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Introduction

Electronic filing capabilities have been developed to support case filing for the Intermediate Court of
Appeals, the Hawai’'i Supreme Court, and District Criminal Court. The Judiciary Electronic Filing
System and Services (JEFS) will be available from the Judiciary internet and will require a registered
User ID and password.

The eFiler will navigate to the appropriate category based on the action that is being performed. This
user manual will cover the capabilities and application functionality that is associated to the following case
related activities which are performed external parties.

e Case Initiation: The eFiler will navigate to the Case Initiation application category to initiate
cases for the Hawai'i Intermediate Court of Appeals, the Hawai’i Supreme Court, or the District
Criminal Court.

e Case Update: The eFiler will navigate to the Case Inquiry/Maintenance application category to
perform case maintenance and additional processing, such as case event scheduling, docketing
and creation of correspondence or case related materials, manage case milestones or tasks, or
retrieve general case details and information.

o Make Payment: The eFiler will navigate to the Case Inquiry/Maintenance application category
to process payment or review payment history for a case.

Purpose

The purpose of this user manual is to provide the functional capabilities and steps to initiate and manage
the case related activities of the Intermediate Court of Appeals, the Hawai’i Supreme Court and for
criminal cases in the Hawai’l State District Courts.

IMPORTANT: The process steps and functional direction outlined in this manual are not intended
to override or supersede the Hawai’i Rules of Court or Hawai’i Electronic Filing and Service Rules.

Note: The Hawai’i Rules of Court and Hawai’i Electronic Filing and Service Rules can be viewed
or retrieved from

Prerequisite

The capabilities outlined in this manual presume that:

1) The eFiler has registered and received confirmation of registration and access to the Judiciary
Electronic Filing Service System (JEFS).

2) Filings to be uploaded are saved as the required .pdf file format.
At the conclusion of this user manual, the clerk will be able to:

1) Navigate and execute the necessary steps for case initiation with the Hawai'i Intermediate Court
of Appeals and/or the Hawai’i Supreme Court.
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2) Navigate and execute additional case filing for managing the case milestones and deliverables.

Process Summary

The functionality provided by the new web capabilities will support the electronic case filing for the Hawai'i
Intermediate Court of Appeals and the Hawai’i Supreme Court. This user manual will cover the web
capabilities and navigation that are associated to the following functions:

e Accessing the new JEFS application
e Filing a case
e Taking Payment

¢ Identifying or completing additional notifications and filings for the case.

Revision History

Outlines the dates in which the process or user manual has been updated. Include the Change Order or
Project Initiative (SOW) that change is associated to.

Date Reason for change(s) Author

08/2010 Version 1: Creation of the new web application and | D. Weaver
capabilities available for the Judiciary Electronic
Fiing and Service System (JEFS) resulting from the
Implementation of Appellate Project (SOW 029)

09/2010 Version 2 — Posted Sept 2010: Revisions prepared for | D. Weaver
Implementation and posting fo Judiciary Internet
and Intranet.

08/2012 Version 3 — Added Criminal Written Complaint (SOW | T. Ray
035)
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JEFS Log on

All navigation that will be performed within this user manual, and for the capabilities outlined, will require
the user to successfully log in to JEFS, the Judiciary Electronic Filing and Service System.

For new users, a User ID and Password will need to be created. This is accomplished via JEFS and the
Self-Registration navigation.

For existing users or users that have completed the self-registration steps, access will be granted based
on successful entry of a valid User ID and Password.

Please refer to the Troubleshooting section for corrective steps associated to JIMS Portal log on
or assigned privileges.

Step # Step Description Icon / Screen
1 N/A
2 N/A

Stepl: Self-Registration

The steps outlined in this section will be executed in the event that the user does not have an existing
User ID and Password for accessing the Judiciary Electronic Filing and Service System (JEFS).

Please refer to the Existing User ID section of this manual for log on steps using an existing User
ID and Password.

Step # Step Description Icon / Screen
la N/A
1b

JEFS Landing Page

Step 1a: Navigate to JEFS Logon

a) Access the Judiciary Internet at

b) Select either the eFiling navigation displayed in the left navigation menu or from the For
Attorneys navigation.
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Step 1b: Register for Access
The steps outlined below presume that the eFiler does not have an existing or valid JEFS User ID and
Password.

The user will be prevented from registering a new User ID using an existing Primary Email Address.

Please refer to the Troubleshooting section of this manual if an error message is received during
self registration.

Step # Step Description Icon / Screen
1b.i JEFS Landing Page
1b.ii Self-Registration
1b.iii Self-Registration
1b.iv Self-Registration
1b.v Self-Registration

Step 1b.ii: Select Register for Access

1. The eFiler will invoke the self-registration process by clicking on the hyperlink title Register for
Access.

Plaase fagin Gaing wour Uaar [0 and Paasword i contine.

User Il

Passwaori
Login

- Register for Access Reset my Password

2. The eFiler will be presented with the eFiling — Self Registration screen to begin data entry.
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Step 1b.ii: Enter Required Self-Registration Data

The required data will vary based on the selected Role.
1. Enter the required data fields for user self-registration.
a. The following fields are required for all self-registration Roles:
1) Last Name
2) Role
The Role will be selected from the List of Values (LOV) available.
3) Primary Email Address
4) Mailing Address
5) Date of Birth (DOB)

The required data entry format for the DOB is d-MMM-YYYY, e.g. 15-Jul-1970.

The data can be manually keyed or the date selected by invoking the =
(calendar) icon.

b. Additional fields may be required based upon Role selection, for example:

o For the Role of Attorney the self-registration will require the following additional
fields:

1) BarlID

2) Organization

e For the role of Firm Staff the self-registration will require the following additional field:

Version 3.0
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1. Organization
Step 1b.iii: Assign Organization

The Organization must be retrieved using the button and executing an Exact, Partial or

Phonetic search. If the Organization field is required, the following steps will be executed:

Asboary bl Torl ot n ond conr ooty bogpend b e Lo
Self Registration
4 JUBTIART MTOAMATIOH MAawsuint SyiTeu

Foum b SotFean an

Sowch Crbmiia

Busnesd Narre

@Pmnsuv I JPharets Geann

1. Enter the Organization or Business Name.

a. |If the user is unsure of the full or exact naming format, the Partial search option should be

used. This will allow the user to retrieve all organizations that contain the information
input, such as Smith.

| bty ot

VOO Oy el ) Heane Lty
Self Registration
Juoetimry Iwr orsan 1iom Masassvaent Bonrem

Beburniy Da¥ Eacakadin
Sewch Citeria VA
Ryrivwrs Name Smis <+
@Pmu geaxn I Proostc Soann

— N .
— Seanch Rwwss

Forave sawct £ pori 1 owe

v e fie oy fera Congarry W Selly P Powse Soerie

Worre Adesn Cey Sae Dip Cude
S0vd Bt a 220 0CHNE 1120 NN &4E 220 HONGLLLY " Q817
Smen Constrarden Coasutarts B1-16 WA AE AL IRAD " qeTeR
Srveh Conctsachen Comsutants ind La 1043 WA AVENLE $20E N0 "

08748

2. Press or select the button to execute the search.

The search results will be presented to the user. If the Organization or Business Name is retrieved, the
user will select it from the search results and assign to the User ID.

3.
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Assign . N~ .
4. Press or select the button to associate the Organization or Business Name to

the User ID.

Semch Results
Flagse seiecta party fo &

Seareh renuts fo coiteria Conpanry Nare Sodh, Partisl Nare Sewrch

Natwe Address Cay State 2ip Code
W lte NN AVE HORID| 1 -
Smim Constiucion Consulams B1-15 MAKAVAG AVE NAKEWAD Hi w768
Emni Conslrucson Consulars inc Ls 10483 NAKAWAD AVENUE #2008 MAKANAD HI w5768
Emm Marras Ronsonatis Po 171 AEleu Pl 1hes HI %753
Emin Of Mau 50 HALOLI STREET WAALAEA HI %793
Bk Semces 049 UALENA ST 1208 HONOLLLY HI 5510
B Of Maul Inc 114 MEHAN PLACE WHE| HI @753
Ernits Of Maul Inc 50 HAOLI ST WAL HI 5732

Smith Beretania Associntes
1170 NJUANL AVE 200
HONOLILU, Higég1y

— T TN

Upon successful assignment of the Organization or Business Name, the user will be redirected to the
Self-Registration screen and the Organization field will be populated.

Please refer to the Troubleshooting section of this manual if search results are not successful or
the desired Organization or Business Name is not retrieved.

Step 1b.iv: Enter Optional User Data

The user can provide additional information based on preference, such as:
1) First and/or Middle Name
2) Contact phone numbers

3) Secondary email address

Step 1b.v: Complete Self-Registration

Once all required data has been entered, the user will complete the Self-Registration process by

pressing or clicking on the button.
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A confirmation message and email will be received upon successful self-registration.

Step2: Existing User ID

The steps outlined below presume that the eFiler has an existing or valid JEFS User ID and Password.

Please refer to the Troubleshooting section of this manual if the user experiences log on issues
such as invalid or forgotten password.

Step # Step Description Icon / Screen
2a Navigate to JEFS Logon N/A
2b Enter User ID and Password JEFS Landing Page

Step 2a: Navigate to JEFS Logon

a) Access the Judiciary Internet at hitp://www.courts.state.hi.us/

b) Select the eFiling navigation displayed in the left navigation menu or from the For Attorneys
navigation.

Version 3.0
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c) Select the Judiciary Electronic Filing and Service System (JEFS) Login Page hyperlink.
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Step 2b: Enter User ID and Password
1. Enter the User ID and Password.

a. The User ID will be provided to the user via email upon successful self-registration.

b. Alternately, the user can also enter the Primary Email Address and Password to log on.

Login
2. Press the button or press the Enter key.

Upon successful log on, the user will be presented with the JEFS Home Page to being navigation and
processing as needed.

The User ID will be reflected in the upper right corner.

Yo mwiogged o e WISEA1951 Moee  Lomast

L ]

Judiciary Electronic Filing and Service System (JEFS)
Axncascy mwomi o N Srarem

N L& o
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your profile
Submt Case Filng My Case Yiew
Cooet Wrax’) inlermodate Cowt of Appmats Maiage Canes

Cam

Cruam Hana) Sapreree Court Cane

o Harwa') Criminal Wintes Comgrabnt Case
Conono Howa') Tradthc Wirnes Comprasn Cave
Sudenl Fitey on Lxivieg Came

User Administration Document ScSscnptions

Manage Wy Prosie Ceatng Sstacnipton lametes
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Case Initiation

The Judiciary Electronic Filing and Services System (JEFS) will allow the eFiler to create cases in the
categories of:

1) Hawali'i Intermediate Court of Appeals (ICA) Case
2) Hawai’i Supreme Court (SC) Case

3) Hawai’i Criminal Written Complaint Case

4) Hawai'i Traffic Written Complaint Case

The steps in this section will cover the case initiation capabilities that are provided via the Judiciary
Electronic Filing and Services System (JEFS) for these case categories.

Step # Step Description Icon / Screen
1 Submit Case Filing
2 Submit Case Filing
3 Submit Case Filing
4 Submit Case Filing

The steps outlined in this section presume that the user has successfully logged in to the Judiciary
Electronic Filing and Services System (JEFS) and is presented with the JEFS Home page and menu
navigation for Submit Case Filing.

Yo mwiogged o e WESEA1951 Momee  Lomast

]

Judiciary Electronic Filing and Service System (JEFS)
Axncasey e omsaron Neoosnos Srammm

Welcome 10 the Howa'T Stare Judiciary efectronic fMiling porral From this homegage, you can suball filings, track cases and updase

your profile
ey SUDME C230 Fikng My Case View
Cooete Wrnx’) inlermodate Cot of Appmats Maxiage Canen
Cam

Couat Hrn) Supreree Coust Cane

Coman Hurwar') Crimdnal Wintes Compmbn Case
Copann Horwa') Tradthc Wimies Compras Case
Suterl Fraey on Lxisiey Cake

User Administration Document ScSscnptions
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Step I: Hawai’i Intermediate Court of Appeals (ICA) Case Creation

Step # Step Description Icon / Screen
la Submit Case Filing
1b Case Initiation
1lc Case Initiation
1d Case Initiation
le Case Initiation
1f Case Initiation
19 Case Initiation

Step 1a: Navigate to Create Hawai'i Intermediate Court of Appeals Case

1. Select or Click on the Create Hawai’i Intermediate Court of Appeals Case navigation link
located in the Submit Case Filing menu options.

Submit Case Filing

Create Hawai't Imermediate Court of Appeals Case +
Create Hawai'lt Supreme Court Case

Submit Filing on Existing Case

The eFiler will be presented with the Create Initiation landing page. The landing page will provide the
following sections for data entry and case initiation.

1) Case Information: This section supports the data entry for the general case details such as
Case Title, Court, Location, etc.

2) Trial Court Information: This section supports the data entry for the Trial Court
Information and will be presented or populated based on the selected case type.

3) Authorizing Statute(s): This section supports the data entry for the Authorizing Statute(s)
for the case being created. The List of Values (LOV) will be populated based on the selected
case type.

4) Assign Parties: This section supports the creation and assignment of a party to the case
during initiation.

Version 3.0
19 | Aug. 8, 12



JEFS User Manual | August 12

5) Documents: This section supports the ability to attach a document(s) to the case during
initiation as well as add supporting notes.
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Each of the sections and the data entry for the Hawai’i Intermediate Court of Appeals case will be
reviewed in the steps that follow.

Step 1b: Enter General Case Information

The eFiler will begin case initiation by entering or selecting the case details within the Case Information
section.

The following fields will be auto-populated based on selection of the case category, such as Haway'i
Intermediate Court of Appeals:

1) Filing Court: This is a required field for case initiation. The field will be auto-populated
based on navigation selection from Submit Case Filing. If Hawai'i Intermediate Court of
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Appeals has been selected, the data field will be auto-populated with CA — Intermediate
Court of Appeals.

a. This field cannot be edited as denoted by the gray scale presentation. If the eFiler
has navigated to this case category in error, they must return to the Submit Case
Filing navigation menu to select a different case category option.

2) Location: This is a required field for case initiation. If Hawai’i Intermediate Court of Appeals
has been selected, the data field will be auto-populated with CA — Intermediate Court of
Appeals.

dsthciery it el

C\m— Initiatio
Jotd (cmmﬁ\- Temtn o™

Caso Mstmatim va

You are ogoed in as WENUTINS. pome Legosl

—p g bkt Cls Py -
g Lecation ' CA. i ek Cout of Aopeats -
Tt Coummgenty| =
Tral Counsgoncy Case Type

Cantsrtin |

Snoet Case T Soake I

Estonied Cate Tie

Tip: The screen name will be indicated on the top left portion of the screen.
The eFiler will begin the case initiation by executing the following steps:

1. Select the Appeals Case Type from the List of Values (LOV).

Case Type

AF‘ - Appeal
ST - Agreed Statement

a. The Case Type is a required field and based on the selected type the data entry will vary.
2. Select the Trial Court/Agency from the List of Values (LOV).
a. This field will be presented if the selected case type is Appeal.

b. If the case type being initiated is Agreed Statement, please move to step # 4 of this
section.

3. Select the Trial Court/Agency Case Type from the List of Values (LOV).
a. Thisis arequired field for initiation if the case type is Appeal.

b. If the case type being initiated is Agreed Statement, please move to step # 4 of this
section.
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Case Information

Filing Court —p Caze Type AP - Appex -

Locsdon CA-rtsrmediate Count of Appeals v
— Trial Coutisgency | NI
i Trial Corthgency Case Type
Conndenti |

Ehort Case THe Sesles
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Triad Comt dos tmation Y.
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4. Enter the Short Case Title.
a. Thisis a required field for case initiation.
5. Enter the Extended Case Title.

a. Thisis a required field for case initiation.

Confidential [~ <=
=P Short Case Title Sealed [ <=

= Extended Case Title

As appropriate, the Confidential or Sealed indicator(s) should be selected.

Note: Selection of either indicator will require the user to have appropriate security levels to view
and/or perform case update(s) activities.

Step 1c: Enter Trial Court Information
The Trial Court Information will be presented if the selected case type is Appeal.

In order to retrieve and associate the Trial Court Information, the user will execute the following steps:

s VU ComT A8m I

sl Coun hison @ 90 TrAgency Caem &

1. Select the binoculars |ﬂ icon to initiate a search for the Trial Court Judge.

a. Enter the judge information, for example First and/or Last Name.

b. As appropriate the user can select the type of search to be executed such as a Partial
search or Phonetic search.
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Ratum %2 Cass initation
Search Crfteria va
First Name

Las! Name
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Search
2. Select the button to execute the search.
Upon successful execution, the user will be presented with the search results:
i o i
Seamch Cieesia va
FrstName
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™ Partial Search |~ Phonete Search
[ Searn Qe
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3. Select the Judge by clicking on the line item.
Semrch Crteria va
Flrst Name
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Search Results va
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Sewuliteauits (or Coilerboc Last Nane My
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Assign
4. Pressthe button to populate the Judge and return to the Case Initiation screen.
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Trial Court Information

= Trial Court Judge i @

a. Alternately, if the Judge information added is not correct or needs to be changed, it can

|
be removed by pressing the — button.

Trial Court Information

Trial Court Judge

Michael Marr

6. Enter the Trial/Agency Case ID, as necessary.
a. This field will be presented if the selected case type is Appeal.

b. The Case ID must be known as there is no search capability for this data entry field.

Trialidgency Case Id 4‘.—

Step 1d: Select Authorizing Statute(s)

An Authorizing Statute(s) must be selected in order to initiate the case. The Authorizing Statute, HRS
602-57 — Court of Appeals, will be auto-populated for the case category of Hawai’i Intermediate Court
of Appeals.

Atlor 2wy SEAMAB| s} -

fathorizng Stadite v

gy HRE§ 602.57 . Couns of Appasl
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The user can select additional statutes by executing the following steps:
1. Select the additional Authorizing Statute(s) from the List of Values (LOV).

1. As available via the List of Values (LOV), the eFiler will select additional authorizing
statutes, as applicable.

i. The statutes populated in the Authorizing Statute(s) List of Values (LOV) are
based on the Trial Court/Agency that has been selected.

a. Alternately, if a statute is added in error or needs to be changed, prior to case initiation, it

Remove
can be removed by pressing the button.

Avrthorizhg Stanneds) v A

_ .g

—’ LRGSR E T R S S § 28341 - SEmployment Seturntly

HRE§ 80247 - Courts of Appex

Authorizing Statute(s)

Autharizing Statute | i | @

HRS § 602-57 - Courts of Appeal

= HRS & 383-41 - Employrment Security —

Step 1le: Assign Parties
The user must associate all parties associated to the appeal, such as the appellant, appellee, attorney
and/or designated legal representation, etc.

For cases that involve a Hawai'i State Department or Agency, the existing system Party ID’s should be
utilized. Please refer to the Appendix section of this user manual for the list of Hawai’i State Department
and Agency Party ID’s.

The assigned parties will be used in future steps and activities such as retrieval of existing case,
notification of case filings and data population of court generated correspondence.

Note: If the parties, attorney or legal representation, etc have not been assigned or designated on the
case, notifications and access for required electronic filings will be impacted.

For purposes of this manual, both options for retrieval or creation of a party for assignment are outlined.
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Step # Step Description Icon / Screen
le.i Parties Tab
le.ii Parties Tab

Step le.i: Retrieve and Assign Existing Party

This step will be used for all assignments or designation of the Hawai'i State Department and/or
Agencies.

Please refer to the Appendix section of this user manual for the list of Hawai’i State Department
and Agency Party ID’s.

The user will assign existing parties to the case by executing the following steps:

Note: The process steps outlined presume that the party being assigned exists in JIMS. If the
party is not retrieved via the search steps, the eFiler may create a new Party ID. Please refer to
Step le.ii for the detailed steps of creating a new party.

1. Pressthe button to initiate the search capabilities.

= Pty nformatian i

A all partien

= I

2. Select the Party Type to be retrieved or search.
3. Enter the party information, such as First and Last Name or Organization/Business Name.

a. As appropriate the user can select the type of search to be executed such as a Partial
search or Phonetic search.

Aticary bt eroet You ate logoed 1 e WILLTORE.  flame  Loasis

=) Case initiation
4 JUDICWARY B CRMATION MAnAOEMEanT SvaTim

=P & Seaes O Amg  BanmieCeog iniadin
Search Cineia

- PuNT0 % Pesan O Busness

—p E i T T3 O
i Lot BT ExD
@r-mx nu—n@mn—:.— Bearch Qgangston

— EIIN

4. Press the button to execute the search.
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" Lastriame Mouse Ba D
7 Patst Search [ Phoneti Search Qrgantzation
| Search [l Rosst |
Search Results vé
Elagas saiact o pavty 40 594
Som el resums for arieria Lot Naoe. Mowne, Firat Name: Mickey
None Tiid Agency Rebe Pany I 008 Organization
Mk NN Mouss @1o76520
Mickay Mouse GroTe187
MEksy Mousa @1o76205
Mickey Mouse @1076306
Mitkey Mouse @10762a3
Mt ki Mouss Q1075460
Micksy Mouse @1078326
Micksy Mouse Q1076137
| Retun |

The search results will be presented to the user for review and selection. If the Party ID is not located, it
will need to be created.

Please refer to Step le.ii for the detailed steps of creating a party.
5. Select the appropriate Party by clicking on the line item.
6. Select the Role, from the List of Values (LOV), that is associated to the party on this case.

a. Thisis arequired field for assignment of a party and case initiation.

Search yowis Mo critaria Lst Nare Mouse Frat Nere: Mciey

Natne Trial Agemcy Fole Paty D o Qv gandzation
= ke NMN Wouse
Maagy Mouse @1076187
Mchay Mouse @1076295
Moy Mouse anosans
MOkiy Mouss @0T6233
Mooy Mouse @1075483
Mcioy Mouze 1076335
Mckey Mouse ey
— Pary Rite Appébes v
Trial Cas= Role -
oy MIAN W omgee
Allorney For
™ Jureredle

— BN 2N
T

7. As appropriate, the eFiler can assign the additional details to the party:

e Trial Case Role: This can be selected prior to assigning the party or after the party is
assigned. The user will select the appropriate role from the List of Values (LOV).

e Attorney For: This can be selected prior to assigning the party. The user will select the
appropriate party/role from the List of Values (LOV).
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Juvenile: This can be selected prior to assigning the party. The user will populate the check
box as needed.

Assign .
8. Press the button to associate the party to the case.

The eFiler will receive a confirmation message upon successful assignment of the party.

Note: The assignment of the party is contingent upon successful creation of the case.

@- » Buccessfully added Mickey MMN Mouse 1o e case a5 Appeles. e

Note: The eFiler can continue to add additional (existing) parties from this screen by repeating
steps 2 — 7 or by referring to section 1e.ii for creation of a new party.

9. Once all parties have been associated to the case, the eFiler will select the

Return to Case Initiation . Retumn
hyperlink or press the button.

The parties that have been successfully associated will be displayed:

Party Information

Add all parties

Appellee Mickey NMN Mouse
Edit][Femove

Other Jane Jane Doe
Edit][ Remove

The user will be able to Edit or Remove the party as necessary for case initiation.

10. In Edit mode, the user can update the Party Role and/or the Trial Case Role of the party
selected.

a. If modified, the changes will be saved by pressing the button.

b. If no change is made, press the e button.
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Party Information

Adtd alf parties

Appellee Mickey NMHN Mouse
Edit][ Remove
Other Jane Jane Doe

Edit][ Remove

— Mickey NMN Mouse | Appellee ~| I

11. To remove the party from the case, the user will select the Remove hyperlink.

Step le.ii: Create and Assign New Party

If the case party is not found or retrieved, the user may create a new party and assign to the case by
executing the following steps:

Note: The process steps outlined presume that the user has confirmed that the party does not
exist in JIMS. If the eFiler has not attempted to locate the existing party, this should be done prior
to creating a new party. Please refer to Step le.i for the detailed steps of locating an existing
party.

1. Pressthe button to initiate the party search or creation capabilities.

e Tty b ormation ¥ i

Al gl parties

- I

2. Select the Add radio button to begin party creation.

R
T Bearch * Add  Behanio Caselnsation

—> Add Parties and Atoimeys va
PamyTyne & Person Bushess
First Nama Party Rols v
Midae Name Trial Cose Role v
Last Name Agorsy For
Date of Birth ™ asenie
Mallng Addiess
City State ¥ 2p
Emm

3. Populate the Party Type radio button for the party to be created, Person or Company.
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4. Enter the Party Name.
a. The Party Name can be a Person Name, First and Last Name or Business Name.
5. Enter the Party Address.

a. If Person party type has been selected, the Address Type will default to Mailing. As
necessary, the eFiler can select the address type that is being created.

b. If Company party type has been selected, the Address Type will default to Business.
As necessary, the eFiler can select the address type that is being created.

6. Select the Party Role from the List of Values (LOV).
a. As necessary, the user will select the Trial Case Role and Attorney For.

7. As available or as necessary, additional party information can be defined, such as Date of Birth
(DOB), Email Address and/or Phone Numbers.

8. Press the g button to create the new party and assign to the case.

The eFiler will receive a confirmation message with the new Party ID upon successful creation.

!_? » Successiully crealed party @1 0THASS and added 10 the case & Cross Appelant

Note: The assignment of the party is contingent upon successful creation of the case; however,
the party will be available in JIMS immediately.

The eFiler may create any additional parties by repeating steps 1 — 8 above.

9. To remove the party from the case, the user will select the Remove hyperlink.

Party Infermation

Acted all parties

Cross Appellamt Ron Weasley
) 1010 Riikoi
Edit][R
LEdtI[Removel |\ i, HI 69815
Appelles Mickey NMN Mouse
Edit [[Remaove |
Cther Jane Jane Doe

Edit [ Femaove |
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Step 1f: Attach Documents

The user must attach or upload at least one (1) document in order to initiate the appeals case. Only .pdf
files are accepted for this capability.

Dot s W aimanon e

CocarantCateyos [ Dotumant Type* v
n Respanse To w  Nane - Fling Fay® None v
Atach Docuveant [ Bowse.

The eFiler will upload a document(s) to the case by executing the following steps:
1. Select the Document Category from the List of Values (LOV).
a. Thisis arequired field for uploading the document and case initiation.

b. The Document Category value will be utilized to present appropriate data values within
the Document Type List of Values (LOV).

Documents Information

Opdy POF files may be spbioited. Check the “sealed” box only JFthe case 15 8 pubiie case ahd

1. the court has granted yvour motion to seal the document, or
2. the document is one that may be submitted under seal without an order of the court

= Document Category® v

' In Response To v Application

Aftach Document [Elrief Browse .

Camplaint
Case Records
femuaorandurm
hation
Miscellaneous
Motice

Qrder
Respanse
Statements

T

2. Select the Document Type from the List of Values (LOV).

Motes

a. Thisis a required field for uploading the document and case initiation.

b. The values presented within the Document Type List of Values (LOV) are based on the
Document Category that has been selected, such as Application.
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Dotument Category® - Application v - - g Dorurnant Typa*
nResponse To ;% { None ~. Fiing Party” Appa caton for Vil of Caionan
Atach Documend [ Brawss Apgdcaton for Teansfar

3. Select the Filing Party from the List of Values (LOV).
a. Thisis a required field for uploading the document and case initiation.

b. The values presented within the Filing Party List of Values (LOV) are based on the
Parties assigned to the case. If the appropriate party is not shown, it will need to be
assigned. Please refer to the Assign Parties (1d) section of this manual for the detailed
steps.

Document Type® | Application for Wit of Ceriorari w

= Filing Party* | None v

Cross Appellant-Ron Weasley
Appellee-wickey MMM Mouse
Other-Jane Jane Doe

4. Upload File by selecting the button and locating the saved file.

Tip: Only PDF files (*.pdf) may be uploaded.

Once the document is uploaded, it will be reflected in the associated document section:

5. The eFiler may add Notes in reference to the uploaded document prior to completing the upload.

a. The Notes field is a free format field.

6. Press the button to complete the document upload and adding the note.

Once the document is uploaded, it will be reflected in the associated document section:
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Dacumnens W otmation =
DUy FOF 005 vy D satoiftar. Chagt the “sagfe™ Dax Ovdy ¥ TN (52 15 7 It case ad
e COWE AGS anind pow Mb00 o 23T A 4oTMERS OT

e FOTRIR (5 080 I tVay Be Satiniind snder seas mittowt 2v ovoler of thw cowrt

Documeant Categony* v Documeant Type* -
In Response Yo ¥ HNone - Filng Parly™  Nooe v
Agach Documant ( Browss,_
Noges

w— | - Application for Wit of Certioran DU Test 5N 1DTC-09-074458 pdl ¥ [ead Dotumsnt | Seal &

a. Alternately, if the uploaded document is not correct, it can be removed pressing the @
(remove) icon.

As needed, the user can upload additional documents by repeating steps 1 — 6 above.

Step 1g: Submit Case

Once the required case data elements have been entered, the user will execute the following step to
complete case initiation:

1. Pressthe button to complete case initiation.

a. If no errors are encountered, the case will be created and a confirmation message
received, along with the Case ID.

f& )\ Case Initiation
\ g SIBATIARY AT DEMATION MANAOTMENT SYSTEN

TOUT CUECDENE RN WS SULCO BRI SUDMIEGd. 10U CON IRk 1 otalls of the oF dng usng Catze © CAAP 10 G000E32. Prase moniar vaur sl o045 0000« 2000 o ne
Mpainy T caie
Case 1D CANF 10 000302
T Samphs Agpaads Cannet
1ong Durte | Tanse THUREDAY, JULY 29 01082 52 00 MW
Type of Flng Ao posl
Load Decrrmst
Supponting Dacimsentis) DU Tost H 1DTCA0.07 4358 pat

The SATMDg Daties Tead 10 be comwerton sy samed

J31e Jare Doe
Ran'weasisy
Mhny NN NOuse

Mifichwy Mome Pagge  wConet Nk ol By sel Service Sywamm Froaqueny Askodl Guestisrs  Tromesgy DA Disaldity Arcemmrdaime (oo dmaror

Note: If the required fields have not been populated, the eFiler will be prevented from creating
the case. Please refer the Helpful Hints and FAQ’s section of this manual for the detailed step for
printing from the Printable View hyperlink.
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b. If the case filing requires payment of fees, the user will be presented with the payment
options as part of the case creation confirmation message.

Case Initiation
JUOCIART [8F 0RMATION MAMASCMENT Sv3TEM

Prrdstin Vaw

. YOur 00ctianit FROQ wars SECOrosttly submiRed Y20 Can Ttk o ctatie 2(he aFempusieg Caae D CANP 1 B 00Z0G5 1 P add md ofor your omad 1o aictondh nadseasens
16QanDisy T caie
Came 10 CANPA S 000081
To Mouse v Dk
Fonrg Done | Thwe TUEEDAY ALSIUBT ), 201 2ABADCS2 P
o of Filg Apor i
Loaa Dacionein
Seppearting DoCimiendie) CCASRES v Mess e pal

Tra f2hewang patidh need 13 be Cormrbonaly servwd

MK NN N
Oonakd Cuce
Thos Bhag sae ncues 3 fye of 317540 muﬂwnnu@ * ‘
T TR
ARBcary Hearie P wCatt Bibia  wfilng) atid Servicon Setinn  Drogtaaty Ashad Ossesiioms  Tianen) AL Dnsamiity Accmtimmerbmuns ©oardaistan s

Please refer to the Take Payment section of this manual for the detailed step to complete
payment of the case filing fees.
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Step 2: Hawai’i Supreme Court (SC) Case Creation

Step # Step Description Icon / Screen
2a Submit Case Filing
2b Case Initiation
2c Case Initiation
2d Case Initiation
2e Case Initiation
2f Case Initiation
29 Case Initiation

Step 2a: Navigate to Create Hawai'i Supreme Court Case

1. Select or Click on the Create Hawai’i Supreme Court Case navigation link located in the
Submit Case Filing menu options.

Submit Case Filing

Create Hawai't Imermediate Court of Appeals Case
Create Hawai't Supreme Court Case ..1_

Sulymit Filing on Existing Case

The user will be presented with the Create Initiation landing page. The landing page will provide the
following sections for data entry and case initiation.

1) Case Information: This section supports the data entry for the general case details such as
Case Title, Court, Location, etc.

2) Trial Court Information: This section supports the data entry for the Trial Court
Information and will be presented or populated based on the selected case type.

3) Authorizing Statute(s): This section supports the data entry for the Authorizing Statute(s)
for the case being created. The List of Values (LOV) will be populated based on the selected
case type.

4) Assign Parties: This section supports the creation and assignment of a party to the case
during initiation.
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5) Documents: This section supports the ability to attach a document(s) to the case during
initiation as well as add supporting notes.

Maciary nwinet Yol e Qe i s WEBU s e Looeut

N\ Case Initiation
0 W J000RAY WCRMATION MassicuenT BrsTin

— Case Wlamation
i — Cann Typs &
Loraton 5 - Suprems Caurt -
Trial Courtgercy . ¥
Trisl Counagercy Caes Type

ICA Case © Canpoartes I~

Bfos Cose Tl Seolot [

Exon008 Cade Tt

_— Trtal Comt Wdonimation
Thsl Count Judge asu Taslwgonry Caae

> Bamhoctzing Statieeish

Sasnarung Sk e

- Fary atarmation

A& A pavves

—p et A0

Oudy PO A ovay & satalited Chesd e "o ber & XM crm g ity cem
10 £80Y Avs Qrnine paor wabice 3 sna) e Aec it o
10 fctmnyd # Gme Ml buy B AAbmng sash 3od! wiEhael on 2Aak &N CTAA
Document Caogery - Do cormmant Typa™ -
infleipocss To w | Nars - fing Pan® None -
Ataen Qocumont | Browes. |
—p N

Paboiory aies Page  sCommt R0hua  whibieg ool Servton Syntwms  Franpunity Aok Utieations  Drsedeg)  ADA Diastaity Accernmmsdations Com et s

Each of the sections and the data entry for the Hawai’i Supreme Court case will be reviewed in the
steps that follow.

Step 2b: Enter General Case Information

The user will begin case initiation by entering or selecting the case details within the Case Information
section.

The following fields will be auto-populated based on selection of the case category, such as Hawai’i
Supreme Court:
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1) Filing Court: This is a required field for case initiation. The field will be auto-populated
based on navigation selection from Submit Case Filing. If Hawai’i Supreme Court has
been selected, the data field will be auto-populated with SC — Supreme Court.

a. This field cannot be edited as denoted by the gray scale presentation. If the eFiler has
navigated to this case category in error, they must return to the Submit Case Filing
navigation menu to select a different case category option.

2) Location: This is a required field for case initiation. If Hawai’i Supreme Court has been
selected, the data field will be auto-populated with SC — Supreme Court.

Youere logped i s WENUTORE. (g  Lagosd

J MLl TR BERETION Masa G b T Evit bt

Cane bed oo tiuiot

— Fing Cost
= Lacsbion | S - Sugrems Cout -

Cana Type -

Trisl Courthgensy| »

Tl Countigenty Case Type
ICACyee D Contdertsd |
Shan Case Tele

Seand |

Edended Case Tk

Tip: The screen name will be indicated on the top left portion of the screen.
The eFiler will begin the case initiation by executing the following steps:

1. Select the Supreme Court Case Type from the List of Values (LOV).

—P Case Type

AD - Attorney Discipline

AP - Application for Transfer

BA - Appn for Admission to the Bar
Cil - Cedified Guestion

EC - Election Contest
Confidential [FD - Judicial Financial Disclosure
JO - Judicial Discipline

Segled |MF - Miscellaneous Filings

QT - Other

FR - Petition to RsgniSurr Lawy Lic
P - Petition for Wit

R - Reserved Qllestion

RLU - Rule

WG - Appln for Wit of Ceriorari

b ™
a. The Case Type is a required field and based on the selected type the data entry will vary.

Based on the selection of the Supreme Court Case Type, the user will be presented with the required or
optional fields for entry. In some case types, the data will be defaulted to the only available option. For
purposes of this manual, all fields that can be presented to the eFiler will be outlined.
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Tip: Fields that are not required or that do not allow entry will be grayed out or not presented to
the eFiler.

2. Select the Court/Agency from the List of Values (LOV).

a. Based on the select case type this field may be referred to as Trial Court/Agency,
Federal Court/Agency or Court/Agency.

b. This field will not be displayed for all case types.
3. Select the Court/Agency Case Type from the List of Values (LOV).

a. Based on the select case type this field may be referred to as Trial Court/Agency Case
Type, Federal Court/Agency Case Type or Court/Agency Case Type.

b. This field will not be displayed for all case types.

Case hitotmation va

Foing Count — Case Type CO- Cenfied Qusstion v
Lozaten | SC - Supreme Court v
—> Federal Courtgency ~
w— £ oderal Coungency Case Type
ICA Case D Confaantiad |

Shott Case Tite Sewed

Exenged Case Tite

4, Enter or Retrieve the ICA Case ID.

a. This field will be presented based on selection of case type, such as AP — Application
for Transfer.

b. If known and/or provided, the ICA Case ID may be entered directly into the data field.

c. Ifthe ICA Case ID is not known, it can be retrieved by pressing the
button and executing the search based on the case information that is available.

Tip: The user should enter as much detail as known about the case.
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Eeum Caze viabeo
Swatch Cimesia va
CaselD Coun
~P PayTwe # Poeson  Busiess Locofion | CA« ntermediate Court of Appoala
P FirsiName Ron Cazalype v ¢—
— Las] Mame Wedsley nclude Cloand Cysns
hanatic Search
=
— SrmchHeafls va
Piease seinct g camn
Casa D Case Tile mitason Dine Case Type
CAAP-15-0000R07 gample Appesls Case ! 20002010 Appasl
CAAP-10-000000 fampie Appeals Case for Deers 2602000 Aopaw
CAAP- 10000082 POTTER v MALFOY, et 3| 11-MAY-2000 Anpew

d. Select the appropriate case from the Search Results.

Cass 1D Carte Tl Wititien Date Case Type
—fp  CAAP T DO00E0D Earrple Aopeals Caza 1 2 Julanin Apposl
CAAP-10-000060] Barple Appaals Cage tur Deleds eJUL-2010 Appes
CAAP-10.0000083 POTTER v. MALFOY, st al TLMAY-2010 Appead
CAAP-10-0000084 POTTER v. WERSLEY TE-MAY-2000 Appes
CAAP-10-D000085 MICKEY NOUSE COMPANY v WEASLEY 11-MAY. 2000 Appest
CAAP-10-0000235 WEASLEYy TESTER 1SMAY-2000 Appest

G Coses Tound, Uuplngng 6 oass) Dom 106 Pege 102

P Cane Details va
Cae Sealed
Case Title
Coun i Case Ty
Lecalion Case Stmin
ol Fing Dato

— ETE TN

i. The Case Details will be populated based on the selected case.

ii. The user can navigate through the cases to view Case Details as needed.

e. Pressthe button in order to return to the Case Initiation screen and

populate the ICA Case ID field.
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Case bformation
Fiing Coun Cose Type
Location SC- Supreme Court v
CoutiAgency

Counigency Case Tye
— (CACa5E D o Find Coss Confgental [
g Shutt Case Tille Sample Appeals Case | Sealed I

Swaple Bwwnii Intermedinte Couct of Agpeals Csen |

P Edended Caze Title

i. Upon successful entry the following case fields will be auto-populated based on
the details of the ICA Case:

e |CACaselD
e Short Case Title
¢ Extended Case Title
e Court Agency
e Authorizing Statute(s)
e Assigned Parties
5. Enter the Short Case Title.
a. Thisis arequired field for case initiation.
b. This field will be auto-populated if an ICA Case ID has been associated to the case.
6. Enter the Extended Case Title.
a. Thisis a required field for case initiation.
b. This field will be auto-populated if an ICA Case ID has been associated to the case.

Confidential [~ <=
—P» Short Case Title Sealed [ =

—» Extended Case Title

As appropriate, the Confidential or Sealed indicator(s) should be selected.

Note: Selection of either indicator will require the user to have appropriate security levels to view
and/or perform case update(s) activities.

Step 2c: Enter Court Information

The Court Information will be presented based on the selected case type and may be referred to as
Trial Court Information, Federal Court Information or Court Information.

Version 3.0
40 | Aug. 8, 12



JEFS User Manual | August 12

In order to retrieve and associate the Court Information, the user will execute the following steps:

e THLS COMT A ‘ va

Trisd Coun uspe @Q v TrsMgen oy Caee &

1. Select the binoculars icon to initiate a search for the Court Judge.

a. Enter the judge information, for example First and/or Last Name.

b. As appropriate the user can select the type of search to be executed such as a Partial
search or Phonetic search.

Batum ¥ Cass initation
Search Crfteria v
First Name

Las! Name

" Patini Bearch | Phonetic Eearch

— EEH KN

KN
2. Select the button to execute the search.
Upon successful execution, the user will be presented with the search results:
Rpanto C a2 Indiaton
Saach Crzesia va
FrstName
— Last Nama Mat
™ Pamtial Search |~ Phonete Search
| Sean Qo
Search Hesuks va
Pledse seist & pavly tv e
Search rewults for crftorss: Laet Nowre Mt
LT Trial &gency Role Pty I vos Orgatzition
Mohast Mar Judge JMMERR S0 of Hawail
[ Rotm |

3. Select the Judge by clicking on the line item.
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Seach Criteria va
First Name

g LastName Marr

I Parttial Searth [~ Phooatic Seacch

[ Foest |
Search Results va
Floans select & pavty 19 ad
Sewel tesults (o criteria Last Nane Mar
Name Trial Agency Robe Paty 10 boe Otgantzation

— Ml M IMWARR 1015 51 Hiwa)

Assi
4. Press the button to populate the Judge and return to the Case Initiation screen.

Trial Court Information

= Trial Court Judge Michael barr i 9

a. Alternately, if the user does not wish to assign a Judge after it has been selected, it can
be (Removed) @.

Upon execution of the (Add) @‘ the Judge information will be displayed.

Trial Court Information

Trial Court Judge 2 @0

Michael Marr

b. Alternately, if the Judge information added is not correct or needs to be changed, it can

.
be removed by pressing the = button

6. Enter the Trial/Agency Case ID, as necessary.
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a. This field will be presented if the selected case type is Appeal.

b. The Case ID must be known as there is no search capability for this data entry field.

Trialidgency Case d 4‘.—

Step 2d: Select Authorizing Statute(s)

An Authorizing Statute(s) must be selected in order to initiate the case. The Authorizing Statute(s)
may be auto-populated based on the selected case type or by association of an ICA Case ID.

ARhorizng Stateis)

— Al SRR v 9

HRE § $02-5000(2) - Courts of Appeal
MRS & $02-57 - Couns of Aspasl

HRE § 379-38 - Ertghoyman| Practices

As appropriate, an Authorizing Statute of Other- Other may be added by executing the following steps:
1. Select the additional Authorizing Statute(s) from the List of Values (LOV).

a. As available via the List of Values (LOV), the eFiler will select additional authorizing
statutes, as applicable.

Aumhiorizimg Stante(s)

= Autnorzing Statte e

LALIAZE. 1 —
HRS § 602-5(3)(2) - Courts of Appeal

a. Alternately, if a statute is added in error or needs to be changed, prior to case initiation, it

Remove
can be removed by pressing the button.

Awthorizing Statute(s)
Authorizing Statute |ZERTE v |

HRES & B02-5(a){2 - Courts of Appeal
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Authorizing Statute(s)

Authorizing Statute | 3 i

HRS & B02-A(a)(2) - Courts of Appeal

—Jp Other- Other —

Step 2e: Assign Parties

The user must associate at least one (1) party in order to initiate the appeals case. An existing party can
be retrieved from the system and assigned to the case or a party can be created in the system and
assigned to the case.

The assigned parties will be used in future steps and activities such as retrieval of existing case and
managing milestones. For this reason it is recommended that the attorney or party that is being
represented be added to the case during initiation, at minimum.

For purposes of this manual, both options for retrieval or creation of a party for assignment are outlined.

Step # Step Description Icon / Screen
2e.i Parties Tab
2e.ii Parties Tab

Step 2e.i: Retrieve and Assign Existing Party

The user will assign existing parties to the case by executing the following steps:

Note: The process steps outlined presume that the party being assigned exists in JIMS. If the
party is not retrieved via the search steps, the eFiler may create a new Party ID. Please refer to
Step 2e.ii for the detailed steps of creating a new party.

1. Pressthe button to initiate the search capabilities.

e Dty W mation ¥ i
A il parhias
= N
2. Select the Party Type to be retrieved or search.
3. Enter the party information, such as First and Last Name or Organization/Business Name.

a. As appropriate the user can select the type of search to be executed such as a Partial search
or Phonetic search.
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Aticary il eroet
=\ Case Initiation
4 JUNCARY I ORMATION MAnsGbmenT Svatem

=P & teares C am  BoumieCesq inmadio
Search Cietla
— PUNTE0 % pesan © BDusness

— E it T (=17 ]

e |2t By Ex D

@r-ml nomr@mu—n Brarcty Qrganeason
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4, Press the button to execute the search.
Lasthame Mouse Ba D
[ Patsd Search [ Phonetic Sesareh Organtzation
| Seanh [ Rost |
Search Results va
Elagss sesact § paviy o 599,
Seameli resams for atheria Lost Naoe. Mowne, Firat Name Mickey
None Tk Agenicy Rede Pany I o8 Organization
Mikzy NMN Mouse a@ores2o
Mizhksy Mouse GroTe1er
Mizksy Mousa @ro76205
Mickay Mouse @1076306
Mitksy Mouse @1076293
M hey Mouse @1075460
Micksy Mouse @1078326
Micksy Mouse Q1076137

The search results will be presented to the user for review and selection. If the Party ID is not located, it

will need to be created.

Please refer to Step 2e.ii for the detailed steps of creating a party.

5. Select the appropriate Party by clicking on the line item.

6. Select the Role, from the List of Values (LOV), that is associated to the party on this case.

a. Thisis arequired field for assignment of a party and case initiation.
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Sesrchrowuie Mo crtaria Lt Nare Mouse Frat Ners Mciey

Natne Trial Agemcy Role Paty D vose Qv gandzation
—
Mgy Mouse @107s187
Mchay Mouse 21076295
Moy Mouse anusane
Moy Mouse @1076233
Mooy Mouse @1075488
Mcioy Mouze 1076335
Mcaey Mouse aorer sy
— Py Rite Appales v
Mickey MV Meuse Trial Case Rolo v
Atorney For
™ Jurerde
— N ETE
T
7. As appropriate, the eFiler can assign the additional details to the party:

e Trial Case Role: This can be selected prior to assigning the party or after the party is
assigned. The user will select the appropriate role from the List of Values (LOV).

e Attorney For: This can be selected prior to assigning the party. The user will select the
appropriate party/role from the List of Values (LOV).

e Juvenile: This can be selected prior to assigning the party. The user will populate the check
box as needed.

8. Press the g button to associate the party to the case.

Note: The assignment of the party is contingent upon successful creation of the case.

@- » Buccessfully added Mickey MMN Mouse 1o Tie case a5 Appeles. e

Note: The eFiler can continue to add additional (existing) parties from this screen by repeating
steps 2 — 8 or by referring to section 2e.ii for creation of a new party.

9. Once all parties have been associated to the case, the eFiler will select the

Return to Case Initiation . Retumn
hyperlink or press the button.

The parties that have been successfully associated will be displayed:
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Party Information

Aedet alf parties

Appellee Mickey NN Mouse
[Edit] [ Remowe

Other Jane Jane Doe
[LEdit] [ Remowe

The user will be able to Edit or Remove the party as necessary for case initiation.

10. In Edit mode, the user can update the Party Role and/or the Trial Case Role of the party
selected.

a. If modified, the changes will be saved by pressing the button.

b. If no change is made, press the button.

Party Information

Add aif parties

Appellee Mickey NMN Mouse
[Edit][Rernave |

Other Jane Jane Doe
[Edit][ Remave

v

— Mickey NMN Mouse | Appelles v I

11. To remove the party from the case, the user will select the Remove hyperlink.

Step 2e.ii: Create and Assign New Party

If the case party is not found or retrieved, the user may create a new party and assign to the case by
executing the following steps:

Note: The process steps outlined presume that the user has confirmed that the party does not

exist in JIMS. If the eFiler has not attempted to locate the existing party, this should be done prior

to creating a new party. Please refer to Step 2e.i for the detailed steps of locating an existing
party.

1. Pressthe button to initiate the party search or creation capabilities.
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= Party b ormation ¥

S a il g
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2. Select the Add radio button to begin party creation.

© Bearch * Add  Behanio Caselnsation

—> Add Parties and Atoimeys va
Pafty Type * Perzon Busress
First Nama Paty Role v
Midde Name Trigl Cose Role v
Last Name Agormey For
Date of Birth ™ axenie
Mallng Addiess
City State ¥ 2p
Ermml
[ Feset |
| Roium
3. Populate the Party Type radio button for the party to be created, Person or Company.

4. Enter the Party Name.
a. The Party Name can be a Person Name, First and Last Name or Business Name.
5. Enter the Party Address.

a. If Person party type has been selected, the Address Type will default to Mailing. As
necessary, the eFiler can select the address type that is being created.

b. If Company party type has been selected, the Address Type will default to Business.
As necessary, the eFiler can select the address type that is being created.

6. Select the Party Role from the List of Values (LOV).

a. As necessary, the user will select the Trial Case Role and Attorney For.

™~

As available or as necessary, additional party information can be defined, such as Date of Birth
(DOB), Email Address and/or Phone Numbers.

8. Press the g button to create the new party and assign to the case.

The eFiler will receive a confirmation message with the new Party ID upon successful creation.

‘ @ & Successiily craaled pay @1 076088 and sdded 10 |e case a8 Pelilioner
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Note: The assignment of the party is contingent upon successful creation of the case; however,
the party will be available in JIMS immediately.

The eFiler may create any additional parties by repeating steps 1 — 8 above.

9. To remove the party from the case, the user will select the Remove hyperlink.
Party Information

Add gii parties

Cross Appellamt Ron Weasley

. 1010 Piikoi
LEditI[Removel |\ o, HI 69816

Appelles Mickey NMN Mouse
[Edit][Femave]

Other Jane Jane Doe
LEdit ] [Remove ]

Step 2f: Attach Documents

The user must attach or upload at least one (1) document in order to initiate the appeals case. Only .pdf
files are accepted for this capability.

Dot s ot imanion v .
" o
' O ST S orendnT YOt St D aeay e apcilowet v
EeCiume 2 0ae 2AaE sy Br Salvedlined e Srd) adtast o4 Ander Af [te Cut
Dacumant Category' | Documant Type® ¥
n Respanse To w Nane - Filng arty"  Nane -
Attach Docurvent

The eFiler will upload a document(s) to the case by executing the following steps:
1. Select the Document Category from the List of Values (LOV).
a. Thisis arequired field for uploading the document and case initiation.

b. The Document Category value will be utilized to present appropriate data values within
the Document Type List of Values (LOV).
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Documents Information

Opdy POF files may be submitted. Check the “sealed” box oply i the case Js 2 pubiic case and

1. the court has granted vour motion to seal the document, ar
2. the document is ohe that may be sabmitted uhder seal without an order of the court

= Document Categon® ~

| In Response To v| Briaf

Attach Document [Cnmplaint Browse. .

Case Recaords
Memarandutm
M ation
Miscellaneous
M otice

Qrder
Guestion
Fesponse

T

2. Select the Document Type from the List of Values (LOV).

MHotes

a. Thisis arequired field for uploading the document and case initiation.

b. The values presented within the Document Type List of Values (LOV) are based on the
Document Category that has been selected, such as Application.

Oocument Categary® | Srief 4 — Cacument Type® v

nResponse To ¥ Nore v Filing Pary®

Attach Document | Bromwes..

Answeting Brief

Amendad Opaning Brief

Amenced Reph Briet

Amendad Supplementa Bred

Brief of A s Cunas

Opaning Bried

Resporse 1o Briel of Amicus Cu

Reply Brief

Supplemental Angwerning Bret

Supplemental Amicus Cunae Bn
Supplemerdal Bried

“ m Supplemental Opering Beief

L Bupplemerdal Reply Brief

Notes

3. Select the Filing Party from the List of Values (LOV).
a. Thisis arequired field for uploading the document and case initiation.

b. The values presented within the Filing Party List of Values (LOV) are based on the
Parties assigned to the case. If the appropriate party is not shown, it will need to be
assigned. Please refer to the Assign Parties (1d) section of this manual for the detailed
steps.
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Document Catagory® Bnaf v Documant Type® | Opening Sraf -

In Response To ¥ Nooe v — Fiing Pary” [ L e ]
Allath Docymant

[ Bromee_ |

4. Upload File by selecting the button and locating the saved file.

Tip: Only PDF files (*.pdf) may be uploaded.

Once the document is uploaded, it will be reflected in the associated document section:

5. The eFiler may add Notes in reference to the uploaded document prior to completing the upload.

c. The Notes field is a free format field.

6. Press the button to complete the document upload and adding the note.

Once the document is uploaded, it will be reflected in the associated document section:

Dacumnenns W omation va
Oy FOF (005 gy e satoutng Chact the “salfen™ Dax avy XIS (258 18 7 100 Case o
e oMWY 1S3 Varind pow Mobo0 1o sear B document 5
e FOTIe (D 0ae 10T ey D satioeiind ander seas mittout 2 ovdler of tiv conrt
Dacumeant Cateoory* v Documant Typse* -
In Response Yo ¥ None - Filng Pacly™  Nooe N
Atach Documant [ Browse_ |
Nokes
w—p | - Application for Wt of Cetioran DU Test SN ADTC-08-0744588 pdl ¥ [ead Dotumsnt | Seal &

a. Alternately, if the uploaded document is not correct, it can be removed pressing the 2
(remove) icon.

7. If appropriate the user will select the Lead Document or Seal checkbox.

As needed, the user can upload additional documents by repeating steps 1 — 7 above.

Step 2g: Submit Case

Once the required case data elements have been entered, the user will execute the following step to
complete case initiation:

1. Pressthe button to complete case initiation.
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a. If no errors are encountered, the case will be created and a confirmation message
received, along with the Case ID.

N :
4 Case Initiation
WS UBATIARY AT DEMATION MANAOTMENT SY5TEM

0T GUECDRNE TR was SUCOSAAE I SUDMEEd. 10U CON IRCK N0 oAl of the oF dng ushg Case © CAWP 0 G000E3 2. Prase mondar yaur Bl 10025 0000 £ 20000 i
Mpany T caie
Case 1D CANF 100000302
b Samgphe Agpaiads Canet
Pwrg Do | Tanse THUREDAY, JULY 29, J010 82 52 08 PM
Ty of Py Agpa sl
Load Decwnmst
Stpponting Dacomsenmis) DU Tost S 1DTCA0.07 4358 pat

The £zmng pythes raad ¥ be comwerton sy sanved
Jxe Jare Doe

Ran'Weasisy
ek NN Moo

Midichay Mome Pagge  wiomnt Kb iy sl Sorvice Sywiarm oy Askodl Gusstisns  Tramesgy  NDR Tinabdiny Srcemmeraiume Coosdmaron

Note: If the required fields have not been populated, the eFiler will be prevented from creating
the case. Please refer the Helpful Hints and FAQ’s section of this manual for the detailed step for
printing from the Printable View hyperlink.

b. If the case filing requires payment of fees, the user will be presented with the payment
options as part of the case creation confirmation message.

) Case Initiation
5 AUOCLAT I8F ORMATION MANASGUENT SY3 100

Prrdstin Vaw

S YOur o0ctianit F00 wars S5COrosUlly 3ubmifed Y20 CanTeck 10 ctadse (e aFempusing CaaeiD CAAP 1 B 00T0SS T Paeadd 1 oR0r yOur onad for QRtronit nayseasens
16Qarsiag 1 cuie
Cane 10 CANPA S 000081
Tio Mouse v Dk
Fonrg Dyme | Tt TUEEDAY, ALSDUBT J, 201 2B A0S2 PV
Tpo of Fileg Aponid
Loaa Dacionein
Supparting Docmeidie) CCASRES Evd Mesa s pal

Tra f1ewang patiid need 13 be cormrbonaly servwd

MHY NN NG e
Oonakd Cuce

@e $ 317640 You -wnwh@ + *

BICTENE S ETOREETE  TE TR

AMBCary Hearie Pooge  wCastt hibiia  wfilng) atid Servion Systomn  Piogtaasty Ashad Onsesiions  Tiansme) AL Doy A

Please refer to the Take Payment section of this manual for the detailed step to complete
payment of the case filing fees.
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Step 3: Hawai’i Criminal Written Complaint Case Creation

Step # Step Description Icon / Screen
3a Submit Case Filing
3b Case Initiation
3c Case Initiation
3d Case Initiation
3e Case Initiation
3f Case Initiation
39 Case Initiation
3h Case Initiation

Step 3a: Navigate to Create Hawai'i Criminal Written Complaint Case

Select or Click on the Create Hawai’i Criminal Written Complaint Case navigation link located in the
Submit Case Filing menu option.

Submit Case Filing

Create Hawai'i Intermediate Court of Appeals
Case

Create Hawai'i Supreme Court Case

Create Hawai'i Criminal Written Complaint Case
Create Hawai'i Traffic Written Complaint Case
Submit Filing on Existing Case

The user will be presented with the Create Initiation landing page. The landing page will provide the
following sections for data entry and case initiation.

a) Case Information: This section supports the data entry for the general case details such as
Case Title, Court, Location, etc.

b) Party Information: This section supports the creation and assignment of a party to the case
during initiation.

c) Arrest and Violation Information: This section supports the data entry of the arrest report
and violation information associated with the case.

d) Event Information: This section allows the data entry of events already scheduled for the
case.
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e) Documents Information: This section supports the ability to attach a document(s) to the
case during initiation along with supporting notes.
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Tip: The screen name will be indicated on the top left portion of the screen.

Each of the sections and the data entry for the Hawai’i Criminal Written case will be reviewed in the

following steps.

Step 3b: Enter Case Information (Via Arrest Report Import)

Data from an arrest report can be imported directly into a Written Complaint case instead of entering the
data manually. To use this option, the user must know the Arrest Report number, OTN (Offense Tracking

Number), or the Incident number.
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By using the import function, the following items can be pulled into the case if they are available on the
arrest report:

e Court and Court Location

e Party information for the Defendant

e Party information for the Law Enforcement Officer
e Party information for the Prosecuting Office

¢ Arrest Report and Violation details

The following steps can be used for importing data from an arrest report:

| Import Arrest Report

-

1. Select the Import Arrest Report button im%mm« wwwwwwwwwwwwww - Or press the Alt+l hot key
combination.

2. Enter an Arrest Report number, OTN (Offense Tracking Number), or Incident number.

Retum to Casa initiation
Arrast Report impont

Entar arry Dok Hekaor 30 2ewrch or An armeal report 10 ampant

s o e I— T

Search

3. Select the button.

4. Select the checkbox for the arrest report to import.

Batum o Case inftadon
Arrest Roport import va
Enter any fold below 15 search for an srmest /mpont 10 Impont
Anest Report # OTN# 6062952 Incigeet # m m
Search Results va

Flease seiect on smes! recond 10 803
Search results for cteria: OTN # 6962902
Sedect Date Subject OIN# Arrest @ 1stCharge Descripbon Status Case 1D

E]  Jsuanaon | 89520K2  C12001572 8030005 FAILTO APPEAR New

1 reports found, dugiaying 1 repori(s), from 1to 1 Page 1/1

5. Select the m button.

6. Select the address to be used for the Defendant.
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Return to Case Initiation
Arrest Report Import

Enter any field below to search for an arrest report to import.
Arrest Report # OTN # 69629K2 Incident #

Add Near Party Matches v A

Processing report 1 out of 1 Report

596292 -~ |

OTN #69629K2 Date: 18-JAN-2012
Arrest Report #C12001572 Time: 06:30:00
Arrest Report Data JIMS Party Data
el ~ Name [o—————————f - Name ]
ssn N pos NN SSN [ ] pos N
DL# NONE DL# NONE
street NN
HI Zip 96740 City KAILUA KONA State HI Zip 96740
- Name
ssNh N DOB T —
DL# NONE
Street
City State Zip

If more than one report is available in the dropdown list, select the correct report for the case.

When the radio button for the Arrest Report Data is selected, a new Party ID is generated.

When the radio button for the JIMS Party Data is selected and the Use Arrest Report Address
checkbox is not selected, the existing Party ID and previously entered address are used.

When the radio button for the JIMS Party Data is selected and the Use Arrest Report Address
checkbox is selected, the existing Party ID and the address from the Arrest Report are used.

If no JIMS Party Data is available, a new Party ID will be created with the information from the
arrest report.

7. Select the button.

8. Select the violation for the case.

The violation for the case can be imported from the Charge Narrative on the arrest report. If
preferred, the violation as defined within JIMS can be used instead of the Charge Narrative from
the arrest report. Potentially matching violations can be viewed by selecting the down arrow for
the JIMS Violation Matches dropdown list.

If none of the violations displayed are the correct violation and the user does not want to import
the Charge Narrative, the “Don’t Import Violation” can be selected from the dropdown list under
the JIMS Violations Matches. No violation will be imported to the case and the user will have to
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manually enter the violation before submitting the case. Please refer to the
step for details on how to add a violation to a case.

Retum to Case Intiation
Arrest Report Import

Enter any field below to search for an arrest report to import.

Arrest Report # OTN# 69629K2 Incident #

Add Near Party Matches

Processing report 1 out of 1 Report

69629K2 - I | ~ |

OTN #69629K2 Date: 18-JAN-2012
Arrest Report # C12001572 Time: 06:30:00
Arrest Report Violation Data JIMS Violation Matches
Count 1
@ Charge 803-0006 - FAIL TO APPEAR ~  Don'tiImport Violation [+

Narative Armested and charged on the strength of a bench warrant issued
by the Honorable Judge Joseph FLORENDO, for the offense of
Failure to Appear, in violation of Section No. 803-0006, of the
Hawail Revised Statutes, as amended. CJIS/NCIC checks
indicate no felony convictions. CLOSED: ARRESTED AND
CHARGED

[ Add |

9. Select the button.

After the arrest report data is imported, a message is displayed at the bottom of the screen to
confirm what was imported into the case.

e |f the party information is imported from the arrest report, a new Party ID is created and
added as the defendant.

¢ If the existing party information is used, the Party ID is added as the defendant to the
case.

e The Short Case Title and Extended Case Title are updated.

e Any parties identified on the arrest report are added to the case, e.g. Law Enforcement
Officer and Prosecutor Office.

e Arrest Report number and details are added to the case.
¢ Violation is added to the case.

e The Court and Location are updated.
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(x)

Return to Initiation
Arrest Report Import

Enter any field below 1o search for an arrest report to import

Arrest Report # OTN# 69629K2 Incident #
= Successiully added party @1407099 to the case as Defendant
« Case fitle updated based on parties on the case. Tille may be further edited

g + Successfully added officer Clive Okino to the case as Law Enforcement Officer
» Successfully added OTN 69629K2 o the case as arrest #1
+ Successfully added Violation UNKNOWN VIOLATION to the case as count #1
okua eFiling « All selected arrest reports have been processed

10. Select the button to go back to the main Case Initiation screen.

From the main Case Initiation screen, continue with the remaining steps listed within Step 3. The
user can skip Step 3c if no changes are required to the Case Information section. Generally,
after importing an arrest report, the only action required is to attach the lead document for the
case (e.g. Written Complaint). Steps for attaching a lead document can be found in the

step.

Step 3c: Enter General Case Information (Manually)

The user can begin case initiation by entering or selecting the case details within the Case Information
section.

The following fields are auto-populated based on selecting the Create Hawai’i Criminal Written
Complaint Case option:

1. Case Type: This field is required for case initiation and is auto-populated with Criminal Written
Complaint.

This field is determined based upon the case creation link selected in the Submit Case Filing
navigation menu on the Home page and it cannot be edited as denoted by the gray scale
presentation. If the eFiler has navigated to this case category in error, they must return to the
Submit Case Filing navigation menu on the Home page to select a different case category
option.
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Filing Date: This field is required for case initiation. Upon navigation to the Case Initiation page,
the field is auto-populated with the current date.

This field can be edited to match the official case initiation date, for instance a punched date
stamp.

The Filing Date must be formatted as DD-MMM-YYYY, e.g. 15-Jul-2010. The date can be
manually keyed or can be selected by using the calendar icon .

Filing Time: This field is required for case initiation. Upon navigation to the Case Initiation
page, the field is auto-populated with the current system time.

This field can be edited to match the official case initiation time, for instance a punched time
stamp.

The Filing Time field must be formatted as HH:MM:SS, e.g., 15:30:01.

Case Information
s = I s |
Locabon® - -
w—lp  Caz2 Type -

" Confdential | Domustic Vickence

Short Case Titie”
Extended Case THe*

gy Fling D38 1-Aug-2012 Fiing Time 142545 <

The eFiler can begin the case initiation by entering or selecting values for the following fields:

1.

Court: This is a required field for case initiation.

The District Criminal Courts available for selection are 1D for First Circuit, 2D for Second Circuit,
3D for Third Circuit, and 5D for Fifth Circuit.

Court*

cation® (1D - FIRST CIRCUIT
2D - SECOND CIRCUIT
e Type |[3D - THIRD CIRCUIT
5D - FIFTH CIRCUIT

Once a Court is selected, the system automatically adds the Prosecuting Office for that Court as
a Party to the case.

A message is display at the bottom of the page to confirm that the Prosecuting Office was added
as a Party to the case.
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Case Initiation
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2. Location: This is a required field for case initiation. The locations available for selection are
based upon the court selected.

Location®

Case Type |EW - "EWA DIVISION
HN - HONOLULU DIVISION
KL - KO'OLAULOA DIVISION
KP - KANE OHE DIVISION
WH - WAHIAWA DIVISION
WN - WAI'ANAE DIVISION

ase Title®

3. Short Case Title: This is a required field. This field is automatically populated once the Plaintiff
and Defendant parties have been added to the case. (Refer to the section for the
steps to add the required parties.)

The Short Case Title can be manually entered as indicated on case initiation documentation,
copied and pasted from the case initiation documentation or copied and pasted from the
Extended Case Title, if it is the same.

Typically, the Short Case Title is State v. First Name Last Name.

4. Extended Case Title: This is a required field. This field is automatically populated once the

Plaintiff and Defendant parties have been added to the case. (Refer to the section

for the steps to add the required parties.)

The Extended Case Title can be entered as indicated on case initiation documentation, copied
and pasted from the case initiation documentation or copied and pasted from the Short Case
Title, if it is the same.

Typically, the Extended Case Title is State of Hawai'i v. First Name Last Name
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5. Confidential: This is not a required field. The Confidential checkbox should be selected if the
case is a confidential case and requires system users to have the appropriate security access to
view and/or perform case updates.

6. Domestic Violence: This is not a required field. The Domestic Violence checkbox should be
selected if the case is a domestic violence case and requires system users to have the
appropriate security access to view and/or perform case updates.

Step 3d: Assign Parties

The user must associate a defendant to the case in order for the criminal case to be created.

The assigned parties are used in future steps and activities for the case, such as entering an arrest report
or violation. Often, information for a party on a case is used to search and retrieve that existing case. For

this reason, it is recommended that all known parties, such as an attorney or agency division, be added to
the case during initiation.

An existing party can be retrieved from the system and assigned to the case or a party can be created in
the system and assigned to the case.

For purposes of this manual, both options for retrieval or creation of a party for assignment are outlined.

Step # Step Description Icon / Screen
3d.i Case Initiation
3d.ii Case Initiation
3d.iii Case Initiation

Step 3d.i: Add Me

Generally, the Prosecutor’s Office or Office of the Attorney General will initiate the Criminal Written
Complaint case through JEFS. In the event the attorney handling the case enters the case into JEFS, the
attorney can add themselves to the case by using the Add Me function. This function uses the
information from the User ID logged into the JEFS application to retrieve the correct Party ID and assign
them to the case. This feature is not available after the case has been initiated.

Add Me

1. Select the button.

The Party ID and information for the user is displayed.
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2. Verify the party’s information.
3. Confirm the Party Role.

By default, the Party Role is set to Attorney.

4. Select the button.

A message is displayed to confirm that the party was added to the case.

Additional parties can be added by following the steps outlined in the
or sections.

5. Once all parties have been associated to the case, the eFiler can select the

Return to Case Initiation . Retum
hyperlink or select the button.

The parties that have been successfully associated to the case are displayed:
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Party Information *

Add all parties

BT ETTE

Plaintiff State Of Hawaii - Criminal First Circuit Prosecution

) 1080 Richards 5t
Edit ]| Remove

Honolulu, HI 95313‘/

a1 R,

Honolulu, HI 96813

Defendant Mickey Mouse
Edit ]| Remove

The party can be Edited or Removed as necessary for case initiation.
To edit a party, select the LEQLI hyperlink.
For all parties, the Party Role can be updated.

For attorneys, they can be associated to another party on the case.

Party Information *

Add a¥ partes

Plaintstr State Of Hawail . Criminal First Circadt Prosecution
1040 Richaras St
Honokfu. HI 96813

atomey [

LEdn || Remove

LEdn ) [Remove Homokdy: HI 96313
Defendant Mickey Mouse
LEdi || Ramova | *
o - LA Uposte |
Attorney For: inees
PartyiD Role Name Parta0 o

SOHCR! Praintin Stade Of Hawai - Crimingt Fiest Circult Prosatsion

@1437171  Defendant  Mickay Mouse

v

a) To associate an attorney to another party on the case, select the add icon © next to

the party to be associated.

The associated party’s information will be moved from the Parties section to the

Attorney For section.
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Attorney For: Parties;
Partyin Role Name PartylD Role Name
SOMCRY  Planalr  State Of Hawail - Cominal First Circust Prosecution = £14371M Dafencant Micksy Mogse

To remove the association, select the remove icon @ next to the party in the Attorney
For section.

b) To save changes, select the I button.

Cancel
c) To not save changes, select the = button.

7. To remove the party from the case, select the LBEMOVE | hyner|ink.

The party is immediately removed and a message is displayed to confirm that the party was
removed from the case.

Step 3d.ii: Retrieve and Assign Existing Party
Existing parties can be assigned to the case by executing the following steps:
Note: The process steps outlined presume that the party being assigned exists in JIMS. If the

party is not retrieved via the search steps, the eFiler may create a new Party ID. Please refer to
the section for the detailed steps on creating a new

party.

1. Select the button to initiate the search capabilities.

2. Select the Search Type.

The type to select is based upon the information available to the user, as the selected Search
Type determines the fields displayed to the user.

If trying to add an Attorney to a case, the Attorney search option would be used. Party IDs for
Attorneys start with the letter A. If trying to add an individual, who happens to be an attorney, as
a Defendant to a case, the Party search option would be used. Party IDs for individuals begin with
the @ symbol.

a) Attorney Search Type
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Sgarch Typs

Soarch Criteria

First Name

Last Name
[T Partisl Saarch [~ Pronetic Search

s Altomey  Farty © Casela

™ Buginess  Government Agency ¢ Court Raporier

Organization
Bar o

b) Party Search Type

Search Critera

Search Type Altornay

Party 10

SID # (Criminal ID #)

Date of Brinh

.

Govermemant Agency Court Reperiar

Last Name

First Name

Middie Name

™ Paial Search T Phonetic Search T

Deivers Licanse/State 1D

Include Alas

Dtwers License State v
c) Case ID Search Type
Search Criteria va
Soarch Type (© Altorney  Paty & Caseld  Business © Govermment Agency ~  Court Reportar
Case i

d) Business Search Type

Search Critena

|=] Business

Searcn Type Attomay © Faty  Caseld Government Agency  Court Reporter

Name
™ Partial Search I Phonetc Search

e) Government Agency Search Type

Search Critena
SerchType ( Attorsey  Pay  Caseld  Business [@) Government Agency (~ Count Reporter

Agency Name
[~ Partial Saarch [~ Phonstic Search
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f) Court Reporter Search Type

Search Criteria

SeachTyps | Aftorney  Pany ( Caseid ( Business I Government Agency [ Coun Reporter
First Narna
Last Name

™ Partis Search I~ Phooete Search

3. Enter the information, such as First and Last Name or Organization/Business Name.

4. As appropriate, indicate whether the search type is also a Partial Search, Phonetic Search,
and/or should Include Aliases by selecting the corresponding checkbox.

Search Criteria va

Search Type  Aftorney = Party © Caseld & Busmess © Govermmant Agency ©  Court Reperier
Panty 1D Last Name
SID # (Criminal ID ¥) First Name
Date of Brin = Middie Name

[ Patial Search I Phonetic Search T Include Alas
Deivers Licsnse/State 1D
Dtivers License State i

EE I

5. Select the button.

JsEmCary e

TOU MW WGeR W AR TRUUTITEY. (AN ANREW
Case Injtiation
Hacumy beTmvaTon Musaneo S
. r Ao o
Sevey P LR A N
Soarch Crttwen v
Sewen Type Alwragy & Famy 7 Caelt 7 Dates Daerrrer Aty Coot Mygorw
a0 Loz harme W
SOe Crew D8 Frsthoese Wcany
Dol o Zem VN N ed
I Porte Semrtt I Provetc Sesc e Ass
Drwwy | cessntise \D
Dovers Lowne Siate -
Seaech Resits e
TRt N 8 SATy 3 A
S smnaiin b crivem: La e ko Pes lar Michey
Ll Alayiss Pary © Oepariratm
Mouey Mitse PO S 100 Dameyiaral 71 grarin
Mckay A Vccoe NI ACCALIS ON TILE NO CITY anTaw
aciny Vome Pege  oCsunt witoun ofBayg sssl Service Syniew Tosgaently Adbedl Quesborn Tosmbag ADA Deabiivy Accorsmadatarm Conrdiarins
© CHowet 0002012 Hawel] i Jadeury
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8.

9.

The search results are presented to the user for review and selection. If the Party ID is not
located, it may need to be created.

Please refer to Step 3d.iii: Create and Assign New Party section for the detailed steps on
creating a party.

Select the appropriate Party by clicking on the line item.

Search Results va

Flease select & pany 10 s

Search results lor crileria: Last Name Moces First Name Moy

Nome Address Party 1D Organization
Mickey Mouse | PO Box 100 Deneylsnd, FL @anmn \
Mickey A Mouse NO ADDRESS ON FILE NO CITY @1674764

Select the Role, from the List of Values (LOV), that is associated to the party on this case.

This is a required field for assignment of a party and case initiation.

Party Role* i
Complainant

Defendant

Financial Institution
Guardian

Guardian aad Litem
Interpreter

Other

Plaintiff

K Sanctioned Party

ity Accommq Special Administrator
Surety

¢ Victim
Witness

Search Results va

Peaie st 8 parmy 10 200

Search results for criterta: Last Mame Mouse. Fiest Name: Michey

Namae Adaress Party 1D Organizaton

Mickny Mousa PO Box 100 Deneyiand, FL oM
Mickey A Mowse NO ADDRESS ON FILE NO CITY Qrar4ree

Mickey Mouse -

PO Bax 100 - Pty Rote" | [T ~

Disneyland, FL 11111 [ ™ Juvanbe ]

Male

| Cancal |

If appropriate, the eFiler can mark the party as a Juvenile by selecting the Juvenile checkbox.

Select the button to associate the party to the case.

A message is displayed to confirm the assignment of the party to the case.

Note: The assignment of the party is contingent upon successful creation of the case.
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Search Results va
Fresse 1okt # paty 10 a0t
Senrch results for criterse: Last Name Mouss, Frst Mame Mickey
Name Address Party 1D Organization
Mickey Mouse PO Sox 100 Disneyland, FL @eITM
Mickey A Mouse NO ADDRESS ON FILE NO CITY 216747654

us oFling and Service Sysiem Frequelly Ashed Questions Trainmng ADA Disatility Accommodabons Coordinalons

p Judciary

0 + Succssshaly 30080 Micky Mouse 1 B (352 s Dalendant

@r

Note: The eFiler can continue to add additional (existing) parties from this screen by repeating
steps 2 — 9 or by referring to section section for steps

on creating a new party.

Eeturn to Case Initiation

Once all parties have been associated to the case, the eFiler selects the

hyperlink or selects the button.

The parties that have been successfully associated are displayed:

Party Information *

Add all parties

s haame |

Plaintiff State Of Hawaii - Criminal First Circuit Prosecution
1060 Richards St.

LEdtI[Remove T\ oiuiu, HI 96813

[Edit][Remove ] |\ oiuiu, HI 96813 P

Defendant Mickey Mouse
Edit [ Remove |

The party can be Edited or Removed as necessary for case initiation.

To edit a party, select the LEALI hyperlink.

The user can update the Party Role.

Defendant Mickey Mouse
£dt ] Remove § * *
sssbeaiszal ot = i

Update

a) To save changes, select the _button.
Cancel

b) To not save changes, select the = button.
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13. To remove the party from the case, select the [EEMIVE] hynerfink.

The party is immediately removed and a message is displayed to confirm that the party was
removed from the case.
Step 3d.iii: Create and Assign New Party

If the case party is not found or retrieved, the user may create a new party and assign them to the case
by executing the following steps:

Note: The process steps outlined presume that the user has confirmed that the party does not
exist in JIMS. If the eFiler has not attempted to locate the existing party, this should be done prior

to creating a new party. Please refer to section
for detailed steps on locating and assigning an existing party.
1. Select the button.
2. Select the Add radio button.
¢ Riturn 10 Case Intisten
Search Aga
el Add Parties and Attomeys va
Party Type = Paeson © Busness/OovY Agancy i
Address Type |- Detaull [~ Prelares
P oe = Addrass
P 2 AgYURi Number
First Name Cey
Midgre Name State ! Province [w]
Lsst Name 2p
Suftx v Country R
Sex  Femak " Maie © Unknown Home Phons(
Business Phone (
Dane of Birtn T Juvenle Confentisl Cell Fhons (
- EETEE BTN
Height © RO n Weiget 0 bs
Eye Cokr vl
Mair Coler - First Name
Misfie Name
DL #/State 1D State b
Last Nama
Sodal Securty
50 # (Crmnal O | Ass  J Rewt |
Address Allas
[ Aesal |
[ Rt |

3. Populate the Party Type radio button for the party to be created, Person or Business/Gov’t

Agency.
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4. Enter the Party Name.
The Party Name can be a Person Name, First and Last Name or Business Name.
5. Enter the Party Address.

a) Select the Address Type being entered. The recommended Address Type is
Mailing.

b) Check the Preferred check box if a Mailing Address Type is selected. Automated
bench warrant processing requires a Preferred designation for the address
information.

c) Enter the Address, City, State, and Zip.

Address

Address Type Mailing [*] T Default [ Preferred
Address 100 E. Main St.
AptfUnit Number
City Seattle

State / Province WA [x]

Zip 28838
Country [=]
Home Fhone ( )
Business Phone ( ]
Cell Phone( ]

T

NOTE: An address is required for creating a new party. If an address for the party is
not available, select the Default checkbox instead of entering the Address, City,
State, and Zip.
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Address

Address Type w| iviDefault [ Preferred

Address
AptfUnit Number
City
State / Province hd
Zip
Country -
Home Phone ( )
Business Phone ( )

Cell Phone ( )

T

d) Select the Add button.

The added address is displayed in the Address section.

Address
Type Address Preferred
Residence 100 E. Main St. Seatile, WA (=)

Default addresses are displayed as having no address on file.

Address
Type Address Preferred
Mailing NO ADDRESS OM FILE NO CITY, =)

6. Select the Party Role from the List of Values (LOV).

7. As available or necessary, enter additional party information, such as Date of Birth (DOB),
Email Address, Driver’s License Number, Aliases, etc..

8. Select the m button to create the new party and assign to the case.

A message with the new Party ID is displayed to confirm the creation and assignment of the new
Party ID.

Note: The assignment of the party is contingent upon successful creation of the case; however,
the party will be available in JIMS immediately.

The eFiler may create and assign additional parties by repeating steps 2 — 8.
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Return to Case Initiation

9. Once all parties have been associated to the case, the eFiler selects the

hyperlink or selects the A button.

The parties that have been successfully associated are displayed:

Party Informanion *

ASZ aX pavses

PlaimBly State Of Hawaii - Criminal First Circuit Prosecution Attomey | |
1040 Richards St e

uh X 1R I
{Edn || Remove u Hi 98813 Lhat Benn Honolulu, Hi 95811

Other Ronald Weasley
LEdil || Remove §

Defendant Mackey Mouse
LEdn || Remava

The user will be able to Edit or Remove the party as necessary for case initiation.

10. To edit a party, select the LEULT hyperlink.

The user can update the Party Role.

Party Information *

Add ail parties

= W pcane

Plaintiff State Of Hawaii - Criminal First Circuit Prosecution Attorney _
a1l R 1080 Richards St. 1R
LEdtI[Remove 1\ oluly, HI 96813 LEAUI[Remove | o oiutu, HI 05813
Other Ronald Weasley
Edit ][ Remove
Defendant Mickey Mouse
Edit ][ Remove J

Update

a) To save changes, select the button.

Cancel

b) To not save changes, select the button.

11. To remove the party from the case, select the LEEMOVE | pynariink.

The party is immediately removed and a message is displayed to confirm that the party was
removed from the case.
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Step 3e: Enter Arrest and Violation Information

At least one defendant must be added to the case before an arrest report or violation can be entered. At
least one violation must be added to the criminal case before a document can be submitted for filing.
Entry of arrest report information is not required to initiate a criminal case.

Step # Step Description Icon / Screen
3e.i Case Initiation
3e.ii Case Initiation
3e.iii Case Initiation
3e.iv Case Initiation

The following steps can be used to add an arrest report and/or violation to a case for case initiation:

Step 3e.i: Navigate to Arrest and Violation

1. Select the button in the Arrest and Violation Information section on the Case

Initiation page.

Step 3e.ii: Enter Arrest Report

1. Entryin the Arrest Report section is not required to initiate a criminal case.

Select the button in the Arrest and Violation Information section on the

Case Initiation page.
2. Inthe Arrest Report section, select the Arrest For

The name listed in the Arrest for List of Values (LOV) is the defendant party assigned to the
case. A defendant must be assigned to the case for a defendant’s name to be displayed in
the LOV. Refer to the section for steps on adding a party to a case.
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Arrest Keport
Amestfor DFT - Mouse, Mickey (@1437171) E|
Arest Date [ Filing Time
LED [¥]
Arrest Agency [*] Report#
Booking Agency [*] Booking #
OTH
T

3. Enter additional details for the arrest report such as the Date, Time, LEO (Law Enforcement
Officer), Arrest Agency, Booking Agency, or arrest report number.

Return to Case Initiation
Arrest Report

Amrest for  DFT - Mouse, Mickey (@143?1?1)E|
Armest Date  15-Jun-2012 = Filing Time 11:30:00

LEO [=]

OTN

BT

Arrest Agency  101-police Department - City & County Of Honolulu[=| Report #

Booking Agency | 101-police Department - City & County Of Honolul E” Booking #

4. Select the button.

The arrest report is displayed in the list of arrest reports.

Rﬂ!ym ]u ;ZO nnhgjm

Arrest Report
Artestfoe DFT - Mouse. Mickey (@1437171)[¥] S~
Arrest Dale  Filng Tene
LEDQ |¥]
Arrest Agency '.1;
Eoong Agency 5a
oty

Arrest Defendant Date
e @raamm v
! Mickey Mouse 15-JUN-2012 <)

1 1eponts. deplayng 1 réponis) from 1% 1 Page 1/1

Note: The assignment of the arrest report to the case is contingent upon successful creation

of the case.

5. To add additional arrest reports, repeat steps 2 through 4.
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Arrest Defendant Date
@1437171 ) )

1 Mickey Mouse 15-JUN-2012 (<)

= @ 1BJUN-2012 @

Mickey Mouse

2 reports, displaying 2 repori(s), from 1to 2. Page 1/1

6. Toremove an arrest report from the list of reports, select the remove icon @ next to the

arrest report.

Arrest Defendant Date
@1437171 ] )
1 Mickey Mouse 15-JUN-2012 (=]
@1437171

Mickey Mouse e @

2 reports, displaying 2 repori(s), from 1 to 2. Page 1/ 1

It is immediately removed.

Arrest Defendant Date

@1437171

Mickey Mouse 15-JUN-2012 @

1 reports, displaying 1 repori(s), from 1o 1. Page 1/ 1

7. If a violation has not been entered, use the steps listed in the
section to enter at least one violation.

- . o . Retumn
8. When finished entering Arrest and Violation information, select the _ button to

return to the main Case Initiation page.

The Arrest is listed in the Arrest and Violation Information section.

Asrest and Violation information *
A BY BRI AN VANSBONS
Arrest ¥ Report ¥ orN Defendam
1 @A437171 - Mickey Mouse
Defencant Coum # Stwrute Descaripuon
Mickay Mouse 4 HRS 707-704 NEG HOMICD 2ND DEG (CPER VEH)
[Fatkaral HRS T10-1077{3X0) CAM CONTMPT DISOBEY CRT FROC
Y Mens 2 HRS 708-813 RIM TRESPASS-1ST DEG
@anm 5 > g i
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Step 3e.i

5.

ii: Enter Violation

Select the button in the Arrest and Violation Information section on the

Case Initiation page.
In the Count section, select the Violation for.

The names listed in the Violation for List of Values (LOV) reflect the defendant party/ies
assigned to the case. A defendant must be assigned to the case for a defendant’s name to
be displayed in the LOV. More than one defendant party may be on the case, so the user
may select the correct party for each count from the LOV. Refer to the

section for steps on adding a party to a case.

Count
Violations for | DFT - Mouse, Mickey (@1437171)
Count |DFT - Mouse, Mickey (@1437171)

Select the Arrest Detail.

The Arrest Detail List of Values contains the list of arrest reports entered for the case in the
previous step. If no arrest reports have been imported or added, arrest detail may display
None.

Count

Violations for  DFT - Mouse, Mickey [@143?1?1}E| Arrest Detiil|_ Mone
Count 1 E| 1 - Mickey Mouse (@1437171)

Select the Count.

The first Count is always 1. Once the first count has been added, the next available count is
available in the drop down list and can be selected. Multiple counts may be added for each
defendant party. Multiple violations made be added for each count.

Count 1[x]

Count | 2|
=

2

Select Date Range. The options are On, Between, or On or About.

Date Range | On or About |~ |

Type

76 |
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If Date Range Between is selected, a second field entitled Violation End Date will replace
the Violation Time field.

Date Range Between [=| Violation Date* 2| Violation End Date (|
Enter the Violation Date. The Violation Date is a required field. Violation Date must be
formatted as DD-MMM-YYYY, e.g. 15-Jul-2012. The date can be manually keyed or can be
selected by using the calendar icon [,
If Date Range Between is selected, a second field entitled Violation End Date will replace
the Violation Time field. Enter the Violation End Date. Violation End Date must be
formatted as DD-MMM-YYYY, e.g. 15-Jul-2012. The date can be manually keyed or can be
selected by using the calendar icon .

Date Range Between [w] Violation Date* 15-Jun-2012 % Violation End Date 17-Jun-2012 =]

Enter the Violation Time. The Violation Time is not a required field. The Violation Time
field must be formatted as HH:MM:SS, e.g., 15:30:01.

Date Range  On or About[*] Violation Date* 15-Jun-2012 5| Violation Time 07:30:00

Enter the violation.

The violation is a combination of the following fields: Type, Title, Chapter, Section,
Subsection, Severity, and Qualifier. The Type, Title (if applicable), Chapter, Section,
Subsection (if applicable), Severity, and Qualifier (if applicable) are matched against the
system code table, also known as the JIMS charge code table. An exact match results in
some fields such as the description and severity being automatically populated from the
charge code table into the applicable fields. Any violation code which does not validate
against the charge code table will be accepted by the system for case initiation, but the
violation will be deemed to be an “unknown violation.”

To have the system automatically provide suggestions as the violation is being entered,
select the Enable Auto Suggest checkbox before entering a violation.

Tyee Tite Chaptas Secton Suzection
Savarity* Quaiiher

Descripton
el 5 Enatile Auto Suggest

a) The Type field is not required, but should be entered to validate against the code
table. Examples of Type codes are CCM for Maui County Codes, HAR for Hawaii
Administrative Rules, HCC for Hawaii County Codes, HRS for Hawaii Revised

Statutes, KCC for Kauai County Codes and ROH for Revised Ordinances of the City

and County of Honolulu.

77|
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b) The Title field is not required, but should be entered to validate against the code
table. The Title field will be grayed out if the Type field contains the HRS code.
Examples of Title codes are Title 4, 11 or 13 for HAR Type codes.

c) The Chapter field is not required, but should be entered to validate against the code
table. An example of a Chapter code is 710 for HRS § 710-1077(1)(g) CRM
CONTMPT DISOBEY CRT PROC.

Type HRS Tile r.nacw[hq Secson Sutsecs0n
Seventy” Cualter
Dezcription

v Enable Auto Seggest

d) The Section field is not required, but should be entered to validate against the code
table. An example of a Section code is 1077 for HRS § 710-1077(1)(g) CRM
CONTMPT DISOBEY CRT PROC

When Enable Auto Suggest is selected, the list of known Sections is displayed in a
drop down list.

Section [ 1077] |
1070
1071
1072
1073
1074

Type HRS Tl Chapter 710 Sechon 1077 Subsecton

Severity* MD CQuatfier /

Descnption

T Enadble Auto Suggest

e) The Subsection field is not required, but should be entered to validate against the
code table. An example of a Subsection code is (1)(g) for HRS § 710-1077(1)(9)
CRM CONTMPT DISOBEY CRT PROC.

When Enable Auto Suggest is selected, the list of known Subsections is displayed
in a drop down list.

Subsection |(1)(g |

(1)a)
(1){g)2)
(1){g)(3)a)
(1){g)(3)(h)
(1)(h)

Type HRS Tite Chapter 710 Secson 1077 Sunsection | (1Xg)
Seventy* MD Qualter

Description
« Enable Auto Suggest
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f) The Severity field is a required field and will default to the lowest severity matching
the violation code previously entered in the Type, Title, Chapter, Section, and
Subsection fields. If the violation code validates against the system code table, the
severity and description will be populated automatically. If the JEFS User wishes to
change the severity level from the default value, the User may choose a different
code from the LOV or overtype the entry manually. If this option is chosen, the
violation code will not validate against the system code table and will be received as
an “unknown violation.”

Typ2 HRS Titie Chapter 710 Secson 1077 Subsection (1)(@
Seventy [MD | Quatihar

Descrption

v Enable Auty Supgest

When Enable Auto Suggest is selected, a list of known Severities for the violation is
available in the drop down list.

Severity*
Description M

Here is an example of a violation with more than one Severity available:

Severity*

VL
F1
PM
MD

coL | IN

escription

g) The Qualifier field is not required. The Qualifier field is typically used for the speed
over the posted limit.

h) The Description of the violation is automatically populated based upon the violation
information entered in the Type, Title, Chapter, Section, and Subsection fields.. If
the violation code validates against the system code table, the severity and
description will be populated automatically. If the violation description is not
populated, the violation fields do not validate against the system code table and will
be received as an “unknown violation.” If the violation description is not populated,
the JEFS User may type in any description desired based upon the Complaint. This
field is free-form text and will accept both alphabetical and numeric entries.

Type HRS Title Chapter 710 Section 1077 Subsection (1){(g)

Severity* Qualifier

Description
/ v Enable Auto Suggest

9. Select values for the CDL, HAZ, and CMV indicators. These traffic related fields are required
for case initiation if the codes entered previously in the violation fields relate to traffic.
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Count

v Enable Auto Suggest

Viclations for  OFT - Mouse, Mickey (§1437171) (%) Amest Detal None [ Arest Repor #
Count 1w Incigent #
Date Ran92  On or About[®  Viotsson Dase* 15-Jun-2012 21 Vietation Time G7.3G.00
Type HAS Tite Chagter 710 Section 1077 Subsection (1%g)
Sevanty’ MO Qualfier
Descriphon

COL Ne | HAZ No w| CMv No 52

10. If the arrest report was not entered and added to the case using the Arrest Report section,
enter the Arrest Report number in the Arrest Report # field. The Arrest Report #is nota
required field.

Count

Descnption

-
i~

No

Severty* MO Cunithier

Enable Auto Sugges!

[¥] HAZ No

Viotations foe  DFT - Mouse, Mickey (@1437171) [ w | Amest Detail None | Alrest Report 8
Count 1. w| Incident #
Ds6e Range  On or About 'w|  Viokaon Dase® 15-Jun-2012 *| Viotation Time 07 3000
Type HRS Tie Chapter 710 Section 1077 Subsechon (1))

11. If applicable, enter the Incident number in the Incident # field. The Incident # is not a
required field.

Lot

=

Enable Auto Sugges!

No [w] HAZ No

Violations fo¢  DFT - Mouse, Mickey (@1437171)|w | Amest Detail None >/ Alrest Report 8
Count 1. w| Incident &
Dste Range  On or About 'w|  VioksSon Dase* 15-Jun-2012 *| Viotation Time 07 30.00
Type HRS Tine Chapter 710 Section 1077 Subszechon (1)0)
Severty® MO Cuaifier
Dezcnption
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12. Select the button to create and associate the count to the defendant.

The violation and a message are displayed at the bottom of the page to confirm that the
violation was added to the case.

Note: The assignment of the violation to the case is contingent upon successful creation of

the case.
Detendant Count # Statute Description Severity Arrast #
Mickey Mouss 3 HRS T07-704 NEG HOMICD 2ND DEG (OPER VEH) F1
@143nn HRS T10-1077(1)ig) CRM CONTM®T DISOBEY CRT PROC MD

& oFiing, d Sncuics Sustas & i Sodud Duusedic ok ADS Dieastutit, 8op thoue L licats

%

oY @ « Siccesshully added Viclation HRS 710-1077(1)(g) to ®a cise 3¢ coun #1
diciary

If violation is an “unknown violation”, a message is displayed and asks the user to confirm
whether or not to continue with adding the violation.

The entered violation { HRS 707 704 i ) is not
defined. The record will be stored as an "Unknown
Violation™ which will need to be amended to a known
charge prior to court proceedings or count
disposition. Do you want to continue?

The user may select the m button to continue with adding the violation to the case,
but as noted in the displayed message, the violation must be amended to a validated charge
code prior to court proceedings or court disposition.

|/ 2 e
E?a;??“-.% 3 HRS 707-704) w

Cancas £ = - a8 ateodt Ooue

= -
eFsling,

| cian, @ « Succsssiully added Viciabon UNKNOWN VICLATION to the case as count 23
ciary

b =
- e o

The user can choose to correct the violation before adding it to the case, by selecting the

R puion.

13. To add additional counts/violations, repeat steps 2 through 12.

To select the next available count for a violation, select the next available value from the
Count list of values.

To add an additional violation code to a count, select the appropriate count when entering a
new violation.
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Count

Violasons for  DFT - Mouse. Mickey (@1437171) [w]  AmestDetad  None - Amrest Repor #

-

Date R&%0#  On or About|w| Vioiaton Date™ 15-Jun-2012 2l Viotsson Time 07 30:00
Type MRS Tae Chapter 708 Section 813 Subsection

Sevanty® MD Qualrter

Desctipion
™ Enable Auto Sugpest
oL No w| HAZ No |=] cmv no 53
[ Add |
Defendant Count ¥ Statute Description Severity Arrest ¥
Mickey Mouse 1 HRS 707-704 NEG HOMICD 2ND DEG (OFER VEM) F1 o
@14371m HRS 710-1077(9)Q) CRM CONTMPT DISCBEY CRT PROC MD d
Mickey Mouss
@1437171 2 HRS 708-813 CRIM TRESPASS1ST DEG MD J
s eFilin -t Sumtam X At x AL Oilaabnilites A o
6 « Successhuly saded Violation HRS 708-813 1o Ihe chse #s count #2 T

udhomry

An Inchoate charge (i.e. Attempted) should be entered as an additional code for the Count to
which it is associated.

14. To copy a previously entered count, follow these steps:
a) Select the copy icon “JInext to the count in the list of counts/violations.

b) Select the Defendant from the drop down list.

Duplcate count
Fisase choose which dafendant you would (he 30 cupicare this count for

Datendant e

c) Selectthe button.

The new count is displayed in the list of counts/violations with the next available

count.
Defenant Count 2 Statute Déscripton Saverity Arnest 2
Mckay Mouse 3 MRS 70714 NEG HOMCD IND DEG (OPER VEM) F1 Qo
@1anmn RS T10-10771 740! CFM CONTMFT XEOSEY CRT FROC MO
Wckiy Mouse 2 HRS 707-704 NEG HOMICD IND DEG (OPER VEM) F1 -

@1anmn / -
— h
o * Succesafuly aaoed Volaton HRE T10-1077114g) lo the e 3% count 31

)

go il
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15. To remove a count, select the remove icon @ next to the count in the list of
counts/violations.

Defendant Count # Statute Description Severity Arrest #

Mickey Mouse 1 HRS 707-704 NEG HOMICD 2ND DEG (OPER VEH) F1 @ Oy
@1437171 HRS 710-1077(1)(g) CRM CONTMFT DISOBEY CRT PROC MD

Mickey Mouse P
@1437171 2 HRS 707-704 NEG HOMICD 2ND DEG (OPER VEH) F1 __+ @ L|_|

The count is immediately removed.

Defendant Count # Statute Description Severity Arrest #
Mickey Mouse 1 HRS 707-704 NEG HOMICD 2ND DEG (OPER WEH) F1 =) L‘|_|
@1437171 HRS 710-1077(1){g) CRM CONTMPT DISOBEY CRT PROC MD
. . S Retum
16. When finished entering the counts/violations, select the button to return to

the main Case Initiation page.

Asrest and Violation information * v a
AT WY 0MORD Ang vNSB0NS
Arrest ¥ Report # o Detengant Date Time
1 @1437171 - Mickey Mouse 15JUN-2012 11:30:.00 -
Defencant Coum # Stuanute Descripton Severnty Arest
Mickay Mouse 4 HRS 707704 NEG HOMICD 2ND DEG (CPER VEH) Ft o9
@ HRS T10-1077{3%9) CAM CONTMPT DiSOBEY CRT FROC MD
S Yoo RS 708 RIM TRESPASS-1ST DE M ve
@aan 2 H 08813 CRIM ASS-18T DEG D :
Step 3e.iv: Add Inchoate Charge
An inchoate charge can be added once you return to the main Case Initiation Screen.
1. Select the add icon @ for the count to which the Inchoate Charge(s) is to be added.
Defendant Count # Statute Description Severity Arrest #
Mickey Mouse ; HRS 707-704 NEG HOMICD 2ND DEG (OFER VEH) F1 oe
@1437171 HRS 710-1077(1)(g) CRM CONTMPT DISOBEY CRT PROC MD \L_|_I
Mickey Mouse @ @
@1437171 2 HRS 708-813 CRIM TRESPASS-1ST DEG MD L_I_l

2. Select the correct Inchoate charge.

Add lnchoate charges:
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Adid Tnchoate charges:

[]
I -
HRES 231-36ib) - Aiding and abetting
HRES 702-222 - Accomplice
HRES 702-222011(a) - Accomplice salicit
HRES 702-222011(b) - Accomplice aid
HRES 702-222011c- Accomplice legal duty
HES 702-222(2) - Accomplice by law
HREES 702-227 - Corporation
HREES 702-227(1) - Corporation omizzion
HRES 702-227(21 - Corporation board of directars
HRES 702-227(31(a) - Carparation agent kD Phd WL
HRS 702-227(31(b) - Corporation agent other statute
HRES 705-500 - Criminal Attermpt
HRES 705-500(11(a) - Attempt attended circumstances
HEES 705-500¢13(b) - Attermpt substantial step
HRES 705-501{1) - Attempt aid another
HRS 705-510{1) - Salicitation
HES 705-520 - Criminal Canzpiracy
HRES 705-520(1) - Congpiracy agreerment
HRS 705-520(21 - Conspiracy overt act -

3. Selectthe add icon © next to the drop down list.

Add Inchoate charges: /

HRS 702-222 - Accomplice =] @

| Add [l Close |

The charge is displayed below the drop down list with the remove icon next to it.

Add lnchoate charges:

(=]

Accomplice &

[Press to Remaove l

4. Repeat steps 2 and 3 to add any additional Inchoate charges.

5. Select the

The Inchoate charge is displayed with the count.

button.

Mickey Mouse HRS 702-222 1‘-—-.___ Accomplice
@1437171 HRS 702-813 CRIM TRESPASS-1ST DEG

MD
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Step 3f: Enter Event Information

If an event has been scheduled for the case and the details are known, the event can be entered during
case initiation. An event does not have to be entered in order for the case to be submitted. The Event
section is optional for case initiation.

To enter an event, execute the following steps:

1. Select the button in the Event Information section.

2. Select or enter the details for the event.

a) Type: This is the type of event that has been scheduled for the case. This is a required
field for adding an Event to the case.

Type* { BH - Bail Hearing vJ
Date* |AP - Arraignment and Plea T
APT - Arraignment, Plea and Trial
NS BH - Bail Hearing Ev

BWC - Bench Warrant Criminal
COP - Change of Plea

EX.J - Execution of Judgment
EXJL - Execution of Jail

EXS - Execution of Sentence
FOC - For Payment of CIF
FOP - For Payment
FFPF - For Payment of Probation Fee
GJW - Service of Grand Jury Warrant
GR - Geographic Resfriction

HMT - Hearing on Motion

HRG - Hearing

JD - Jail Diversion

JR - Judicial Review

MH - Mental Health

PCDS - Proof CDS

PDAG - Proof DAG

PDNC - Proof DANC

PH - Preliminary Hearing

PLEA - Entry of Plea

POA - Perfection of Appeal

POC - Proof of Compliance .
PTC - Pretrial Conference

PTH - Pre-Trial Hearing

SEN - Sentencing

STA - Status No Wilnesses hd

m

b) Schedule Date: This is the date on which the event will occur. This is a required field for
adding an event to a case.

c) Time: This is the time at which the event is to take place.

d) Court: This field is auto-populated based upon the Court value selected for the case, but
can be changed.

This is a required field for adding an event to a case.
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Court*

cation® (1D - FIRST CIRCUIT
2D - SECOND CIRCUIT

3D - THIRD CIRCUIT

5D - FIFTH CIRCUIT

CA - Intermediate Court of Appeals
5C - Supreme Court

Room™®

e) Location: This field is auto-populated based upon the Location value selected for the
case, but can be changed.

This is a required field for adding an event to a case.
The values available for this field are based upon the value selected for the Court.

f) Room: The values available for this field are based upon the values selected for the
Court and Location.

This is a required field for adding an event to a case.

3. Select the button.

A message is displayed to confirm that the event was added to the case.

To add additional events, repeat steps 2 & 3.

4. When finished entering events, select the el button.

The event(s) is (are) displayed on the main Case Initiation screen in the Event Information
section.

If an event is not correct, select the remove icon @ next to the event and use steps 1 — 3 to
reenter the event.

Event informatson

437 a¥ events
# Event Date Tune Room Locotion
1t Aragament and Plea 21-AUG-2012 02 30.00 Honoluly Couttroom 7 HONOLULU DMISION

Step 3g: Attach Documents

At least one (1) document must be uploaded and associated to the case in order to create the Criminal
Written Complaint case. Only PDF files are accepted for this capability.

Version 3.0
86 | aug 5. 12



JEFS User Manual | August 12

Documents information * va

Oy POF filkts may be swhmdted. Documents may tate 2 mament o upload. espeaally fay lrger dorumenty, 52 ploase wnl untd yow sew te Se rame yow wndoaded defive selactag ARE Check the
“seuled” bar only f the csse & 2 public case and

L the cowt has gramted your matioo to seafl the docament, o
2 the docwment ie soe et ey be sadiied poder seal stbout ay vdler of the court

Document Category” - Document Type" -
In Respense To |w!  Noee v Fiing Parbess None I
Aftach Documeant 8 ;
Uplcad Flile
Notes

A document(s) is uploaded to the case by executing the following steps:
1. Select the Document Category from the List of Values (LOV).
This is a required field for uploading the document and for initiating the case.

The Document Category value determines the values to be displayed for Document Type field.

Document Category™ [ Complaint >

psponse To E| Bench Warrant
Case Status

Aftach Document [RRTTIETD
Confidential Documents
Correspondence
Counsel

Document

Event Status
Memorandum

Notes |Mental Health Forms
Motion

Motice

Order

Other Documents
Penal Summons
Probation

Releasze Status
Stipulations

= Subpoena
m Supporting Documents E

7. Select the Document Type from the List of Values (LOV).

This is a required field for uploading the document and initiating the case.

The values displayed for the Document Type are based upon the value selected for the
Document Category.

Document Type®

Complaint
Complaint Amended
Complaint and Summaons

Filing Parties*
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8. Select the Filing Party from the List of Values (LOV).
This is a required field for uploading the document and initiating the case.

The values displayed for the Filing Party are based on the Parties assigned to the case. If the
appropriate party is not shown, they must be assigned to the case before they can be assigned
as the filing party for the document. Please refer to the section of this manual
for the detailed steps on adding a party to a case.

a) Select the Party from the List of Values.

Filing Parties* { None

Plaintifi-State Of Hawaii - Criminal Third Circuit Prosecutor
Defendant-Karin EETH Washuta

9. Upload File
Tip: Only PDF files (*.pdf) may be uploaded.
a) Selectthe button and locate the saved file.
The directory and file name are displayed in the Attach Document field.
b) Select the button.

The document is displayed in the Attach Document section with a remove icon next to it.

Attach Document (=)

10. If applicable, enter Notes as related to the uploaded document.

The Notes field is a free format field.

11. Select the button to complete the uploading and adding of the document to the

case.

Once the document is uploaded, it is displayed in the associated document section.
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Documents Mformation *

Sesled” box only ¥ the case & 3 public case s

L. the cowt Aax granied youwr mation fo sesl the docamant, o

2 the docament s ane that may be submitted snder s2al without an order of the cowt

Document Category” v Document Type* -
InResponze To  [w] Noos - Fling Parties”  None >l
Attach Document Goves
Uplcad File
Notes
w1 - Compitint  Test POF Filepd ¥ Lead Document [ mCamera [ Seal o

o

Ondy POV fies may be submitted. Docoments may tade @ moment (o aploadd espeoafy for leper documents, 20 plasce wat ol you see the Bl name you aploaded before selectimg Add (heck the

If the uploaded document is not correct, it can be removed by selecting the @ remove icon.
8. If appropriate, select the Lead Document, In Camera, or Seal checkbox.

The first document added will have the Lead Document box checked by default since every electronic
filing in JEFS must have at least one Lead Document. As needed, the user can upload additional
documents by repeating steps listed above. The JEFS User may have more than one Lead Document
and more than one supporting document submitted for the same case at a time. Each document
submission may have its own In Camera or Seal designation, independent of the selections for the other
documents.

Step 3h: Submit Case

Once the required case data elements have been entered, the following step is used to complete case
initiation:

Select the button to complete case initiation.

If no errors are encountered, the case will be created and a confirmation message received,
along with the Case ID.
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Erniable View
AN oloctronic Hng was submutied in Case Numbed JDCW-12-0000011. You may review the filng Brough the Judiciary Elecironic Fileg System. Pioase monsor your emad for luture
notificatons.

Case 10 IDCW-12-0000011
Tithe State of Mawad v
Filing Date / Time MONDAY, APRIL 23, 2012 08 03:08 AM
Type of Filing Criminal Wiitten Complaint
Lead Document Test POF Fie patf
Supporting Document(s)

The folowing parties need 1o be comentionaly served
Chve Ok

I

State Of Hawoi - Criminal Third Circult Prosecutor

Note: If the required fields have not been populated, the eFiler will be prevented from creating
the case. Please refer the Helpful Hints and FAQ’s section of this manual for the detailed step for
printing from the Printable View hyperlink.
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Step 4: Hawai’i Traffic Written Complaint Case Creation

For the most part, the steps for creating a Hawai’i Traffic Written Complaint Case are exactly like creating
a Hawai'i Criminal Written Complaint Case.

The differences are as follows:

¢ Navigation: The Case Initiation page for a Hawai'i Traffic Written Complaint Case is accessed
by selecting the Create Hawai’i Traffic Written Complaint Case hyperlink in the Submit Case
Filing menu on the Home page.

e Case Type: The case type for a Hawai'i Traffic Written Complaint Case is Traffic Crime; whereas,
the case type for the Hawai'i Criminal Written Complaint Case is Written Complaint. The case
type is displayed in the Case Information section on the Case Initiation page.

e Violation/Charge: For a Hawai’i Traffic Written Complaint Case, a violation is entered in the
Charge section of the Arrest Report and Violation Information page; whereas, the violation for
a Hawai'i Criminal Written Complaint Case is entered in the Count section.

e Violation/Charge: For a Hawai’i Traffic Written Complaint Case, a charge value is assigned to
the violation in the Charge field; whereas, a count value is assigned to the violation for a Hawai'i
Criminal Written Complaint Case in the Count field.

e Violation/Charge: Two additional data entry fields are available when entering a violation/charge:
Posted Speed and Alleged Speed.

To create a Hawai'i Traffic Written Complaint Case, execute the steps in the
section, but with the following modifications:

1. In section, select the
Create Hawai’i Traffic Written Complaint Case hyperlink in the Submit Case Filing menu on
the Home page and NOT the Create Hawai’i Criminal Written Complaint Case hyperlink.

Submit Case Filing

Create Hawai'i Intermediate Court of Appeals
Case

Create Hawai'i Supreme Court Case

Create Hawai'i Criminal Written Complaint Case
Create Hawai'i Traffic Written Complaint Case
Submit Filing on Existing Case

2. When executing the steps listed in the section,
enter the violation in the Charge section, select the charge in the Charge field, and enter values
for the Posted Speed and Alleged Speed, as applicable.
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I Charge l
Victations for  DFT - Mouse, Mickey (@1437171) [w.  Amest Dets None|w| Arrest Report #
Chargs 1[=] Incident 2
Date Range  On or Apout[w]  Viotation Date* <} Violation Time
Type Toe Chagter Secten Subsaction
Saverity* Qualtber
Dascrigtion
[~ Enable Auto Suggest
[Poﬂndsm Ategea Soved }:m =] HAZ [v] emy -
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Take Payment

Fees may be applicable at completion of case initiation or as part of additional case filing. The fees will
be assessed based on the case filing type and the affiliated user. When payment is required, it will be
reflected as part of the processing confirmation message.

The Judiciary Electronic Filing and Services System (JEFS) will provide two (2) payment options.
They are:

1) Payin Person
2) Pay by Credit Card

The steps outlined below presume that the Hawai’i Intermediate Court of Appeals (ICA) case or
Hawai’i Supreme Court (SC) case has successfully be created and/or the filing type has associated
fees.

Note: Government agencies will not be required to submit payment for case initiation and filing.
Government agency User ID’s will be distinctive and be used to circumvent the required payment
criteria.

Step # Step Description Icon / Screen

1

2

When payment is required, the user will be presented with the payment amount and the payment method
options on the confirmation screen.

From Case Initiation:

N Case Initiation
UMDY RFOAMATION MAlAIZNEA T BriTEMm

Yot edectione fng was cuccosefuly sutmited You £ Fask e st of the oF ng using Case O CAAR- 100009657 . Proaca monior your awall 4 sleckorks rowianans
190310 g TH CaN0

Pactalis iy

Cane 1D CAAP-1 00085
Thio Moute ' Duik
Fng Dote | Theed TUESOWY, MJGLEET 3 2010 070551 Pe
Ty of Filan) At i
Load Dacismertt £14-201 0 31350 MY per
Stgwortng Documeeos)

Tho FolOwing parkics nied K D comme tbion My saned

Wichary NN WOLaa
Donatg Duxk

Ths S90 Mo nours afen oF §23500 \'o.nu.luwh@ * *
. oot b Hetnd  Teaimbey AW

M Chay Masse Dag in whlang nd Sandice Syvtinn Bty Asbed One W MRy Acr oo datbanm C oot dMamal s

From Case Filing:
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Case Initiation
S AVOCLAT I8F ORMATION MANASCUENT SY3 100

Prrdatin Vaw

s YOur 000ctianit FROQ wars SECOrosttly SubmiRed Y20 CanTack o ctatie 2(he aFempuing Caae D CANP A B 00Z0G5 T Preadd 11d ofr yOour omad 1o alctrondt nayseasens
1EQaroisy Tw e
Cane 10 CANP S 000081
Tio Mouse v Dk
Fonrg Dyme | Tt TUEEDAY, ALSDUBT J, 201 2B A0S2 PV
Twpo of Filmg Aronsd
Loaa Dacionein
Sapparting Docmeidis) CCASRES e Mesa s pal

Tra f10ewang patiih need 13 be COrmrdonaly servwd

MR NN N LU e
Oonakd Duce

This 10 sae s 3 fee of B1 76,00 Yoy mustpay lﬂ@ * *
=

Tiatenn) AL Cns ity Accmtimeihmunns st daisa g

AMBcany Hearve Pogge  wCatt hibiia  wfilbng) atid Sericn Syt Hrogtaasty Ashad Otses o

The user will execute the payment steps based on method to be used.

Step I: Pay in Person

Step # Step Description Icon / Screen

la Select Pay in Person

1b Pay in Person Confirmation

Pay in Person

Confirmation Screen

The user will execute the following steps if payment will be made in person:

Step 1a: Select Pay in Person

1. Select the button.

Case initiation
JETeE MY M DasA Tion Masno it B raw

P Faes Ok §235 00

YIU A0 Ay N PORLN Or Uy A AN SO 50 Do 1 y0u CROIES 0 Doy 1A DITEON, SREGE 0% T a0l CaaD AF CODIK Wil B0 actaplad PRate
Wik 10 Bk G dars o DE 2 eis M DAkW

OAThce of fhm Choeh

75 W S,

Heomhin, 10 56812

Sl May

Yoo e fogged b as WEHL OIS

Abdciary Hatow Page ol ate? Kibaie  WEMag atnl Sarvicn Syvbees  Dimguuaty Avbod Ousntions  Tiatemn)  ADA Divalalty Accmimmlatins Con ibie s

et

Lesaud

Step 1b: Pay in Person Confirmation
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1. Upon selection of the button, the user will be presented with the

confirmation message and Payment in Person instructions, which includes payment receipt
deadline and payment location.

a. Payment in person must be made within 10 days as indicated on the message.

b. The location for payment and the total fees owed are presented on the confirmation
message.

2. The user will select the mbutton to return to the JEFS Home Page.

Step 2: Pay by Credit Card

Step # Step Description Icon / Screen
2a Confirmation Screen
2b Pay
2c Pay
2d Pay
2e Confirm Payment
2f Payment Complete

The user will execute the following steps if payment will be made immediately and by credit card:

Step 2a: Select Pay

1. Select the button.

a. The user will be directed to the payment screen.
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O, Hewal' State
2\

s

Credit Card Payment

M el g wIn s eopin o & ardees covenwt 2a noted
iw
D e ApOa NS CEFIRNg Ten

ALOa T pent St
ASTEN T COTeM g

rRocRSEND (08

Contact mormaaon

Marree

Datu Wewwr
e Bavster

o coon ez e

Cradi Cad homadon
Convobder Rame:

Mamin ¥ v ety

ol ol@e o

Ll vy

Lope e Date:
Moreh o Yew w

Step 2b: Review Fees

1. Review the Fees outlined.

‘& |udiciary

ROEAENIE Mok K
19:0132 §190.00
e L5 t0
119201 38 §50 00
1193 (TR

Toral 817035

Ervwl Adronnt
22 W BANREE 5 N P e & TR o TRty o of
ot g Ade v

R nod Da st wey Sher DrDORe WE e W 1ol e
R Ll L e
pacy

Biing Address
Adkdenn Livw ©

L

Adbkens Lisw ¥

Opfort spwtrart. suty, U b drg, Soce, ¥

oy ade
il -
DIp Cote:
Coamin
Unend Gives -
Costaes

a. The itemized fees associated to the case filing will presented.
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i. A Processing Fee is included as part of the credit card payment feature. This is
not a Judiciary fee, but a fee included by the 3 party for the capability to
process credit card payments.

Credit Card Payment

Allfields are required unless otherwise noted.

ITEM REFEREMNCE HUMEER FRICE
Appeal-Appeals CtFiling Fee 11920133 F100.00
sppealndigertSuchare  motse $25.00
sgminis costowi i nmos 550,00
PROCESSNGFEE  vemsm 54 55

" Back
If the user decides to Pay in Person, the browser back button @ would be selected. The user
would be returned to the Case Initiation Confirmation Screen with the payment buttons.

Please note that if the browser window is closed at anytime during the payment process, and the credit
card payment has not been confirmed, the user will be required to Pay in Person.

Please refer to the Pay in Person section of this manual for the details and timeline for making the
payment in person.

Step 2c: Enter Contact Information

The JEFS user that is logged on to the system will be reflected in the Contact Information.
1. If necessary, the Contact Name can be modified.
2. Enter Contact Email Address.

a. The contact email address will be used to provide the user with an electronic receipt after
completion of the payment process.

3. Enter Phone Number.
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zontact Information

Hame: Email Address:

= Diana VWeavar

‘our email address is used to send you & receipt or to notify wou of
payment problems.

Phone Humber:
It will miot be used for any cther purpose and wee will not sell,
exchange or ctherwise prowvide your email address to any third

Area code required party.

Step 2d: Enter Payment Information

The user will enter the required data for processing the payment
1. Enter Credit Card Information.

2. Enter Billing Address.

P Credit Card Information =¥ Billing Address
Cardholder Hame: Address Line 1:
f=xi o 50 characters Strest address, P.O. box, company name, cio
Card Type: Address Line 2:

oFFE o[@8] of=y o=

Card Humber:

Optional: apartment, suite, unit, building, floor, et

City: State:
Hawwaii v
Expiration Date: Zin Cod
nonth v||‘r'ear v| I Lode:
Country:
Inited States A4
Continue
Continue
3. Press the button.
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a. If all required fields have not been properly populated the user will be prompted to correct
the required data entry before moving forward to the payment confirmation.
Step 2e: Confirm Payment
The user will be presented with the Confirm Payment screen. The screen will reflect the itemized fees

that will be charged.

Iy, Hauslh State

‘8 udiciary

Confirm Payment <+—

TH™

LRSSy | ] [} Py en
e Messbar — st s
[y [ressmennaassor] r s
Cand Type "
Accormt Whamdon levt &
1 agoa sthom O e
R o Gt —
iy Abbibe ]

[ Y [ P —

In order to complete the transaction the user will the user will complete the following step:

Pay How
1. Press the button.

a. Alternately, the user can return to the Payment Information screen by pressing the

Back
button. This alternate step would be completed to:

i. Correct or change the payment information that has been entered.
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ii. Cancel the Pay by Credit Card option or to return to the payment options to opt
to Pay in Person. If returning to Payment Options to choose Pay in Person, the

@ Back

Please note that if the browser window is closed at anytime during the payment process, and the

user may also need to select the browser back button

Pay Now
credit card payment has not been confirmed by selection of the button, the user

will be required to Pay in Person.

Please refer to the Pay in Person section of this manual for the details and timeline for
making the payment in person.

2. The payment screen will indicate that the payment is being processed.

nl

Frocessing - please wait...

Step 2f: Print Receipt
Upon completion of the payment process the user will be presented with the completed payment details.
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iy,  Hauwsl State
SN

‘8 udiciary

Payment Complete «—

e

Total $170.5%

Comtact e
Praone Watse

Unied Add sy

Canrd Type

Accormnt Wamden ozt 4

Feteroran M "
Aastts 2 o € ook

T srractinn Date Tave g 30!
g drom O e
Bane wn Curd
By A vre

e L L Cotmmnse -+

From this screen, the user is able to print the receipt or return back to JEFS to initiate another case or
submit filing on an existing case.

To Print Receipt

Print Receipt
The user will press the button to print a hard copy of the payment receipt. In addition,

an electronic receipt will be emailed to the contact as entered in step 2c. The email will be sent from the
following email address:

Please refer to the Troubleshooting section of this manual with issues experienced regarding the
electronic receipt.

To Print Receipt
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e Hauel State

]udl(:lal"y

Payment Complete «—

ot it e
Pracee oty
Urnieh Addons

Peane pore 4

Peterorne M " wANE
Cord Type e
Acconut Wamdben (lost & T srvnactinn Date Tave Mg 3010 8 0) HET
Lagoe sthom D e
Bane an Cudt

P L.

— vt o Cotmmas <

To Return to JEFS

Continue
The return to JEFS and perform additional functions, the user will press the button.

From this action the user is presented with the case initiation and payment completion confirmation
screen.

N Case Initation
U0 KA IV OPMATION MAMABZUENT SVETEM

VO Faemere 1o the slecianis Svp s sampoetes Plesse moskor yout smiad f3r soectians norkasans regaimeg 1w case

The user will select the mbutton and be returned to the JEFS Home Page.
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Submit Filing on Existing Case

Once the case has been initiated, the user will be able to access the case via the Judiciary Electronic
Filing and Service System (JEFS) to perform the following functions.

1) Add Party to an Existing Case
2) Add Document to an Existing Case
3) Submit Case Filing

The steps outlined below presume that the Hawai’i Intermediate Court of Appeals (ICA), Hawai’i
Supreme Court (SC), or District Criminal Court case has successfully be created and the user has
successfully logged on to JEFS.

Step # Step Description Icon / Screen
1 Submit Filing on Existing Case
2 eFiling — Existing Case
3 eFiling — Existing Case
4 eFiling — Existing Case

Step I: Retrieve Existing Case
To begin any party or filing activity, the case will first need to be retrieved. Two (2) options are available
to the user for case retrieval they are:

1) By CaselID

2) By Party Name on the Case

Both search and retrieval options will be outlined. The steps below presume that the Hawai’i
Intermediate Court of Appeals (ICA), Hawai’i Supreme Court (SC), or Hawai’i District Criminal
Court case has successfully be created and the party name used for the search has successfully been
associated or assigned to the case.

Step # Step Description Icon / Screen
la Submit Filing on Existing Case
1b eFiling — Existing Case
1c eFiling — Find Case
1d eFiling — Existing Case/

eFiling — Find Case
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Step 1a: Navigate to Submit Filing on Existing Case

1. Select or Click on the Submit filing on Existing Case navigation link located in the Submit

Case Filing menu options.

Submit Case Filing

Create Hawai'i Intermediate Court of Appeals
Case

Create Hawai'i Supreme Court Case

Create Hawai'i Criminal Written Complaint Case
Create Hawai'i Traffic Written Complaint Case
Submit Filing on Existing Case +——

The user will be presented with the eFiling - Existing Case search option(s).

eFiling - Existing Case
NOCasy Eoava 4 M GEes T ST
Case information

case 0 TS O

Step 1b: Retrieve Existing Case by Case ID

The user will use this retrieval option when the Judiciary Case ID is known and can be entered to retrieve
the case for update activities.

To retrieve the case using the Judiciary Case ID, the user will execute the following steps:

1. Enter existing Judiciary Case ID.

The Case ID is provided to the user at the successful completion of case initiation. The naming
convention of the case is associated to the court the case was initiated, such as Intermediate
Court of Appeals (CA) or the Supreme Court (SC). The details below outline the components of
the case and the naming convention used.

The naming convention of the Case ID consists of 4 identifiers and can be defined by
using the following examples: CAAP-10-0000123, SCWC-10-0000123 or 1DWC-12-
0000123.

» Court Location: The first 2 (two) characters reflect the court. For example CA
represents the Intermediate Court of Appeals, SC represents the Supreme Court,
and 1D represents the First Circuit.
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Case Type: The next 2 (two) characters reflect the case type within the court.
For example, AP represents an Appeals case, WC represents an Application for
Writ of Certiorari, and WC represents Written Complaint.

1. Year: The 2-digit year is reflected. This value will reflect the calendar
year that the case was initiated, such as 10 for cases initiated in 2010
and 12 for cases initiated in 2012.

2. System Assigned Number: The final 7-digits reflect the sequential
number that is assigned by the system, such as 0000123. The number
will be unique based on the court, case type and year.

2. Press the el button.

eFiling - Existing Cas
NDCaARy FERNATION MANAGEENT §rgThu

Case information

If the Case ID is valid, the case will be presented to the user.

Asoary reset
N\ eFiling - Existing Case
LR WEOAMATION NaMasE win T SriTew

Cone ltmation

You wew logaed £ s WE DL ORS. e | ogms

Case 0 CAF 00800881 I~}
Frown v Brown
Puaty duninmen

Commst pardeos e come 079 PapUned bete: Ta0 Xuy 844 RO 48 PeCCeIaTy.

Ansiivey Tor Appeliarr, Jwnes LEranhiam
o g
Hareidy, M WNE1]

Ropelhu b Jwmies V Brown

Ropotioe Deferriad Magatie S B omn

Docmreents Weremation

Oecurrand Caigary - Oodurvnd Tyge® ' =

n Reaponse To ¥ Nom - FilsgPane* | hone -

Agych Documeet | Bomse. |

Please refer to step 1d for viewing the viewing the case results.
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If the case is not valid in the system, the user will be presented with the option to search using the
party name.

Jwehclacy ittt Youl ovw Jogged o as WEHU Yo [T Losad

29 sl ine =ined (O o
e:’:"ul'.-." - =INag Lase
RS ey nhonuaton Maass uan s Te T

Sauch Cielis VA

Cass O Com -
FayType & Parson Bysness Lotaden =

fratfiserm CaseTyzn »
LN Mo Cued Cosds

Fronebe Sean

T T

Step 1c: Retrieve Existing Case by Party Name

The user will use this retrieval option when the Judiciary Case ID is not known. The party that is entered
in the below steps must be associated and/or assigned to the case.

To retrieve the case using the associated or assigned Party Name, the user will execute the following
steps:

1. Selectthe Party Type to be entered, such as Person or Business/Government
Party Type ™ Person { Business

2. Enter associated or assigned Party Name or Business/Government Name.
3. Select the Court, Location and Case Type from the List of Values (LOV).

a. Selecting the court, location and case type will assist in the proper case retrieval,
especially if a Government or Business name is being used to retrieve an existing case.

4. Press the — button.
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Yius e Jogged o o WENLIOML. (et

Jeshciacy el eroed
N efFlling - Find Case
AR eI IR AT 0N WA ss uan t B T

Bahusn e 200 vt Fare o6 Raaieg Skl

Sauch Cibelis

Case O —p Cowt -
=P FayType 5 Parson T Busmess —P Lot =
— Tenttisoe — CaseTyys »
—p LN T ous Cuosed Cosas

Fronste Seaxn

The case or cases that are associated to the party will be presented to the user.

You e logged 0 s WEDUIORS,  pome Loges

Antoary mae

efiiing - Find Case
JU Gk MTCRMATION MaMassuinT SriTon

Ry iz Sutied Filng oo Eagieg Cage
Seach Cimmis vé
Ao Cour CA NTERMEDWTE COURT OF AFPERLS »

PawyType = Pemoo T Business Locaion | CA - INTERMEDWTE COURT OF FPEALS w
Trsttlsnw Mckey CasnTipe | AP - Aapus) v
LactMlarrs Mause ™ ndos Clesad Cisas
17 Paerwte Seach
BN T
Sewch Neamrs v
Frass wani § i
Cana i Cans T batiathn vt Case Typs
[ NI
CAPA 5 00N08)2 Samake Aoposs Coase | L0180 torey
CAxP-1 & LON0as Maues v Duin aue- agea
CANP-15-0030858 Mauwe « Dyck DE-ALO- 210 Aose
CAAP | B 0030878 Mreve v Moy I5AUG 210 Nitey
CRa@ ) 0000057 S1ak of Hawedl v Mause OrJue 2018 oses
€1 Casen Nrand. Qs i & oo Yom 10 6 Page 110
o
Conse Doeals va
Lase ) Seodel
Cane Thie
Comt Cane T
Locathm Lo Statem
e g Tee

Please refer to step 1d for viewing the viewing the case results
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Step 1d: View Case Search Results

Based on the search method utilized to retrieve the case, the results for viewing may differ.
By Case ID

When the case is retrieved by Case ID, only the case entered will be retrieved. Prior to updating the
case, the user will need to view the case details to ensure that the correct case has been retrieved.

By Party Name
When the party hame is used to retrieve the existing case, one (1) to many cases may be returned.

o |If the party entered is assigned to just one (1) case, the user will be presented with the individual
case details.

o |f the party is associated or assigned to multiple cases, the user will be presented with all cases
that the party is associated or assigned.

Note: Search results will be filtered based on search criteria entered, such as court, location
and/or case type. Additionally, the Case Title may not reflect the party name used for the search.

When multiple cases are returned in the search results, the user may need to view the Case Details
to determine the correct case for update. To retrieve the case the following steps will be performed:

1. Select or click on the correct Case ID.

2. Press the button to navigate to the selected case details to begin additional

filing or party additions.
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efiiing - Find Case
JUACLaRy MTCRMATION MaMasEuin? SriTon

s WEDLHTORS pome  Loges

109 |

Sagmg F v Eateg O
Sewch Cimmia Vo
o Cour CA NTERMEDWTE COURT OF AFPERLS &
PayType 5 Pamco T Bushess Locaon | CA - INTERMEDWTE COURT OF WFPEALS ¥
Tretane Mchyy ConTme ' & - Agpes) v
LaatMaire Mause 7 o Clesad Casas
17 Paerwte Seach
Secwch Moty Ve
FReass sint g e
Cana I Cans Tl badiathon vt Case Typs
CAPA 5000082 Samake Aozoss Cose | 21018 forey
CNE. 1 5 (1A M x Dot Jesen
CAAP- 151030858 Mayss « Duck Aagra
CAAP | 3 00I08T S Mreve v Mok Nitey
Gaesponcy Sl ik 5
£1 Cash Nrand. Qe Wiy 8 Casdod, Yom TR 6 Page 1 18
L [ Y N
Case vl va
Lase ) Seed
Cons This
Connt
Locathm Lo St
YL Fing D
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Step 2: Add Party to Existing Case

After following the steps listed in

add a party to the case.

Step 2a: Retrieve and Assign Existing Party

Existing parties can be assigned to the case by executing the following steps:

to retrieve a case, use the steps below to

Note: The process steps outlined presume that the party being assigned exists in JIMS. If the party
is not retrieved via the search steps, the eFiler may create a new Party ID. Please refer to the

section for the detailed steps on creating a new party.

1. Select the button to initiate the search capabilities.

2. Select the Search Type.

The type to select is based upon the information available to the user, as the selected Search
Type determines the fields displayed to the user.

If trying to add an Attorney to a case, the Attorney search option would be used. Party IDs for
Attorneys start with the letter A. If trying to add an individual, who happens to be an attorney, as
a Defendant to a case, the Party search option would be used. Party IDs for individuals begin with
the @ symbol.

a) Attorney Search Type

Search Criteria

SgachTyps = Altomey © Fardy © Caseld © Business  Government Agency  Court Reporier
Fist Name Organization
Last Name Barlo
[T Partisl Sagrch [~ Pronetic Search
| Fsal |
b) Party Search Type
Search Critenia va
Search Type [ Aornay = Party © Caseld Busmess Govermmant Agency Court Reperiar

Party 10

SID # (Criminal ID ¥)

Date of Brih

Last Name
First Name

Middie Name

I~ Patial Search T Phonetic Search T Include Allas

Deivers LicsnseySiate 1D

Drvers License State

c) Case ID Search Type

110
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Search Criteria
Search Type © Altlomey © Paty & Caseld  Business © Government Agency  Court Reporter
Case id
d) Business Search Type
Search Critena va
Searcn Type  © AMornay © Fady  Caseld [@] Business  GovernmentAgency  Court Reporter
Name
[~ Partial Search [~ Phonetc Search
[ Reset |
e) Government Agency Search Type
Search Critena va
Search Type Attomey  Pamy ( Caseld ~ Business [7) Govemment Agency I Cowt Repomer
Agency Nama

~ Partial Saarch [ Phonstic Search

f) Court Reporter Search Type

Search Criteria

SearcchType Allorney © Pany (

First Narma

Last Name
™ Partis Search I~ Phooete Search

Caseio ( Business I Government Agency [ Coun Reporter

3. Enter the information, such as First and Last Name or Organization/Business Name.

4. As appropriate, indicate whether the search type is also a Partial Search, Phonetic Search,
and/or should Include Aliases by selecting the corresponding checkbox.
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Search Criteria va

Search Type ~ Aftorngy = Paty © Caseld © Busmess  Govermant Agency ¢ Court Reporar
Party 1D Last Name
SID # (Criminal ID ¥) First Name
Date of Brin = Middie Name

I Patial Search T Phonetic Search T Include Alas
Deivers Licsnse/State 1D
Drwers License State v
Search
5. Select the button.
Jaricary e

@ Case Initiation
Iy womparon Musanee Sormee

s F
s 2 fieo 0 Lot e

Sowrcn Crtwen

Sewen Type Almragy & Pty T Caert  Dabes Daverrrer ey i e

Fam 0 Lagt e Wooes

SUe Orawm D8 FretAoeve Woaey

Cobe o Zem NN Nt ed
1™ Portet Search [~ Presetic Sescs T mcade Als
Drewy | cessaitne \D
Dsvers Losse St ()
ETTER =TS
Seaech Resity va
Daate enct s caty 3 A

Sty smaaa for crmvere: Law e Shoure Pem lleme Mchey

Pary © Organinanin
Mouer Wane PO Sum 100 Dimeyiarad 1L @ramin
Mickay A Vccoe NI ACCRAESS ON TILE NO ITY anTaw
Jadciuy Vorse Pege oCiunt WO0oun of ey ennl Service Byuiem 7 owgaentiy Adbeel Quewbern Teuming ADA Dabity Accorsmmdatanm Conprsrs

© Crpwe 002012 Hewel| Sas Jadeury

™

0T

The search results are presented to the user for review and selection. If the Party ID is not
located, it may need to be created.

Please refer to Step 2b: Create and Assign New Party section for the detailed steps on
creating a party.

6. Select the appropriate Party by clicking on the line item.

Search Results

Flease select & pany 10 sl

Search results foe criteria: Last Name: Moces First Name Mcaey

Address Party ID Orpanization
Mickey Mouse PO Box 100 Desneyland, FL aiann
Mickey A Mowss NO ADDRESS ON FILE NO CITY @1674764
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7. Select the Role, from the List of Values (LOV), that is associated to the party on this case.

This is a required field for assignment of a party and case initiation.

Parly Role* i
Complainant

Defendant

Financial Institution
Guardian

Guardian aad Litem
Interpreter

Other

Plaintiff

K Sanctioned Party

ity Accommq gpecial Administrator
Surety

# Victim
Witness

Search Results va

Feaie ekt 8 pary 5 a0

Search results for ariterta: Last Mame Mouse. Fiest Name: Michey

Nama Adaress Party 1D Organizabon
Mickny Mousa PO Box 100 Dsneyiand. FL VRS ETA RS
Mickey A Mouse NO ADDRESS ON FILE NO QITY Qiar4vne
Mickey Mouse -
PO Box 100 sl Party Role® | [T IR ~ |
Disneytand, FL 11111 [ ™ Jovante ]
Male

8. If appropriate, the eFiler can mark the party as a Juvenile by selecting the Juvenile checkbox.

9. Select the button to associate the party to the case.

A message is displayed to confirm the assignment of the party to the case.

Note: The assignment of the party is contingent upon successful creation of the case.

Search Results va

Plesse selct  paty 10 a0kt

Senrch results for criberse: Lnst Name Mouss, Frsl Hame Mickey

Name Address Party 1D Crganization
Mickey Mouse PO Bax 100 Disneytand, FL @1437171
Mickey A Mouse NO ADDRESS ON FiLE NO CITY 21674764

s oFling and Service Sysiem Frequeldly Ashed Questions Trainng ADA Disatulity Accommodabons Coordinalons

o « Sucossshaty added MICksy Mouse 1o e (@52 as Dafendan

b Judciary

—©
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Note: The eFiler can continue to add additional (existing) parties from this screen by repeating
steps 2 — 9 or by referring to section section for steps on
creating a new party.

Return to Case Initiation

10. Once all parties have been associated to the case, the eFiler selects the

hyperlink or selects the A button.

The parties that have been successfully associated are displayed:

Party Information

Current parties for case are displayed below. You may add more a5 neccesary.

Plaintiff State Of Hawaii - Criminal First Circuit Prosecution
1060 Richards St.
Honolulu, HI 96813

Defendant (N

Other Mickey Mouse 4—
Edit ][ Remove

Only the parties added prior to submitting the existing case for filing can be Edited or Removed.
Previously added parties cannot be modified.

14. To edit a party, select the LEULT hyperlink.

The user can update the Party Role.

Defendant Mickey Mouse
LEgt | Remove § * *
S ] e Sl o W o
Update
a) To save changes, select the _button.
Cancel
b) To not save changes, select the = button.

15. To remove the party from the case, select the [EEMIVE | pynarfink.

The party is immediately removed and a message is displayed to confirm that the party was
removed from the case.

Step 2b: Create and Assign New Party

If the case party is not found or retrieved, the user may create a new party and assign them to the case
by executing the following steps:
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Note: The process steps outlined presume that the user has confirmed that the party does not
exist in JIMS. If the eFiler has not attempted to locate the existing party, this should be done prior

to creating a new party. Please refer to section for
detailed steps on locating and assigning an existing party.
6. Select the button.
7. Select the Add radio button.
s Rt 10 Case Intistan
Search Age
sl Add Parties and Attomeys
Party Type = Paeson © Busness/OovY Agancy o
Address Type |- Detaull [~ Prelered
Panty Roie” f=l Addrass
B =] Agvuet Numier
First Name Chy
Migdie Name State ! Province (=
Lest Name g
Suftx ; Caountry -
Sex © Famae © Mae © Unknown Home Pona(
Business Phone ( )
Dane of Bt "~ Juvesde [ Confitentisl Cell Fnong (
- EETEE BT
Helght © R O In Weigst 0 Ibs
Eye Cokr 2
Mair Coler "f} First Name
Misfie Name
DL # 7 State 1D State b
Last Nama
Socal Sacurty
S0 # (Cnminai D ¥) “ m
Address
[ Aesal |
| Fotum

8. Populate the Party Type radio button for the party to be created, Person or Business/Gov’t

Agency.

9. Enter the Party Name.

The Party Name can be a Person Name, First and Last Name or Business Name.

10. Enter the Party Address.

e) Select the Address Type being entered.

f) Enter the Address, City, State, and Zip.
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Address

Address Type Mailing [*] T Default [ Preferred
Address 100 E. Main St.
AptfUnit Mumber
City Seattle

State / Province WA [x]

Zip 28838
Country [=]
Home Phone ( ]
Business Phone ( ]
Cell Phone( ]

o W e

NOTE: An address is required for creating a new party. If an address for the party is
not available, select the Default checkbox instead of entering the Address, City,
State, and Zip.

Address
Address Type Residence [v]| §v7 Default [~ Preferred
Address
AptfUnit Number
City
State / Province hd
Zip
Country -
Home Phone ( )
Business Phone )

Cell Phone ( )

T

g) Select the Add button.

The added address is displayed in the Address section.

Address
Type Address Preferred
Residence 100 E. Main St. Seatile, WA =)

Default addresses are displayed as having no address on file.
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12.

13.

14.

15.

16.

Address
Type Address Preferred
Mailing NO ADDRESS ON FILE NO CITY, e

Select the Party Role from the List of Values (LOV).

As available or necessary, enter additional party information, such as Date of Birth (DOB),
Email Address, Driver’s License Number, Aliases, etc..

Select the m button to create the new party and assign to the case.

A message with the new Party ID is displayed to confirm the creation and assignment of the new
Party ID.

Note: The assignment of the party is contingent upon successful creation of the case; however,
the party will be available in JIMS immediately.

The eFiler may create and assign additional parties by repeating steps 2 — 8.

Eeturn to Case Initiation

Once all parties have been associated to the case, the eFiler selects the

hyperlink or selects the button.

The parties that have been successfully associated are displayed:

Party Information

Current parties for case are displayed below. You may add more 55 neccesary.

Plaintiff State Of Hawaii - Criminal First Circuit Prosecution
1060 Richards St
Honolulu, HI 96813

Defendant

Other Mickey Mouse i ——
Edit ][ Remove

Only the parties added prior to submitting the existing case for filing can be Edited or Removed.
Previously added parties cannot be modified.

To edit a party, select the LEALI hyperlink.

The user can update the Party Role.
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Party Information

Current parties for case are displayed below. You may add more 85 neccesary.

Plaintiff State Of Hawaii - Criminal First Circuit Prosecution
1060 Richards St.
Honolulu, HI 96813

Defendant I

Other

Mickey Mouse
Edit 1] Remowve ] /

Mickey Mouse Other ] (=] Update

Update
c) To save changes, select the pda button.

Cancel
d) To not save changes, select the button.

17. To remove the party from the case, select the [EEMIVE ] hynarfink.

The party is immediately removed and a message is displayed to confirm that the party was
removed from the case.

Version 3.0
118 | pug .12



JEFS User Manual | August 12

Step 3: Add Document to Existing Case

Documents Information * va
Only POF files may be swhmdted. Documents may tate 2 mament fo upload, especally fay lrger dorumenty, 50 please wnl uatd yow sew Mo Se name yow wpdoadeyd defive selectng ASE. Check the
“saded” bar only f the case & 2 public case and

L the cowt has gramted your mation to seaf the decument, or
2 the document e aov et may be subeiend aoder seal stbout av ivdler of the court
Document Category” b Deocument Type® ¥|
In Response To |®]  Noee - Fiing Parbass None hd
Atlach ne
Aftach Documeant 2 5
Uplcad File
Notes

A document is uploaded to a case by executing the following steps:
NOTE: Only PDF files are accepted for this capability.
1. Select the Document Category from the List of Values (LOV).
This is a required field for uploading the document.

The Document Category value determines the values to be displayed for Document Type field.

Document Category™ |_ Complaint A

esponse To [*] |Bench Warrant
Case Status

Aftach Document Complaint
Confidential Documents
Correspondence
Counsel

Document

Event Status
Memorandum

Motes |Mental Health Forms
Motion

Motice

Order

Other Documents
Penal Summons
Probation

Release Status
Stipulations

T Subpoena
m; Supporting Documenis E

2. Select the Document Type from the List of Values (LOV).

This is a required field for uploading the document.

The values displayed for the Document Type are based upon the value selected for the
Document Category.
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Document Type*

Filing Parties* | Gomplaint
Complaint Amended

Complaint and Summans

3. Select the Filing Party from the List of Values (LOV).
This is a required field for uploading the document.

The values displayed for the Filing Party are based on the Parties assigned to the case. If the
appropriate party is not shown, they must be assigned to the case before they can be assigned
as the filing party for the document. Please refer to the

section of this manual for the detailed steps on adding a party to a case.

a) Select the Party from the List of Values.

Filing Parties* [ None

Plaintifi-State Of Hawaii - Criminal Third Circuit Prosecutor

Defendant

......

4. Upload File
Only PDF files (*.pdf) may be uploaded.
a) Selectthe button and locate the saved file.
The directory and file name are displayed in the Attach Document field.
b) Select the button.
The document is displayed in the Attach Document section with a remove icon next to it.

Attach Document Toct POF File pdf @

5. If applicable, enter Notes as related to the uploaded document.

The Notes field is a free format field.

6. Select the button to complete the uploading and adding of the document to the

case.

Once the document is uploaded, it is displayed in the associated document section.
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Documents formation *

Sesled” box omly ¥ the case i 3 public case and

L. the cowt Aax granied youwr mation fo sesl the docamant, o
2 the document & ane that may be submitted ender saal without an order of the coust

Document Category” v Document Type* |w
InResponze To [w] Noos - Fling Farties”  None >
Attach Document Growes
Upload File
Notes

e 1- Compiaint Test POF Filepdf [V Load Document nComera [~ Soal @

v

Ondy POV files may be submited! Docoments may ke o moment fe oploadd esseonfy for lrper documents, 50 plasse wat ot you see the e name you aploaded before selectmg Add (heck the

-~

If the uploaded document is not correct, it can be removed by selecting the @ remove icon.
9. If appropriate, select the Lead Document, In Camera, or Seal checkbox.

As needed, the user can upload additional documents by repeating steps 1-9 listed above.

Step 4: Submit Existing Case

Once the changes to the existing case have been entered, (refer to

and ), select the button to file the changes for

the existing case.

If no errors are encountered, a confirmation message is displayed.

An alecronic Sing was submited in Case Numter 3DCW-12-0000011 You may reviaw the filng through the Judickary Electronic Fiing System Please montor your emad for future
notifications
Case 1D 3DCW-12-0000011
Title State of Hawad v
Filing Date / Time FRIDAY, AUGUST 3 2012 09.45 55 AM
Caso Type Crimnal Written Compiaint
Lead Document
Supporting Document(s) Arest Report

This noMiicstion i boing slecronicaly maled to

The following parses need 1o b Conventonady senved
Cive Qluno
State Of Hawali - Creminal Third Circutt Prosecutor

Brintable \iew
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Note: Please refer the Helpful Hints and FAQ'’s section of this manual for the detailed step for
printing from the Printable View hyperlink.
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Common Scenarios
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Helpful Hints and FAQ’s

The following Helpful Hints and FAQ’s are provided to assist the eFiler in regards to the new JEFS —
Judiciary Electronic Filing and Service System.

Case Filing Hours or Operation

The user will be able to initiate or submit filing for a case daily between the hours of 4 a.m. — Midnight
HST.

Reset Password

The user can reset their Password by clicking on the hyperlink title Reset my Password and executing
the below steps.

Plaase fagin using wour Usar [0 and Paasword to continie.

User Il

Password

Login

Register for Access Reset my Password s

1. Enter the Primary Email Address of the registered User ID.

Flease enter either your User 10 or the primany emall address assocliated with your account A temporanys password will e sent fo the primany emall
addrass ou havie onfifa. Cnce you receiva the password, refurm to the fogin page and fogin using that new password. You will be prompted fo change the
password before continuing,

Primary Email Address =

> ETE T

2. Pressthe button.

The user will receive a temporary password to the email address provided. Upon successful log on, the
user will be prompted to change their password before continuing to the JEFS landing page.

Self-Registration Missing Required Fields

The user will receive an error message if required data fields have not been populated for the selected
Role.
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The error message will vary, but will be similar to the below message in outlining the missing required
data.

oty Weimel You are el cutreniy lagged 1 e Loan

s WS Caif Raaistration
efFiling - Seif Registration
& OO TR0 Ias TI0n MAvaaomEnT Sy 10w

o Lavt g e omsiv

| &2 o ficie o Foquee

| 0 o Parnas Bl Addeedd 1§ maunid
* Wirg Adtiens (s ragiated
o Dutw 31 B 1y g

Required Fields

Data fields that are required for entry will be denoted with an * or listed in Bold Text.

Hotkeys

Web application hot keys have been provided for the screen buttons. To invoke the hot key, using IE 6,
the eFiler will select “Alt+Letter”. The letter combination is defined on the button and indicated by Bold,

such as

Search Results Sort Capabilities

The eFiler will be able to resort the search results by moving the indicating cursor.

Case D

To move the cursor, click on the column that search criteria will be resorted, such as Case ID.

Case D . Court Location

The sort action, ascending or descending, will be indicated by the direction of the arrow.

Search Again

g Search Again
The eFiler can submit another search or return to the original search by selecting the

link. This action will return the eFiler to the previously executed search screen.
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Printable View

The Printable View hyperlink is provided throughout the Judiciary Electronic Filing and Services
System (JEFS) navigation. It is represented as: Printable View .
The user has the option to print the results or information based on the presence of the Frintable View

hyperlink, such as case initiation confirmation:

N = Initiatinn
wase iniaton
g UBATIARY T DEMATION MANAOTMEINT SYETEN

TOUY GOCDOE PR was SULCO LA I SUDMER. 10U CON IIRCK 10 CtMLe of the oF dng uskg Caze © CAWP 10 G000E32. Prease mondar yaur sl o045 000« Lot oo ne
Mpasting T Caie
Cavse 1D CANF 100000312
The Sampha Agpaads Conet
Png Do | Tene THURSDIAY, JULY 29, 2010 82 52 00 PM
Type of g Aapesl
Load Decrmmst
Stpponting Dacomsontis) DU Tost S 1DTC 007 4258 pat

The Sdzaming paties raad 10 be comwerbon sy sanved
Jxre Jare Doe

Ran'Weasisy
Mok NN NOuSe

MiBchuy Mome Page  wlonet b o1 Bing seel Service Sywsam Froqueny Askod Ousstisrs  Tramengy  NOA Tionabdiny Brcemmeriateme Coon dimaron

Or search results:

1 2

25 cases found, displaving 20 casess), from 1 to 20, Page 1 /2
Frintable %Wiaw

To print from this hyperlink:

1) Click on the THMabIe VIEW oo ink .

File Download

x]

Do you want to open or save this file?

Mame: report,pdf
| hanke Type: Adobe Acrobat Document, 5.62 KB

From: testenh.courts,state.hi,us

Open ] [ Save ] [ Cancel

W hile files from the Intermet can be uzeful, zome files can patentially
harm pour computer. If you do not trugt the source, do not open or
gave thiz file. What's the righk?
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2) The file can be opened
the appropriate button.

0
3) If the eFiler selects the pdf will be presented.

Fe Edt Vew Dooument Toos Windom Hep

- S ML N SECI - X 5

or saved

to the desktop by selecting

CASE FILING - SUCCESS
Camerwied: 2 JUL-J010 02 52 FM
1 rntordey) total

saxil for whectenic Dotfic stoon cepardg the cave

Caw ID CAAP-10-0000002
Tithe Ssespie Appeeals Case |
Fibug Date ' Thine TEURSDAY. JULY 2%, 2018 02 52 08 A
Type of Filing CAAF 100000800
Lead Daczment
Seppartag Deamastts) DI Tewt BN IDTC 29074458 pif

The Sullowing pustis pend 20 be comveationsly werved
Lz T2z Dow

Rom Weauwy

Mckey MO Mamme

lefl

Your dlectioeas Sliag was wocouminlly mbesttied You cans tonch the vtenn af the «Flkng susg Coe 1D CAAP- 100000802

Plama samive your

4) The eFiler can choose the appropriate next step such as save, print or close without

action.

Tip: The pdf file can be printed from the view by selecting the print icon

Navigating to the JEFS Home Page

The user will be able to navigate to the Judiciary Electronic Filing and Services System (JEFS) Home

by clicking on the @ navigation hyperlink located in the upper right corner of the screen.

You are logged in as WEBLU1089. Home Logout
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Alternately, the user can navigate to the Judiciary Electronic Filing and Services System (JEFS)

o eFiling and Service System o ] ) )
Home by clicking on the navigation hyperlink located in the footer portion of

the screen.

Judiciary Home Page  eCourt KﬁkuweFiling and Service System  Frequenty Asked Questions  Training ADA Disability Accommodations Coordinators

Both navigation options are available from all JEFS screens.
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Troubleshooting

The following troubleshooting pointers or steps will assist the user in regards to the Judiciary Electronic
Filing and Services System.

Primary Email Address Already Associated to JEFS User ID

The self-registration process will prevent the user from creating a User ID using the same Primary Email
Address as another User ID. The user will be presented with the below message, if this occurs:

The Primary Email Address will have to be changed in order to continue the self-registration process.

Please refer to the Helpful Hints and FAQ’s for alternate steps, such as Resetting the User ID
Password.

Organization or Business Name not Found

If the selected Role requires the user to assign an Organization or Business Name, and it cannot be
retrieved using the search options, please contact the ITCD Help Desk for assistance in having the
Organization or Business Name added to JEFS for selection.

Self-registration cannot be completed until the Organization or Business Name is added for search
retrieval.

Electronic Receipt of Payment by Credit Card not Received

Upon completion of the Payment by Credit Card process, an electronic receipt will be emailed to the
address provided in the Contact Information. In the event that the receipt is not received within 10
minutes of completing the online payment please attempt these initial troubleshooting steps:

1. Verify that email has not been identified as SPAM.

a. Some organizations and email administration may classify the email address,
, as SPAM. If electronic receipt is not received within 10 minutes of
completing the online payment, please check your “Junk” or equivalent email folder. As
appropriate, indicate that the email address should not be considered as SPAM.

2. Preview receipt printed from web payment completion screen to ensure that the emalil
address was entered correctly.

3. If the email address provided in the Contact Information section of the payment screen was
correct and the receipt is not in the Junk or equivalent email folder, please contact the Hawar’i
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Information Consortium (HIC) at info@eHawai'i.gov. As additional reference the receipt
information, if printed from payment, should be provided.
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Appendix

State Department and Agency Party IDs:

The listed JIMS Party IDs should be utilized for case initiation or case update in the event that the State

Department or Agency is assigned/associated to a case.

State Department or Agency Description

JIMS Party ID for

Assignment
City and County of Honolulu CTYHONO
Commission on Judicial Conduct (JUD) ClC
Commission on Water Resource Management (DLNR) SOHCWRM
County of Hawaii CTYHAWAII
County of Kauai CTYKAUAI
County of Maui CTYMAUI
Department of Accounting & General Services SOHDAGS
Department of Agriculture SOHDOA
Department of the Attorney General SOHATG
Department of Budget and Finance SOHDBF
Department of Business, Economic Development & Tourism SOHDBEDT
Department of Commerce and Consumer Affairs SOHDCCA
Department of Defense SOHDOD
Department of Education SOHDOE
Department of Finance, Maui County CNTYFIS2
Department of Hawaiian Home Lands SOHDHHL
Department of Health SOHDOH
Department of Human Resource Development SOHDHRD
Department of Human Services SOHDHS
Department of Labor and Industrial Relations SOHDLIR
Department of Land and Natural Resource SOHLAND
Department of Public Safety SOHDPS
Department of Taxation SOHDOTAX
Department of Transportation SOHDOT
Disciplinary Board of the Hawaii Supreme Court DBHSC
Hawaii Housing Finance and Development SOHHHFDC
Labor and Industrial Relations Appeals Board (DLIR) SOHLIRAB
Land and Tax Appeal Court (JUD) LTAC
Land Use Commission (DBEDT) SOHLUC
Lawyers’ Fund for Client Protection LFCP
Office of Disciplinary Council (JUD) oDC
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State Department or Agency Description

JIMS Party ID for

Assignment
Office of Elections Board of Registration-Hawaii (DAGS) SOHBR3
Office of Elections Board of Registration-Kauai (DAGS) SOHBR5
Office of Elections Board of Registration-Maui (DAGS) SOHBR2
Office of Elections Board of Registration-Oahu (DAGS) SOHBR1
(Note: OPD = Office of the Public Defender)
OPD Appellate Courts OPD-APPLT
OPD Hilo District Court OPD-HILO
OPD Kauai District Court OPD-KAUAI
OPD Kona District Court OPD-KONA
OPD Maui District Court OPD-MAUI
OPD Oahu District Court OPD-OAHU
Public Utilities Commission (Dept of Budge and Finance) SOHPUC
State of Hawaii — Board of Land and Natural Resources SOHBLNR
State of Hawaii — Chief Election Officer SOHCEO
State of Hawaii — Child Support Enforcement Agency SOHCSEA
State of Hawaii — Civil party represented by Attorney General SOH
State of Hawaii - Criminal prosecution by Attorney General SOHCRAG
State of Hawaii - Criminal First Circuit Prosecutor SOHCR1
C&C Honolulu Prosecuters-Misdemeanor/Traffic Division SOHCR1DIS
C&C Honolulu Prosecuters-MT Div. Traffic Branch SOHCR1HNT
C&C Honolulu Prosecuters-MT Div.Criminal Branch SOHCR1HNC
C&C Honolulu Prosecuters-MT Div. Rural Branch SOHCR1RUL
C&C Honolulu Prosecuters-TRIALS DIVISION SOHCR1TRI
C&C Honolulu Prosecuters-CAREER CRIMINAL DIV. SOHCR1CCD
C&C Honolulu Prosecuters-SCREENING & INTAKE DIV. SOHCR1SID
C&C Honolulu Prosecuters-ELDER ABUSE BRANCH SOHCR1EA
C&C Honolulu Prosecuters-DOMESTIC VIOLENCE Felony SOHCR1DVF
C&C Honolulu Prosecuters-DOMESTIC VIOLENCE - Misd. SOHCR1DVM
C&C Honolulu Prosecuters-JUVENILE OFFENDER SOHCR1JO
C&C Honolulu Prosecuters-ASSET FORFEITURE SOHCR1AF
State of Hawaii - Criminal Second Circuit Prosecutor SOHCR2
Maui County Prosecutors-District Court SOHCR2DC
Maui County Prosecutors-Felony Screening SOHCR2FS
State of Hawaii - Criminal Third Circuit Prosecutor SOHCR3
Hawaii County Prosecuting Attorney-Hilo SOHCR3HDC
Hawaii County Prosecuting Attorney-Kona SOHCR3KDC
Hawaii County Prosecuting Attorney-N. Hawaii SOHCR3NDC
Hawaii County Prosecuting Attorney-Puna SOHCR3PDC
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State Department or Agency Description JIMS Party ID for
Assignment

State of Hawaii - Criminal Fifth Circuit Prosecutor SOHCR5

State of Hawaii - Special Compensation Fund SOHSCF
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