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These notes are provided by Cycom Data Systems, Inc. to support the use of CityLaw /
CountyLaw Web (CLW) and are intended to be used for review of general topics covered
during training.

If you discover an error in this document, or if you encounter any problems performing any
steps described, please contact Cycom Support at support@cycominc.com or by calling
888-292-6688.
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Prosecution Basic Actions

e Open the Prosecution Module

¢ Create a New Prosecution Matter

e Find a Prosecution Matter

e Close a Prosecution Matter

Open the Prosecution Module

The Prosecution module can be opened by selecting the Prosecution icon from the
Global Toolbar.

File Options Tools Hel

() 1 s € R L]
- Il S8 W0 a5 L)

It can also be opened by selecting File from the Menu Bar and then selecting Prosecution

from the list of options.
Fii Options Tools Help
File Management

Litigation

Assignments

Claims

Subrogations

Workers' Compensation Claim Processing
Labor Relations

Family Services

Code Enforcement
Contract Management
Prosecution

Payments

Time Accounting

Billing
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Finally, it can be opened by opening a Prosecution matter. For example, if a Prosecution
matter is in the My Open Matters display in the Skyline view, then double-clicking on that
matter will open the Prosecution module.

File Options Tools Help

ABFRes sl &8RRG Aa

Matter Title
PR ' PR19-0007 DAUNT, SKYLER NICHOLE 1/ 11/2019 ‘ BJ
PR PR18-0027 Smiley, Melissa 11/29/2018 ‘ » BJ

Create a New Prosecution Matter

To create a new Prosecution matter, open the Prosecution module and select the New
button on the action bar at the bottom.

Prosecution 1} 120 @ P

New Print | Reports| | Utility >Start | 00:00:00 o | X Close
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You will be prompted to create a new File Number. Select the Auto button to have this
number automatically assigned with the next available number.

New File P4

New File#

‘ Auto ‘ Manual Cancel

Enter the matter information into the Basic tab fields. The matter may automatically be
saved when the information is added. If not, select Save in the lower left corner to save the
matter and make the other tabs selectable.

Prosecution \ o

Basic | Defendant | Charges | Victim | Witness | Subpoena | Dom Viclence | Notes | File Mgmt
g IS | L L ?
File # Type - PR Atty . Domestic Violence

Property

Entered 1/21/2020 *Status | O » Staff v|ee

Court Date Court > Division1 =
DR Court # Legal Hold label

Cross Ref

Sam* > Start |00:0000 +/| X

Files: File Name:
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Find a Prosecution Matter

To find a Prosecution matter, first open the Prosecution module. Then select the Search
button from the action bar on the bottom.

Prosecution E=l a=zdl« &P

A Search Criteria window will appear allowing you to enter or select options to filter your
search. Enter any information you know to locate the matter. Select Search to return the

results.

Prosecution Search Criteria
Enter any criteria to filter and search out desired Search selection

Prosecution cases [ keople ]| search Words |

~ People
{ File#l—, w ’ Name‘ |
Stats [35ectes =] ox/| | DOBFom| g o | @
Type [:ZJ |+=+‘ ( snﬁh[;:fendanl [ witness ‘
PRAMy | - (] Victim [ Ak
Staff q |:‘ Search Type
Report # | | o ( (2) Contains () Begins with ‘
N
Cort#| | Code| =)
owiiont " [ secion| B
SIP # Allegation [ l - ]
Agency E |£\ - Lookup Dates
LI property From T ' Search |
‘El:nm V:eo:ehrd Enter Date | ll ‘ | Clear I
(No selections made) Court Date ]| B [ cance |
incident ot &l @
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Close a Prosecution Matter

To close a Prosecution matter, first open the Prosecution module. Next, change Status
to Closed, or if you have more than 1 Closed states, select the appropriate one.

Basic I Defendant l Charges l Victim I Witness l Subpoena l Dom Violence l Notes ] File Mgmt]

File # | PR19-0140 | Type | ASLT v PR Atty | SR - Domestic Violence ||
Entered | 11/22/2019 ® sews(§ [7) Staff | RSMITH v |[+e Property LI
Court Date| 12/27/2019 2 Court Clear ’ .
DR | 123456 | couns © o= Legal Hold label [_]
e a1 Decline to Prosecute -

Cross Ref 0 Open

Pending Case REview l
Probation Review

Defendant PR STA New PR Status Code u
Queen, Oliver A JR

Detail I Reserved ] Incident Address | Charging Info ?
B PR

Witness

A Close Matter Preferences window will appear with options to make a Status entry
(Make Entry button), enter a Status Description, and archive the documents (Archive
all documents on this matter checkbox). Use these options according to your office's
closing protocols. When finished, select Save.

Close Matter Preferences b4

Select Preferences for Closing Prosecution Matters
Status Details

Status C ¥ || 1/22/2020 & | Make Entry

Status Description

__| Archive all documents on this matter

o
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Prosecution Report Options

¢ Print Customized Prosecution Reports

¢ Create Built-in Prosecution Reports

Print Customized Prosecution Reports

Customized reports can be created by first executing a Search to find the Prosecution
matters you want to include. Once at least 1 matter is displayed in the Search Result
pane, select the Print button in the action bar at the bottom.

Prosecution i L < © Iw -l Alen 83y 8
| Basic | Defendant | Charges | Victim | Witness | Subpoena Domv-olencel Notes | r.ne'n.'igm;_ Search Result °
File # | PR19-0142 Type G PR Atty SR - Demestic Vialence 4 Shew Criteria Clow
— Pr: 1) 568 Records
Entered  12/2/2019 Status O v Staff RSMITH v ss operty ecumen  DateSon
Court Date 1/2472020 @ Court| TRAF Division1| 101 - S—— T | Tute =
DR | 12345 Court # | ABCDE Legal Hold label
Cross Ref
| Detail | Reserved | Incident Address | Charging Info | Cause | At Iea st 1
Defendant -
Allen, Barry J IR
- matter, the
Baker, Tom
-
Victim
S active matter,
Charges
NTC 14300(2) t b
i must be
-
displayed here.
New | Search | Print ‘um.w e Matter > Start | 00:00:00 +'| % Close
DR=: 12345 Fle Name: Allen, Barry J R Created by: Roger Smith TESTBED(RS) On: 12/02/19

If you want to create a report for only the active matter, be sure to check the box for

Selected matter only. If this box is unchecked, any report will include all the matters
listed in the Search Results.
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Prosecution Printing

-

Complaint

Choose Report menu option

Consolidated Complaint

Face Sheet Case Witness List
‘ (] Selected matter only
Case History Rejected Cases Report
Case Disposition Case Status
Case Detail
Custom List

Export Search Results to Excel for Mail Merge

Close

Select the type of report you'd like to generate. Some reports allow additional options and
you will be prompted to make your selections. Your report will be displayed with options to

print or export.

Print

Export

'CASE DISPOSITION
Defendant: BarryJ Allen IR DIST. CT. CASE #: CITY ATTY CASE = PR19-0142
AXA POLICERPT#: 12345
DOB: 01/01/1989
DEFENSE COUNSEL AGENCY.
OFFENSE DATE
BAIL DATE
CR
CHARIES DISPOSITION OF CHARGES(circle cne for eack charge)
Cat2 NTC 14.300(2) PGCWOP DISM TRIFG OTHER(explain below)
OFFENSE DATE: 01172020 RAL DATE
CR
DISPOSITION OF CHARGES(circle cne for eack charge):
CHARGES =
Cat2 NU MN PG CWOP DISM TRIFG OTHER(explain below)

AMENDED CHARGES(including statute/ordinance and Degree):
PG CWOP DISM TRI-FG OTHER[explain below)

PG CWOP DISM TRI-FG OTHER(explain below)

DATE OF DISPOSITION DISPOSED OF AT: 15T APP PRETRI TRIAL FEL APP OTHER
CITY ATTORNEY JUDGE PLEA AGRT STRAIGHT PLEA

SENTENCE/CONDITIONS

SENTENCE IMPOSEDI(total stayed,credit) JAIL TIME FINE
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CountylLaw

Create Built-in Prosecution Reports

There are several built-in Prosecution reports to choose from. To access these reports,
select the Reports button from the action bar at the bottom.

Prosecution =i lda=zdoe 88

The Prosecution Reports will appear. Select the report you wish to view. Some reports
allow additional options and you will be prompted to make your selections. Your report will
be displayed once you have made your selections.

Prosecution Reports =

a.‘)(:hoose Report Menu Option

D Charge Library
Restitution

OO

Calendar Statistics
Disposition Report

| Close |
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Prosecution Basic Matter Data Fields

e Basic Tab

o Defendant Tab

e Charges Tab
e Victim Tab
¢ Witness Tab

¢ Subpoena Tab

¢ Domestic Violence Tab

e Notes Tab

e File Management Tab

Basic Tab

Basic | Defendant | Charges | Victim | Witness | Subpoena | Dom Violence | Notes | File Mgmt
File # | PR20-0005 Type DV = PR Atty - Domestic Violence
Entered | 1/21/2020 o “Status O . Staff v . Property L
Court Date ] Court - Division1 -
DR Court # Legal Hold label
sssss Flef
-
Basic Sub-Tabs
File #

The CLW Prosecution matter File Number. This will be auto-generated upon selecting
Auto when creating a new Prosecution matter.
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Entered

The date this matter was first entered into CLW. Defaults to today's date.
Court Date

The date this matter appears in court.

DR

The Police Report number.

Type

The type of Prosecution matter. Could include options such as Misdemeanor, Traffic,
Animal, Environmental.

Status

The current status of the matter.

Court

The court that will hear this case.

Court #

The court number assigned to this case.

Cross Ref

Other CLW matters that are related to this matter.
PR Atty

The Prosecution attorney that will handle this case.
Staff

Any staff assigned to assist with this case.
Division

The court division that will hear this case.

Domestic Violence
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A check indicates this is a domestic violence matter. If this box is checked, the Domestic

Violence tab becomes selectable.

Property

A check indicates this is a property matter.

Legal Hold label

A check indicates this matter has a Legal Hold applied. Fields are not editable when this is
applied. Some exceptions can be allowed by the System Administrator. Only a System
Administrator, or someone with access to the Admin password, can apply a Legal Hold

on a matter.

Basic Sub-Tabs

Detail Tab

Detail | Reserved | Incident Address | Charging Info | Cause
Defendant

None

Witness

None

Victim

None

Charges

None

The Detail sub-tab displays any Defendants, Witnesses, Victims, and Charges entered

for this matter.

Incident Address Tab

Detail | Reserved | Incident Address | Charging Info [ Cause |

Street Name

Street1 ‘

Street2 ‘

Street Type

=) Specific Address

Street Name

Street Type
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The Incident Address sub-tab has fields to specify information about the location where
the incident occurred.

Charging Info Tab

Detail | Reserved | Incident Address | Charging Info | Cause |

Charging Method ‘ - Charging Status v Charging Aty

Referral Charge (None)

The Charging Info sub-tab has fields to enter additional information about any charges.

Cause Tab

Detail I Reserved J Incident Address I Charging Info | Cause ‘

Insert Defendant, Witness or Text from Library Spell Check Text Defendant Witness

The Cause sub-tab has fields to enter Cause text.

Page 13 of 25



CityLaw/ ini - i
@ @ ch o W Training Notes - Prosecution Module

Defendant Tab

Basic | Defendant | Charges | Victim | Witness | Subpoena | Dom Violence | Notes | File Mgmt

Smith, Jane A 3

DL=

DOB Edit

F9 to copy Address to dipboard Delete

Defendant Sub-Tabs

The Defendant tab contains a list of defendants on a matter. The list is managed via 3
buttons to the far right, named New, Edit, and Delete. The defendant highlighted in the
list determines the information displayed in the Defendant Sub-Tabs section.

Defendant Sub-Tabs
Detail Tab

Detail | Contacts | Address | Aka | Profile | Restitution | Notes

Arrest @ Release v Release Dt @ Bail 0.00
Booked As | Smith, Jane A

Blood/Alcohol |

sip s
Conditions I

The Detail sub-tab has fields to enter specifics about the selected defendant's arrest and
release.
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Contacts Tab

Detail | Contacts | Address | Aka | Profile | Restitution | Notes |

Name T|| Type T| Remarks T

New Edit Delete

The Contacts sub-tab has fields to enter any contacts pertaining to the selected defendant,
such as the Defendant's attorney.

Address Tab

Detail | Contacts | Address | Aka | Profile | Restitution | Notes |

Address |‘ 14 Magnolia | Phﬂnel |

| | Phone | |

| FRANKFORT J kv || 40601 | x| |

E-Mail | |

Address

The Address sub-tab has fields to display the selected defendant's contact information.

Aka Tab

Detail | Contacts | Address | Aka | Profile | Restitution | Notes |

Last Name First Name Middle Name Suffix

New Edit Delete
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The Aka sub-tab has fields to enter aliases for the selected defendant.

Profile Tab

[ Detail | Contacts | Address | Aka | Profile | Restitution | Notes |

Personal Profile Yes Ne Unknown Personal Profile Yes No Unknown
Immigrant - - . Living In Shelter .
Non-English Speaking . . . Transient
Homeless ¢ ) (=) Gang
Disabled . Prior Arrest/Convictions
Juvenile & Prior D.V. in Home

Teen
Elderly

Prior abusive relationships

Clear
The Profile sub-tab has fields to enter profile information for the selected defendant.
Restitution Tab
| Detail | Contacts | Address | Aka [ Profile | Restitution | Notes |
Amount $0.00 Due [ Paid Amount $0.00 Balance Due $0.00
Date Amount Payee Memo New
e Edit
Print
Celete

The Restitution sub-tab has fields to enter any restitution payments made by the selected
defendant.

Page 16 of 25



CityLaw/ ini - i
@ @ ng o W Training Notes - Prosecution Module

Notes Tab

[ Detail | Contacts | Address | Aka | Profile | Restitution | Notes

Spell Check

The Notes sub-tab has a text field to enter any notes related to the selected defendant.

Charges Tab

Basic | Defendant | Charges | Victim | Witness | Subpoenal DDmVlulzncel Nau:sl File Mgmt
Cnt T |Code T|Section T |incdent T |Complete T Smith, Jane A
1 OFF TOC 11152019 New
Delete
Cepy

The Charges tab contains a list of charges. The list is managed via 3 buttons to the far
right, named New, Delete, and Copy. Each charge is applied to a defendant. The Charges
Sub-Tabs provide additional information about the highlighted charge.
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Charges Sub-Tabs
Detail Tab

| Detail | Disposition | Allegation | Charge Text
Count |1
Defendant | Smith, Jane A ‘

Code Il‘.)FF | Description | Test of offence charge |

(LRI 11/15/2019 [t Time | 300 AM @ Amended GOC

The Detail sub-tab has fields displaying charge details and fields to enter additional
information for the highlighted charge.

Disposition Tab

Detail | Disposition | Allegation | Charge Text

Count |1 | Smith, Jane A

Disposition . Date Attorney - Judge \
e |

Jail Points Probation Fine $0.00 Restitution $0.00

The Disposition sub-tab has fields to enter information about the highlighted charge when
it has been disposed.

Allegation Tab

] Detail | Disposition ‘ Allegation |ChargeText |

Code T || Allegation T

Delete

The Allegation sub-tab has a list of allegations related to the highlighted charge.
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Charge Text Tab

Detail | Disposition | Allegation | Charge Text

This is a test of the offense charge

Count |1 Smith, Jane A

Spell Check  Allegation

The Charge Text sub-tab has a text field to enter the charge text for the highlighted

charge. It also contains an Allegation button to add additional allegations to the
Allegation Sub-Tab list.

Victim Tab

Basic | Defendant | Charges | Victim | Witness | Subpoena | Dom Violence | Notes | File Mgmt
Doe, John Q

FO to copy Address to clipboard New

Edit
Delete

Email

*  Length of Relationship

Victim Sub-Tabs

The Victim tab contains a list of victims on a matter. The list is managed via 3 buttons to
the far right, named New, Edit, and Delete. A 4th button, Email, allows you to send an

email to the victim highlighted. The victim highlighted in the list also determines the
information displayed in the Victim Sub-Tabs section.
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Victim Sub-Tabs
Detail Tab

| Detail | Address | Profile | Notes
Relationship to Defendant

Extent of Injury

Cooperative Subpoena
Recanting Prior Abuse
Unknown Complainant

Length of Relationship

Years

Restitution
Pad

Balance

Months 0

50.00
$0.00
$0.00

The Detail sub-tab has fields to enter addition information

Address Tab

about the highlighted victim.

| Detail | Adaress | Profile | Notes |

Address | 321 Mountain Avenue

Memphis [l 38103

Phone |(355) 867-5309 |

Phone | |

Fax | |

Address

The Address sub-tab has fields to display the contact information for the selected victim.

Profile Tab

Detail | Address | Profile | Notes

Yes No Unknown
Immigrant
Non-English Speaking
Homeless
Disabled
Juvenile
Teen
Elderty

Living In Shelter

Transient

Gang

Prior Arrest/Convictions
Prior D.V. in Home

Prior abusive relationships

Yes No Unknown

Clear
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The Profile sub-tab has fields to enter profile information for the selected victim.

Notes Tab

| Detail | Address | Profile | Notes

Spell Check

The Notes sub-tab has a text field to enter any notes related to the selected victim.

Witness Tab

Basic | Defendant | Charges | Victim | Witness Subpoersal Dom V\obencel Nm:esl File Mgmit

Baker, Tom 1 F9 to copy Address to dipboard

Edit
Delete

Email

Witness Sub-Tabs

The Witness tab contains a list of withesses on a matter. The list is managed via 3 buttons
to the far right, named New, Edit, and Delete. A 4th button, Email, allows you to send an
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email to the witness highlighted. The witness highlighted in the list also determines the
information displayed in the Witness Sub-Tabs section.

Witness Sub-Tabs
Detail Tab

J Detail ‘ Addressl Notes

weell ] Agency i L subpoena
|| Complainant
| Arresting Officer

LJ Questionnaire

The Detail sub-tab has fields to enter addition information about the highlighted witness.

Address Tab

Detail | Address | Notes

Address | 123 Main Street Phone | gg8.202.6688
Phone | 888-292-6689
Any Town ST 12345 Fax
Interoffice
E-Mail | tom.baker@anytownpd.org Address

The Address sub-tab has fields to display the contact information for the selected witness.
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Notes Tab

J Detail Mdressl Notes‘

Snall Chark

The Notes sub-tab has a text field to enter any notes related to the selected witness.

Subpoena Tab

Basic | Defendant l Charges | Victim | Wltnessl Subpoena I Dem V\o\encel Notes I File Mgmt
Calendar Subpoena
04/30/2020 | TRIAL Bl | Doe, John Q
| 02/06/2020 EH B |
Served || Service Date
On Call ||
Event Email Appearance | 2/6/2020 10:00 AM L]
. mail |
iary Heari .
Evidentiary Hearing | Docugeak | Print Date o
Defendant
Smith, Jane A | DP sub Date [2]
Disposition Dispo Date Cancel Date
New Edit Delete Remarks New Delete Print

The Subpoena tab contains 2 sections. The first is the Calendar section which contains a
list of matter events, such as court dates. The second is the Subpoena section which
contains a record of the Victims and Witnesses that have been served subpoenas for a
specific Calendar event. Subpoenas can't be entered until a Calendar event has been
entered. The contents in the Subpoena section change based on which Calendar event is
highlighted.
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Domestic Violence Tab

Basic | Defendant | Charges | Victim | Witness | Subpoena | Dom Violence | Notes | File Mgmt

Substance Abuse: Yes No Unknown Weapons: Yes No Unknown
Drugs ‘ (O] Used during Incident
Alcohol - 1% @ Found in home J . @
Children: Protection Order:
At Site of Offense - O Current - .
Living in home Ever
In Commen
Animals:
At Site of Offence
History of Complaints @®
Arrest
_) Primary Aggressor _) Wrong Party
~) Mutual Arrest ) No Arrest
Clear

The Domestic Violence tab contains fields to enter additional information relevant to
domestic violence matters.

Notes Tab

Basic | Defendant | Charges | Victim | Witness | Subpoena | Dom Violence | Notes | File Mgmt
St New
|01/22/2000 s Comespondence CORRESP 1/22/2020 44203 PM Edit
Copy To
Delete
Print
Test note. 3
Show Only Staff ¥ Date From To Filter
v A Type - Filter Type *) Title Body Both
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The Notes tab allows you to create notes on the matter. The list of notes can be sorted and
filtered using the list column headings and filter options. The notes list is managed with 5

buttons to the far right named New, Edit, Copy To, Delete, and Print. A preview of the
highlighted note displays in the gray box at the bottom.

File Management Tab

Basic | Defendant | Charges | Vietim | Witness | Subpeena | Dom Violence | Notes | File Mgt |

Create New FM File

Attach Detach Edit
File # T Title T

File Location

Date 2]
OFR

Box ‘
Retention Class.

Locator |
=) Destroy Matter

__| Destroy Destruction Dt
Description

Y A

The File Management tab has fields to enter file storage, archival, and destruction

information. There are 4 buttons at the top right named Create New FM File, Attach,
Detach, and Edit. These allow you to create a file management file (available if you have
the File Management module), and to attach or detach additional matters to this matter.
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