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South Carolina Courtroom Froceedings

?| From: |01 - Uniform Trafic Tizxet Ticket & |00001xx Trial Date: |33"‘5f2010 Time: | 1500 CASE CLOSED
Charge & Disposition Other Court Info l Financial l Estreatments | TEP / Pub Def f Cond Dis | Notes
ID# [0DD0DD2018 JOEN | [smTH
Address: | 123ELM ST Gity: [FLORENCE [sc 20501
Drivers License #: |S0  |007234567 SSN#: [ 173456759 Date of Birth:|01/0111880 EdtView Prsona Infe
Date of Violation: | 0827/2012  Date of Arrest; |03/15/2016 Date Remanded Back: | 1 {if originally in another court)
Decal # Case # |2072-01224 Arresting Officer: |TEST SGT BUEBA SMITH
e Acty; Mosted e
Traffic Code: |21 SFEEDING CR TCOO FAST FOR COND (=10 AND <15 MFH) 5; = 4?] = Court: |MUNICIPAL
State Statute: 56 (5 1520(G)(") ]2100 Foints: 2 Agency # or Docket Book Page: 0
et new Stanne | | TRAFFIC f SPEENING, 10 MPE CR 1 FSS OVFR THE SPFEFD | IMIT Total Due: | 150.00
™ CourtApp. Req.? [ Insurance Verified? I” Result of Accident? [ Appeared? Collected | 180.00
CASE DISPOSITION: 2 GUILTY BENCH TRIAL Trial By: | Rest. Unpaid: [0.00
Lpecial Assessmenis [ .
TRAFEIC Charge Jail: C Jail Susp: C  Fine 100.00 Fine Susp: 0.00 Refunded: 10.00
Fee 1: C.00 For: e 3TP 0.00 Balance: 0.00
o
Do Not Issue NRVC  F2€ Z .03 For: Add Estreatment: 0.00
N -
: i
1 e
e n
= &
Celencar 3cazdulz | Print Ticket Copies Withzsses Issue/=sinl NRYC FPictures Present for Case el
JuryiCourt Lettzrs DocketSot Vow Piciures Bcrch Warrant Reopen Case ]WI
Prin: D spos tion STP Agresmant Evidarca Expunge Cass Cose/Cisposifior
= Drevcus Hext = Erowse Edit Motes Find Casc Search | |Ecc)  Esit | Sealad Save I [E5c] Rewertt |
S abenzesd |[Srher e Aer_tenees dat) Herme 17512 Herrd ek ed [harim

The Courtroom Proceedings screen is where most of the Court Clerk’s work is done.
This screen handles everything from entering dispositions to taking payments to issuing
Bench Warrants and NRVC’s.

As long as the case is Active, the Court Clerk can edit the court information for the
Ticket or Warrant. Once the case is closed, the Court Clerk would need to reopen the
case before any further edits are possible.

Since amost all court activities can be done from the Courtroom Proceedings page, there
are a lot of functions we need to cover here. We’re going to start at the top of the first
court screen and work our way down.

If there are Help Files for subsections of the Courtroom Proceedings page, you will be
directed to those help files.



NOTE: Special Fields

There are afew fields that are either mandatory or have specia functions.

Trial Date: | ogio1iz012 - Any field that has a Yellow Background when adding or editing
isamandatory field. Thistype of field cannot beleft blank.

Tmmc{;ﬂde:|21 Any field that has a Blue Label next to it has some sort of help

lookup. Most of the time, these fields can only take certain

information set up in other files or

mandated by the state. 1n most cases,

pressing F1 while in this field will

bring up a help screen with the valid
entry information.

is Traffic Code cannot be found. Press F1 while |

in the traffic code box for a valid list.
If you enter invalid information in any
=% field with a blue label, you will get an
error screen.

me:| 01 - Uniform Traffic Ticket  Ticket #: | 00001XX Trial Date: | 09/01/2012 rme:| 1500

At the top of the screen, you get the basic information on the case you’re working with,
including the ticket or warrant number, the trial date, and the trial time. It isvital that the
Trial Date be set correctly. The Trial Date should be the date that the final
disposition is set. If acaseis continued for any reason, you should reset the trial date to
the continued date, and make note of the previous trial date in the Notes or Sentence
section. It isVITAL for monthly Assessment Reports and yearly Caseload / Disposition
Reports for the Judicial Survey that this date be set correctly.

CASEACTIVE Also a the top of the screen you will see the Case Status. This
basically shows you if the caseis Active or Closed.

At the bottom right corner of the screen, there is a
Message Box that may give you suggestions on what to
do with the case.

Case has Disposition - Close? ;I



ID#: | 0000002015 JJoHN f B

Address: | 123 MAIN 5T City:IFLORENCE ISC 29501
Drivers License #: | 3C IUU123456? SSN#:I123-¢5—5789 DateofBirlIl:IEl'h’U'l.l"IQBU EdilViE‘l'PerSNba”R‘ol
The next section shows you
This will change the personal information on the Ticket\Warrant and the Master ID Record the |nd|V|dua| information for
I Innrnnnprﬂ .
name: [ 101 [ Em | the case you are working
Anareos: [ IOREH _ with. This information can
ciy: [FLomencs EESRED . f
Phone: | (243) 029-8823 Bitth Date: [ 210171280 SSK:| 123456780 be edlted | neceSary by
Shlslir.ense:,? I'?-riverﬁlir.&nse#lﬂﬂ‘l?Eﬂ".’ _Iirslﬁe(ﬁﬂﬁs:’l’)_ prng Edit Via’v Pa'wnal
Race: [W Sek:lh'_ Lthnicity: |—N == Reaiden:e:lJ f f . h
seane[ 6 0" weiane [ 320 Hair: | =L< eves: 500 Info. I you edit this
s information and save it, you
will be prompted that this

will change the Case Information as well as the Master ID record. Only use this if you’re
sure the changes need to be made.

Date of Arrest

Date of Violation: [08/27/2012  Date of Arrest:[08/27/2012 Date  of ~ Violation is not
I ~ mandatory, but it is a good tool

that the court clerk and judge can use to see how long it has been since the violation
actually occurred. It isvital that you havethe Date of Arrest filled in correctly. Most
of the time, the Date of Arrest is used as the date the case was Filed In Your Court. This
is mandatory information for the Caseload / Disposition Report. If the date of arrest is
not correct, your caseload / disposition report could be inaccurate.

Date Remanded Back

Date Remanded Bac:h:l It (if originally in another court)y 1he Date Remanded Back

field should be used any
time you have an old case that was written on a charging document from your agency that
was originally sent to another court (e.g. General Sessions) that has been transferred or
remanded back to your court. It isvery important that this date befilled in if the case
istransferred back to your court from another court, because this date will take the
place of the Date of Arrest on the Caseload / Disposition Report.

Case Number

o #,W Be default, the Case Number will be the same as the Ticket or

Warrant Number. If this case ties back to an Incident Report,
you can fill in that number here. This will make it easier to look up all pertinent
documentation tied to a case. If the Case Numbers match an Incident Report, anyone
looking up the Incident Report can see Ticket/Warrant Dispositions associated with the
same Case Number.



Arresting Officer

Arresting Dmcer;lTEST Even though the Arresting Officer is not vita
information for court, it is important to fill this in

correctly so that dockets will be printed in the correct order and your other reports are
correct.

Sdlecting the Right Court

court:[MuniciPaL | BY default, any charging document that would normally go to court

will be entered according to how you have your agency set up. If
the case is supposed to go to another court (General Sessions, etc.), you need to change
the Court. If a case is shown as being transferred to another court, it will not count in
your Caseload / Disposition Report, and will not be counted as an Open Case for your
court.

Traffic Code and State Statute

Traffic Code: |21 | SPEEDING 44/35 If the Traffic Code or the

State Statute: | 56-05-1520(G)(1) |2100 State Statute is incorrect,

Get New Statute | TRAFFIC | SPEEDING, 10 MPH OR LESS OVER THE SPEED LIMIT the Court Clek can

change either of these

from the Courtroom Proceedings page. If the Judge changes the statute and you amend
the ticket, you should change the codes to reflect the final charge.

Setting a Disposition

CASE DISPOSITION:[2  [GUILTY BENCH TRIAL  The dispositions are set to the South Carolina

Court Administration’s Disposition Codes 1-9,
T BN ECREETRE plus one addltlona_l _code f(_)r 2X TIA Guilty.
¢ |2 |ouILTY BENCH TRIAL You can add additional disposition codes as
| Bl i long as you can tie those codes back to one of
i 3 |GUILTY JURY TRIAL .. .
¢ |4 |NOT QUILTY BEMCH TRIAL the 9 court Administration codes. (See the
5 |NOT GUILTY JURY TRIAL Disposition Setup Help File for more
6 |NOLPROSSED -nf rm tion)
7 |TRAMSFER Into a
8 |OTHER
9  |CONTINUED

To Close a case, you must have a final disposition set for that case. Dispositions tied to
codes 7, 8 and 9 are NOT final dispositions, and the cases cannot be closed.

=0 BY!I— |Re Trial By...

[T The Trid By box is basically used to designate when a case is

N iy iy set for Jury Trial. If the box is left blank, LawTrak assumes

| |TRIALOFF  |Trial Officer thgt it is set for Tria Officer. This field is aso the trigger to
print out on a Jury Docket.




Fines and Fees

Jail: Jail Susp:| Fine: | 100.00 Fine Susp:| The Fine is the total
Fee 1: For: AdaRemove TP | amount being charged
Fee 2: For: AgdRemove Credit Card Fes | for the case. This

includes the City and State portions of the final fine, as well as any of the mandatory fees
and pullouts.

If the fine has been reduced, you can show the original fine and the suspended amount, or
you can simply change the fine to the final amount. As long as the Fine minus the
Suspended Amount is equal to the Final Fine Amount, either method will work.

Fee 1: 2500 For:|MISCELLANEOUS — There are two additional fees that you can use.
Fee 2: Y These fees should only be used if there are

court costsfor thingsthat do not get assessed.
|CRED'T CARDFEE  These additional fees should not be used for the

MISCELLANEQUS .
regular fine amount.

Acl:!.l'HemveSTPll 200 If the case is set up for Scheduled Time Payments, you
should add the 3% STP Fee. You can also add this fee

when you create the first receipt for the case.

Fee 2: | 3.00 For:| CREDIT CARD FEE FaRETse temtaareey  If your agency

is set up for
Credit Card Fees, you can add this fee from the Courtroom Proceedings screen. (See
Court / Additional Agency Settings Help File for moreinformation)

Sentence Description

Guilty - $100 - STP _-:_] The Sentence box can contain anything the

Court Clerk wants. It’s a good idea to

¥ make notes on every case — even the simple

cases — to make looking up case

information easier. It will aso make audits easier to follow if there are notes pointing
you to the right place or confirming dispositions and fines.

mMa3Im~3me

Other Court I nfor mation

ﬁtﬁDTHEYiITEST TESTLAWFIRM  On the Second tab there are places for
Trial Officer: I—JUDGE TEST JUDGE Additional Informa_tion. The fields_ for
: Attorneys, Tria Officer, Judge can be filled

Judge: [7062 TEsb s in for use in sorting dockets.



Preliminarjr[}ate:i I PreliminawTime:I If there is a Preliminary Hearing

Additional Date for Docket Sort:| / / scheduled, fill in the date and time.
I" License Suspended? _ I— Y ou can also use the Additional Date
[T License Confiscateq?  Confiscation Date:| //

for Docket Sort for any other type of
appointment you want to use it for. Both of these dates can be used for Docket Sorts.
(See Docket Help Filefor moreinformation)

There is aso a place for the License Suspension / Confiscation and Date. This prompts
the case to appear on the License Suspension Form for the Traffic Citation Transmittal
Form. (See Traffic Citation Transmittal Form Help Filefor moreinfor mation)

Community Service

¥ Community Service Ordered Hours Drdered'.l 2000 Hours Done:!

Description:| Trash Pickup

If the court orders Community Service, you can fill in the Hours and Description. Hours
Completed are entered in the Community Service Hours screen.  (See Community
Service Hours Help File for more information) If someone is ordered for Community
Service, you should continue the case to the date they are supposed to be done so the case
will come up again on a docket and you can put in afinal disposition.

Other Information

Original Traffic: [21 [ SPEEDING 44125 There is also a section showing what has
[ Assessed [ NRVCIssued [~ Transmitted Do Not happened to this Case after it is closed as
[ [11 [ [ Automatically  fzr g5 money being assessed, NRVC

Expunge . . .
I Bench Warrantlssued [~ commitment |~ piscnarge 1SSUED,  ticket  transmitted, Bench

Warrant issued, etc.

Closing Cases

| Close Case | Once a final disposition has been put on a case, the case should be
closed. Closing a case keeps it from being edited further, and allows other things to
happen such as Assessments, Bench Warrants, and NRVC’s. |t does NOT matter if the
case has been paid. If thereisafinal disposition on the case, it should be closed.

tmportant Information If you try to close a case with some kind
The Mandatory Minimum Fine is $30.00. These = of Guilty disposition, and there is not
fees cannot legally be dismissed with a guilty enough money in the Fine to cover the

disposition. Are you sure you want to close this

case with a fine below the mandatory minimum? State M andatory Minimum Fees, you wi I

< oet an error message. LawTrak will let
: you do this, but there may be problems
‘ with Assessments later in the process.

‘ Yes




Financial

Charge 2 Disposition Other Court Info Estreatments | TEP / Puk Def | Cond Dis / Notes

Receipts Refunds

Receipt # Cate Amount 2 Date Check # | Amount (e s ) Fine: “00.00
1| 08:29:2012 100.0C 03/30/2013 1 10.00
2] 08/31.2012 -100.0C Suspended: | C.00
3 08/31.2012 100.0C
2] 0a/31:2012__A00.00 |“ Time Pay Amt L
]E &:gégt 1h[_I_EE Transferred to Another Court Fee 1: | 0.00
17 04_.:18_.:2015 T Date Check# | Amount To = Fee 2:17&[10
1€] 020012012 10.0C
32| 11/14/2013 10.0¢ Retr Airolint: | 50.00
3| 111472043 -10.0C -
A EERTITE N |

Total Collectad: TR0 00

Date Hours Hotes

Fnnt Heceip 1ist Far This Case

Restitutlon Pald: | 50.00

Transfer Tuads to Anather Cout Case)
Total Assessed:

Trans‘er =urds to Ancther Case

Restituziors Reconfigu e Amounls

Sae and est Assessments For his (ase .
R AN BT ASSESSMANs FOr IS L.Ase Check for Qutstanding Ezlarces

The Financial page shows all transactions available for the case, including the total fees,
total amount collected, individua receipts, refunds, etc. This is also where the shortcut
buttons are to post receipts, refunds, etc.

Estreatment / Traffic Education Program / Public Defender / Conditional Dischar ge

Charge & Disposition l Other Court Info l Financial Estre@atmants / TEP / Pub Def / Cond Dis | Notes
ESTREATMENTS Add Eslednen. | PUBLIC Add Pub. Cel. Payimenl Add 4 Dispusilion Molz Court Dismitiun Notes
DEFENDER
Total Received APPLICATION Lser Hets

TRITIAL Clozsed - Z- GUILTY BENCH TRIAL
MANACCR  |Clo: GUILTY DCHSII TRIAL
TT[MAMAGER  [Caze % 7]

MANACCR |Closed -2- GUILTY DCNTI TRIAL

’7&0(} Drarle Amuunt FEE Dile Banoanl

Total Received

Bond Amount

- 2.00
10000

Deposited
| L
TRAFFIC Add TEP Payment CONDITIONAL 444 Cond Dis. Faymert
EDUCATION DISCHARGE
PROGRAM FEE

Date Amount Date Amount
Total Recelved Total Recelved

.00 2.00 ~|

Try To Send In As Mew SCUTTIES Ticket 2nd Disposition |

JJ I_l AIJ View SCUTTIES History |

Since these payments do not go through normal Assessments, and they do not have
anything to do with the actual Fine for the case, these payments are done separately.



Basically, you press the button to Add whatever the type of payment is, LawTrak will
take you to a page for that payment, and you add the payment. If it gets Assessed,
LawTrak will place it on the Assessment Report for the month you take in the payment.
Since these payments are not taken in as regular receipts, they do not show up on the
Daily Receipt Totals. (See Estreatment, TEP, Pub. Defend., Cond. Discharge Totals
Help File for more information)

Also on this screen are notes on when the cases are closed, disposed of but left open,
reopened, etc.

Other Buttons

Issue/Print NRVC — This option will attach an NRVC (License Suspension) on cases
where there is a fine that has not been fully paid on a Uniform Traffic Ticket. (See
Issue/Print NRVC Help Filefor moreinformation)

Restitutions — This will attach a Restitution to the case. (See Restitutions Help File for
mor e information)

Print Disposition — Thiswill print out a Disposition Sheet for the case.

Jury/Court Letters— Thisis alink to Additional Forms attached to a case. See below
for alisting.

Receipts — Thisis a quick link to the Receipts page. (See Receipts Help File for more
infor mation)

Witnesses — This will allow you to list witnesses for the case while the case is open.
Once closed, thiswill show you alist that is not editable.

Bench Warrant — This will create a Bench Warrant. (See Bench Warrant Help File
for mor e infor mation)

Issue Refund — If someone has overpaid on a case, this option will open up to issue a
refund and print avoucher.

Transfer Funds/ Court — If your agency takes in money for a case belonging to another
court, use this option to transfer that money out. This will treat the transfer as a “refund”
and take that money off the court’s outstanding bond reports.

STP Agreement — This will print out a STP Agreement for this case that the defendant
should sign. It will also contain alist of receipts aready in the system.

Print Ticket Copies— Thiswill print out any/all copies of the Uniform Traffic Ticket if
needed.




Reopen Case — If a case is closed and needs to be edited for some reason, an
Administrator can Reopen the Case. When you reopen the case, you will receive a
message that any funds sent for Assessments will be “Unassessed” until the case is closed
again and Reassessed.

Docket Sort — This will put the Browse order into another order. If you print out a
Docket with an order other than the default order, you can have the browse order match
the printed docket order.

Expunge Case — An Administrator can Expunge a case, which will remove all personal
information from the selected case.

Transfer Funds/ Case - If receipts for a case need to be transferred to another case (i.e.
a ticket is voided and rewritten on another ticket and the money collected needs to be
moved), you can select this option and fill in the new case to transfer the money to.

Serve Warrant — If the Court tries to edit a Warrant that has not been served yet, this
will open up a screen that will allow the Court Clerk to fill in the Service Date, Officer,
and Trial Date so the Warrant can be taken into court.

Close Case — Once afina disposition is attached to a case and all fines/fees are in place,
the case needs to be closed.



Jury / Court L etters

Jury Lettar Printouts

Local Forms Letters Sent For This Case
ADSAF Reforral Mtorncy Leter
. . . y Cate Letter Name:
Cornrnillinenl Delendenl Conlnudnce Leller D201 [ORNDER FUR DESTRITCN

DRG0 |ORDER FUR COMITORNS ISCHAS S
DRG0 |COMPLE DM OF COMIHICRAL THSCEAH
Jury Sheet Printout SLbpoenc Screcr CHE12012 | ARHIDAYIT OF SUREERUER OF DIEFERL)
CE12012 |0 10N 10 BE RELIZWVEL QR BOND
CHE12012  |ELLE D SE0OW CAUSE FRIMIELD
Acknowleduement of Delendant Ceriludle of Transm Ul [ Ger. Sassions U202 [ISHM=L_ LEI IER

(9/02/2012  |MOTION T BE RELIEVED O BOND
(9/02/2012  |ORDER FCR CONDITIONA. CISCHARSE
Cefense of Indigents Act =onr 4 shrell Letter (9/02/2012  |COMPLETION OF COMDITICMNAL DISCHAR
C1/06/2015  |FAILURE TO_COMPLY

| leterdant| efter I nscnargs

State Non-Numbered Forms

Cefensz of Indigents Act - Zomr 1 Dizfense of Indigents Act- Form 2

ey sliale Checklis. Molon lo be Relieved un Bund
Matian tn Rennen Foatice of Tate for (Mot Anproved Prh Def
Crder Correctirg Conviclicn Recotd Qrder Crantng Mew Tral
Onder Specilying Allendance gl Rosla Meel Rulz lu Shuw Cause

Snerial Condinons of Hond

Statz2 Numbered Forms

Afidevit Surerde- of Cef. Dy Curety (3CCAB26) | Applicat on for Cxpurgemen: (SCCAZ223e) -
Bal =roczeding Funn | (SCCAS 0A) Beil Froceeding Fon 1 /SCCAS 1141 )
...or select a letter from the list
CH Change Modif cafion Form (C1-044) Expungemeni Objection Transmitta (SCCA22347) _J Prirt Letter
Farctta Wernings (SCCAB24) | Cuilty Plca Information (SCCABSE)
Prelirningry Hzaing Molice iSCCAZ09) Melice ol Righllo Preiming y Hearing (SCCAS12) Witnzsses/Subpoznas fo- This Case - 1
Metif Comrpletinn of Cond Distharge (SCCAF293) Drder for Sondificna Nischarge (SCCARPIA) Witness/Subpoena Latter Defaults

Crder for Destruction (Expungement) (SCCA223c1) | Ordor for Dectruct on of Am Record (SCCAZ22a1)

Addiliongl Allzctninels
Order cf Dooking (SCCAB93) Crder of Dffense Modfization (SCCATTI S Er———————

Surr Courl Expangernent Ploc, (32242230 1(a) [Esc] . Exit

The Jury / Court Letters section contains additional |etters and forms that can be attached
to acase. If thereis an entry screen, you will be directed to the appropriate Help File for
more information.

You can aso add Additional Attachments onto a case (scanned document, pictures, etc.)
from this screen.

On this screen is also alist of the major printouts done for this case.

Print Custom Court L etter

--0r select a letter from the list : If you have Custom Letters created, you

I - M‘ can print these out from the Case as

needed. (See Custom Letters Help File
for more information)



Witness/ Subpoenas

e T The T This section will let you set up aMail Merge letter

Witness/Subpoena Letter Defaults for Wltness/Subpoma L etters.
There is a default letter set up that
[¥ Check it you want Law Irak to Maks a Lefternzad B A St you Can modify as nwjed.

Farkgroaund Flke |F|I M4 ETTFR

TUAnK 1 Ines &F Top: | z

Meige Fields v ticilﬂlll;l Thkewe rrant 2[00 107
1 ettar Hearing: [ <e<nem M AT j ~nBYETEM DATS o

<o I T M AT A T
N WIH 2RIH
SUSPCENS coc| AL IAILanx a3

e TRAL T WE == vinez: [ 123 vAN 72207
czz Al S e

WU 24 SCURT OF AHCART=R LineX |F_OREMCE, 3C 22001

e MEZRR
s M Tined:
et MF4sse
STATE 07 £DUTH GARDLINA Bl i Rl i b e [ an = e
COLHTY JF | ANCARTFR ;I wpyoed enodly | e above, —I —I

|

iz disposedo® IFyou nzve avy quastions, pezse cal the cour offize.

Fal Lz 10 0bey 1 2 Subpoena 2 punlshablc o5 as e SCTEMAT JF COLRT ya re of 352200 ar

Lett=r Uody: | YU & 2L 111 JY SOMMEMNL L) to asceer before the Zourton i e above date 2= ime untithe tase =
1=y 2 Ry Jall

You can aso enter Witness /
fres st o awiness and v s than 23 s Fom =< £a7 lease sl o wenees - Slbpoenas for the case.  You can
= print out the Letters from this
screen. You can also print out the
Witness/Subpoena letters from the
Docket printout for the trial date. (See DocketsHelp Filefor moreinformation)

Edn || Foopoes | b5 -Ext ||

Defendant L etter — Attorney L etter — Defendant Continuance L etter — These letters
are created in the Custom Court Letters, and attached to these quick-link buttons in the
Court / Additional Agency Settings screen. (See Custom L etters and Court/Additional
Agency Settings Help Filesfor moreinfor mation)

Ishmell Letter — This will allow you to create an Ishmell Letter to send to the Court
Administration allowing you to reopen the case if there is a problem with the disposition.
(Seelshmell LettersHelp Filefor moreinfor mation)

Order Granting New Trial — (See Order Granting New Trial Help File for more
information)

Order Correcting Conviction Record — (See Order Correcting Conviction Record
Help Filefor moreinformation)

Motion to Reopen — (See M otion to Reopen Help File for more infor mation)

Preliminary Hearing Notice — (See Preliminary Hearing Notice Help File for more
information)

Jury Sheet Printout — This will print out a blank Jury Sheet for the Court Clerk to work
with.

Bail Proceeding Form | — (See Bail Proceeding Form | Help File for more
information)




Bail Proceeding Form Il — (See Bail Proceeding Form |l Help File for more
infor mation)

Order of Booking — (See Order of Booking Help Filefor moreinformation)

ADSAP Referral — (See ADSAP Referral Help Filefor mor e information)

Notice of Right to Preliminary Hearing — (See Notice of Right to Preliminary
Hearing Help File for more information)

Order of Destruction (Expungement) — This will print out an Order of Expungement
for the selected case.

Expungement Objection Transmittal — This will print out an Expungement Objection
Transmittal for the selected case.

Magistrate Checklist — Thiswill print out a Magistrate Checklist for the selected case.

Subpoena Screen — (See Subpoena Screen Help Filefor more information)

Order for Conditional Discharge — (See Order for Conditional Discharge Help File
for mor e infor mation)

Notice Completion of Cond. Discharge — (See Notice for Completion of Conditional
Discharge Help File for mor e information)

Affidavit of Surrender of Defendant by Surety — (See Affidavit of Surrender of
Defendant by Surety Help Filefor mor e information)

Motion to be Relieved on Bond — (See Motion to be Relieved on Bond Help File for
mor e information)

Commitment — (See Commitment Help Filefor more information)
Discharge — (See Discharge Help File for moreinformation)

Ruleto Show Cause — Prints out a Rule to Show Cause form for the selected case.




Bench Warrant

Top Section: Police— Court
Side Button: Data Entry
Court — Courtroom Proceedings

| Py LawTrak - Workstation - BUBBA'S POLICE DEPT - MANAGER FUNCTIONS OPEN i ]|

File Edit Window Help

5 )
2 trom: [T [ooo01xx Case #:[2012-01234 Bench Warrant # [201282120200003 | ENtered in NCIC
[~ Removed from NCIC
To any Lawful Constable or Officer:
WHEREAS: One |JOHN | B | On Date: | 08/31/2012
Was convicted in this Ot)lll'lof:l SPEEDING 44/35
with sentence imposed of: | Guilty - 5100 |
Witness: The due execution of this warrant OII:I 09/14/2012 [~ Do not show on Dutstanding List: SCIEx Date: I 091412012
| have placed said defendant in jail this: I i Officer Served: I I i Served
‘ ServeWithdraw | hake \Wan=ntlfetive Agsin I‘ " Withdrawn
Address: | 123 MAIN ST | FLORENCE [sc |2e501
height:[ 5 [ 0 " Eyes: [BLU Age:[22 Drivers’ License # [SC [001234567
Weight: | 180 Race: IW SSH: | 123-45-6789 Phone: | (343) 999-3388
Hair: | BLK Se)(‘.IM DOB: | 01/01/1980
Distinguishing Features: Special Precautions:
Approved for Service (if in another city): I
Officer who has custody:l fif I Check Out Warrant |
| —previous | Mest | Bowee | Bt | Deete |  Sean ernt | {Bc]-!—:a_c‘r:” | sae | jzs:j-ia-s-a||
Sc_benchwarrant [o:\nbspolicebtdatatecbenchwarrant. dbf) Recaord: 14414 Recard Unlocked | Mk o

Bench Warrants are created from the Courtroom Proceedings screen once a case is
closed. The information is filled in from the case, but you can edit the Bench Warrant
once it has been created if you go to the Bench Warrant from the Court Case.

If you go to the Bench Warrant from Main Menu instead of the Court Case, you will be
very limited as to what you can edit. The main thing to edit will be when the Bench
Warrant is Served or Withdrawn.

IhﬂephmdsaiﬂdefendmtiliﬂimlﬂgﬁfﬂEMZ OﬁcerServeltlTEST ISGT BUBBA SMITH ' Sened
" Withdrawn

ServetiWithdraw I ke Warrant Actve A= I‘

When you press the Serve/Withdraw button, the Date, Officer and Served/Withdrawn
options open. This will take the Bench Warrant off of the Active Warrant listing. Once
served, you can aso choose to make the Bench Warrant Active again.



Officer who has custody: ] 09/14/2012 [SGT SMITH Check Out Warrant |

If a Warrant has been checked out to a specific officer, you can fill in this section and
pull up the Active Warrants for that officer.

Even though this section applies a State Bench Warrant Number to Bench Warrants
created from the Courtroom Proceedings page, this Bench Warrant cannot be taken to
court. Thistype of Bench Warrant is connected to another type of case (Ticket, Warrant,
etc.).

If you want to create a Bench Warrant that will be the primary document to take to
court, you can enter that in the Arrest Warrant section.




| ssue/Print NRVC

Top Section: Court
Side Button: Data Entry — Courtroom Proceedings

STATE OF NOTICE OF FAILURE TG COMPLY WITH TERMS OF CITATION

SOUTH CAROLIMA YOU HAVE FAILED TO RESPOND TO THE CITATION DESCRIBED IN THIS NOTICE BY APPEARING IN COURT
‘,:e‘.f':" OR PAYING THE FINE WITHIN THE PRESCRIBED TIMELIMIT, AND AS A RESULT YOU HAVE BEEN TRIED IN
ol YOUR ABSENCE AND FOUND GUILTY. FAILURE TOREMT THE FINEWITHIN 15 DAYS FROM THE DATE
SHOWN IN THE LOWER RIGHT CORNER OF THIS NOTICE WILL RESULT IN NOTIFICATION OF THE
LICENSING AUTHORITY INYOUR STATE TO SUSFEND YOUR DRIVER'S LICENSE UNTIL THE FINE HAS
BEENPAID BY CERTIFIED CHECH OR MONEY ORDER.

CITATION MO DATE OF VICLATION | LOCATION OF VIOLATION SECTION VIOLATED

00001XX 0812712012 MAIN ST /ELM 5T 56-05-1520(G (1)

CESCRITION OF VIDLATION FINE AND COS TS TRIAL DATE

SPEEDING 44/35 100.00 09/01/2012

COCKET MO COURT N

DRIVER 5 LICENSE MO STATE | DATEOQFBIRTH NAME OF COLRT

001234567 sSC 01/01/1980 W TEST COURT

NAME  LAST FRST WICOLE SEX (8] 1A% NG ADDRESS

J

SMITH, JOHN [ 'I;t 123 MAIN STREET

STREE T ADDTE S5 7 STATE P CODE

123 MAIN 5T FLORENCE SC 29501

CiTY STATE IF COLE 'L TELEPHONE

FLORENCE sC 29501 F srsacooe( 843 jwuwesn 393-TB00

REGES. [TAG) MO STATE | YEAR VAKE MIODEL o] AUTHOREZEC EY DATE

ABC123 SC JUDGE TEST JUDGE 083112012
FORM DL43

#1 DEFENDANTS NOTICE

IssuePrnt NRVC | NRVC’s are issued from the Courtroom Proceedings screen. To
issue an NRVC, the ticket must have a disposition of Guilty (whether by Bench Trial or
Jury), and there must be an Outstanding Balance due on the case.

Issuenrve When you select to Issue/Print the NRVC, you can
th:heckthe Copies to Print se!ect which copies to print out. All NRVC S are
printed out on regular paper and should be printed
Iy e oty f laser printer. The old tractor-feed dot matrix
[ Home Jurisdiction Copy rom a, P : :
I Suspension Withdrawal NRVC’s are no longer supported in LawTrak.
I~ Court Copy
If you still want to write out NRVC’s by hand, there

IFyouwanttoissue an NRVC | 5 5 gption to allow you to issue them in LawTrak
but do not want to printitout, | ) hot print them out.

check this box.
™ Issue but do not print out

‘ lssuelPrint

Un-lssue NRVC




Best Practicesfor Handling NRVC’s

1) Issuing: When the Court Clerk is entering Dispositions, it is pretty obvious which
case gets an NRVC. When you close the case, issue the NRVC and print out the
Defendant’s Copy. Mail the Defendants their copies.

2) Sending To The State: After you wait the
appropriate number of days after sending the
Defendants’ Copies (at least 15 days), you can
go to the report Court — Financial — Reprint
the NRVC'’s for Date Range. This will alow

From Trial Datc: |09.101.l’2012 Tl:IDS.G1.l’2012 [Leave Blank for Al

{Outstanding) [~ Dzfel

{Paid) [~ Suspeasion Withdrawal

e you to print all of the NRVC’s that have not

A ™ Listing completely paid that were issued for a date

e B range. These are the NRVC copies you send to
| the state for License Suspension.

| Pamnmvcwimasest | 3) Printing The Withdrawal: Once an NRVC has been paid, a

button at the bottom of the Receipts page (Either Court -
Financial — Receipts or the direct link from Courtroom Proceedings) will become active
so you can print out the Withdrawal (called the Blue Copy) directly from the receipt.




Restitutions

Top Section: Court
Side Button: Data Entry — Courtroom Proceedings

L\FILawTrak - Workstation - BUBBA'S POLICE DEPT - MANAGER FUNCTIONS OPEM = IDIﬂ
File Edit Window Help

2
StﬂtuE:IA SAVED - NOT LOCHEDm: | T | 000013 Total Restitution: | 50.00  Total Applied: I
New Total To Apply: | 0.00

Name 1: | JOHN DOE Resitution Amount: | 50.00 Paid:
Address: | 123 MAIN STREET Date Pail Oﬁ'l i Account Date:| / /
city: [ FLORENCE [sc 29501 Chieck # |
Name 2: | Resitution Amount: | Paid:
Address: | Date Paid OfF:| / / Account Date:| | /
ci | - T
Name 3: Resitution Amount: | Paid: |
Address: | Dntepainom| 1 Account Date:| / /
o 1 e
Notes: :I Add/Print Payment Vouchers

Date Amount | .

=l s

Once you have the correct amounts in the Restitution fields, you must Lock the record before you can begin applying payments.

Once a Resfitution Record has been Locked, it cannot be changed.
To fix any errors after the record hag been locked, you will have to delete the record and start over.

‘ Edit Restitution | Lock Restiuton |  EditChecks | [Escl-Ext || ‘ = | Eatee || ‘
Sc_restitubions [ nbspolicehltdatahsc restitutions. dbf] Record: 11 Record Unlocked “_ ,m o
I restiwtions | ONce a case has been closed in Courtroom Proceedings, an option to

attach Restitutions will be enabled. This will take you to a blank Restitutions Entry
screen where you can fill in the information and amounts for Restitutions attached to a
specific case.

Name 1: | IGHN DOE Resitution Amount: 5000 YOU can enter up to
Address: [ 123 MAIN STREET Date Paid OFF:| / / acee  three Separate
City: | FLORENCE [sc [29501 Check #| restitution amounts for

a case Once this
information has been filled in, press Save. This will change the status to Saved — Not
Locked. This means that while the information has been saved, nothing can be done with
it and it won’t show up on any reports until the restitution record has been finalized and
locked. Thisissimilar to Closing the Court Case.



mportant Information Locking a Restitution Record

Doing this will lock the Restitution record. No =[] 2L.oces it to the case, and makes
further edits will be allowed except to apply rastltutlo_ns amounts part of ,the
amounts. Are you sure you want to do this? overd| fine to collect. Until a
record is locked, nothing in the

|| redtitution record will show up
L : on the case. Once the record is
Yes |[Esd-No| locked, the Status will changed to
' Locked, and no further edits will
be alowed on the restitution. Locking will also allow money to be
applied to the Restitution Amount owed.

l
Status: I I LOCKED

| ===twtens | If there are any outstanding locked restitution records attached to a
case, the link on the Courtroom Proceedings page will be red, and a

message will appear in the Message Block to remind
Restitution Balance Still Due 4] you that restitutions are still due. The outstanding
restitution amount will aso show up in the quick totals

on the main Courtroom Proceedings page, as well as the

Total Due: 150.00

Collected: 0.00 Financial page.
Rest.Unpaid:|°000  Once a restitution has been paid off, the Restitutions button
Refunded: will turn blue, and there will be nothing in the Restitution
Balance: 150.00  Unpaid amount.
Name 1: [ JOHN DOE Resitution Amount: | 50.00 Paid: | 5000 | sopy Aot |
Address: | 123 MAIN STREET Date Paid Off:[09/01/2012  Account Date:| / /
City: | FLORENCE [sc |29501 Check # | ELeIER

When money has been collected on a case, there are a couple of ways it can be handled.
Most of the time, money collected will automatically attach itself to the Restitution
Amount Owed first. If you have this switch turned off (See Court / Additional Agency
Settings Help File for more information), or if the restitution was created after the
money was taken in, you may have to manually apply it. The genera rule of thumb for
money collected: If money is applied to restitutions, it cannot be assessed. If money has
been assessed, it cannot be applied to restitutions. To manually apply any money
collected, go back to the Restitutions screen and press the Apply Amount button to move
any available money down to the restitutions. Once the entire amount has been collected
for an entry, the entry will be closed.

Add/Print Payment Vouchers Payment Vouchers

Cate Amount | .

LawTrak is designed to dispose of Restitution payments once the
-1 entire amount has been paid. If you want to pay out restitution
money as it comes in, or some time other than when it is completely paid, you can keep
track of these payouts by creating Payment Vouchers. This does nothing as far as
LawTrak is concerned, but it will give you a paper trail if you want to pay it out early.




