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Note:  These instructions focus on how to report traffic offenses to the State.  For more complete instructions on the Municipal Court module, refer to the operations manual on the Help menu.

Overview

As of July 1, 2007, Kansas municipal courts will be required to report traffic offenses to the State electronically.  To do this, GS will create a text file, similar to those created for direct deposit paychecks and ACH vendor payments, which can be submitted electronically to the State.
In addition to reporting traffic offenses, the State will require municipal courts to report drivers license suspensions and reinstatements electronically.  GS provides you with the capability of entering information related to DL suspensions and reinstatements as well as creating the electronic file to submit to the State.

To implement this reporting process we will generally discuss the following topics:
· How to Complete Initial Setup Requirements in Governmental Suite.

· Adopting a Uniform Set of Codes for All Offenses Required to Be Reported to the State.

· Updating Information in Defendant Records.

· Updating Case Information.  You might have to update information for cases entered into the system previously, but not yet reported to the State.
· How to Create Text Files to Be Submitted to the State.
· How to Submit Electronic (Upload) Files to State
· How to Fix a Record Rejected By the State
· How to Re-Submit a Rejected Record
· Getting Certified to Report Electronically to the State

How to Complete Initial Setup Requirements in Governmental Suite
To report traffic offenses to the State, the following pieces of information must be in place:

Court Name
Court Jurisdiction (Court Code)
Court Type

Location of “Parent Directory”

· Court Name
To enter the court name do the following:

Click on Misc

Click on Setup - General Information

Click in the text box labeled “Court Name”

Enter your court name.  For example, you might enter the city name, followed by “Mun Court.”

Click on OK to update for changes

· Court Jurisdiction (Court Code)
To enter the court jurisdiction do the following:

Click on Misc

Click on Setup - General Information

Click in the text box labeled “Court Jurisdiction”

Enter your five-character code for the court jurisdiction.  Contact technical support for more information about this code.

Click on OK to update for changes

· Court Type

To set the court type, do the following:

Click on Misc

Click on Setup - General Information

Click on Municipal in the box labeled Court Type.
Click on OK to update for changes

· Location of “Parent Directory”
To report traffic offenses, the computer creates an electronic text file that you will submit to the State.  You must designate the location on the computer’s hard drive to copy this text file to.  You can make this designation as follows:

Click on Misc

Click on Setup - General Information

Click in the text box labeled Location of “Parent Directory”

Enter the path (folder location) of the “Parent Directory” on the hard drive.

Suggestion:  I suggest you create a folder on your computer’s C: drive with the same name as your Court Jurisdiction (Court Code) as suggested by the State (e.g., C:\<Court Code>).

If you are not sure what to do, contact technical support for assistance.

Click on OK to update for changes

Uniform Set of Codes for Standard (State) Reportable Traffic Offenses
The State has a uniform set of codes for Standard Reportable Traffic Offenses (RTOs).  These codes are automatically included in GS for your use.  To view these codes, use the selections Misc/Municipal Court/Setup/Standard (State) Reportable Traffic Offenses.

Note that there are two classes of RTOs, Minor offense codes and Major offense codes.  You should review the codes to familiarize yourself with the offenses that need to be reported to the State.  You can still use other offense codes that are not required to be reported to the State, and thus, not included in the listing of RTOs.  However, you likely will not have to add, change, or delete the Standard Reportable Traffic Offenses unless directed to do so by the State.

For the State to understand what you are reporting to them, you must use the State’s standard coding system.  There are two ways to do this.  You can adopt all of the State’s standard reportable traffic offenses as part of your overall municipal court reporting system.  Or, you can continue using the codes you have always used and map (i.e., match) them to the related State codes.
In the latter case, you would make minimal changes to your current procedures and simply set up maps to the State codes as explained below.
· Option 1:  Adopt the State’s Standard Reportable Traffic Offenses.
If you would like to adopt the State’s RTOs in place of your current system, GS will do most of the work for you.  But, keep in mind that you would still have the option of adding additional offense codes above and beyond the State’s RTOs.
Follow these steps:

· Select Misc/Municipal Court/Setup/Offenses.
· Click on Store Current Offenses to Temporary Table.  This procedure will remove any offenses that appear in the listing and store them in a temporary table.  You can restore them later if you like.
· Click on Import Reportable Traffic Offenses.  This procedure will copy all of the State’s RTOs into your “offenses” table.

· Use this same screen to add, change, or delete your traffic or other offenses.
· Option 2:  Map Current Traffic Offenses to State’s Standard Reportable Traffic Offenses.

If you would prefer to continue to use your current traffic offenses, that is not a problem.

Follow these steps:

· Select Misc/Municipal Court/Setup/Offenses.

· For new offenses, click on Add.

· Enter the information for the offense.  When finished, click on OK.

Note that you must map (i.e., match) the offense to an RTO if the offense is a reportable traffic offense (i.e., required to be reported to the State).  This is necessary so the computer knows how to convert that offense to a code the State will understand.

· Repeat the Add procedure for all of your offenses.

· For offenses you entered into the system previously, highlight the offense in the listing and click on Edit.

· If the selected offense is a reportable traffic offense (i.e., required to be reported to the State), be sure to select the matching standard reportable traffic offense from the dropdown box labeled RTO Code.  Change the other information for the offense, if necessary.  When finished, click on OK.

· Repeat the Edit procedure for other offenses you entered previously.

Uniform Set of Codes for Standard (State) Suspension Traffic Offenses
There are a limited number of traffic offenses that the State will suspend a drivers license on for failure to appear or comply with the corresponding code for submission.  These traffic offenses are automatically included in GS for your use.  To view these codes, use the selections Misc/Municipal Court/Setup/Standard (State) Suspension Traffic Offenses.

Note that there are three classes of “suspension” traffic offenses, Minor offense codes, Major offense codes, and non-reportable offenses.  Non-reportable offenses are offenses that are not required to be reported to the State, and appear in the listing with a blank Class Type.  You should review the codes to familiarize yourself with the offenses that can be used to suspend a drivers license.  You likely will not have to add, change, or delete the Standard (State) Suspension Traffic Offenses unless directed to do so by the State.

Update Information in Defendant Records
To update information in defendant records, use the selections Misc/Municipal Court/Defendants.  The following defendant information must be included at a minimum for all cases submitted to the State:

· Name

· Address, City, State, Zip Code

· Date of Birth

· Sex

· Height

· Weight

· Hair Color

· Eye Color

· Drivers License Number

· Drivers License State

Updating Case Information
For each case already in the computer, additional information might be needed for State reporting purposes.  To enter this information, follow these steps:

· Select Misc/Municipal Court/Cases

· Highlight the case in the listing you wish to update information for.

· Click on RTO Information.

· Enter the related detail information.

· Offense Detail.

For each Reportable Traffic Offense (RTO) in the list of offenses for the case, highlight the offense and click on Enter Offense Detail Information.  Enter the related offense detail.
· Drivers License Orders.

For each Reportable Traffic Offense (RTO) in the list of offenses for the case, highlight the offense and click on Enter Drivers License Orders.  Enter the related information.

Note:  This step is not necessary if there are no Drivers License Orders.

Creating Electronic (Upload) Text Files for Reportable Traffic Offenses to Be Submitted to the State
When you submit RTOs to the State, more often than not you will be submitting two distinct electronic text files.  One file will contain only minor offenses.  The second file will contain only major offenses.  GS will create the files for you and make sure the correct offenses get into the appropriate text file.
Separate files are used for minor and major offenses because different information is provided for the two types of offenses.  There is another important distinguishing feature between the two separate electronic text files.  In the “major offenses” text file, each major offense is presented as a single record to the State.  For example, if two different major offenses are reported in a single case, the two major offenses would appear as two separate records in the text file being reported to the State.  In the “minor offenses” text file, all minor offenses for a case appear in a single record (i.e., single line or row) in the text file being reported to the State.  For example, if two different minor offenses are reported in a single case, both offenses will be reported in a single record (i.e., single line or row) in the text file being reported to the State.
Offenses can be submitted to the State anytime after the disposition date has been entered.  Note, however, that in some instances, the related case might not actually be closed due to a defendant’s unpaid balance.  Despite a case not being closed, you can still submit the related offenses to the State so long as you have entered a disposition date for the case.
To create the electronic (upload) text files and submit them to the State, follow these steps:

· Create Reportable Traffic Offenses Text File

Click on Misc.

Click on Municipal Court.

Click on Reportable Traffic Offenses - Create File for State.

The detail screen for “Reportable Traffic Offenses” will appear:

Enter Submission Date.  Enter the date you want the offenses to be submitted to the State in the text box labeled “What submission date should be used for these offenses?”

Check Unreported Traffic Offenses.  Make sure the check box labeled Unreported Offenses is checked.

Click on Update Listing.

Highlight one or more offenses in the listing that you wish to submit to the State.

Click on Create Text Files for Minor and Major Traffic Offenses.

Two different electronic Reportable Traffic Offenses text files will normally be created.  One file will contain the minor offenses selected.  The second file will contain the major offenses selected.

Actually, duplicate copies of each of the two files will be created.  The duplicate files will have different names but will be located in the same folder.  A message will appear on the screen telling you the location of the files.

The file with the name “Maj_Upload.txt” is the upload file containing the major offenses to be submitted (uploaded) to the State.  The related backup file in the same folder has a longer name with a date and time stamp on it.  These files containing the Major offenses will be copied to the “Majors” folder.
The file with the name “Min_Upload.txt” is the upload file containing the minor offenses to be submitted (uploaded) to the State.  The related backup file in the same folder has a longer name with a date and time stamp on it.  These files containing the Minor offenses will be copied to the “Minors” folder.
· Print Reported Traffic Offenses Report

Check Reported Offenses.  Make sure the check box labeled Reported Offenses is checked.

Select a submission date from the dropdown box.

Click on Update Listing.

Click on Print Minor and Major Traffic Offenses Report.  This report will provide you with a record of the offenses submitted to the State for the submission date selected.

· Submit Minor and Major Offenses Text Files to State.  After the text files have been created, you must submit them to the State.  Refer to the State’s instructions on how to do this.  Contact technical support if you need assistance.
How to Submit Electronic (Upload) Files to State
When you “submit” your electronic file to the State, you are merely “uploading” the file to the State using software provided by the State (Kansas Department of Revenue).  The State provides a 27-page document entitled “Court Transmission Client Setup Instructions” explaining the submission process.  The State’s instructions are summarized here to give you an overview of what is involved.
· Download and Install .Net Framework 2.0

The State’s software requires that .Net Framework 2.0 be installed on your computer.  This step is not necessary if you already have .Net Framework 2.0 installed on your computer.

· Initial Setup Requirements

Directory Setup (Folder Setup)
Install State’s Software.  The State’s software files are normally sent to you in a single compressed (zip) file.  You must extract the files and install them on your computer.
Note:  The State’s software consists of a single executable (exe) file and numerous “batch” files.  There is a setup batch file, several upload batch files, and several download batch files.  Each batch file has a one-line command that calls the main executable file and tells it to do the specific function using parameters.

· Uploading Files

To upload one or more of the electronic (upload) text files created by GS’s Municipal Court module, execute one of the “upload” batch files:

Upload_Majors.bat

Upload_Minors.bat

Upload_SusRein.bat

Upon execution of an upload batch file, a new text file will be created named “UploadMajors.txt”, “UploadMinors.txt”, or “UploadSusRein.txt”.  These files are copied to the Municipal Court “Parent Directory.”  You must open the text file using Notepad and it will tell you whether or not the upload was successful.
This message only tells you whether the upload was successful or not.  It does not tell you the results of the State processing the individual records in the upload file.

· Downloading Return Files

After a file has been uploaded and processed, the State will create “Return Files” for you to download.  The Return Files will tell you which records in the uploaded files were successfully added, and which records were rejected.  Rejected records will be accompanied by an error message.
You must download the “Return Files” much like you uploaded the “upload” files.

To download one or more “Return Files”, execute each of the “download” batch files:
Download_Majors.bat

Download_Minors.bat

Download_SusRein.bat

Upon execution of a download batch file, a new text file will be created named “DownloadMajors.txt”, “DownloadMinors.txt”, or “DownloadSusRein.txt”.  You must open the text file using Notepad and it will tell you whether or not the download was successful.

Remember, this text file only tells you whether the download was successful or not.  If it was successful, the Return Files will also be downloaded to your computer, and the Return Files will tell you what records were added (i.e., processed successfully) or rejected.
If you fail to download the Return Files after the State processes your uploaded file, the records that would have been added to the Return Files will sit and wait for you to download them.  If you upload a second file before downloading the previous uploaded file, the Return Files after the second upload will contain the processing results of both downloads.  In other words, the processing results at the State will not be lost.  Instead they will be accumulated until you eventually perform a download.

· Types of Return Files

Depending on the type of file that was uploaded and processed (i.e., Majors, Minors, or Drivers License Suspensions and Reinstatements), one or more of the following types of Return Files might be downloaded:
999 Return File (Min_999.txt).  This type of Return File applies only to the Minors upload.  This file contains records for non-moving violations.  The State will not add such violations to the driving record.  If a single record has more than one offense added to it and one has an error, none of the convictions will be added to the driving record.  That is, the entire record will be rejected.
Error Return File (Maj_Err.txt, Min_Err.txt, or Sus_Err.txt).  This type of Return File applies to Majors, Minors, and DL Suspensions and Reinstatements.  This file contains a list of records that the State attempted to process but rejected.  For each rejected record, there is one or more error messages explaining why the record was rejected.
Adds Return File (Maj_Add.txt, Min_Add.txt, or Sus_Add.txt).  This type of Return File applies to Majors, Minors, and DL Suspensions and Reinstatements.  This file contains a list of records that the State processed successfully.
Duplicates Return File (Maj_Dup.txt, Min_Dup.txt, or Sus_Dup.txt).  This type of Return File applies to Majors, Minors, and DL Suspensions and Reinstatements.  This file contains a list of records that the State rejected because there were duplicates of records processed previously.
Correction: It appears that the Duplicates Return File does not apply to Majors.  Thus, if you discover that you accidentally uploaded the same file a second time, you can notify Driver Control (Jennifer) at the Kansas Department of Revenue by email.  They will catch the mistake later.  If you upload the same file a second time, you will see duplicate records in the Majors Add Return File.  (Added April 17, 2007)

Each Return File that is downloaded will be automatically copied to the appropriate directory (folder) for that file.  For example, the Majors Adds Return File will be copied to the Majors\Adds directory (folder).  The Minors Error Return File will be copied to the Minors\Error directory (folder).
Even though the Return Files are text files and can be viewed in Notepad.  Governmental Suite has a special feature that allows you to view and/or print these files in a more readable format.  If a Return File is blank, that simply means there were no results when the related upload file was processed.  That is, there were no records added or rejected.
· View and/or Print Return Files

The Return Files that are downloaded are text files that can be opened in Notepad.  The problem with using Notepad is that the Return Files are formatted in such a way that the information in them is not easy to understand.  For this reason, Governmental Suite has a special feature to view and/or print these files.
To view and/or print Return Files, follow these steps:

Click on Misc

Click on Municipal Court

Click on Print and Rename Return Files
Select the Return File from the dropdown box that you want to print.

Click on Print Report.

Enter New Return File Name.  A default New Return File Name is shown in the text box.  You can change that name if you wish to do so.

Click on Rename Return File.

Important:  It is a good idea to first print, and then rename the Return File soon after it is downloaded.  By renaming the file, it is saved as a backup.  If you do not rename it, the file will be over-written (and thus lost) the next time you download a similar file.

How to Fix an Offense Rejected By the State
You might run into a situation in which an offense submitted to the State got rejected for some reason.  How you handle this depends on whether or not the offense needs to be re-submitted.

· Print Copy of “Returned Files.”  

· Fix the Problem that Caused the Rejection.  The first step in dealing with a rejected offense is to determine why it was rejected.  The printout of the “error” Return File will show one or more errors for each record that was rejected.
Proceed to fix the problem that caused the rejection.  If the problem is with defendant information, use the selections Misc/Municipal Court/Defendants to make the correction.  If the problem is with the case information, use the selections Misc/Municipal Court/Cases.  If you are not sure how to proceed, contact technical support.

If the rejected record is to be re-submitted to the State, follow the instructions below on How to Re-Submit a Rejected Record.

If the rejected record will not be re-submitted to the State, follow the instructions below on How to Remove (Delete) a Record from the Reported Traffic Offenses Table.

Following these procedures will provide assurance that your Reported Traffic Offenses table matches what you actually have reported to the State.

How to Re-Submit a Rejected Record
Click on Misc.

Click on Municipal Court.

Click on Reportable Traffic Offenses - Create File for State.

The detail screen for “Reportable Traffic Offenses” will appear:

Enter Submission Date.  Enter the date you want the offense to be submitted in the text box labeled “What submission date should be used for these offenses?”

Check Reported Traffic Offenses.  Make sure the check box labeled Reported Offenses is checked.

Select Submission Date.  Using the dropdown box labeled Submission Date, select the submission date that contains the rejected offense.
Click on Update Listing.

Highlight the rejected offense in the listing that you wish to re-submit to the State.

Click on Create Text Files for Minor and Major Traffic Offenses.

This procedure will remove original offense that was rejected and re-create a new entry under the new submission date.

How to Remove (Delete) a Record from the Reported Traffic Offenses Table
You might run into a situation in which you need to remove an offense that has been “reported” to the State.  In this case the rejected offense should be removed from the table that shows it was submitted on the earlier date.

To remove an offense from the Reported Traffic Offenses table, follow these steps:

Click on Misc.

Click on Municipal Court.

Click on Reportable Traffic Offenses - Create File for State.

The detail screen for “Reportable Traffic Offenses” will appear:

Check Reported Traffic Offenses.  Make sure the check box labeled Reported Offenses is checked.

Select Submission Date.  Using the dropdown box labeled Submission Date, select the submission date that contains the rejected offense.

Click on Update Listing.

Highlight the rejected offense in the listing that you wish to remove.

Click on Delete Highlighted Offense.

Note:  This procedure will remove the offense from the Reported Traffic Offenses table.  However, the offense will not be removed (deleted) from the “case” record.  Therefore, it will continue to appear as an “unreported offense” unless you make further changes to the offense in the related case record.  Contact technical support if you need help with this.
Print Report of Unreported Traffic Offenses
To print a report of traffic offenses that are “waiting” to be submitted, but have not yet been submitted to the State, follow these steps:
Click on Misc.

Click on Municipal Court.
Click on Reportable Traffic Offenses - Create File for State.

The detail screen for “Reportable Traffic Offenses” will appear:

Check UnReported Offenses.  Make sure the check box labeled UnReported Offenses is checked.

Click on Update Listing.

Click on Print Minor and Major Traffic Offenses Report.  This report will provide you with a record of the offenses “waiting” to be submitted to the State.

Drivers License Suspensions and Reinstatements
Drivers license suspensions and reinstatements must be electronically submitted to the State.  Three steps are involved in reporting DL suspensions and reinstatements:  1) you must enter the DL suspension or reinstatement information, 2) you must create the DL suspensions and reinstatements text file, and 3) you must submit the text file to the State.
· Drivers License Suspension and Reinstatement Information.  To add, change, or delete information for a drivers license suspension or reinstatement, use the selections Misc/Municipal Court/Drivers License Suspensions and Reinstatements.
· Creating DL Suspensions and Reinstatements Text Files.  To create a DL suspension or reinstatement text file, use the selections Misc/Municipal Court/DL Suspensions/Reinstatements – Create File for State.

· Submit DL Suspension/Reinstatement Text File to State.  After the text file has been created, you must submit it to the State.  Follow the same procedures used to submit major and minor offenses to the State.  Contact technical support if you need assistance.

Getting Certified to Report Electronically to the State
You cannot begin filing cases electronically until you have been certified by the State.  You do not actually get a certificate.  But you must go through a testing procedure to satisfy the State that you know what you are doing.
Your contact at the State will be:

· Belinda Clark

· 785-296-0032

· Belinda_Clark@kdor.state.ks.us
When you are ready to begin testing, you can contact Belinda and she will send you an email containing the following:

· Court Client Transmission Instructions.pdf (instructional document)

· CourtSoftware.zip (court software for uploading and downloading files)
· User Name (needed to upload and download files)

· Court Name (needed to upload and download files)

· Password (needed to upload and download files)

If you wanted to proceed on your own, you would start with the Court Client Transmission Instructions.  I don’t advise you to do this, however, because the entire process is long and complicated.  I will walk you through the entire process and simplify it as much as I can without sacrificing the need to teach you what you need to know.
The following steps will generally be followed to get you certified to report electronically to the State:
· Prepare Yourself for Testing.

Complete the initial setup requirements in GS.

Make sure your municipal court is set up to use the standard reportable traffic offenses (RTOs).

At this point it is not necessary to update information for your current defendants or cases.  These updates can wait until after your certification testing.

· Install State’s Court Software.

I will walk you through these steps.  This involves installing .Net Framework 2.0, setting up the directory (folder) structure, and installing the State’s software.

· Begin the Certification Testing Process.

Create Test Defendants.  You cannot just enter a few defendants to test with.  The State specifies 19 different defendants you must use for the testing process.  A special procedure in Governmental Suite will create the test defendants for you saving you much time.  To create these test defendants, use the selections File/Special Procedures and click on Add Municipal Court Test Data.  Only test defendant records are created in this procedure.  You must create the test “cases” and test “drivers license suspensions” to be submitted to the State.  These test defendant records use defendant identification numbers beginning with 9901 so as not to interfere with defendant numbers already entered into the system.
Create Test Cases Using Test Defendants.  You will need to create test cases using the test defendants.  You should try to get at least one major offense and one minor offense entered for each defendant.  You can put the two offenses in the same case or separate cases.
Suggestion:  When entering test cases, use case numbers beginning with 1, 2, 3 and so on.  This will make it easier for you to identify and edit them.

Create Test DL Suspensions Using Test Defendants.  You will need to create test DL suspensions for each defendant.
Create Text Files for Submission to State.  When you think you are ready, you can go ahead and create the text files that will be uploaded to the State.
Suggestion:  Three test upload files should have been created, one for Majors, one for Minors, and one for DL Suspensions.  You should open each of the three related text files to be uploaded using Notepad.  When the file is opened, you can count the number of records in the file.  There should be at least 19 records in each.  Remember, that you were supposed to enter at least one of each type of record (major, minor, and DL suspension) for each defendant.
At this point you should be ready to contact Belinda Clark at the State.

· Contact Belinda Clark at State.
Contact Belinda Clark and ask for a user name and password to begin testing with.  You won’t be able to jump right in when you make your request.  You will have to wait your turn.

Suggestion:  You should get started on this as soon as possible so you can get in line to get certified.  There will be a logjam of people wanting to get help from Belinda as we get nearer to the July 1, 2007 deadline.  But you should not contact Belinda for help until you are ready to go.  Otherwise I think you will be taking up a lot of her time needlessly.

Here are some of the things Belinda will be looking for before she decides to give you the go-ahead to report electronically:

Have you demonstrated you can successfully upload and download files?

Have you demonstrated you know how to correct a rejected record and re-submit it successfully?

· Delete Testing Records.  Don’t be in any hurry to delete the testing records.  This can be done at any time, even after you have entered your own court records.  When you are ready to delete the test records, use the selections File/Special Procedures and click on Delete Municipal Court Test Data.  This procedure will delete all test records related to the test defendants, including case-related records and drivers license suspension-related records.

Important Reminders – Do Not Forget!!!
Do Not Wait!!!  Even if you have never used the Municipal Court module, you could still possibly be ready to contact Belinda in as little as one day of work with my assistance.

Don’t be concerned when records are rejected by the State, either when testing or processing for real.  That is to be expected.  That is why we put edits in the software.  We know mistakes are going to be made.  It is not a big deal.  Just fix the problem and re-submit.

Suggestion:  When processing a DUI (RTO Code DI1), always use a separate case number.  Do not combine the DUI with any other offenses.  It will prevent possible confusion later if there is a related diversion agreement.

You can, and should, begin submitting to the State electronically after you are certified.  However, DO NOT submit any cases to the State electronically if you previously filed the case using paper.  Once you begin filing a case using paper, finish the case filing using paper.
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