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Persons to Attend Report Version 11 (09/ 10) Page 1 of 1 
 

*Example of report on back 
 

Print Persons to Attend Report* for Day of Trial 
 

 The Persons to Attend report is printed for a specific trial (or orientation) date.  It 
includes any contact information in the program for pool members as well as 
participant number, pool sequence number (random order number), and bar 
codes for scanning. 

1. After logging into the program, click the Attend Module icon. 

2. Click the Reports menu item. 

3. Click Persons to Attend – the first report.  The Persons to Attend screen will 
appear. 

 This report can be printed by: 

• Attendance Date only, 

• Attendance Date and Time, 

• Attendance Date and Judge or 

• Attendance Date, Time, and Judge 

If a date and time are selected, ONLY people with the exact date and time will 
display on the report.  If a date, time, and judge are selected, ONLY people with 
the exact date, time, and judge will display on the report.  It is recommended that 
only a date be selected if the court typically has one trial per day. 

4. Click the calendar to the right of the Attendance Date field, and select the date 
for which the report needs to be printed.  Selecting a date is mandatory. 

5. Click the arrow to the right of the Time field to view a list of times, and select a 
time if needed. 

6. Click the arrow to the right of the Judge field to view a list of judges, and select a 
judge if needed. 

7. Click Accept.  A preview of the report will display. 

8. Review the report by using the First, Prior, Next, and Last navigation buttons if 
needed. 

9. Click Print. 

10. Make the selections for the printer and click OK. 

11. Click Close.  The Attendance Module main window will appear. 
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Attend People Version 11 (12/09) Page 1 of 2
 

Attend People for an Event (Trial or Orientation) 
 

 On the day of an event (trial), the prospective jurors need to be attended 
(checked in or scanned in).  The steps for performing this task are listed below.   

1. After logging into the program, click the Attend Module icon.  The Attendance 
window will appear. 

2. Click the Attend button.  The Attendance screen will appear. 

 

3. The current date is automatically displayed in the Enter Attendance Date field.  
If the date needs to be changed, click the blue calendar button and select the 
correct month, year, and date. 

4. The Warn if not responded to Summons box is checked automatically.  If the 
box is left checked and a person attended who has not returned their summons, 
a warning message will display.  The box can be left checked, or uncheck the 
box to avoid displaying the warning message. 

5. Click Accept.  The Attendance screen (with selected date) will appear. 
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Attend People Version 11 (12/09) Page 2 of 2
 

6. There are two methods for attending people. 

 Type participant numbers in the Scan Part No field or 

 Scan bar codes from Summonses, Labels, or a report (Persons to 
Attend or Customized Jury reports). 

7. Place the mouse cursor in the Scan Part No field and click once.   

8. Type a participant number or scan a bar code.  The person’s information will be 
displayed in the Attendance screen. 

Note:  Only people physically in the courtroom should be attended. 

9. If a person being scanned (attended) does not have the current date in their 
participant record (Next Report Date), the following message will be displayed. 

 
Click Yes and continue scanning people into attendance. 

10. Repeat Steps 7 through 9 until all prospective jurors have been attended. 

11. After attending everyone, click the Accept button. 

12. Click Yes to answer “Do you want to save and exit?”  The Attendance window 
will appear. 
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Jury Attend Version 11 (02/09) Page 1 of 1
 

*Example of J audit report on back 
 

Jury Attend and Confirm* 
 

 These steps outline how to attend and confirm the jury for a particular event.  It is 
important to note that this process “freezes” the people, dollar amounts, and role 
(juror or alternate) for a specific day.  This “freezing” makes it possible to pay the 
right people the right amount for the right event. 

Before following these steps, the people must be attended, a panel created, and 
the jury empanelled. 

1. After logging into the program, click the Attend Module icon. 

2. Click the Jury Att button. 

3. Select the Event Number. 

4. The Enter Attendance Date field automatically displays today’s date.  This date 
must match the date of the trial.  Click the calendar button to select the month, 
year, and date needed. 

Note:  If a trial lasted more than one day, complete all of these steps for each 
day – changing the date as needed. 

5. If paying mileage, check Add Expenses To All Jurors and Gather mileage 
automatically.  If the court pays mileage and the number of miles is entered in a 
person’s participant record, checking these two boxes will automatically calculate 
and include the amount to be paid. 

6. Click Accept. 

7. A message box will display asking if the Attendance Date is correct.  Click Yes.  
The Jury Attendance screen will appear. 

8. Review the names and click Accept. 

9. Click Yes to confirm jury attendance.  A J audit report (Jury/Event Attendances) 
will be created. 

10. Click Yes to change the sort order to alphabetical. 

11. Make the selections for the printer and click OK.  The Attendance window will 
appear. 
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Pre-Panel Attend Version 11 (04/09) Page 1 of 1
 

*Example of report on back 
 

Pre-Panel Attend for an Event* 
 

 Prospective jurors assigned to an event through the Pre-Panel process need to 
be attended on the day of the event (trial).  The steps for performing this task are 
different than the normal process for attending people.  Follow the steps below. 

1. After logging into the program, click the Attend Module icon.  The Attendance 
window will appear. 

2. Click the Pre-Panel button.  The Pre-Panel Attendance screen will appear. 

3. Click the arrow to the right of the Event No field to see a list of events, and 
double click the needed event. 

4. Click the calendar to select the month, year, and date of the event.  This date 
should match the date of the event. 

5. Select the start time of the trial.  This time should match the time of the event. 

6. Click Accept. 

7. Verify the date, and click Yes in the Attendance dialog box which appears.  A list 
of people assigned to this event through Pre-Panel will appear. 

8. As roll is called, if someone is not present click in the Attend column to remove 
the check mark.   

Note:  Having a check mark in the Attend column means the person is attended 
and present in the courtroom. 

9. Click the Count button to verify the number of people attended. 

10. After calling roll and attending everyone, click the Accept button.  The printer’s 
dialog box will appear. 

11. Click OK to print the Pre-Panel Check IN report.  The Attendance window will 
appear. 

12. Click the Attend button.  The software has moved the Pre-Panel people to the 
regular Attendance screen. 
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Confirm a Panel Version 11 (02/09) Page 1 of 1
 

*Example of P audit report on back 
 

Confirm a Panel for Payment* 
 

 These steps outline how to confirm a panel for a particular day.  These are the 
pool members who were present for orientation (no trial) or were not chosen as 
jurors or alternates for a specific trial.   

It is important to note that this process “freezes” the people, dollar amounts, and 
role (panel member) for a specific day.  This “freezing” makes it possible to pay 
the right people the right amount for the right event. 

1. After logging into the program, click the Attend Module icon. 

2. Click the Confirm button.  The Confirm Pool/Panel Attendance screen will 
appear. 

3. The Enter Attendance Date displayed defaults to the day before today’s date.  
Change this date to match the date people were in the courtroom. 

4. If paying mileage, check Add Expenses To All Jurors and Gather mileage 
automatically.  If the court pays mileage and the number of miles is entered in a 
person’s participant record, checking these two boxes will automatically calculate 
and include the amount to be paid. 

5. Click Accept. 

6. A message box will display asking if the Attendance Date is correct.  Click Yes. 

7. A second message box will display asking you to make sure you are confirming 
for the correct day.  Click Yes.  A list of panel members will display.   

8. Review the names and click Accept.   

9. Click Yes to commit (confirm) daily attendances. 

10. Click Yes to record the default timeout. 

11. Click Yes to enter the default timeout. 

12. Click Yes to continue the confirmation process. 

13. Click Yes to change the sort order to alpha. 

14. Select the options for the printer and click OK.  A P audit report (Pool 
Attendances) will be created. 

15. Click No to printing the Stats Package. 

16. Click No to printing the FTA report (unless the court processes FTA’s).  The 
Attendance window will appear. 
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Confirm Panel/Add Expenses Version 11 (06/09) Page 1 of 2
 

*Example of P audit report on back 

Confirm a Panel for Payment and Add Expenses* 
 

 These steps outline how to confirm a panel for a particular day and add 
expenses.  These are the pool members who were present for orientation (no 
trial) or were not chosen as jurors / alternates for a specific trial.  (If mileage or 
other expenses are not paid by the court, Steps 8 through16 may be skipped.) 

It is important to note that this process “freezes” the people, dollar amounts, and 
role (panel member) for a specific day.  This “freezing” makes it possible to pay 
the right people the right amount for the right event. 

1. After logging into the program, click the Attend Module icon. 

2. Click Confirm.  The Confirm Pool/Panel Attendance screen will appear. 

3. The Enter Attendance Date displayed defaults to the day before today’s date.  
Change this date to match the date people were in the courtroom. 

4. If paying mileage, check Gather mileage automatically.  If the court pays 
mileage and the number of miles has been entered in a person’s participant 
record, checking this box will automatically calculate and include the mileage. 

Note:  If mileage has not been recorded in a person’s participant record, it can 
still be added during this process. 

5. If paying other expenses (lunch, parking, etc.), check Add Expenses To All 
Jurors.  If this box is checked, any expenses recorded in the program will 
automatically be included for each individual. 

Note:  If other expenses have not been recorded in the program, they can still be 
added during this process. 

6. Click Accept.  A message box will display asking if the date is correct. 

7. Click Yes.  A list of panel members for the selected day will display. 

8. To add expenses, click a person’s Part # to highlight their record. 

9. Click the Expense button.  The Add Expenses dialog box will display. 
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Confirm Panel/Add Expenses Version 11 (06/09) Page 2 of 2
 

*Example of P audit report on back 
 

10. To enter mileage, type the number of miles in the Miles box.  Tabbing to or 
clicking in another field will update the amount. 

11. To reimburse a person for lunch, click in the Miscellaneous field.  The field will 
be highlighted in yellow. 

12. Type the word “Lunch.”  (Other miscellaneous expenses can be entered instead 
of lunch.) 

13. Double click in the Amount field.  The 0’s will be highlighted in yellow. 

14. Type the amount in this format:  7.55 (8.29, 5.35, etc.).  Do not use a $ sign.  
(The Total Amount field will not be updated until Accept is clicked.) 

15. Click Accept.  The Add Expenses dialog box will close. 

16. If you need to review the expenses just entered, click the Expense button.  The 
dialog box will reopen with updated amounts displayed.  After reviewing, click 
Accept. 

 Repeat Steps 8 through 10 to add mileage for others as needed. 

Repeat Steps 11 through 14 to add miscellaneous expenses. 

17. After adding all expenses, click Accept. 

18. Click Yes to commit daily attendances. 

19. Click Yes to record the default timeout. 

20. Click Yes to enter the default timeout. 

21. Click Yes to continue the confirmation process. 

22. Click Yes to change the sort order to alpha. 

23. Select the options for the printer and click OK.  A P audit report (Pool 
Attendances) will be created. 

24. Click No to printing the Stats Package. 

25. Click No or Yes to printing the FTA report based on the business process of your 
court.  The Attendance window will appear. 
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Pre-Payment Attendances Version 11 (04/09) Page 1 of 1
 

*Example of report on back 
 

Pre-Payment Attendances Report* 
 

 These steps outline printing a pre-payment attendance report to review before 
finalizing payment. 

1. After logging into the program, click the Attend Module icon.  The Attendance 
window will appear. 

2. Click the Reports menu item. 

3. Click Pre-Payment Attendances (second item from the bottom of the Reports 
menu).  The Pre-Payment Report – Attendances screen will appear. 

4. Click the calendar to the right of the Date From field, and select the month, year, 
and date needed.   

Note:  This report can be printed for one day, a month, or any other time frame. 

5. Click the calendar to the right of the Date To field, and select the month, year, 
and date needed. 

6. Click Accept.  The report will open and should be printed and reviewed for 
accuracy before finalizing payment (clicking the green money bag). 

7. Click Print. 

8. Select the options for the printer and click OK. 

9. Click Close. 

10. After reviewing the pre-payment report and making any corrections (if needed), 
the next step is to finalize payment.  Please see the quick reference guide titled 
“Finalize Payment.” 
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Edit Attendance Version 11 (04/09) Page 1 of 2
 

*Example of edit attendance audit report on back 

Edit Unpaid Attendance Records* 
 

 This quick reference guide outlines how to make corrections to confirmed 
attendance records, and how to add or make changes to unpaid expenses 
before finalizing payment.  Records can be edited individually or by date of 
attendance.  These steps will outline how to edit records by date. 

1. After logging into the program, click the Attend module icon. 

2. Click the Edit Att button.  The Edit Attendance Records screen will appear. 

3. Click the calendar to the right of the Enter Attendance Date field, and select the 
month, year, and date needed. 

4. Click Accept.  The Edit Attendance screen will appear displaying a list of people 
and amounts for the selected date. 

5. To change (edit) an individual’s panel or jury amount, click the person’s Part # to 
highlight their record. 

6. Click the up or down arrow in the Amount column until the correct amount is 
displayed. 

7. Repeat Steps 5 and 6 for any other person who needs their amount changed. 

8. To add expenses (mileage, lunch, etc) click the person’s Part # to highlight. 

9. Click the Expense button.  An Add Expenses dialog box with the individual’s 
name will display on top of the Edit Attendance screen. 

 

10. To enter mileage, type the number of miles in the Miles box.  Tabbing to or 
clicking in another field will update the amount. 

11. To reimburse a person for lunch, click in the Miscellaneous field.  The field will 
be highlighted in yellow. 

12. Type the word “Lunch.”   
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Edit Attendance Version 11 (04/09) Page 2 of 2
 

*Example of edit attendance audit report on back 

13. Double click in the Amount field.  The zeroes will be highlighted in yellow. 

14. Type the amount in this format – 7.55 (8.29, 5.35, etc.).  Do not use a $ sign. 

Note:  The Total Amount field will not be updated until Accept is clicked. 

15. Click Accept.  The dialog box will close. 

16. To review the changes, click the Expense button.  The Add Expenses dialog box 
will reopen with the updated amount displayed in the Total Amount field. 

17. Click Accept to close the dialog box.   

Note:  Changes may also be reviewed by maximizing the Edit Attendance screen 
and viewing the Expenses column for the person. 

18. Repeat Steps 8 through 10 to add / change (edit) mileage for others as needed. 

19. Repeat Steps 11 though 15 to add / change (edit) lunch or other miscellaneous 
expenses as needed. 

20.  Repeat Steps 16 and 17 to review any changes.  (This step is optional.) 

21. After making all necessary changes (edits), click Accept.  An Attendances dialog 
box will appear. 

22. Click Yes to the question “Commit Attendances Edit for MM/DD/YYYY?”   

 
The printer’s dialog box will appear. 

23. Click OK.  An Appearance Edit audit report will print and the Attendance window 
will appear. 

Note:  The report will list only the changes / additions made. 
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Finalize Payment Version 11 (11/09) Page 1 of 1
 

*Example of F audit report on back 

Finalize Payment* 
 

 This quick reference guide outlines the process of finalizing payment (Pay Att 
button in the Attend Module).  Finalizing payment is the last step in the payment 
process.  All attendances (jury and panel) must be confirmed (J and P audit 
reports created) and any needed corrections made prior to finalizing payment.  It 
is important to note that NO changes can be made to payments once finalizing 
payment has been completed. 

1. After logging into the program, click the Attend module icon. 

2. Click the Pay Att button (green money bag).  The Attendance Payments screen 
will appear. 

3. Select the Date From and Date To for the time period payments are being 
processed. 

4. Click Accept.  The following message will appear. 

 

5. Click Yes to continue processing records.  Another message will appear. 

 

6. Click Yes to commit the records.  The printer’s dialog box will appear. 

7. Select the options for the printer and click OK.  The F (Final) audit report will 
print.  This report can be given to the county clerk / treasurer for printing checks. 
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