EDIT FORMS/LETTERS

JCMLET01                  EDIT LETTERS AND FORMS                   JCWLET96/M4 

                         1) Add Records to File                                 

                         2) Change Existing Records                             

                         3) Delete Existing Records                             

                         4) File Inquiry                                        

                         5) Duplicate Letter/Form                               

  SELECT DESIRED OPERATION                                                       

To access the Forms Menu, go to Maintenance Menu from the Main Menu, then Forms Menu. This program allows you to define your own forms and letters (Ex. Summons, Warrants, DR15’s, etc. .) by merging fields from appendix A of this manual on to the form letter you have created.

You can add a new form, change an existing form, delete a form, perform a file inquiry on the file, and create a duplicate letter/form from an existing form.

To add a new form letter Press F1-Add Records to file.

JCMLET01                  EDIT LETTERS AND FORMS                   JCWLET00/M4 

 Letter ID CONTEM                                                               

 ENTER THE APPROPRIATE DATA, F3) SEARCH                                         

Enter a Letter ID that describes the form you are creating.  In the example above, a contempt warrant is being created.

Press Enter and the following screen will be displayed.

EDIT FORMS/LETTERS

(Continued)

Refer to Appendix A in this manual for the FIELD CODES you will need to build this form.

JCMLET01                  EDIT LETTERS AND FORMS                   JCWLET01/M4 

 Letter ID CONTEM CONTEM     WARRANT FOR CONTEMPT OF COURT                      

 Letter Length 66 (in lines) Form Number JCFORM     !-> Control Line    <-----! 

             1         2         3         4         5         6         7      

    123456789012345678901234567890123456789012345678901234567890123456789012345 

  1                                                                            _
  2                                WARRANT                                     _
  3                                                                            _
  4                                              DOCKET # ____-____            _
  5                                                                            _
  6 ===========================================================================_ 

  7 ===========================================================================_ 

  8                                                                            _
  9 STATE OF MISSISSIPPI                                                       _
 10 COUNTY OF HARRISON                                                         _
 11 JUSTICE COURT                                                              _
 12                                                                            _
 13         To Any Lawful Officer :                                             _
 14                                                                            _
 15                                                                            _
    123456789012345678901234567890123456789012345678901234567890123456789012345 

             1         2         3         4         5         6         7      

 F1-FIELDS F2-UP1  F3-DOWN1  F4-PREV  F9-DELETE  F10-INSERT  F11-GOTO  F17-SAVE 

Enter the same letter Id you created from the previous step in the field provided.  Enter a description of the form you are creating. 

Enter the length of your form in lines.  (The standard 8 1/2 x 11" form is 66 lines per page.)

Enter the form number JCFORM.  This form should be created in Delta Utilities.  JCFORM assumes a standard 8 1/2 x 11" form.

Notice the Row Numbers down the lefthand side of the screen (1-15).  Notice the Column Numbers across the top of the first row (1-75).  You will need to know these row and column numbers when you want to assign a field code from  Appendix A to print in that specific place.

Start entering the information that will not change when the form is printed (ex..Headings, Descriptions of fields) on the desired line(s) at the desired position(s).. There are 75 spaces across each line. 
HINT: To Center lines of text – Count the length of the phrase you want to center (don’t forget to count spaces and punctuation marks). Place cursor at position 38 on the desired line and backup one space for every 2 places in the length.

Example: Justice Court of My County

Length is 26 so I will back up 13 spaces from the center (38). So my starting position will be 25.
OR:

You know your total spaces across is 75. You can subtract the length of the phrase (26) from the total spaces (75-26  = 49). Then divide the result by 2 (49/2= 24.5). Round up. So starting position is 25.

When you get to a Row and Column that you want to assign a FIELD CODE, write it down.  You will enter these in another step. Be sure to leave enough room (spaces) for the data in the field to print and remember your before and after spaces. Field types and lengths are specified in Appendix B. Field lengths are the maximum length that the field can be. Not all fields will have data in all spaces. 
For example, if you want to print the Docket Book Number on this Contempt Warrant on Row 4 in Column 54,  look in the Appendix A for the screen from which you want to pull the Book Number.  Looking at the Criminal Affidavit Screen in the Appendix A, the field code for Book is AFD020.  Write down Row 4, Column 54 AFD020. 
EDIT FORMS/LETTERS

(Continued)

Continue this process until you have finished designing your form letter.

Once the standard information is setup and you have your list of Row's, Column's and Field Codes,  Press F1 and the following screen will be displayed.

JCMLET01                  EDIT LETTERS AND FORMS                   JCWLET02/M4 

 Letter ID CONTEM                                                               

      Rw Cl Field               Rw Cl Field               Rw Cl Field           

       4 55 AFD020                                                   _          

       4 60 AFD025                                                   _          

                                                                     _         

                                                                     _         

                                                                     _         

      18  5 AFD040                                                   _         

      20  5 AFD05001                                                 _         

      20 27 AFD05002                                                 _         

      22  5 AFD05003                                                 _         

                                                                     _         

                                                                     _         

                                                                     _         

                                                                     _         

      30 30 AFD020                                                   _         

      30 36 AFD025                                                   _         

                                                                     _         

      34 29 INP030                                                   _         

      34 41 INP020                                                   _         

      34 51 INP040                                                   _         

 PRESS ENTER TO CONTINUE  F5 FOR MORE FIELDS                                    

This is where you enter the row, column, and field codes from the list that you have written down.  This tells the system that you want to pull the information from the case and print that information in the row and column that you have specified here.

Once you have completed the entry of this screen, press ENTER until "This record has been added" is displayed at the bottom of your screen.

***NOTE****

This program is used only to enter the form letter you wish to print.  Once the format for the form letter is entered and the field codes are defined, there should be no reason for you to change anything.

You print the forms from the actual case by pressing  F18-Print Form or you can print a batch of forms for different cases by using the ‘Print Affidavit Forms/Letters’ program (JCMAFDLT).  You can find this program under your Main Menu. 

APPENDIX A

DATA ENTRY SCREENS AND FIELD CODES

TRAFFIC TICKET
  JCMAFD01               UNIFORM TRAFFIC CITATION                 JCWAFD01/M4

  Docket Bk AFD020 Pg. AFD025 Type AFD030 Citation Number AFD760  Status AFD230       

  Defendant Name    AFD040  (Last, First, Middle)  Out of State AFD970     

  Defendant Address AFD05001(line 1)                    

                    AFD05002(line 2)                    

                    AFD05003(City, St, Zipcode)         

  Phone AFD907 DL State  AFD390 DL Number AFD680 Class AFD1026  ID? AFD990                                

  Vehicle License AFD460 State AFD470 Mke AFD490 Yr AFD480 Type AFD510(Auto,Trk, 

                                                  Short Returnable Date AFD902
  Judge AFD170 OUT060 Courtroom AFD180  Returnable/Court DateAFD904/AFD905/AFD903 
  Short Disposition Date AFD090                   Court Time AFD140:AFD150 AFD269                              
  Disposition AFD110-AFD120-AFD100 Code AFD160 DSP020        

  Nature of Offense AFD580                           Accident AFD360  
            
              Short Offense Date AFD290          Time           
  Owner of Vehicle AFD520      Offense Date AFD310-AFD320-AFD300 AFD340:AFD350   
  Restitution AFD770 Garnishment AFD260 (Y/N)
  Bond Amt AFD051                Short Filing Date AFD800      

  Surety AFD53001              Filing Date AFD820-AFD830-AFD810                             

  Badge Number AFD640  Agency AFD620 Arresting Officer AFD630   

  Constable AFD909 OUT080     
Comment AFD780 

  Location AFD240                 Hwy. AFD280   CMV AFD850    Hazardous AFD860    

                           Short Birth Date AFD420
  Sex AFD400 Race AFD410   Birth AFD440-AFD450-AFD430 SSN AFD720 Appeared AFD690  

  Speed AFD560  Zone AFD570 Alcohol % AFD590 Remarks AFD550                       

  Plead AFD870 Vol AFD250 Found AFD880  AFD984/AFD986/AFD982 Represented AFD890 Waived AFD1025 Jail AFD900        

  Total Amount OUT030     Total Paid OUT040      Total Due OUT050                

Court Room Codes:  These are used to print the courtroom location name and address fields.

CRM010 
COURTROOM NUMBER


CRM020
COURTROOM NAME


CRM03001
COURTROOM ADDRESS 1

CRM03002
COURTROOM ADDRESS 2

CRM03003
COURTROOM ADDRESS 3

CRM04001
PHONE 1

CRM04002
PHONE 2

CRM04003
PHONE 3

CRM04005 
PHONE 4

CRM050
FAX

CRM060
E-MAIL

CRIMINAL AFFIDAVIT

  JCMAFD01                  CRIMINAL AFFIDAVIT                    JCWAFD21/M4 

  Book AFD020 Page AFD025 Type AFD030                             Status AFD230       

  Defendant Name    AFD040                     Bond AMT AFD051       

  Defendant Address AFD05001  (line 1)      Surety Name AFD53001              

                    AFD05002  (line 2)                    

                    AFD05003  (City, ST, Zipcode)         

  Affiant Name AFD840    Short Birth Date AFD420                              

  Sex AFD400 Race AFD410 Birth AFD440-AFD450-AFD430 SSN AFD720  Phone AFD907 

  State Licensed AFD390  Drivers License No. AFD680                               

  Vehicle License AFD460   State AFD470   Make AFD490  Year AFD480   Type AFD510  

  BAC AFD590  Speed AFD560  Zone AFD570  Nature of Off. AFD580 

  Short Date Filed AFD800         Short Offense Date AFD290                   

  Date Filed AFD820-AFD830-AFD810 Offense Date AFD310-AFD320-AFD300 AFD340:AFD350 

                                               Short Returnable Date AFD902
  Judge AFD170 OUT060 Room AFD180 Returnable/Court Date AFD904/AFD905/AFD903 

  Short Disposition Date AFD090                    Time AFD140:AFD150 AFD269
  Disposition AFD110-AFD120-AFD100      Code AFD160 DSP020    

  Badge AFD640     Agency AFD620  Arresting Officer AFD630     

  Constable AFD909 OUT080         Waived AFD1025 Appeared AFD690
  Remarks AFD550                                     Bad Check Amount AFD670      

  Plead AFD870 Found AFD880 AFD984/AFD986/AFD982 Represented AFD890  Jail Time AFD900      

  Restitution AFD770       Garnishment AFD260     Comment AFD780                                 

  Charge AFD080  OFF020 OFF021                                                

  Total Owed OUT030         Total Paid OUT040          Total Due OUT050        

Officer Badge Number Fields

BDG010 = BADGE NUMBER

BDG020 = AGENCY CODE

BDG025 = OFFICER NAME

BDG100 = ADDRESS

BDG110 = CITY                 

BDG120 = STATE

BDG130 = ZIP

OFF140=STATUTE

OFF150=ACD CODE

OFF160=SEVERITY

AFD980=VERDICT(SHORT)

AFD419=DOB(MDY)

AFD289=ARREST DATE(MDY)

AFD085=BOND AGENT
AFD065=BOND

CIVIL AFFIDAVIT

  JCMAFD01                   CIVIL AFFIDAVIT                      JCWAFD31/M4

  Book AFD020 Page AFD025 Type AFD030                            Status AFD230      

  Judge AFD170 OUT060                        Courtroom AFD180                     

                                         Judgment Detail                         

  Plaintiff Name    AFD060    (L,F,M)    JDG06001       JDG07001   

           Address  AFD07001             JDG06002       JDG07002               

                    AFD07002             JDG06003       JDG07003               

                    AFD07003             JDG06004       JDG07004            

  HmPhone    AFD908   BsPh AFD246        JDG06005       JDG07005
                                           Total        OUT120                

  Defendant Name    AFD040                           Employer Name/Address        

            Address AFD05001                         AFD051                       

                    AFD05002                         AFD05201                     

                    AFD05003                         AFD05202 

  HmPhone AFD907 BsPhone AFD247  Def SSN AFD720  SelfEmp AFD882
  Constable AFD909 OUT080        DEF DOB AFD440 AFD450 AFD430 Short AFD420                                

                                                    Short Filed Date AFD800      

  Cause of Action AFD550                            Filed AFD820/AFD830/AFD810 
  Short Court Date AFD902
  Return/Court Date AFD904 AFD905 AFD903 Time AFD140:AFD150 AFD269M   

  Short Disposition Date AFD090                  

  Disposition Date AFD110/AFD120/AFD100 AFD160 DSP020    DISM W Prej AFD610
   Short Judgment Date AFD190
   Judgment Date AFD210/AFD220/AFD200  In favor of AFD780

   Judgment Amount AFD770   Garnishment AFD260     

print forms screen

  JCMAFD01                   PRINT FORM FOR THIS AFFIDAVIT          JCWAFD09/M4 

 Book AFD020 Page AFD025 Type AFD030                            Status AFD230      

 Short Date of Notice INP050
 Date of Notice  INP020/INP030/INP040 Print for All Additional Defendants N (Y/N) 

 Apply After-DR15 Amounts N (Y/N)                                          

 Signature of Judge INP010                                                       

 County Name INP080                                                              

 Attorney Fees INP060                                                            

 Total Costs   INP070                                                            

 Amount Paid on Judgment INP100                                           

 Witness Name INP090                                                             

 (for Subp.)  INP092                                                             

              INP093

              INP094                                                            

JCMGRD01              GARNISHMENT DETAIL MAINTENANCE               JCWGRD02/M4 

  Book   GRD010 Page  GRD020    PLAINTIFF   AFD060                   

  Garn Number  GRD050 Status GRD350 (A-Active, I-Inactive, C-Closed) 

  Short Issued Date GRD130    Short Answered Date GRD210                   

  Issued Date   GRD150 /  GRD160 / GRD140    Answered  GRD230 / GRD240 / GRD220   GRD250 (P/N)                   

                              Comment  GRD260

  Short Served Date GRD170                         

  Served Date  GRD190 / GRD200 / GRD180    By GRD120                                             

  Party Number  GRD110 
  Party ID  GRD360                                                 

  Employer Name  GRD060                                                    

  Address                GRD07001                                                 

                                 GRD07002                                                 

                                 GRD07003

                                 GRD07004                                              

   Phone   GRD080                 

  Garnishment Amount   GRD320       Short Date GRD270                                           

  Last Receipt Amount     GRD310     Date GRD290  / GRD300   / GRD280     Rct No.  GRD315                     

  Total Paid                        GRD340                                            

  Garnishment Balance     OUT130                                                      

  Notes       GRD090                                                                  

                   GRD100                                                            

JUDGMENT/ADDENDUM SCREEN

JCMAFD01              JUDGMENT / ADDENDUM INFORMATION              JCWAFD10/M4 

 IT IS THE JUDGEMENT OF THIS COURT THAT                                         

 JDG05001                                                                        

 JDG05002                                                                       

 JDG05003                                                                       

 JDG05004                                                                       

 Addendum Information                                                           

 ADM06001                                                                       

 ADM06002                                                                       

 ADM06003                                                                       

 ADM06004                                                                       

 ADM06005                                                                       

 ADM06006                                                                       

 ADM06007                                                                       

 ADM06008                                                                       

CHARGE SCREEN

  BED - JCMAFD01           AFFIDAVIT MASTER FILE MAINTENANCE             JCWAFD02 

  Book AFD020 Page AFD025     Affidavit Type AFD030     Service Hours  AFD730   

  Defendant Name AFD040                                 Served TOTAL HOURS SERVED
  Short Final Payment Due Date AFD190                   Due SERVICE HOURS DUE              

  Final Payment Due  AFD210/AFD220/AFD200 Partial Pay AFD790   
  Affidavit Type Code AFD1027     

  Charge AFD080 OFF020 OFF021                                 

   -----------------------------------------------------------------------------

                                        Short Offense Date AFD290 

    MASTER REC # AFD906                Offense Date AFD310/AFD320/AFD300   

   -----------------------------------------------------------------------------  

     Distribution                          Fine Amount   Amount Paid   Amount Due 

     AFD70001                               AFD71001                              

     AFD70002                               AFD71002                              

     AFD70003                               AFD71003                              

     AFD70004                               AFD71004                              

     AFD70005                               AFD71005                              

     AFD70006                               AFD71006                              

     AFD70007                               AFD71007                              

     AFD70008                               AFD71008                              

     AFD70009                               AFD71009                              

     AFD70010                               AFD71010                              

              Totals --------------------   OUT030      OUT040          OUT050                           

WARRANT SCREEN

  BED JCMWARF1               WARRANT FILE MAINTENANCE                 JCWWAR01/MS 

  Record Number WAR010  Warrant Number WAR210 Affidavit BK/PG WAR441 WAR442 WAR443   

  Name L/F/M WAR030   Sex  WAR140   Race  WAR150     Juvenile  WAR160
  Address 1  WAR070                                              

  Address 2  WAR080    Case Disp DISPOSITION DESC                                           

  C/S/Z      WAR090    Amount Due TOTAL AMOUNT DUE                                                           

  DL No. AFD680
      DOB AFD440 / AFD450 / AFD430 Short DOB AFD420
                                      

  Citation Number WAR020  Arresting Officer AFD640                            

  Warrant Type/Chg WAR22001                                                       

                   WAR22002                                                       

                   WAR22003                                                       

  Issued by WAR240  Short Issue Date WAR170 Date Issued     WAR190-WAR200-WAR180  

   
   Short Expire Date WAR320Expiration Date WAR340-WAR350-WAR330  

  
   Short Bond Date WAR460  Bond Date       WAR480-WAR490-WAR470  

  
                           Bond Amount     WAR500                

  
                           Bond Fee        WAR400                

  Who Served     WAR410                     Short Date Served WAR360                                      

  How Served     WAR420                     Date Served WAR380-WAR390-WAR370      

  Status  WAR430    (A=Active, I=Inactive, C=Closed)                              

SUMMONS SCREEN

  BED - JCMSUMF1                SUMMONS FILE MAINTENANCE                 JCWSUM01 

  Record   SUM010                       Case: Book SUM200 Page SUM210 Type SUM220 
  Name (L/F/M)  SUM030           SUM040     SUM050                                

  Address       SUM060                                                            

                SUM070                                                            

  City/St/Zip   SUM080 SUM090 SUM110 SUM120 Date Issued SUM150/SUM160/SUM140                             

  Style        SUM170                                                             

  Description  SUM18001                                                           

               SUM18002                                                           

               SUM18003                                                           

               SUM18004                                                           

               SUM18005                                                           

  Scheduled to Appear in SUM300       on SUM250/SUM260/SUM240 at SUM280:SUM290    

These are extra you may find useful:

OUT010
FINE AMOUNT This is the fine amount portion of the charges.

OUT020
ASSESSMENTS This is the assessments portion of the charges.

OUT030
TOTAL OF FINE AMOUNT AND ASSESSMENTS This is the fine plus assessments.

OUT040
AMOUNT PAID This is the amount paid portion of the charges.

OUT050
BALANCE DUE This is the balance left owing on the affidavit.  (TOTAL - AMOUNT PAID)

OUT060
JUDGE NAME This is the Judge Name from the affidavit file.  The Judge code you have entered on the affidavit will not print but the name of the Judge will.

OUT070
Judgment (Garnishment) Amount plus Court Costs from charge screen.

OUT080
Constable name.

OUT090
Amount of Garnishment Receipted.

OUT095
Judgment + Attorney Fees (from print forms screen) + Total Court Costs (from forms screen) minus Garnishment amount Paid.

OUT100
Judgment + Attorney Fees (from print forms screen) + Total Court Costs (from print forms screen).

OUT110
Judgment - Amount Paid on Judgment (from print forms screen).

OUT120
Total Judgment Detail Lines

OUT140
Judgment Detail - Amount Paid on Judgment (from print forms screen).

OUT150
2nd defendant name.

OUT151
2nd defendant address line 1.

OUT152
2nd defendant address line 2.

OUT153
2nd defendant address line 3.

OUT154
2nd defendant phone.

OUT165
2nd defendant ssn

OUT160
3rd defendant name.

OUT161
3rd defendant address line 1.

OUT162
3rd defendant address line 2.

OUT163
3rd defendant address line 3.

OUT164
3rd defendant phone.

OUT170
2nd Plaintiff Name
OUT171
2nd Plaint Address1

OUT172
2nd Plaint Address2

OUT173
2nd Plaint Address3

OUT174
2nd Plaint Phone

OUT175
2nd Plaint SSAN

DATE FIELDS

If you want the date to print on your form in a long format, use the date fields as they appear on the data entry screen in this appendix.  Example of long format = Month Day, Year.  If you want the date to print in a shortened format you must figure out what the field code is for the shortened format.  Example of short format = MM/DD/YY. 

1.
Note the date you are trying to shorten.  In what increments are the codes numbered?

2.
You must subtract by one increment from the lowest field number to get the field code for the shorter format.

EXAMPLE:

In this example we will use the Traffic Citation data entry screen:

1. Date we are trying to shorten is the Offense Date.  


AFD310 - AFD320 - AFD300
   What increments? Increments of 10.

2. Subtract 10 from the lowest field code and that is the answer.


AFD300 - 10 = AFD290
If we were working with the Returnable date the Answer would be:


AFD903 - 1 = AFD902

ROWS 1-15





COLUMNS 1-75





F1- Fields
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