Crystal Help Document - 1. Where in CourtView
Crystal Help Document — 1. Where in CourtView should we pull information from for the report you are requesting?

The figures and screenshots on this page are designed to give examples of the Figure 1 - Select CourtView Module(s)
CourtView Modules, Screen numbers, Table and Field names that are key to our X
understanding where in CourtView we should pull information from for the
report you are requesting. Bile | Modules

Case Management -
As you can see by comparing this page to the “Sample Report Request” the field Judicial Management
DSCR is found on several screens, this is why having a complete understanding S T
of where in CourtView information is coming from is key to developing the Arcounts Receivable

report with the intended information. gt Prabation

Tierile Protraticn

If you need assistance completing the Crystal Report Request Form, please Bre-TriAl Services
contact the Trial Court Service Desk, 775-687-9898 or Prasecutar
trialcourtservicedesk@nvcourts.nv.gov. Thank you in advance! Tuverile Betention Genter
Putlic Defencer
Figure 2 — Find CourtView Screen Number Collections
1. Fipd s_creen_where information for report appears Stardalone Imaaig
2. Click in desired cell ——
3. Select Help, Program Info SR A
4. Screen number appears in the message bar at the lower left bottom of the Courtvrew wiraow
CourtView !E
file  Modules Functions Reports Codes  [denfities Index Plug-lns Tools  Transmissions IE
o PDF Lser Guide
% Rural Traffic ield Tnfo
M= |c " " o} B i
Close || Uuzn Save Print Add Delete | Docket | Parties 5 r | Disp. | Sealed | Hotes | Ci ;
About Courtview ..
Case Attributes
Case Humber  [07 TR 99999 Filed [011152007  Case Status [CLOSED < lincmp [ Confidential [~ .|
Prosecutor [FORGEROMN, HY *| Judge [DORY, JOSEPH Department [AUSTIN JUSTICE COURT_ ¥]
Officer Agency INE\MDA HIGHWAY PATROL 2| Officer [AHLSTROM, LANCE 3 c i 3
Ticket Humber [123456 Jurisdiction |[STATE OF HEVADA él Interpreter Language | él
— DEFEHDANT
Offense Date/Time [01012007_ [12:0 PM Def Status ICITE AHD RELE *|  Def Status As of _[1s132008
Full Hame TEST. TEST _!J Disposition
Home Address 123 ANY STREET At Location HIGHWAY 50 - AUSTIN
Bad Address [ Driver License# [1234567891 State [N =] Lic Type [ccLar ¥
S5M. [ovo-00-1255 Phone [775)358-0000
City/STiZip SPARKS v fesaza 3| Plate/Staterst  [456ABC v =1 [2008
D.0.B. 01301951 Gender [FEMALE - | YearMake 1997 [CHEVROLET =1
Race Code WHITE vi Heighlls'ﬂl" Weight 140 ColorType TEAL = | [courE =
Hair EROVN =] Eyes [BLUE =] wH
Other Case Hbr [ Court | 3| Reg Oowner |
=
Wcmw User KFELICETTA  Date/Time 05/24/2010 05:51:48 MOF102  nostest]

Figure 3 — Find CourtView Table(s)
1. Find screen where information for report appears
2. Click in desired cell
3. Select Help, Field Info
4. Table name appears in the message bar at the lower left bottom of the CourtView window

Fle Modules Functions Reports  Codes  Identities Index Plug-Ins Tools  Transmissions | Help

% Rural Traffic EEEL GUIde
0
j, FE/J i “Eﬂ 2h] E@ Progran Info
Close || Loz Save Print Add Delete | Docket | Parties Disp. | Sealed | Hotes About CourtYiew
Case Attributes — -
Cagze Humber _ [o7 TR 99999 Filed [01752007 _ Case Status  [CLOSED = limemp [~ Confidential [~ .|
Prosecutor [FORGEROH, HY | Judge [DORY, JOSEPH Department [AUSTIH JUSTICE COURT _ _¥|
officer Agency [EVADA HIGHWAY PATROL _¥| Officer [AHLSTROM, LAHCE 3 c i |
Ticket Humber 123456 Jurigdiction |STATE OF HEVADA #| interpreter Language | 3
DEFEHDANT
Offense Date/Time |01/01,2007 I‘IZ:[I PM Def Status [CITE AHD RELEiI Def Status As Of  |08/43/2008
Full Hame TEST, TEST zl Disposition
Home Address 123 AHY STREET At Location HIGHWAY 50 - AUSTIN
Bad Address [ Driver License# [1234567891 State WV =] Lic Type [coLar 2
5.5.M. 000-00-1455 Phone  |(775)358-0000
City/ST/Zip SPARKS v [esasa #| Platerstatevr  [156ABC nv =1 [ooes
D.0.B. i[l1£i[l.f1!|61 Gender [FEMALE _~ | YearMake 1997 [CHEVROLET =1
Race Code iWHITE ~ | Height[5'10" Weight 140 ColorType TEAL _~ | [coure == |
Hair IBROWII r | Eyes [BELUE x| VIH
other Case Hbr | Court [ 3| RregOwner 3

q@: CAZE J Field: DSCR  Last Updated By: 6lADMIN - DatesTime: 0400872010 17:55:33

Figure 3.1 — Find CourtView Field(s)
5. Field name appears in the message IIoar at the lower left bottom of the CourtView window

|Tab|e CASE Qie\d: DSC?) Last Upclsted Bry: BIADMIN - Date/Time: 040672010 17.55:38
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Crystal Help Document - 2. Sample Report Request

Crystal Report Request Form Werade: Judlciel Bronch.

Tecl:maﬁsgg pr‘.: J}zcr’ \Suﬂ:oml \Szcﬁ'm

This form is most easily completed when used in conjunction with the Crystal Help Documents
1-3. If you need assistance completing this form, please contact the Trial Court Service Desk,
775-687-9898 or trialcourtservicedesk@nvcourts.nv.gov. Thank you in advance!

Please note: The questions below are key to specific details necessary to meet court needs. The questions are designed to ensure
the appropriate data coming out of CourtView are developed into a report that meets the court needs and provides the desired data
while sorting and/or totaling as necessary for the overall desired function of the report.

Date of Request 02/18/2011
Person Requesting Report[SAMPLE REPORT REQUEST FORM |

New Request [X]
Modified Request [ | Existing Report Name to Modify

COURT INFORMATION:

(Select from appropriate drop down list below)

District Courts-Click Here
1C-CARSON CITY JUSTICE COURT

Municipal Courts-Click Here
The court name selected above will appear on the new report being requested.

Should the new report display the Court Mailing Address? [ 1YES X NO

If yes, please ensure the address that should appear on the report is shown in the space provided below.

Court Mailing Address:

Report Function/Purpose: ex: Need a report that will list cases (in case number order) with duplicate termination codes
on closed civil cases.

Please provide a summary of the business need or requirement that the report will meet.

Summary of needs for the report(s):Need a report that will list cases (in case number order)
with dupliacte termination codes on closed civil cases.

Report Generation/Scheduling/Frequency: This question is designed to request information regarding how
often the report needs to be generated in order to determine the appropriate scheduling necessary.
When does the report need to be generated?: Generate as needed directly from Crystal (Select from drop down list)
If “Schedule to generate and e-mail” was selected above — Please answer the following questions.
1.) How frequently does the report need to be generated and/or scheduled?:
2.) What e-mail address should the report be sent to once it is generated?:

REPORT DETAILS: Please select and complete the following report details, based on where in CourtView the
information is captured. This information will help determine the area of the database, tables and fields needed to build
the report being requested. See Crystal Help Documents 1-3 for examples.

CourtView MOdU|€(S)Z (see Figure 1, Crystal Help Documents 1-3) ex: Case Management

CourtView Modules are listed in the “Modules” menu of the main CourtView screen that display immediately after
signing in.

CourtView Module(s) for this report: (see Figure 1, Crystal Help Documents 1-3) To find the Field name when you
are on the screen that displays the data, go to Help>Field Info and the Field name will display in the message bar at the
lower left bottom of the CourtView window. Case Management

If Multiple Modules selected above, please list here:

AOC Use Only: Crystal Request
Date Received Rev. 07/08/11

Analyst Name
Date Report Delivered
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Crystal Help Document - 2. Sample Report Request

CourtView Screen(s): (see Figure 2, Crystal Help Documents 1-3) ex: CRTS0052 and CRTS0030

To find the Screen number when you are on the screen that displays the data, go to Help>Program Info and the Screen
number will display in the message bar at the lower left bottom of the CourtView window.

CourtView Screen(s) for this report: CRTS0052 and CRTS0030

CourtView Table(s): (see Figure 3, Crystal Help Documents 1-3) ex: CASE from CRTS0052 and TERMCD from CRTS0030

To find the Table name when you are on the screen that displays the data, go to Help>Field Info and the Table name
will display in the message bar at the lower left bottom of the CourtView window.

CourtView Table(s) for this report: CASE table from CRTS0052 and TERMCD table from
CRTS0030

CourtView Field(s): (see Figure 3.1, Crystal Help Documents 1-3) ex: DSCR and STAT CD from CRTS0052 and DSCR from
CRTS0030

To find the Field name when you are on the screen that displays the data, go to Help>Field Info and the Field name
will display in the message bar at the lower left bottom of the CourtView window.

CourtView Field(s) for this report: DSCR and STAT CD fields from CRTS0052 and DSCR
field from CRTS0030

To be completed by requester or clarified by analyst when request form is received/reviewed:

REPORT FEATURES: Does the report need to display the information in a particular order
(sort). Are date parameters, grouping or totals needed, etc?

Include SORT on new report? |X| YES |:| NO ex: Sort chronologically by Offense Date

If yes, please ensure the desired Sort Type: is selected and the appropriate Field Name(s) appear in the “SORT by
these fields:” space below.

Sort Type: by Case Number (use drop down box)

SORT by these fields: Case Number

Include GROUPING on new report? [_| YES DXANO  ex: Group by Case Type

If yes, please ensure the appropriate Field Name(s) appear in the “GROUP by these fields:” space below.

GROUP by these fields:

Include DATE PARAMETERS to generate new report? [X] YES [ INO
If yes, please answer the following Date Parameter questions below.

DATE PARAMETERS #1 — What field(s) should the date parameters be based on?

Apply to case filing date, offense date, disposition updated date, etc. If possible, please reference the appropriate field
code from the Report Details: ex: Disposition date

Date Parameter #1 (CourtView field): Termination Date (TERM DT)

DATE PARAMETERS #2 — Only one date parameter is necessary

When the report needs to be generated, but dates are not predictable: ex: select None-StartEndDates from the drop
down list below.

Date Parameter #2: None-StartEndDates (use drop down box)

DATE PARAMETERS #3 — Multiple date parameters are necessary

When the report needs to be generated at the end of every week and at the end of every month — indicate: ex:
WeekToDate and MonthToDate in the space below **(see descriptions on page 3).

Date Parameter #3:

Should the DATE PARAMETERS appear on report? [ 1YES X NO
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Crystal Help Document - 2. Sample Report Request

**|f multiple date parameters are needed, please select from below and list desired parameters in the space above.
Available selections will generate the report for the date range in the following manner:

Today = Records with dates equal to the date the report is generated.

Yesterday = Records with dates equal to the day before the date the report is generated.

WeekToDate = Records with dates from the Sunday prior to the date the report is generated through the date
the report is generated.

LastWeek = Records with dates from the Sunday through Saturday of the week prior to the date the report is
generated.

MonthToDate = Records with dates beginning with the first date of the current calendar month the report is
generated through the date the report is generated.

LastMonth = Records with dates beginning with the first date of the calendar month prior to the month the
report is generated through the last date of the calendar month prior to the month the report is generated.
None = Select this when no records are desired based on the relative date. The parameters of ‘Start Date” and
‘End Date’ are required when the relative date is set to “None”.

Include TOTALS on new report? [ JYES [X]INO ex: Sub-total by Case Type, grand total all cases reported

If yes, please ensure the appropriate Field Name(s) appear in the “TOTAL by these fields:” space below.

TOTAL by these fields:
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Crystal Help Document - 3. Screen Shots

Crystal Help Document — 3. Screen Shots

Published: September 7, 2006 - http://www.microsoft.com/windowsxp/using/setup/tips/screenshot.mspx
Ever see something on your screen that you’'d like to e-mail or save for later? With Microsoft Windows XP, you can take

a screen shot and capture an exact image of what’s on the screen.

Screen shots are useful in many ways. For example, if you receive an error message, you can take a screen shot and

send your support person an exact replica of the error window, which makes communicating about the error simple.

You can also use a screen shot to show someone a Web page without sending them a link. Microsoft uses screen shots

to demonstrate how to do tasks within Windows. If you're helping someone with a computer task or problem, and you

can’t be right there with that person, you can use screen shots to illustrate your points through e-mail, instant

messaging, or Microsoft Word.

Note: The only times you can’t take a screen shot are before you log on to your computer and when you are playing a

video in Microsoft Windows Media Player.

To take a screen shot and save it as a picture

1. Click the window you want to capture. Press ALT+PRINT SCREEN by holding down the ALT key and then
pressing the PRINT SCREEN key. The PRINT SCREEN key is near the upper right corner of your keyboard.
(Depending on the type of keyboard you have, the exact key names on your keyboard may vary slightly.)
Note: You can take a screen shot of your entire desktop rather than just a single window by pressing the
PRINT SCREEN key without holding down the ALT key.

2. Click Start, click Accessories, and then click Paint.
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Crystal Help Document - 3. Screen Shots

3. In the Paint window, click Edit, and then click Paste.

{§ untitled - Paint

File W8 Yiew Image Colors Help

Select Al Chrl+4

Paste From...
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IInserts the contents of the Clipboard.

4. When the image appears in the Paint window, click File, and then click Save As.

i untitled - Paint :'E'

-8 Edit Wiew Image Colars Help

Mew CErl+M -
Open.., Chl+0 Microsoft Interneijss

Save Chrl+5 Tools  Help

M Fgn

B @ P

Prink Presdiew

Page Zetup,..
Prinkt. .. Chrl+P

Send...

Set As Background (Tiled)
Set As Background (Centered)

Exit Alt+-F4

TR ECRR =

ISaves the ackive document with a new name.
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Crystal Help Document - 3. Screen Shots

5. In the Save As dialog box, in the File name box, type a name for the screen shot,
and then click Save, noting the location of the saved document.

Save As

Save in: |@My Fictures vl O 2 e E-

ky Fecent
Documents

L

Desktop Sample Pictures

by Documents

@

by Computer
g File name: |wel:| page] b | [ Save
My Metwark Save az type: | 24-bit Bitrnap [*.brap;" dib] v | [ Cancel

You can now print or e-mail the saved screen shot just like you would any other picture.
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