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ENTERING COMMITMENT PETITIONS AND HEARINGS IN COURT SCREENS

Tips related to the M216 Report    

For Detailed Court Screens Instructional Viewlet click here:             http://www.training.eku.edu/eltwist.htm
Then click on “Court Screen Tutorials.”  You will have to log on using your ORS user name and password 

before beginning the tutorial.

Go to: SCREENS>COURTS

The Court Summary page appears.

Double click on Add Petition/Charge

ENTER OOHC PETITION INFORMATION

Petition/Charge Type: Click on appropriate selection (Abuse, Neglect, Dependency, Status)
Petition/ Charge Date: Date the Petition was filed. (Pulls to M216)

Date Filed: Enter date.
Filed on Behalf of: Click in the box. The case members will appear. Highlight appropriate individuals.

Specific Allegations: Type in text. (Text can be copied and pasted on in Reasonable Efforts Screens)
Filed by: Click on appropriate selection.

Name: Click on appropriate selection. OR Select: Type in name

SAVE. Do not close screen

Go to Petition/Charge Status tab/page:

Click the check boxes: Supervisor Approved and Court Accepted.

SAVE.  

The Hearing tab/page will enable and can be completed now by clicking on the tab or later by accessing the Summary page.

ENTER HEARING INFORMATION  (COURT ORDER IS A MANDATORY FIELD)

SCREENS>COURTS

Find the Petition. Double click on it.

Double Click Add Hearing
Hearing Date: enter date

Hearing Type: Click on appropriate selection

County, Judge’s Name, Attorney: enter information

Hearing Individuals: in the Yes column click in the box then add Court Case ID for each individual.

Orders section. Date: date judge signed the orders

Click in the Orders box, double click on Dispositional Orders. Select one of the following:

Commitment-Abused
Commitment-Dependency
Commitment-Mental Health
Commitment-Neglected
Commitment-Public Offender
Commitment-Sexual Offender
Commitment-Status Offender
Commitment-Voluntary
Emergency Custody
Temporary Custody

Click on Reasonable Efforts button.  Complete Screen.

SAVE  

ADDING ADDITIONAL HEARINGS TO THE SAME PETITION (COURT ORDER IS A MANDATORY FIELD)

SCREENS>COURTS

Find the Petition. Double click on it.

Double Click Add Hearing
Hearing Date: enter date

Hearing Type: Click on appropriate selection

County, Judge’s Name, Attorney: enter information

Hearing Individuals: in the Yes column click in the box then add Court Case ID for each individual.

Orders section. Date: date judge signed the orders

Click in the Orders box, double click on appropriate selection, click on appropriate selection.

SAVE  

_893833441

