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Check out this section for tips and tricks that come out
of the KICS Committee meetings and from the staff at
work. If anyone out there has new tips, tricks, or
shortcuts you’d like to share, please pass them on to a

committee member.

Tips &
Tricks

on

NEED REMINDER TO SET UP HEARING DATE
Are you have problems remembering to set up a hearing date

when you receive an appearance bond? This idea was
suggested by Jeanhette in Franklin County and this is how we

set it up in Coffey County.
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First, you will need to
set up a new ROA
Code.

Go to TABLES, ROA
Codes and select
new. The screen will
appear to allow you to
set up your new ROA
code.

We named ours
REMIND and the text
is ““*****REMINDER
TO SET UP
HEARING DATE
Fewerer CANCEL THIS
ROA”

Mark the type of
cases the code will

apply to.

SAVE & CLOSE.



NEXT, You will need to attach this ROA code to an ROA Event.

Go to TABLES, ROA EVENTS and on the top part of the screen find the event that you want to
attach the REMIND ROA code to. We attached it to two events: Cash Bond Posted and

Surety Bond Posted.
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We also are experimenting with having this REMIND code attached to the summons issued
event and document service issued event just as a reminder for Limited Actions, Criminal and

Juvenile summons.

CHANGING STATUS OF A CASE -
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Did you know that you can set an ROA code to
change the status of a case?

Go to Tables, ROA Codes. Find the code that
you want to change: ie: DVD - Decree of
Divorce.

Find case status on the screen and select
whether or not you want the status of the case
to be disposed or closed. Save & Close.

When you use the DVD code in an ROA, the
change status box will appear. We have set the
case status function in several of our ROA
codes in Coffey County.



