
Tips & 
Tricks 

 
 
 
 
 
Check out this section for tips and tricks.  If anyone out  
there has new tips, tricks, or shortcuts you’d like to  
share, please pass them on to Debbie and she will share 
them with everyone. 
 

 
 
   
Appearance Required – Red Flag 
Do you ever wonder when you are entering new traffic violations if they 
require an appearance in court?  Here is a way to flag those violations. 
 

There is a way in KICS to have the system flag those statutes that require an appearance before the 
Judge.  There is sometimes a question on traffic violations as to whether they require an appearance in 
court or not.  Here is a way to help out. 
 

 
 
What does checking that “Appearance Required” box do for you?   Well, let me show you. 

1. First, you will need to identify what traffic 
violations require an appearance. 

2. In KICS, go to Tables, Statutes. 
3. As you select each statute, you can 

check the “Appearance Required” box.   
Click “Save”. 

4. You will need to mark each traffic statute 
that requires an appearance. 



 
 
 
 
 
 

As you go through the process of 
entering a new traffic citation in the 
citation entry screen, when you click 
the Detail button, the criminal 
charges screen appears after 
answering a couple of questions for 
the assigned judge and the first 
ROA.  On the criminal charge 
screen, the red flag appears.  This 
can serve as a reminder to set a 
hearing as well as advise other staff 
that a hearing is required for a 
violation. 

Tips & 
       Tricks 

Standard reminders – save some 
strokes 
 
Do you have some reminders that  
you type over and over and over?   
Here is a way to save a key stroke  
or two. 

1. Go to Table, Table Setup, 
Standard Reminders.   

2. Click, New and set up your new 
reminders.   

3. Use the Move Up & Move Down 
to put in alphabetical order. 

When you are in a case 
and setting up a reminder, 
instead of clicking New, 
click Standard and the list 
will appear. 



  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Highlight the reminder that you are needing to 
enter and click on Select.  You have just saved 
some key strokes. 

 

Another  
Time 
Saver 

Don’t you just love those dc-66 forms!!!!!
Kics can give you a list of which cases need to have 
the form completed.  Here’s how ------- 

1. Go to Tables, Statutes. 
2. Enter to statute number for No 

Proof of Insurance. 
3. Make sure the DC66 form 

required box is selected. 

To get a list of those cases which 
require a DC 66 form to be sent: 
 

1. Go to Reports, Case 
Related, DC 66 Form 
Required. 

2. The grace period is 10 days. 
3. Click Print. 



 
 

The date is automatically stored on the 
charge screen. 

Using the list that was printed, go into each case and print the DC66 
form.  Kara, in Coffey County, has developed a DC 66 form that 
pulls in almost all of the information for the form.  If you would like to 
have that form, please e-mail me at debbiecoffeyco@hotmail.com 
and I will gladly send it to you. The end


