Change Daid _
9 S g =

[Selection B pAID Mai

Current Case:

C00120127959999

& Maintsin Daid

B case
® Offense

&

Enter DAID
020204070003

@ Add * Edit $C Delete ® Promote _

& st DAID SSN  000-00-0000
B everts =
B Victim Witness
[ Charges

8 Disposition
22 Sentence

& Property

E
]
T | &9 |5 [l (5 (e

1" Action - (DAD Main... | U: el «BVeHEEY WE¢ noam

The SSN Tab form allows you to add, update, delete, or promote social security
information. The first form displays any existing information.

% You can add multiple SSN values. The SSN value designed as current and
correct with the status of ‘DAID SSN'’ is displayed at the top of the form.

— This button allows you to add a SSN. Clicking this button will bring up the
SSN entry from.

— This button allows you to edit an existing SSN. First, highlight the SSN
you wish to update, and then click the button.

— This button allows you to delete an existing (non-Daid) SSN. First,
highlight the SSN you wish to delete, and then click the button.

— This button allows you to promote an existing SSN to the status of
‘DAID SSN’ based on your belief it is the most current and correct value.
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Case Maintenance/Maintain Daid/Address Tab

& File Edit View Go Tools Help

% Noting ~ &) DaidSearch Merge Daid “Z; Change Daid
L ng ~ &g "2y Merg = +
[Selection B pAID Mai ry
Current Case:

0012012799399 Enter DAID

& Maintsin Daid
57 case DA | DOB | SN [Address | Phone | Alias
® Offense
B Arrest

Events . | I
?V\cﬂm\%mess = — H - 21331 Mai;.s

@ Add * Edit $C Delete ® Promote _

tate pCode
AddressType Address Status 80203 A
[ Charges A- Active - A
8 Disposition Address Line 1
22 Sentence
O Property Address Line 2

1" Action - (DA Main.. "B ACTION User Guide - |\ Untitled - Paint «BVeHEEY AE¢ nam
A I

The Address Tab form allows you to add, update, or delete address/e-mail
information. The first form displays any existing information.

% You can add multiple address/e-mail values.

Required entry fields (if you add address/e-mail information):
e Address Type
e Address Line 1

— This button allows you to add address/e-mail information. Clicking this
button will bring up the address detail entry from.

— This button allows you to edit existing address/e-mail information. First,
highlight the address you wish to update, and then click the button.

— This button allows you to delete existing address/e-mail information.
First, highlight the address you wish to delete, and then click the button.
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Case Maintenance/Maintain Daid/Phone Tab

& File Edit View Go Tools Help X

Noting ~ &/ DaidSearch &, MergeDaid ‘2, Change Daid _
[Selection B pAID Mai &

Currem Case

CO0120127T999993 Enter DAID

Case Maintenance 020304070003 Load

& Maintsin Daid

[£] Case DAID | DOB | 5N | Address | Phone | Alias

[P Offense p Add > Edit 3 Delete B Promote
£ Arrest
O e g - —_— o
B Victim Wtness H 303 123-4567 A
[ Charges | A
Z8 Disposition
2= Sentence
& Property

Phone Type Phone Status

Area
Code  Telephone Extension

e
o Close

|
alp e (@ ofe

feroroftOn | A, Action - [DAID Main... | (7 Untiled - Paint CTION User Guide - <RBVeEsT AFC 10m

The Phone Tab form allows you to add, update, or delete phone number
information. The first form displays any existing information.

é’ You can add multiple phone numbers.

Required entry fields (if you add a phone number):
e Phone Type
e Area Code
e Telephone

— This button allows you to add a phone number. Clicking this button will
bring up the phone number detail entry from.

— This button allows you to edit an existing phone number. First, highlight
the phone number you wish to update, and then click the button.

— This button allows you to delete an existing phone number. First,
highlight the phone number you wish to delete, and then click the button.
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Case Maintenance/Maintain Daid/Alias Tab

& File Edit View Go Tools Help %

% Noting ~ &/ DaidSearch Merge Daid Change Daid _

ng g =) g -
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Current Case:

0012012799399 Enter DAID
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The Alias Tab form allows you to add, update, or delete alias information. The
first form displays any existing information.

% You can add multiple aliases.

Required entry field (if you add an alias):
e Last Name

— This button allows you to add an alias. Clicking this button will bring up
the alias detail entry from.

— This button allows you to edit an existing alias. First, highlight the alias
you wish to update, and then click the button.

— This button allows you to delete an existing alias. First, highlight the
alias you wish to delete, and then click the button.
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Case Maintenance Process

@ Action
& Maintzin Daid
Bl Case

[ Offense

£ arrest

B evems

B Victim Witness
[P Charges

ZE Disposition
3 Sentence

6 Property

<BVeREEY WS¢ nem

In the Case Maintenance process, your choice of subprocess depends on the
type of data you wish to add, update, or delete.

Case Maintenance/Case Subprocess

Choosing the Case subprocess presents you with forms containing all of the
information associated with a specific case. Most, but not all, of the displayed
information can be updated.

Use the Case Search tool to open a case.

éCase Maintenance is used for cases that have completed the process of
intake and no longer have a status of ‘pending’.

Search On:

e Case Number (Default) — You can enter a specific case number as the
search criteria.

o Defendant Name, Victim/Witness Name — Last name is required.

é A first initial is suggested to limit the number of records returned and to
return the results more quickly.
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e Offense Number — You can enter a specific offense number as the
search criteria.

e Summons Number — You can enter a specific summons number as the
search criteria.

- This button will load the case into the appropriate process.

é’ Another way to search for a case is to choose the ‘View’ menu option and
select ‘Search’.

Existing Case Search

Case Search allows access to Special Prosecution cases by selecting the
‘Special Prosecution Case’ checkbox and then entering in the originating
district’s entire case number and clicking the ‘Load’ button’.

The ‘Use Current’ button allows the user to re-access the last case they were in
for quick entry. That case number is always displayed in the top left corner of
Action labeled ‘Current Case’.

CO0M2012T¥¥3333
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Case Maintenance/Case/Case Tab
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e 0

(BVCHEEY WS¢ noam

At this point in the maintenance process, the Case Tab form is populated with
case and defendant information. All ‘enabled’ fields can be updated.

% In the Maintenance process, there is no ‘logical flow’ of entry as exists in the

Intake process, so there are no ‘Next’ or ‘Prev’ buttons. To move between tabs,
use your mouse or the (left/right) arrow keys (when the tab name is selected).

é’ Historical Case numbers displayed in the Historical Case # box can be

deleted by Power Users by highlighting the case number in the box and clicking
on the red X.

é’ Co-Defendant cases are listed in the ‘Link Case’ box and can be accessed
by double-clicking.

% To change the case status from ‘closed’ to ‘re-opened’ you have two
options:

e Click ‘File’ (main toolbar)

e Click ‘Open Existing Case’

e Click ‘Open Case’ — notice that the case status field changes to ‘R’
OR

e Click ‘Case Tools’ (process toolbar)
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e Click ‘Open Case’ — notice that the case status field changes to ‘R’

é The ‘File Location’ field can be updated on closed cases without having to
re-open the case.
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Case Maintenance/Case Toolbar

] Case Detaib [ Moting - ) View Indicators By Switch Case (5§ Cose Toub - [ Cane Ducs

While in the Case Maintenance/Case subprocess you are provided with a toolbar
that allows you easy access to commonly used tools.

Case Details — This button provides a quick way to view all of the information
that has been entered on a case.

Noting — This button provides a quick way to add, modify, or view notes. Notes
can be added to either of two ‘Note Types’: Case or Daid. ‘Note Subtypes’ may
be chosen if you require more specificity. Notes can be added, viewed, and/or
updated at any time during the Case Maintenance/Case subprocess.

Indicators — This button provides a quick way to add, modify, or view Indicators.
Switch Case — This button provides a quick way to search for, and load, a new
case into the Case Maintenance/Case subprocess using the ‘Case Search’ tool.

Please see previous Case Search instructions.

Case Tools — This button provides a quick way to open adjunctive tools within
the Case Maintenance/Case subprocess:

Case Tools =]
Change Case No
Defendant Histol

» fo Mg EI:‘

Open Case

-
<
Y

Case Summary

Close Case

$ i

Change of Venue
Copy Case To
Link Case

S 0o

Special Prosecuti

4]
¥

Seal Case

SR
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e Change Case No — This tool allows you to permanently change the case
number.

& Change Case Mumber

Status: Casefound. Please enterthe new case number.

m
Case Humber

New Case Humber

CourtType  Court Location  Case Year CaseChss  CaseSeq {
D * 051 > 2000 JD ~ 000205

[] Change of¥enue Change Case No

o Enter the new case number
o Click ‘Change Case No’

Defendant History — This button allows you to view a summary of all
cases, associated with a given Daid, in a report format. First, highlight a
Daid and click the button. The report will open in a viewer. You can page
through the information and print if you wish.

e Open Case — This tool allows you to ‘re-open’ the case if its current status
is ‘closed’.

e Close Case — This tool allows you to ‘close’ the case if its current status is
‘open’ or ‘re-opened’.

e View Case Summary — This button allows you to view a summary of an
individual case, in a report format. First, highlight the case you would like
to view and click the button.

e Change of Venue — This button allows the case to be transferred as a
change of venue to another district. Enter the district the case is going to
and their new case number so the cases will be associated together.

Change Venue

Original Case Number
D 021 2012 CR 999393

New Controlling Distnct

New Case Number

- - -

Save Close

e Copy Case To — This button allows case data from this case to be
copied to another case that is in pending/intake status. Please follow
instructions for ‘Link Case’.
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e Link Case — This button allows you to view and select from a list of
current cases that match the case you are entering based on the ‘Offense
Number’ and the ‘Filing ORI’. In the circumstance of co-defendants, when
the first case exists, clicking the button will open a pop-up box displaying
potential matching cases.

To link cases:

Highlight the case you want to link your current case to in the list on the right side
and click on the ‘Link Current Case To Selected’. For multiple co-defendant
cases once a case is linked the others can be added by selecting the ‘Group’
button.

0 Link Case Management E

Case Summary ef‘ UnLink Case Link Selected To: 6 Group @ Current Case
< Link Current Case To Selected

Offense#
B 12345 | D0622012TM939595- STATUS: P- Test, Case
[ 123456 DOE22012TM123456 - STATUS: N - Test, Case

Select the ‘Copy VictimWitness/Charge to Co-Defendant Case #by checking the

box and clicking the ‘Link’ button
= — —

Do You Want To Link Case D0622012TM123456 to Case DDG22012TM999939

Please Select An Option To Copy/Transfer Case Information:

Copy VictimWitness/Charge to Main Case DO62201ZTM399999

(Copy VictimWitness/Charge fo Co-Delfendant Case D0RI0TITMIZANE !

Cowe )
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The user can select a vict/witn or charge specifically by checking the coinciding
checkbox or the user can click on the ‘Check’ button and ‘Select All

The charging language can also be copied exactly by checking the ‘Keep
Charging Text’ checkbox.

Click the ‘Copy’ button to copy the selected data.

ol COPY Data From Case D0622012TM939999 TO Case D0622012ThM123456

[] Offenses [ | Add Offense’s Officer as Wilness

Victim Witness (D0622012TM999999) " Check | |Charges (D0622012TM999999) " Check

v |No Name ORI End Info. + |Cou Description Code |Clas Statute

1 | Salazar, Johnnie | CO0E20100 [N | SEXU-RACEQ-WitType:PO-NOTIFICATION:E 1 MURDER 1-AFTER 01011 [ F1 [ 18-3-102(1)(3)
INTERPRETER:N-LANG..E DELIBERATION

2 | Witness, One N | DOB:SV9/1980-5SEX:M-RACE W-Wit Type:LA-NO)| 2 | AT-RISK-ASSAULT 2-CAUSE 1851 | F3 | 18-6.5-103(3)(b):18-3-2

Test INTERPRETER:N-LANG..E SBI

3 | Victim, One N | DOB:2/91980-5EX:M-RACEW-VicType:-NOT]

INTERPRETER:N-LANG.:E

< (] | 3 Keep Charging Text

[ copr | [ canca |

Cases can also be un-linked by highlighting the case listed on the right and
clicking the ‘Unlink Case’ button.

0 Link Case Management u

v

Case Summary 6 Group @ Current Case

Main Case % Link Current Case To Selected

SR ™ oenser | case
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e Special Prosecution — This button allows this case to be transferred to
another district as a special prosecution case. Select the new district the
case is being transferred to, as well as, their court location from the
dropdowns and click the ‘Save’ button. Your office will no longer have
access to this case within Action.

Case Number
D0212012CR999399

<, ial Pre "~

Special Prosecution Disinct
|02 - Fourth -
Special Prosecution Court Location

Ita
(2]
§

e Seal Case — This button allows this case to be sealed by clicking the ‘Seal
Case’ button. This action is IRREVERSIBLE. Please do not seal a case if
you do not intend for it to be sealed. Please contact CDAC immediately if
sealing is completed in error.

Case Number of Case to Seal
D 021 2012 CR 993959

Close

Case Docs - This button provides a quick way to produce amend-related

documents within the Case Maintenance/Case subprocess:
Case Touob -|| ] Case Ducs |

[ Amended L+I/Petition

|.&# Amended Direct Fil

(= Fliing Docs

% Matinns >
£# [-Citation Detail

¢ Amended Complaint/Petition — This tool allows you to produce an
Amended Complaint/Petition document.

% Enter amended charge(s) first.

e Amended Direct File — This button will produce an amended complaint
for a juvenile direct file case.
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e Filing Docs — This button allows the user access to the same documents
that were available during the Intake process.

Fing Docuneo AN

e Motions — This button allows access to several Motions documents

|.& Motion to Amend Motions
fi# Motion To Dismiss Case E-Citation D

Motion To Protect Informant

% This tool prompts you to enter text in a popup to complete the text within

the documents. Once you save the text the completed document will be
displayed with your newly added text included.

e E-Citation Detail — This feature is available only for districts utilizing the

E-Citation system with Law Enforcement. It provides a report of the
citation details.
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Case Maintenance/Case/Offense Tab

[Selection 9B caseMai 7
Curren Case

D0212012CR999999 D0212012CR999999 Test, Case

Case Maintenance Advocate Nme Azls=m Total Charges:

2
& Maintsin Daid

[E Cose
@ offense
& Arest 1- Offense(s) (& ExpandAll qp Add * Edit 37 Delete
B eents

B Victim Witness

[ Charges
ZZ Disposition
2= Sentence
& Property

Intake

Case Maintenance

Victim Witness

Mandated Costs.

Maintenance

Security

CE Iy (& | (G |3 [

8/17/2012 | 12:24 P Ready..

<BVemsT AF¢ 22am

The Offense Tab form allows you to add, update, or delete offense information.
The form displays any existing information.

é’ For existing offense information, click the ‘+’ sign to see the offense number
and ORI.

% You can add multiple offenses. You can also add multiple offense numbers
for a given offense.

— This button allows you to add an offense. Clicking this button will bring up
the offense detail entry form.

% The Officers associated with the ‘Filing ORI’ will appear in the Officer drop-

down list. If the Officer is not listed, you click on the ‘+’ sign, next to the Officer
drop-down, and add the Officer to the list. Once the offense information is saved,
the Officer will appear in the Officer drop-down list.

% The offense date is checked against the Adult/Juvenile indicator and the
Daid DOB. You will see an error pop-up if the three values are not in agreement.
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— This button allows you to edit an existing offense. First, highlight the
offense you wish to update, and then click the button.

— This button allows you to delete an existing offense. First highlight the
offense you wish to delete, and then click the button.
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Case Maintenance/Case/Arrest Tab

Action - [Case Maintenance]

% File Edit View Go Tools Help x
7] CaseDetails [ Noting - () ViewIndicators [, SwitchCase (= CaseTools ~[ ] CaseDocs ~
[Selection 9 cas = 7
Current Case TeamfUnit
D0212012CR399939 D0212012CR999999 Test,Case
Case Maintenance Avocele Name File ! ocmkce T‘T o)
& Maintain Daid
[E] Case /" case | offense} [Arrest | Events | VictimWitness | Charges | Dispositon | Sentence -
[P Offense TR .
& Arest ArrestNo ArrestType ArrestDate  ArrestTime
@ events =0 / &
B Victim Witness Arresting ORI
[#]) Charges iz 2
85 pispositon Arrest Location
B2 Sentence
= City State OtherNo
DUI Information
TestType Alcohal Level Prior Convictions Evaluation Evaluation Date
= 000 Unknown - 1 v
Drug Result
Intake [
Case Maintenance 7
Subpoena 5
Victim Witness. 2%
Mandated Costs 2
Maintenance &
Security v/
8/17/2012 | 12:25 P4 Ready...

= > " Tbox Microsoft O | #, Action - [Case Main... || \F Untitled Pamt B ACTION User Guide -
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The Arrest Tab form allows you to add or update arrest information.

DUI and Drug Information is also included.
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Case Maintenance/Case/Events Tab

[Selection VB caseMai

&
Current Case. Team/Unit
D0212012CR3888%9 D0212012CR999999 Test, Case

Case Maintenance dvocate Name File Locator Total Charges

& Maintsin Daid
[ Case
® Offense
£ test Case Judge Case Prosecutor Division
Arrest
= Acker, CHRISTOFHER ~  Haller, JUDY - 22 -
Events
B Victim Witness 1- Court Event(s) & Add Court Event ¥ Edit Court Event 5 Delete Court Event

4] Charges EventDste 7|  Event Event Time Division Event Action Reason Judge Name Prosecutor Name Wit
2% 1 N

. 228202 JTRL 2 PFTA Haler, JUDY
Z Disposition

22 Sentence
&) Property

1- Internal Events(s) b AddlnternalEvent ? EditInternal Event 3% Delete Internal Event

|
alm e |m | e

8/17/2012 | 12:26 PM Ready..
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The Events Tab form allows you to add, update, or delete ‘Court’ and ‘Internal’
event information. The first form displays any existing information.

% ‘Court’ events are events originated by the Courts. Court events will transfer

automatically from the courts and display here. The codes (4 characters) and
translations match those used by State Judicial. Although ‘Internal’ events are
optional, you can use them to track case processing within your office (not
involving the Courts). The Internal event codes (2 characters) and translations
can be created and/or modified to fit your needs.

Required entry fields (if you add a ‘Court’ event):
e Scheduled Event
e Scheduled Date
e Time
e Division

Required entry fields (if you add an ‘Internal’ event):
e Event Type

e Event Date
e Event Time (can be 00:00)
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— This button allows you to add an event. Clicking this button will bring up
the event detail entry form.

é Judges and Prosecutors, for your district, will appear in the drop-down

boxes. Judge and Prosecutor codes are maintained by users with ‘Power User’
capability. Contact your local ‘Power User’ to update these fields.

é The Defense Attorney field is free-form and optional.

é Check the ‘Writ’ box if a writ has, or will be issued. When you check the box
a ‘Writ Date’ field will be enabled for entry.

— This button allows you to edit an existing event. First, highlight the event
you wish to update, and then click the button.

— This button allows you to delete an existing event. First highlight the
event you wish to delete, and then click the button.
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Case Maintenance/Case/Victim Witness Tab

nce]
U File Edit View Go Tools Help
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=) Case Maintenance

Current Case. e
Add/Edit VictimWitness
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71
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D0212012CRII9999-Test, Case 3 Previous & Next (& Print Form
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The Victim Witness Tab form allows you to add, update, or delete victim/witness
information. The first form displays any existing information.

Required entry fields — main form (if you add a victim/witness):

e Witness Number

e Victim Type and/or Witness Type
e Last Name

[ ]

Notification Type

Required entry fields (if you add an address):
e Address Type
e AddressLine 1

Required entry fields (if you add a phone number):

e Phone Type
e Area Code

e Telephone

e Phone Status

The following sections accept multiple entries:
e Address

e Phone
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— This button allows you to add victim/witness information. Clicking the
button will bring up a detail entry form.

é A person can be a victim, a witness, or both.

é When you enter a Witness Type of ‘PO’, additional officer-related fields will

appear. Additionally, the address information section will populate once the ORI
has been entered.

é By default, the ‘Mailing’ address for a victim/witness will be used for mailed

documents, letters, and forms. If a ‘Mailing’ address has not been added, then
the ‘Home’ or ‘Business’ address will appear.

é’ The ‘Additional Information’ (see the address detail entry form) field will

appear on the subpoena. It can be selected, or un-selected, for display on the
subpoena flagging screen.

é’ The ‘Mailing Information’ (see the address detail entry form) is used to
display the name on mailing documents, letters, and forms.

é’ The ‘Victim’s Rights Notification check-box will automatically populate based

on any qualifying charges entered, however, you can override the selection if you
choose to change the notification status of the case.

%' The notification types are:

e (E) Endorsed
e (N) Notification
e (B) Both — meaning endorsed and notified

v Subpoena
Iv Notification

Iv Restitubon

% By checking these boxes (in Address entry detail) you are
indicating that you want the address to appear on associated outputs.

— This button allows you to edit existing victim/witness information. First,
highlight the information you wish to update, and then click the button.
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¥ Subpoena
I¥ Motification

¥ Restitution

é’ By checking these boxes (in Address entry detail) you are
indicating that you want the address to appear on associated outputs.

— This button allows you to delete existing victim/witness information.
First, highlight the information you wish to delete, and then click the button.

IMotion to Endorse|— This tool allows you to create a motions document. The
completed ‘Motion to Endorse Witnesses’ document will automatically display
any witnesses not already endorsed for review and printing.

é’ A witness can be re-endorsed by highlighting that witness and clicking on

the ‘Edit’ button. Check the ‘Re-Endorse?’ checkbox and then the ‘Save&Close’
button. This witness will now be included on the endorsement document and

eliiible to receive a subpoena.

é’ Victim Impact Statements can be tracked, as well as, CVC Amount and
Restitution.

Sun Mon Tue Wed Thu Fi  Sat
29 30 1 1 2 3 4
5 & 7 8 9 10 n
12 13 14 15 16 &5 18
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%’ ‘Previous’ and ‘Next’ buttons are available to quickly scroll through

witnesses and use the ‘Print Form’ button to print the victim/witness form for
informational purposes.

cmmguuﬁngthﬂams G, Switch(

2 L cfwees  foe [ [~

&p AddAddress * EditAddress 5% Delete Address

Line 1 Line 2 City State ZipCode ZipCoded Status
[xa] 23423 A

122123Malns T
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Case Maintenance/Case/Charges Tab
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The Charges Tab form allows you to add, amend or delete charge information.
The first form displays any existing information.

Required entry fields — main form (if you add a charge):
e Case Number
e Case Type
e Last Name

Required entry fields - charge detail entry (if you add a charge):
e Count (automatically generated)
e Charge From Date (defaults from ‘Offense From Date’)
e Charge To Date (defaults from ‘Offense To Date’)
e Charge Code

— This button allows you to add a charge. Clicking this button will bring up
the charge entry form.

é] If you enter a drug-related charge code additional entry fields for ‘Drug

Type’, Drug Quantity’, and ‘Drug Unit’ will appear. If a [Drug] variable exists in
the charging language, it will populate with the ‘Drug Type’ entered.

Page 89 of 134



Charge Entry Toolbar

e frmatimm—m g mmsamsnmmimmomes

C% Charge Search @ Add/¥iew ¥ictims

Count Charge FromDate ChargeToDate Charge Code

While in the charge entry process you are provided with a toolbar that allows you
easy access to commonly used tools.

Charge Search — This button provides you a quick way to search for, and select,
a charge code.

Search On (pick one) - You can search for charges based on full or partial
values in the ‘Charge Code’, ‘Statute’ (default), ‘Class’, or ‘Title’ fields.

)

Begins With - You should choose this option to search for codes that ‘begin with
the value you entered, based on your ‘Search On’ criteria.

Contains - You should choose this option to search for codes that ‘contain’ the
value you entered, based on your ‘Search On’ criteria.

No Repealed Charges — This check-box allows you to include or exclude
repealed charges based on the offense date range of your case. If displayed,
repealed charges appear in red font.

é Once the search results display you can ‘hover’ over the charge code
column, with your mouse, to view the charging language.

% There are three ways to select a displayed charge:
e Highlight the charge and click ‘ALT + U’

e Highlight the charge and click Use Selected Charge]
e Use your mouse to double-click the charge

[ Lount Lnargeriomuate Lnarge louate  Lharge Lode

Charge Search

SearchOn:  [ICharge Code (S)State (IClass  ()Title
Enler Statute: 1818 QLI
" Contains
Cancel Clear Use Selected Charge
NoRepealed Charges 473 Results Found
~ pYE
86053 | 18-18-405(1), | Controlled Sub-Consp dist/man flurit-2d F2 |o7/m/2003 | 4/ =
BE058 | 16-18-405(1), | Controll Sub-Cons poss flunitover 19:24 F2 |oai/2008 | 77
BE057 | 16-18-405(1), | Controll SubCons poss | F2 |o70iiz00s | 77 B
[ FE0%2 [ T8T84011_| Conioled SubCion ver 19 F3 |o7/01/2003 | 77
[L[FE05_[TETAE]._| Conkoled Subons s & |o7/01/2008 | 77
L[ FEBE | TeTATE), | Conmold SubPass wint Finivas 23 F2 |o70iiz00s | 77
[ FE0%5 [ TB-T8-4051]._| CONTROL SUB-PGSS FLUNITANT SER Z5/nore F3 |o7ai/0s | 77
[L[FE0%T_[TETe40E]._| CONTROLLED SUEPOSSESS W/ INT FLUNITREZ F3 |o701/2008 | 77
[0 | TeTaE), | Conmoled SubManufact Fhinivszesan 24 F2 |o7iiz00s | 77
| ([0 | 16184050, | CONTROLLED SUBHAN FLUNITSERIES 254500 F3 |o7ai/0s | 77
| [[eemT_[Te8 405, | CONTROLLED SUBSMENUFACT FLUNITRAZEPEN F3 |o701/2008 | 77
|02 | TeTEATE), | Conholed SubDistib Flhece 2301 F2 |oniz0s | 77
W |ES[88025 | 6-1840501], | CONTROLLED SUBDIS FLUNITRAZ-SER-25-450g F3_|o7/i/e008 | 77 v
E |
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Add/View Victims — This button provides you a quick way to add new
victim/witness information. This tool is useful as ACTION provides a choice of
victim names in charging language that includes [Victim] as a variable.

é This tool is for quick entry only. Only name, gender, and type can be
entered. Other information should be entered using the Victim Witness Tab form.

— This button allows you to amend an existing charge. First, highlight
the charge you wish to amend, and then click the button. The charge detail entry
form will appear. Enter the amended charge and check the ‘Lesser Included’ box
if applicable. When you save the amended charge the status of the original
charge changes to ‘A’ or ‘L.

é’ Amended counts can also transfer automatically from the courts.

— This button allows you to delete an existing charge. First, highlight the
charge you wish to delete, and then click the button. Charges already filed with
the court on the original filing during the intake process CANNOT be deleted and
must be amended.

[g:harging Language

- [=]X]

[5] Ee Wew Go Took Hep %
|Z case Summan y [ AddNote [#] ViewNotes ((J ReviewIndicators [#] NoFile 2. Case Search

Intake Int Q, Charge Search £ Add/View Yictims £l

[ Ol Case & Count  ChargeFromDate ChargeToDate  Chaige Code -
2 | 2200007 v | oerewE0r v || 02053

[ Non CH Case ca
W] Mon CH drest] [}
Q@ Pending Case Search || L8
& Intake Prosecutor

Statute Effective Dale Repeal Date Class
18-3-208(1)(a)/[b] 77172000 F5

MENACING FELONY-REAL/SIMULATED WEAPON

Press Alt-0 to replace variables in charging tex /' spell Check <3, Undo

feloniously, and knowingly placed or attempled to place [Name Movelp {J Move Doun
dly n or ar icle use

llen Fipe, by any threat of physical
Victim]

fashio
deadly weapon
deadly weapon

nably believe that the article was a
representing verbally or otherwise that <he> <she> was armed with a
el [Name Weap on]: in vislation of section 18-3-206(1)(a)/(b), C.R.5.

zzzzzzz
ccccc

ccccc

Ready... LISAM  2j20/2007 | [2i55PM

TV —

ACTION allows you to update and complete the charging language at the point of
charge entry rather than waiting until the Amended Complaint/Information is
created.

% To enter the ‘Charge Text’ entry box, you can tab or use your mouse. From

within the box you can add or modify the charging language. The language in
the box is the language that will appear on the Amended Complaint/Information.
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é Text displayed in red indicates a variable(s) that needs to be updated. Using

the key combination ‘ALT + Q’ allows you to move from variable to variable within
the language. If the variable choices are in a drop-down (victim names, or
alternate subsection language) use the (up/down) arrow keys, or your mouse, to
make your choice and hit ‘Enter’. Completed variables will display in blue font.

Charge Text Toolbar

Charge Text " SpellCheck <% Undo

\
While in the charge text completion process you are provided with a toolbar that
allows you easy access to commonly used tools.

Spell Check — This button provides you a quick way to check the spelling of the
words within charging language.

Undo — This button provides you a quick way to revert back to the original state
of the charging language.
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Case Maintenance/Case/Disposition Tab
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The Disposition Tab form allows you to add, update, or delete ACTION
dispositions, as well as, accept or reject CICJIS dispositions. The first form
displays any existing information.

ACTION Dispositions

% Dispositions are associated with specific charges. Before you can add a
disposition, you must first select a charge count. If you want to add the same
disposition to multiple charge counts, hold down the ‘Ctrl’ key while
clicking the desired charge counts in succession. Click [Add. The
disposition entered will be added to all selected charge counts.

Required entry fields — (if you add an ACTION disposition):
e Dispo Date
e Disposition

— This button allows you to add an ACTION disposition. Clicking this button
will bring up the ACTION disposition entry form.

— This button allows you to edit existing ACTION disposition information.
First, highlight the information you wish to update, and then click the button.
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— This button allows you to delete existing ACTION disposition
information. First, highlight the information you wish to delete, and then click the
button.

'Save Next Count|— This button appears within the ACTION disposition entry
form and is unique within the application. This button allows you to save current
changes and bring up the next sequential charge count in the disposition entry
form. This allows you to easily add dispositions to a series of charge counts.

é This option works well if you are adding different dispositions to each charge

count. If you want to add the same disposition to multiple charge counts, go
back to the Disposition Tab form main page, and hold down the ‘Ctrl’ key while
clicking the desired charge counts in succession. Click . The disposition
entered will be added to all selected charge counts.

CICJIS Dispositions

CICJIS dispositions come from the Courts and reflect their data entry. You have
the ability to ‘Accept’ or ‘Reject’ any CICJIS disposition. CICJIS dispositions, like
ACTION dispositions are associated with a specific charge count. Each CICJIS
disposition starts with an ‘Action’ code, e.g. ‘A’ for Add, ‘D’ for Delete, etc. This
code tells you how the CICJIS disposition will affect any existing ACTION
disposition data.

— This button allows you to accept disposition data received from the
Courts. Once the data is accepted, the ACTION database is updated, and the
new information will be reflected in the ACTION disposition section. First,
highlight the CICJIS disposition record you wish to accept, and then click the
button. This will bring up a form that allows you to edit the disposition information
before accepting or accept the information as it was sent.

— This button allows you to reject disposition data received from the
Courts. Rejected disposition data will be ignored by the application and will not
update the ACTION database. First, highlight the CICJIS disposition record you
wish to reject, and then click the button. The next time you open the Disposition
Tab form, the information will no longer display.
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Case Maintenance/Case/Sentence Tab
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The Sentence Tab form allows you to add, update, or delete sentence
information. The first form displays any existing information.

é’ Sentences will transfer over from the courts.

% Sentences are associated with specific dispositions. Some dispositions are
logically ‘sentence-able’ and some are not, for example guilty is sentence-able
while dismissed is not. Non-sentence-able dispositions will not display on the
sentence screen.

Required entry fields — (if you add a sentence):
e Sentence Date
e Judge
e Prosecutor
e Sentence Penalty (type, length unit)
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The following sections accept multiple entries:
e Sentence Penalty
e Sentence Condition

— This button allows you to add a sentence. First, highlight a ‘sentence-
able’ disposition. Clicking the button will then bring up the sentence entry form.

é’ When you are adding sentence information, add all of the sentence
penalties and sentence conditions before saving the sentence record. There is
no limit on the number of sentence penalties that can be added.

é’ When you add a sentence, the status field defaults to ‘Active’ and the
status of any previously entered sentences will change to ‘Void’. Only one
sentence can have an ‘Active’ status for a given disposition.

s Sovece L —

" Sentence Penalty

Type Modifier Length Unit

0

— This button allows you to edit existing sentence information. First,
highlight the information you wish to update, and then click the button.

— This button allows you to delete existing sentence information. First,
highlight the information you wish to delete, and then click the button.
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Subpoena Process

# Action
Subpoena
B Subpoens Witnesses

& Batch Printing
[ Subpoens Tracking

<@BVesEST AT 23

In the Subpoena process, your choice of subprocess depends on whether you
want to flag, print or track subpoenas.

Subpoena/Subpoena Witnesses
Choosing the Subpoena Witnesses subprocess presents you with forms that

allow you to flag subpoenas, add victim/witnesses, add events, add subpoena
notes, as well as, send subpoenas to a batch or print them immediately.

%The Subpoena process is used for cases that have completed the process of
intake and no longer have a status of ‘pending’.

Use the Case Search tool to open a case and load the case information into the
subpoena selection form.
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Subpoena/Subpoena Witnesses
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At this point in the subpoena process, the Subpoena Witnesses Tab form is
populated with case, event, and victim/witness information.

Subpoena/ Subpoena Witnesses Toolbar

Action - [Subpcena Selection]

B Fil: Edit View Gs Tools Help & x
| Ewdoise Witness [ Neting - By SwildiCase & DaidSeach 2 AddEvent [} Viclin Wit -

Saecton -,"@‘ p i 2

While in the Subpoena/Subpoena Witnesses subprocess you are provided with a
toolbar that allows you easy access to commonly used tools.

Endorse Witness —This tool allows you to create the endorsement document.
First, highlight the witness you wish to endorse, and then click the button. The
completed ‘Motion to Endorse Witnesses’ document will display for review and
printing.

%’ You must print the document in order to complete the process of endorsing

the witness. Once completed, you will be able to flag the witness for a
subpoena.

Noting — This button provides a quick way to add, modify, or view notes. Notes
can be added to either of two ‘Note Types’: Case or Daid. ‘Note Subtypes’ may
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be chosen if you require more specificity. Notes can be added, viewed, and/or
updated at any time during the Subpoena/Subpoena Witnesses subprocess.

Switch Case — This button provides a quick way to search for, and load, a new
case into the Subpoena/Subpoena Witnesses subprocess using the Case
Search tool.

Daid Search — This button provides a quick way to search for any existing
criminal history data.

Add Event — This button provides a quick link to the Event detail entry form.

5cheduled Event
] DISP - Dizposition Hearing -
ScheduedDate Time Division
04/26/2007 = | 1200 oo -
Judge

T

CROCKENBURG, DAVID -
Prosecutor

MARZAVAS, ANTHONY -
Acti

E cl

Required entry fields (if you add an event):
e Scheduled Event
e Scheduled Date
e Time
e Division

% Judges and Prosecutors, for your district, will appear in the drop-down

boxes. Judge and Prosecutor codes are maintained by users with ‘Power User’
capability. Contact your local ‘Power User’ to update these fields.

% The Defense Attorney field is free-form and optional.

%' Check the ‘Writ’ box if a writ has, or will be issued. When you check the box
a ‘Writ Date’ field will be enabled for entry.
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Add/Edit Vict/Wit — This button provides a quick link to the Victim/Witness detalil

0 - Phones op AddPhone * Edit Phone

entry form to either add an additional witness or edit existing data..
.. e S S e

D0212012CR999999-Test, Case 43 Previous &p Next (5 PrintForm

Required entry fields — main form (if you add a victim/witness):

Witness Number

Victim Type and/or Witness Type
Last Name

Notification Type

Required entry fields (if you add an address):
e Address Type
e Address Line 1

Required entry fields (if you add a phone number):
Phone Type

Area Code

Telephone

Phone Status

The following sections accept multiple entries:
e Address
e Phone

é’ A person can be a victim, a witness, or both.
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é When you enter a Witness Type of ‘PO’, additional officer-related fields will

appear. Additionally, the address information section will populate once the ORI
has been entered.

é By default, the ‘Mailing’ address for a victim/witness will be used for mailed

documents, letters, and forms. If a ‘Mailing’ address has not been added, then
the ‘Home’ or ‘Business’ address will appear.

é The ‘Additional Information’ (see the address detail entry form) field will

appear on the subpoena. It can be selected, or un-selected, for display on the
subpoena flagging screen.

% The ‘Mailing Information’ (see the address detail entry form) is used to
display the name on mailing documents, letters, and forms.

% The ‘Victim’s Rights Notification check-box will automatically populate based

on any qualifying charges entered, however, you can override the selection if you
choose to change the notification status of the case.

% The notification types are:

e (E) Endorsed
e (N) Notification
e (B) Both — meaning endorsed and notified

v Subpoena
¥ Motification

I Restitution

%' By checking these boxes (in Address entry detail) you are
indicating that you want the address to appear on associated outputs.
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Subpoena/Flagging Subpoenas
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Court Event — Pick an event from the drop-down. This will cause the ‘Time to
Appear’ and ‘Victim/Witness’ grid to appear.

é’ Only endorsed victims and witnesses are eligible to receive subpoenas
although all victims and witnesses will appear in the grid.

% Deceased victims will not display. Victim type of ‘D’.

Subpoena Note — If you have information you want to appear on all of the
subpoenas you are currently flagging (this case and event), enter it here.

Time to Appear — This field defaults to the event time but the time can be
modified for output purposes. Modifications will not change the actual event
time, only the time printed on the subpoenas.

% Changing the time here is useful if you want witnesses to arrive early or later
for an event.

Date Range — Check this box to enter the date range for an event occurring over
several days. This enables one subpoena to be sent for multiple dates.
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Produce Witness Report with Print Immediate — Check this box if a print
immediate subpoena is selected and you would still like the witness report to
print.

é Any column heading can be clicked on to sort the list appropriately.

Flag — Flag checkboxes appear in the first column of the Victim/Witness grid. A
check in the checkbox indicates you want to ‘flag’ that person to receive a
subpoena. There are three ways to check the ‘flag’ checkboxes:

1) Click the flag box with your mouse. Repeat for each additional victim
or witness you want to ‘flag’. Repeat if you want to remove the ‘flag’
from the checkbox.

2) Tab to the flag box and hit the spacebar. Repeat for each additional
victim or witness you want to ‘flag’. Repeat if you want to remove the
‘flag’ from the checkbox.

@ Select/Deselect All

3) Use the button on the toolbar . Clicking will ‘flag’ all
checkboxes. Clicking again will remove the ‘flag’ from all checkboxes.

Additional Information — If ‘Additional Information’ was entered on the
Victim/Witness detail entry form, the ‘Addl Info’ box will be populated with a Y’.
An ‘N’ in the box indicates that no ‘Additional Information’ was entered. If
information exists and you do not want the information to print on the subpoena,
click the ‘Exclude Addl Info’ checkbox.

% To see ‘Additional Information’ if it has been entered, use your mouse to
‘hover’ over the ‘Y’ in the ‘Addl Info’ column.

Delivery Method — Click to select ‘Mail’ or ‘Personal’ served.

Endorsed — Displays a ‘Y’ for yes this witness is endorsed or ‘N’ for no this
witness is not endorsed and requires the endorsement document generated
before this witness can be subpoenaed.

ENotify — This field identifies law enforcement that will receive this subpoena via
email rather than a generated paper subpoena. Eligible ENotify officers will
appear as checked.

Brady Material — This field notifies the DA’s office that this law enforcement
witness has existing Brady Material.

Subpoena Type — Click to select the type of subpoena to ‘Testify’ or to
‘Produce’.
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Print Immediate — Click this button to print subpoenas for all individual flagged in
the Victim/Witness grid immediately.

Add to Batch - Click this button to add subpoenas for all individuals flagged in
the Victim/Witness grid, to a batch for later printing. Batches can be created as
necessary and include as many subpoenas or cases as desired. The total count
is displayed as ‘Subpoenas Added to Batch’
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Subpoena/Batch Printing
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Choosing the Batch Printing subprocess presents you with a form that lists all of
your subpoena batches that have not been deleted or marked as ‘complete’.

Batch Name — This column identifies the name the batch was assigned when it
was created. The naming convention is a combination of user, date, and time.

Create Date — This column identifies the date the batch as created.

Batch Type — This column identifies whether the batch contains adult or juvenile
subpoenas.

Item Count — The column shows the number of subpoenas in the batch.
Batch Status — The column identifies the status of the batch.
Date Printed — This column identifies the date the batch was printed.

Printer — This column displays the printer that was selected to print this batch of
subpoenas.
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Subpoena/Batch Printing Toolbar
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While in the Subpoena/Batch Printing subprocess you are provided with a toolbar
that allows you easy access to commonly used tools.

View Items — This tool allows you to view a list of subpoenas in the batch. First,
highlight the batch you wish to view, and then click the button. When viewing the
list, you are given the option to delete individual subpoenas.

Print — This tool allows you to print the batch. First, highlight the batch you wish
to print, and then click the button.

Reprint — This tool allows you to reprint a batch. First, highlight the batch you
wish to reprint, and then click the button.

Delete Batch — This tool allows you to delete a batch of subpoenas and remove
them from the database. First, highlight the batch you wish to delete, and then
click the button.

Mark Complete — This tool allows you to mark a batch of subpoenas as
‘complete’. This indicates that you acknowledge the batch has printed correctly.
First, highlight the batch you wish to mark as complete, and then click the button.

% Subpoena batches that have been marked as complete will no longer

appear on the batch printing form, however, they will remain in the database for a
short period of time.
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Subpoena/Tracking

[ File Edit View Go Tools Help

[Selection = Tracking &

Currem Case
D0212012CR399999

Suwoens [N

B Subpoens Witnesses
& Batch Printing
[fi1 Subpoena Tracking

“- Subpoenas in Green denote save has occured

*- Subpoenas in Red denote not find in database:

Clear Fom Clase.

Intake

Case Maintenance

Subpoena

Victim Witness

Mandated Costs.

Maintenance

CE|Ey (& | (G |53 (2

Security

8/17/2012 | 1:19PM | Ready..

<@BVemsT AFC¢ L19M

In Subpoena Tracking the subpoena number can be entered to track the status
of the subpoena.

Enter the subpoena number and tab out, you can enter as many as 50 at a time.
Once you tab out of the field the subpoena number font color will change:

= Green indicates the subpoena number has been entered and saved
successfully.

» Orange indicates the warning that the event is in the past and has already
occurred.

» Red indicates this specific subpoena number cannot be found. Please
check for possible typographical error.

= Blue indicates this subpoena number already exists and was possibly
already entered to be tracked.

Right-click on the subpoena number to access the following options:
= Edit the Victim Witness
= Add a comment
= Set as undeliverable
= View the Case Summary
= Change to Personally Serve
= Add or View Notes
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Victim Witness Process

File ©f  Wew Go Tools Help

Action
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7. 2 Internet Explorer = K Action

In the Victim Witness process, your choice of subprocess depends on whether
you want to view and/or maintain victims and witnesses; or produce victim
notification letters.

é’The Victim Witness process is used for cases that have completed the
process of intake and no longer have a status of ‘pending’.

Victim Witness/List By Case

Choosing the List By Case subprocess presents you with forms that allow you
to:

View a list of all victims and witnesses and their subpoenas for the case
Add new victims or witnesses

Edit or delete existing victims or withesses

Create or view notes

Create a ‘Motion to Endorse’ document
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Case Search will open allowing you to access the case.

Search On:

e Case Number (Default) — You can enter a specific case number as the
search criteria.
o Defendant Name, Victim/Witness Name — Last name is required.

é’ A first initial is suggested to limit the number of records returned and to

return the results more quickly.

o Offense Number — You can enter a specific offense number as the
search criteria.

e Summons Number — You can enter a specific summons number as the
search criteria.

This button will load the case into the appropriate process.

TR S

Case Search allows access to Special Prosecution cases by selecting the
‘Special Prosecution Case’ checkbox and then entering in the originating
district’s entire case number and clicking the ‘Load’ button’.

The ‘Use Current’ button allows the user to re-access the last case they were in
for quick entry. That case number is always displayed in the top left corner of
Action labeled ‘Current Case’.

File Edit View Go Tools HEEE
Action

Current Case
CO012012T9559959
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At this point in the Victim Witness process, the Victim Witness List form is
populated with a list of all victims and witnesses for the case.

Victim Witness/List By Case Toolbar

felp 3
| vWwiList- D0212012CR999989 - Test, Case N

5 Noting ~ 4, Switch Case
| ———— IS Expand AN Endorse Witness  dp Add P Efit 3 Delete

While in the Victim Witness/List By Case subprocess you are provided with a
toolbar that allows you easy access to commonly used tools.

Noting — This button provides a quick way to add, modify, or view notes. Notes
can be added to either of two ‘Note Types’: Case or Daid. ‘Note Subtypes’ may
be chosen if you require more specificity. Notes can be added, viewed, and/or
updated at any time during the Victim Witness/List By Case subprocess.

Switch Case — This button provides a quick way to search for, and load, a new
case into the Victim Witness/List By Case subprocess.

Search On:
e Case Number (Default) — You can enter a specific case number as the
search criteria.

e Defendant Name, Victim/Witness Name — Last name is required.
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é’ A first initial is suggested to limit the number of records returned and
to return the results more quickly.

e Offense Number — You can enter a specific offense number as the
search criteria.

Load
This button will load the case into the Victim Witness List form.

Endorse Witness—This tool allows you to create the endorsement document.
First, highlight the witness you wish to endorse, and then click the button. The
completed ‘Motion to Endorse Witnesses’ document will display for review and
printing.

— This button allows you to add a victim or a witness. Clicking this button
will bring up the Victim/Witness entry form.

Fa¥ Bction - W Uist] R . e B sl@ = |

) Fle it View Go Tools Help =
E vwList- D0212012CR999999 - Test, Case 2

Currene Case.

e .

B st By Case

(& Notifcaton

£ Notficason Batch Print
& FOR Batch Print

— 4 Victim/Witness(s) R Eymd Ml R trdoce Werex @ Add > Ein 3 Delete
Victim Witness
7 o | Last Name
" v | 0

Required entry fields — main form (if you add a victim/witness):
e Witness Number

e Victim Type and/or Witness Type
e Last Name
¢ Notification Type
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Required entry fields (if you add an address):
e Address Type
e AddressLine 1

Required entry fields (if you add a phone number):
e Phone Type
e Area Code
e Telephone
e Phone Status

The following sections accept multiple entries:
e Address
e Phone

% A person can be a victim, a witness, or both.

% When you enter a Witness Type of ‘PO’, additional officer-related fields will

appear. Additionally, the address information section will populate once the ORI
has been entered.

é’ By default, the ‘Mailing’ address for a victim/witness will be used for mailed

documents, letters, and forms. If a ‘Mailing’ address has not been added, then
the ‘Home’ or ‘Business’ address will appear.

é’ The ‘Additional Information’ (see the address detail entry form) field will

appear on the subpoena. It can be selected, or un-selected, for display on the
subpoena flagging screen.

% The ‘Mailing Information’ (see the address detail entry form) is used to
display the name on mailing documents, letters, and forms.

%' The ‘Victim’s Rights Notification check-box will automatically populate based

on any qualifying charges entered, however, you can override the selection if you
choose to change the notification status of the case.

é’ The notification types are:

e (E) Endorsed
e (N) Notification
e (B) Both — meaning endorsed and notified
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é By checking these boxes (in Address entry detail) you are
indicating that you want the address to appear on associated outputs.

- This button allows you to edit an existing victim or witness. First, highlight
the information you wish to update, and then click the button.

— This button allows you to delete an existing victim or witness. First,
highlight the information you wish to delete, and then click the button.
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Victim Witness Process

File ©f  Wew Go Tools Help
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7. 2 Internet Explorer = K Action

In the Victim Witness process, your choice of subprocess depends on whether
you want to view and/or maintain victims and witnesses; or produce victim
notification letters.

é’The Victim Witness process is used for cases that have completed the
process of intake and no longer have a status of ‘pending’.

Victim Witness/Notification

Choosing the Notification subprocess presents you with forms that allow you to:
e Add new victims or witnesses
e Edit existing victims or withnesses
e Create, view, print, and save victim notification letters
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Case Search will open allowing you to access the case

Search On:

e Case Number (Default) — You can enter a specific case number as the
search criteria.
o Defendant Name, Victim/Witness Name — Last name is required.

é’ A first initial is suggested to limit the number of records returned and to

return the results more quickly.

o Offense Number — You can enter a specific offense number as the
search criteria.

e Summons Number — You can enter a specific summons number as the
search criteria.

This button will load the case into the appropriate process.

TR S

Case Search allows access to Special Prosecution cases by selecting the
‘Special Prosecution Case’ checkbox and then entering in the originating
district’s entire case number and clicking the ‘Load’ button’.

The ‘Use Current’ button allows the user to re-access the last case they were in
for quick entry. That case number is always displayed in the top left corner of
Action labeled ‘Current Case’.

File Edit View Go Tools HEEE
Action

Current Case
CO012012T9559959
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At this point in the Victim Witness process, the VW Notification form is populated
with a list of all victims and witnesses for the case.

Victim Witness/Notification Toolbar

Sex
T Moting - g AddWW | * EdtVW i, SwitchCase oy Case Took -

VW Notification - D02 12012CR999989 - Test, Case

While in the Victim Witness/Notification subprocess you are provided with a
toolbar that allows you easy access to commonly used tools.

Noting — This button provides a quick way to add, modify, or view notes. Notes
can be added to either of two ‘Note Types’: Case or Daid. ‘Note Subtypes’ may
be chosen if you require more specificity. Notes can be added, viewed, and/or
updated at any time during the Victim Witness/List By Case subprocess.

Add VW - This tool allows you to add a victim or a witness. Clicking this button
will bring up the Victim/Witness entry form.
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2 MNoting - AdSVW > EdRVW i SwitchCme (5 CaseTook -
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(2] RefreshSort [Z SelectAN [] Clear Select

Required entry fields — main form (if you add a victim/witness):
e Witness Number

Victim Type and/or Witness Type

Last Name

Notification Type

Required entry fields (if you add an address):
e Address Type
e Address Line 1

Required entry fields (if you add a phone number):
e Phone Type
e Area Code
o Telephone
e Phone Status

The following sections accept multiple entries:
e Address
e Phone

&’ A person can be a victim, a witness, or both.
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é When you enter a Witness Type of ‘PO’, additional officer-related fields will

appear. Additionally, the address information section will populate once the ORI
has been entered.

é By default, the ‘Mailing’ address for a victim/witness will be used for mailed

documents, letters, and forms. If a ‘Mailing’ address has not been added, then
the ‘Home’ or ‘Business’ address will appear.

é The ‘Additional Information’ (see the address detail entry form) field will

appear on the subpoena. It can be selected, or un-selected, for display on the
subpoena flagging screen.

% The ‘Mailing Information’ (see the address detail entry form) is used to
display the name on mailing documents, letters, and forms.

% The ‘Victim’s Rights Notification check-box will automatically populate based

on any qualifying charges entered, however, you can override the selection if you
choose to change the notification status of the case.

% The notification types are:
e (E) Endorsed
e (N) Notification
e (B) Both — meaning endorsed and notified

v Subpoena
¥ Motification

I Restitution

%' By checking these boxes (in Address entry detail) you are
indicating that you want the address to appear on associated outputs.

Edit VW - This tool allows you to edit an existing victim or witness. First,
highlight the information you wish to update, and then click the button.

Switch Case — This tool provides a quick way to search for, and load, a new
case into the Victim Witness/Notification subprocess.

Search On:
e Case Number (Default) — You can enter a specific case number as the
search criteria.

e Defendant Name, Victim/Witness Name — Last name is required.

Page 118 of 134



& A first initial is suggested to limit the number of records returned and
to return the results more quickly.

e Offense Number — You can enter a specific offense number as the
search criteria.

Load

This button will load the case into the Victim Witness/Notification
form.

Victim Witness/Notification VW Grid Toolbar o

[Selection 198 yw Notification - D0512006CR000505 - BOWY, ALGERNON HOWARD B

ﬁ List By . 10 - Yictim/Witnesses [#] Refresh Sort @ Select all ﬁ Clear Select
ist By Case
5 Wotification Wit No & Last Name First Name Middle Hame Suffix Hotify Type Victim Type Witness Type
= K RIDENOLIR RUSSELL E C L&
2 GALLARDO SHERISS E LA
& CHAVEZ CHRISTOPHER E L&

While in the Victim Witness/Notification subprocess you are provided with a
toolbar that allows you to easy access to tools that interact with the victims and
witnesses listed in the grid.

Refresh Sort — You can resort the names in the VW grid by clicking on any of
the column headings. This tool provides a quick way to return the list to the
default sequential sort.

Select All — This tool provides a quick way to select all of the victims and
witnesses in the grid.

Clear Select — This tool provides a quick way to clear all of the selected victims
and witnesses in the grid.
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Victim Witness/Notification/Generating Letters

o W NG T S . i ~ s e
& Tools Help -8 %

2 Noting - AddVW ¥ EdtVW . SwitchCase (3j Case Took ~
- Test, Case >

4 - Victim/Witnesses. (2] RefreshSort [F SelectAN [] Clear Select
i Witness Type ! Brady

€ Nextletter | Viewletter & Print Letter

To generate a notification letter:
1. Select the recipients in the VW grid
2. Select a letter type from the ‘Letter Name’ list

3. Select a critical event from the ‘Critical Event’ list, if letter type is ‘Critical
Event Letter’.

View Letter — This tool will generate the specified letter and allow you to view
it.

Print Letter — This tool will generate the specified letter and allow you to print
it.

Next Letter — This tool will retain the list of recipients in the VW grid but clear
the selections in the ‘Letter Name’ and ‘Critical Event’ lists.
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Mandated Costs

To track and maintain Mandated Costs select the ‘Add Mandated Costs’ sub-
process menu option.

Case Search will open allowing you to access the case.

Search On:
e Case Number (Default) — You can enter a specific case number as the
search criteria.
e Defendant Name, Victim/Witness Name — Last name is required.

é A first initial is suggested to limit the number of records returned and to

return the results more quickly.
e Offense Number — You can enter a specific offense number as the
search criteria.

e Summons Number — You can enter a specific summons number as the
search criteria.

Load
This button will load the case into the appropriate process.

Existing Case Search I&

SearchOn: ™ Case Number | DefendantName ' Offense Number 7 Summons Number  Victim/Wiiness Name

D [l |20 v Load Use Curseet

[+ Special Prosecution Case

Case Search allows access to Special Prosecution cases by selecting the
‘Special Prosecution Case’ checkbox and then entering in the originating
district’s entire case number and clicking the ‘Load’ button’.

The ‘Use Current’ button allows the user to re-access the last case they were in
for quick entry. That case number is always displayed in the top left corner of
Action labeled ‘Current Case’.

File Edit View Go Tools Help
|Selection W] Action

Current Case
CO012012T399959

Page 121 of 134



D0212012CR999999 Test, Case
RS Code: Secatu oy File Locabon Total Charges:
B s Mandeted Costs teat after cloaed 2

F

B

i

i
1| (2 | (€

Mandated Costs toolbar
While in the Victim Witness/Notification subprocess you are provided with a
toolbar that allows you easy access to commonly used tools.

Switch Case — This tool provides a quick way to search for, and load, a new
case into the Victim Witness/Notification subprocess.

Motion Payout Order — This tool allows you to generate a Motion payout form in
Word format.

Mark As Death — This tool will identify all the costs as a death penalty case.
Noting — This button provides a quick way to add, modify, or view notes. Notes
can be added to either of two ‘Note Types’: Case or Daid. ‘Note Subtypes’ may
be chosen if you require more specificity. Notes can be added, viewed, and/or
updated at any time during the Victim Witness/List By Case subprocess.

Add - This tool allows you to add a cost.
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2 - [Mandisted Cozta] e — T sl@ =
P

5 x
4, SwitchCase | | Motion/Payout Order ) MarkAsDesth [ Noting - & Add 3 Edit 3% Delete

=)
Curree e

D0212012CR999999 Test, Case
RS Code Mvocatems File Locabon Total Charges:

FB Ao Mandsted Conts teatater cloaed. 2

Select the appropriation code from the drop down list

Select the transaction and accounting dates

Enter the Cost Type, Mandated Amount and any Excess Amounts.
It will total automatically.

Enter the Vendor in the free-form Vendor field

Select a victim/witness from the case as they appear in the dropdown or you
may add an ‘Additional Witness’ in the free-form text field. We suggest Last
Name, (comma) First Name as a standard format. Please keep in mind you
cannot do both on one entry. Please select a witness from the case in the
dropdown or enter an additional witness per entry.

Edit — Only power users have the ability to edit an entry.

Delete — Only power user have the ability to delete an entry.
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Maintenance Process

I Wew Go Tools Help

]  Action

ance
@ Agency
@ Alerts
g Chaige Tians
@ Ciitical Events
9 Documerits
|5 Edit Table
a Person
Fieason Codes
il Schools
g Subpoena Printers

o f
i!jl

TH «

Maintenance

)
e v,

Ready... L15AM 5/3(2007  |10:48 AM
(] [€] calendar - Micro.... K Action 7. 3 Internet Expl... = W § revised User Gui.. % 8] € to4sam

In the Maintenance process, your choice of subprocess depends on the type of
code-related data you wish to add, update, or delete.

éj The subprocess maintenance tables and tabs you see will depend on your
security level.

Maintenance/Agency Subprocess

Choosing the Agency subprocess presents you with forms containing all of the
information about criminal justice agencies within, or associated with, your
district. Agencies include:

¢ District Attorney Offices

e Courts

e Probation

e Other (user-defined)
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Kl Action - [Agency Maintenance]

@B\e Edic View Go Tools Help x

Agency Maintenance i
@ Agency

@ Aletts

g Charge Trans
@ Ciritical Events
@ Documents

| Edit Table

&b Person

Reazon Codes
il Schools

& Subpoena Printers

District Dffices

ZipCoded

I—
o Add _? Edit 3 Delete

LISAM 5/4f2007 917 AM

Inbox - EOLUE... rer User Guide - ... ] Action - [Agency Mai... 8 C wu7am

The following section accepts multiple entries:
e Phone

— This button allows you to add an agency. Clicking this button will bring up
the agency detail entry form.

— This button allows you to edit an existing agency. First, highlight the
agency you wish to update, and then click the button.

— This button allows you to delete an existing agency. First, highlight the
agency you wish to delete, and then click the button.

Refresh|— This button allows you to refresh the current list.

Filter Inactive] — This button allows you to filter the ‘inactive’ records from the list,
so you see only the ‘active’ records.
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Maintenance/Alerts Subprocess

Choosing the Alerts subprocess presents you with forms that allow you to
communicate useful, dynamic information to other staff members within your

district.

%l Action - [Alert Maintenance]

i?i File ©f  Wiew Go Tools Help - B x
Alert Maintenance &
Maintenance

@ Agency
B Alerts o Add ® Edit 3C Delete
E B Tes stril:t Alert Date Cancel Alert Color Bold

' 5pell Check e Action application....evenpthing you do
pell Checker

Action Alets

@ Ciitical Events

9 Documerits

4 EdiTable o B

a Person

Fieason Codes -

il Schools Welcome District 10to the Action Application! Thanks for all your helpin testing and designing.

g Subpoena Printers

District Aled

—

9F add ? Edit 3¢ Delete

Alert

Application! Thanks forall pour helpin

Intake .
Case Maintenance % ]
SUbEuena :

Sawe and
Close

Ready... L15am [5/4f2007  [11:53 AM

[&] Irbox - Microsoft Out. .. 7. 4 Internet Explarer + | O revised User Guide - ... ] Action - [Alert Mainte. . % B ¢ i11s3am

— This button allows you to add a district-specific alert message. Clicking
the button will bring up the alert detail entry form.

— This button allows you to edit an existing district-specific alert. First,
highlight the alert you wish to update, and then click the button.

— This button allows you to delete an existing district-specific alert. First,
highlight the alert you wish to delete, and then click the button.
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Alerts Form

Kl Action - [Welcome |

Help

8 Good Morning Natalie

2| CCase Monday, April 23, 2007 11:01:00 AM
| Mon 4 Case Action Alerts
m Mon C& [Arest] 0471872007 This is the Production version of the Action application...everything you do from now on isreal . testingis

over
C% Pending Case Search

A Intzke Prosecutor

District 5 pecific Alests
0172972007 ‘Welcome District 10 to the Action Application! Thanks for all your help in testing and designing.

Cunrent Difice Statistics - 2007

Intake B
= Mumber of OpenDistrict Cases 607 Mumber of Open County Cases 837
Case Maintenance ,,-,59
e 5 Mumber of Pending District Cases 452 Mumber of Pending County Cases 25 -
Victinm Witness @. Humber of Closed District Cases 3 Mumber of Closed County Cases 89
TS = Number of NoFile District Cases 9 - | Number of NoFile County Cases 1 =
Security U
Ready... MWATALIE | 4/23/2007 11:01 AM

The ‘Alerts’ page is the first form you see when you open the ACTION
application. To return to this form at any point, click ‘View’ (main toolbar) then
‘Alerts’.

Action Alerts — This section provides application-related information from
CDAC.

District Specific Alerts — This section provides district-specific information and
can be maintained the Maintenance/Alerts subprocess.
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Maintenance/Person Subprocess

Choosing the Person subprocess presents you with forms containing all of the
information about people within, or associated with, your office or the Courts.
Person types include:

e Judges
Prosecutors
Advocates

Officers
Clerk of the Court

Kl Action - [Person Maintenance] |;||E”X|

& Fle Edr View G0 Tocls Help x
Gp add  ? Edit 32 pelete Refresh T Eilter Inactive £ Change District

_a Person Maintenance &

@ Agency

B Aleits - — 11/01/1900
= Chargs Trans : 04/04/2007
R Critical Events 0140141300
010171900

B Documents
) 010171900

| Edit Table
P . 1/01/1900

erson

. 010171900
Reason Codes 5 VIR
£ e - T1/01/1300

g Subpoena Printers » /01900
/0141900

01./01/1900

01./01./14900

01./01./14900

/0114900

Phones 4k &dd ? Edit 3¢ Delete  [m/m/ram
Type Status AreaCode Phone No Ext 01./01/1900

! 04/11/2007
/0141900
/0141900
01./01./14900
01./01./14900
01/01/1900
/0114900
01/01/1900
01/01/1900
01/01/1900

DELAMEY PATRICK.
DESALILNIERS MICHAEL 22833
DICKERSOMN RICHARD W 5450

DINGLE SEAN 20776

Maintenance

i = =

™|

Ready... L15aM | 5/4(z007 |10:55 AM
Inbox - Microsoft Out... wplarer § revised User Guide - ... e i, .. B ¢ wssam

The following sections accept multiple entries:
e Address
e Phone

— This button allows you to add a person. This will bring up the person
detail entry form.

— This button allows you to edit an existing person. First, highlight the
person you wish to update, and then click the button.
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— This button allows you to delete an existing person. First, highlight the
person you wish to delete, and then click the button.

— This button allows you to refresh the current list.

Filter Inactive] — This button allows you to filter the ‘inactive’ records from the list,
so you see only the ‘active’ records.
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Maintenance/Schools Subprocess

e Choosing the School subprocess presents you with forms containing all of
the information about schools within, or associated with, your district.

=X

% File

View Go Tools Help x
- Schools 32 % Add » Edit 2@ Delete Refresh ﬁ Change Districk
m} School Maintenance il
Maintenance School District  ~|  Primary Contact  -|  Primary Email
@ Agency Beszemer Elementany 10
{%} Alerts Bradford Elementary 5 10
t Chargs Trans Carlile Elementz- 0ot 1%
izl Hic | ‘3chool Name 5 chool District
|y Critical Events Centennial Hig - — 5
Central High 5 | | SetlERalEliiel=gl) 10 - Pueblo County Schoal District -
|=] Documents Add 1
N Corwin Middle =55
e Edit Table 216 E Oman
Craver Middle
P
a ‘ersan Tast High Ser Address 2
L Reason Codes Froed Middie | ) )
&a o TR——TTY City State ZipCode Zip+4
5 SRR YRV Pueblo CO - Colorado - | 81004 _
rving Middle < Primary Contact Email
Keating Educ:
Minnequa Elet Secondarp Contact Email
Morton Elemer
Parkview Elen
Pitts Middle 5¢ | Phones o &dd * Edit 37 Delete
Pleasant View
Pueblo County
Pueblo Tech &
Pugblo west b
LS 5 Pugblo west b Save Close
Case Maintenance 6& Risley Middle Sehaor ™o
Subpoena B Roncalii Middle School | 10
victim Witness 5 Fly= High School 0
— School District B0 &dmi | 10 Rick Macias macias@pueblob0 k12
Maink
anfenance = Schodl District 70 Admi | 10 Barbiara Ribauda
Security v/ Skywiew Middie School | 10
Somerlid Elementary S | 10 @
Ready... L1sam |5/4z007  [12:23 Pm

=
1s start s & 7 |8 mbox-m [ 7 dintermet Explorer v | 10§ revised User Guide - ... € 12:23PM

KA Action - [School Maint. . ® )

The following section accepts multiple entries:
e Phone

— This button allows you to add a school. Clicking the button will bring up
the school detail entry form.

— This button allows you to edit an existing school. First, highlight the
school you wish to update, and then click the button.

— This button allows you to delete an existing school. First, highlight the
school you wish to delete, and then click the button.

— This button allows you to refresh the current list.

Page 130 of 134



Security

The Security option is available depending upon your security role.
It is used to maintain your Action Users

[ e ———— e R R N L= | 6 ]
A& File 5t View Ge Toels Help ®
1 Expana AL G A b R SetPasword
UE _user Maintenance ry
DC212012CR999939
Disiict 4 - Fourth -
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o L = v v N '
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The following options are available:

Add - This is used to add new Action users by opening the add form.

CDACMAIL
04 021-El Paso -
A App o
v | ActionApp
—_— V| ActionViewer
- staft -
DA- District Attormy o Erobati
[~ | UserMaintenance
Basic User -
Pro Read d Add D N
CM: Arrest v I I I
CM: Charges I I I |
CM: Disposih I v v v
CM:Evenls I I I I
CM: Maintain DAID I cd cd cd
CM: Costs| ¥ I e Ird
CM: Offense I3 v v v
CM:Open Case I Id [m] I3
CM: Property v v v v
: v v v v |-
Save Saveand Close Close
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Edit — This button allows you to edit any information on an existing Action user.
By highlighting the user you wish to update.

Set Password — This button allows the power user to enter a password for any
of their Action users. First, highlight the user you wish to set a password for.
Enter YOUR password as the power user and then enter a new password (6
characters in length), confirm that new password to set it.

Change Password @

Your Current Password

Mew Password for daozlbright

Confirm MNew Password

| Cancel
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Case Statuses

ACTION identifies case status in detail — some case status changes occur
automatically, as a natural part of the entry flow:

P — Pending

O - Open

C — Closed

R — Re-Opened
S — Sealed

N — No File

Pending - A case is considered ‘pending’ while in the Intake process, before it
has been ‘completed’ or filed with the Courts. Modifications to a pending case
must occur within the Intake process.

Open - When a case completes the Intake process, either by the printing of a
Complaint/Information document or otherwise indicating the completion of the
Intake entry process, the status is automatically changed to ‘open’. Modifications
to an open case must occur within the Case Maintenance process.

Closed - Closing cases is not an automatic process. To close a case, select the
‘Close Case’ tool from the main toolbar within the Case Maintenance process. |If
all the expected data entry is complete, the tools will allow you to close the case.
The status will then be changed to ‘closed’. If all of the expected data entry is not
yet complete, you will be shown errors identifying the missing data items.

Closed cases can be viewed from the Case Maintenance process, but not
modified unless they are ‘re-opened’.

Re-Opened — Re-opening cases is not an automatic process. To re-open a
case, select the ‘Open Case’ tool from the main toolbar within the Case
Maintenance process. The status will then be changed to ‘re-opened’, indicating
the case was once closed and has been re-opened.

Modifications to a re-opened case must occur within the Case Maintenance
process.

Sealed — The process of sealing cases in ACTION is done completely
automatically when the user selects Seal Case from Case Tools. The will trigger
a transfer to CICJIS alerting both Judicial and CBI that the case has been sealed.

No-File — ‘No-Filing’ a case is not an automatic process. If the decision is made
to ‘no-file’ a case within the Intake process, select the ‘No File’ tool from the main
toolbar. This tool changes the case status to ‘No File’. Within the tool you can
select a reason for the no file decision, as well as, add a note of explanation.
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