
APPLICATIONS / RENEWALS for LICENSED PROCESS SERVERS
I. Create a Licensed Process Server Case
1. Go to CMAINIT.

2. Enter your Court Code.

3. Enter your Location.

4. Enter the Case Type ZA (LICENSED PROCESS SERVER).
5. Leave the word NEXT in the Case ID field.

6. In the field next to the Case ID, enter the process server’s first, middle, and last name as the case description.
7. Click in the Filing Date field and enter the date that matches the file mark on your case paperwork. EX: 091513 for September 15, 2013.
8. Press the Tab key to go to the next field and enter the Filing Time. EX: 0900 for 9AM or 1300 for 1PM.
9. Press Ctrl & PgDn to go to the next block. Notice that the case ID will generate for you.  EX: 04LS-13-1

10. You are now in the Party tab.
II. Enter Parties
1. Enter the appropriate code in the Party Type field.

SPAG – SERVICE PROCESS AGENT
2. Click the ID LOV button, and this will take you to CPIIDEN. 

3. In the top block, search for the person by Last Name and First Name. You can also narrow the search down by using the DOB or Middle Name.
4. Press Ctrl & PgDn to go to the next block.

5. Results will display. Double-click the correct person, and their information will automatically fill in for you in CMAINIT.
Hint: If no query results display, then the person does not exist in the system. Red door back (Exit) to CMAINIT. Type the word NEXT in the ID field. Type in the person’s name and address.  After saving, an ID will generate for the person.
6. Press F10 to save. 
III. Associate Parties
1.  When you save certain parties such as an Attorney, you will receive a dialog box asking if you want to associate this party to another.
2.   Click the CANCEL button.
IV. Entering Dockets/Filings

1. Click on the Short Docket Tab.

HINT: You will not have to add an MF code as this is not a statistical case type.
HINT: If your court has automatic docket codes, replace those codes with these below.

2. Enter the appropriate Docket code(s) from the list below:


GPSL$ (PROCESS SERVER LICENSE APP), set at $140.00

GPSR$ (PROCESS SERVER LICENSE RENEWAL), set at $50.00
3. Change the Filing Date and Time for each docket code as needed.

4. Press F10 to save.

Click “CBAPAYM” in the Navigation Frame to receipt the payment, if appropriate.
**See Assessing Fees and Taking Payments training guide.[image: image1.png]



