E ADM - Manage Court Hearings for a
? Youth

User
e DYS Admission Worker
e DYS Admission Supervisor
e DYS Director/Assistant Director

Process
These Job Aid tables describe the actions needed to view and manage a Court Hearings record
from the Admissions page.

Refer to the TM DYS Admissions — Manage Admissions Job Aid for details on locating the
desired Admissions Page.

Introduction

e The Court Hearing section displays all Court Hearings for an Admission.

e To add, edit, copy or delete a Court Hearing:
o The underlying DYS case is open.
o The worker is associated with the facility selected in the admissions.
o Arelease for the admission is not completed.

e DYS Admission Supervisor and DYS Director/Assistant Director can add, edit, copy and

delete a Court Hearing until a case is closed.

Table of Contents
Manage Court Hearings

Access and View Court Hearings
Add a Court Hearing
Edit a Court Hearing
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Copy a Court Hearing
Delete a Court Hearing 10
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Manage Court Hearings
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Steps/Output Screenshot

Refer to the TM DYS Admissions & |cotomave,
Job Aid for details on |ocating the P e — oS Asessment 251725 CEE N | cion oo, 251720 [N R

desired Admissions. Admissions for Ewjgtacppj Kgstkjaiaxm
i | Rddsaadcoxc: 2251729

Navigate to the Court Hearings
@  victim Notification - N/A x

section by clicking the link in the
left navigation panel or using the

FirstName. Middle Nam:

scroll bar at the right of the page i
Sex Assigned at Birth* @) Gender Identity Preferred Gender Pronoun
Client ID jew Client Recort Date of Birth* Current Age SSN
2251729 513012000 (=] 140003592
State ID Region of Youth* Home School District*
v
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ADM - Manage Court Hearings for a

Youth

Steps/Output

Screenshot

From the Court Hearings Header
section:

1. Click Actions.
2. Select Add Court Hearing.

This opens the Add Court Hearing
pop-up window.

Back to Workspace

A G coLorRADO
€0 | sormarotitman s

DYS Client Manager 1849509, 16962... | Room Assignment Classification - 1., Admission 52147, 3566641

Workspace - Client Search

Hearing Type

H
2/28/2020 TASAM  AppearanceonBond fehi 789

Detention Sentence (@ Actionsy  —

Actual Start Date  Actual End Date  IntervalStartDate  Interval EndDate  Sentence Type  CourtName  C

3/9/2020 3/3/2020 Game and Fish dfghaf

Room Assignment Classification @) Actionsy  —

AdmissionDate Y Facility Y StartDate v EndDate Y VultoVic Y SexuallyAgs Y Violently Agg Y NDR/D

2/20/2020 AdamsYouth  3/2/2020
Services
Center

212012020 AdamsYouth  2/24/2020 32/2020 Yes No. No NDR
Services
Center

Room Assignment Actionsy  —
StartDate y €ndDate Y  RoomType Y  Unit ¥ Pod Y Room Y  AdminSecRoom Y
2124/2020 Regular adams school 2 Mo
Detention Victim Notification (B Actionsy  —
AdmissionDate Y Facility Y VictimID Y FirstName Y MiddieNsme Y LastNome Y Start o dbat
202012020 AdamsYouth 1529774 sdfen Dign] 3/1/20....
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In the Add Court Hearing pop-up ¥ [corom
window:

Add Court Hearing

Hearing Date™

Hearing Type" Court Type* pse =

3. Complete the required fields
and fill in as much additional
information as possible.

Select v || seleat v Ipoocare

10000276

Court Name® Court Division Dossass

000608
ID000538
000608
v ID00060E
00000591

Note: Hearing Date and Hearing b =

Time can be back-dated, set to
current date, or set to a date in
the future.

eType  CourtN

Admission Date Y Facility Y StartDate Y EndDate Y VultoVic Y Sexuall Agg Y Violently Agg

2/13/2020 2/1312020

Save

ADM — Manage Court Hearings Page 4 of 14
© 2020 Proprietary and Confidential



o ADM - Manage Court Hearings for a
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When all fields are completed:

Add Court Hearing

Back to Workspace

4. Click Save to save the Court

Admission Summary

Hearing Dats™ Hearing Time"

2s020 B | e

Hearing Type Court Type®

Parent/Gusrdian Nogfiesron

Hearing or Cancel to close
without saving.

Appearance on Arrest Warrant State

Court Name™ Court Division

asdighi sdigohn

Room Assignment County Court Case #*
This opens a Save Successful — B s
H B B
pop-up window.
Comments b01810000608
Bor7ioooosen
CreatedBy Created Date ho1ai0000sss
CgiQa Tests 0212612020 fpiesossss

m ! s
No Detention Sentence information available
Room Assignment Classificaf Actions v

AdmissionDate Y Faciity Y StartDate Y EndDate y VultoVic Y SexuallyAga y Violent S53v€  pR/p

A G [coLoravo
4

In the Save Successful pop-up LEApee.
window: re—

Save Successful

Court Hearing has been successfully saved.

Youthinfo

Acmission Summary

5. Click Ok to return back to the

At 11:00AM  Advisement Weld Weld D0622019JD000276

. . CourtHearings 2:45AM  Advisement Weld Weld 06220120D992589
Admissions page.
s 130PM Plea Hearing Weld Weld D0522012JD000538

Roem Assignmant 15AM  Advisement Weld weld D06220181D000608

Demmnion Wcriie N, Bi15AM  Advisement Weld Weld D0622018JD000608

e 10:30 AM  Advisement Larimer. Larimer D0352017.D000531

Temporary Ralsase 1045AM  Detention Weld weld DO0522012/D399893

Release &15AM  Plea Hearing Weld Weld D0622018JD000538

10 10:45AM  Detention Weld Weld D0622018.0999399

Sentence Actions

Actual Start Date  Actual End Date  Interv:

artDate  Interval End Date  Sentence Type  Court Name

No Detention Sentence information available

Room Assignment Classification () Actions ¥

AdmissionDate Y Fadlity Y StortDate Y EndDate Y VultoVic YV SexuallyAgg Y Violently Agg Y NDR/D

2/1/2020 Lookout 2/13/2020 21132020

Lookout 201302020 21132020
Mountain
Voith

Save
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ADM - Manage Court Hearings for a

Youth

Steps/Output

Screenshot

In the Court Hearings section:

1. Click the date link under
Hearing Date column.

This opens the Edit Court Hearing
pop-up window.

Back to Workspace

Youth Info
Admission Summary
Parant/Gus rdian Netfiesten

Reszon Desined

Otner Placaments

Approval Request
Temporary Release

Relasze

CourtHearings (B} Actionsy =

Workspace -Home Admission 752168, 3245484

ate Time  Hearing Type County Court Name Court Case #
200PM  Detention Weld weld D02019JD000276
1L:00AM  Advisement weld Weld D0622019.D000276
045 AM  Advisement Weld Weld 0822019JD893999
10:00AM  Plea Hearing Weld Weld D0622012/D000502
330PM Plea Hearing Weld Weld D0622012JD000538
&15AM  Advisement Weld Weld D0622012/D000608
&15AM  Advisement Weld Weld D0622018/D000608
%lo S0AM  Advisement Larimer Larimer D0352017JD000531
10:45AM  Detention Weld weld DO622012D998998
B15AM  Plea Hearing Weld Weld D0622012/D000532
10:45AM  Detention weld Weld D0622012/D999998

Detention Sentence (@) Actionsy  —

Actual Start Date  Actual End Date  Interval Start Date  IntervalEnd Date  Sentence Type  Court N

No Detention Sentence information available

Room Assignment Classification

on:

Facility Yy StartDate Yy EndDate ¥ VultoVic Yy SexuallyAgg Y Violently Aag

Lookout
Mountain
Youth

2/13/2020 2/13/2020

Save
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E ADM - Manage Court Hearings for a
? Youth

In the Edit Court Hearing pop-up
window:

2. Make edits as necessary.

When changes are complete:

3. Click Save to save the changes
or Cancel to close without
saving.

This opens a Save Successful
pop-up window.
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A G cOLORADO
Pl 4

In the Save Successful pop-up sotemsss
window: = -

Save Successful

Court Hearing has been successfully saved.

Youthinfo
Admission Summary

Court Case #
. [ ————
4 . C | ic k o k toreturntot h e Resson Detsned Appsrance o Counsel fehy asser
Aurest, Advisement Weld Weld D0622019JD000276
. . v Advisement Weld Weld 0622019JD999999
Admissions page.
Z;smi"n” L30PM  Plea Hearing Weld Weld D0522018J0000538
RoomAssignment B15AM  Advisement Weld Weld D0622018JD000608
Oeterion i aiaton S1san  Advsement weld weld 0062201810000608
it Lo0a  Advsement Larimer Larimer 0035201740000591
Temporsry Release 1045AM  Detention Weld weld D0622018JD339933
Relezse 5 AM Plea Hearing. Weld Weld D0622018.JD000538
10:45AM  Detention Weld Weld D0622018.JD993999
Detention Sentence () Actionsy =

Actual Start Date  Actual End Date  Interval StartDate  Interval EndDate  Sentence Type  CourtName  C
No Detention Sentence information available

Room Assignment Classification () Actionsy  —

AdmissionDate Y Fac

Y StartDate Y EndDate Y VultoVic Y SexuallyAgg Y Violently Agg ¥ NDR/D
2i1/2020 Loakout 2/13/2020 21132020

Mountain

Youtt

Services

Center

Lookout 2/13/2020 211312020

Mountain Save
.
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ADM - Manage Court Hearings for a

Youth

Steps/Output

Screenshot

In the Court Hearings section:

1. Click the date link under the
Hearing Date column.

This opens the Edit Court Hearing
pop-up window.

Back to Workspace

Youth Info
Admission Summary
Parant/Gus rdian Netfiesten

Reszon Desined

Otner Placaments

Approval Request
Temporary Release

Relasze

CourtHearings (B} Actionsy =

Workspace -Home Admission 752168, 3245484

ate Time  Hearing Type County Court Name Court Case #
2:00PM  Detention Weld weld D02019JD000276
11:00AM  Advisement Weld Weld D0622019JD000276
945AM  Advisement Weld Weld 0622019JD993998
10:00AM  Plea Hearing Weld Weld D0522012JD000E02
130PM  Plea Hearing Weld Weld Da622012JD000538
@15AM  Advisement Weld Weld Das22012JD00060
8:15AM  Advisement Weld Weld D0622018JD000608
I}lo 30AM  Advisement Larimer Larimer D0352017JD000591
10:45AM  Detention Weld weld DO622012JD999999
B:15AM  Plea Hearing Weld Weld D0822012JD000538
10:45AM  Detention Weld Weld D0622012JD2993999
Detention Sentence (@) Actionsy  —

Actual Start Date  Actual End Date  Interval Start Date  IntervalEnd Date  Sentence Type  Court N

No Detention Sentence information available

Room Assignment Classification

on:

Facility Yy StartDate Yy EndDate ¥ VultoVic Yy SexuallyAgg Y Violently Aag

Lookout
Mountain
Youth

2/13/2020 2/13/2020

Save
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E ADM - Manage Court Hearings for a
? Youth

In the Edit Court Hearing pop-up
window:

2. Click the Copy button.
This copies the Court Hearing

information to a new Add Court
Hearing pop-up window.

In the Add Court Hearing pop-up SV [t e :
Add Court Hearing

window:
3. Select a Hearing Date and e 1 b

Hearin g Time. Court Dision s
4. Make any alterations as g

necess ary. v | | pos2z01su0000276 ZNJJ“;:;Z‘S

=
Actionsy  —
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o ADM - Manage Court Hearings for a
? Youth

When changes are complete:

A S (colorapo
0V |t

Add Court Hearing

Back to Workspace

5. Click Save to save or Cancel to

admizien Summary.

Hearing Date™ Hearing Time"

2292020 B | esem

Hearing Type™ Court Type™

Parent/Gusrdian NogFeston

close without saving.

Appearance on Arrest Warrant state

Court Name™ Court Division

asdigh sdifgonn

Foom sssignment
Classiation

This opens a Save Successful P

County Court Case #

Desancion Vicim Notfication

Gther Placements Boulder ~ | aaserae 201240000276

pop-up window. o

Relezse

JEILEEEEE
Court Date 201840000608

bosa.0000538
bo1as0000508
Comments bozai000008
borrabonosss
)
Crestediy Crested Date ho110000532
Cgi Qa TestS 0212612020 s

CourtMame  C

No Detention Sentence information available

AdmissionDate Y Faciity Y StartDate Y EndDate ¥ VultoVic Y SesllyAgg Y Violent S3Y¢  DR/D

A G [coLoravo
4

In the Save Successful pop-up LEApee.
window: re—

Save Successful

Court Hearing has been successfully saved.

Youthinfo

Acmission Summary

6. Click Ok to return back to the
* et L100AM  Advisement wield wield D0622019.0000276
. . ;m;—.rw 2:45AM  Advisement Weld Weld 06220120D992589
Admissions page.
Bors aiguncr: 1:30PM  Plea Hearing Weld Weld D06220121D000538
Roem Assignmant 15AM  Advisement Weld weld D06220181D000608
Demmnion Wcriie N, Bi15AM  Advisement Weld Weld D0622018JD000608
e 10:30 AM  Advisement Larimer. Larimer D0352017.D000531
Toromey; 1045AM  Detention Weld weld DO0522012/D399893
Release &15AM  Plea Hearing Weld Weld D0622018JD000538
10:45AM  Detention Weld Weld D0622018.0999399
Detention Sentence Actions

Actual Start Date  Actual End Date  Interval StartDate  Interval EndDate  Sentence Type  CourtName  C

No Detention Sentence information available

Room Assignment Classification () Actions ¥

AdmissionDate Y Fadlity Y StortDate Y EndDate Y VultoVic YV SexuallyAgg Y Violently Agg Y NDR/D

2/1/2020 Lookout 2/13/2020 21132020
Mountain

Youth

Services

Center

Lookout 201302020 21132020
Mountain

Voith

Save

ADM — Manage Court Hearings Page 11 of 14
© 2020 Proprietary and Confidential



™

, FTY *z0¥ 5fFy¥xl

ADM - Manage Court Hearings for a

Youth

Steps/Output

Screenshot

In the Court Hearings section:

1. Click the date link under
Hearing Date column.

This opens the Edit Court Hearing
pop-up window.

Back to Workspace

Youth Info
Admission Summary
Parant/Gus rdian Netfiesten

Reszon Desined

Otner Placaments

Approval Request
Temporary Release

Relasze

CourtHearings (B} Actionsy =

Workspace -Home Admission 752168, 3245484

ate Time  Hearing Type County Court Name Court Case #
200PM  Detention Weld weld D02019JD000276
1L:00AM  Advisement weld Weld D0622019.D000276
045 AM  Advisement Weld Weld 0822019JD893999
10:00AM  Plea Hearing Weld Weld D0622012/D000502
330PM Plea Hearing Weld Weld D0622012JD000538
&15AM  Advisement Weld Weld D0622012/D000608
&15AM  Advisement Weld Weld D0622018/D000608
%lo S0AM  Advisement Larimer Larimer D0352017JD000531
10:45AM  Detention Weld weld DO622012D998998
B15AM  Plea Hearing Weld Weld D0622012/D000532
10:45AM  Detention weld Weld D0622012/D999998

Detention Sentence (@) Actionsy  —

Actual Start Date  Actual End Date  Interval Start Date  IntervalEnd Date  Sentence Type  Court N

No Detention Sentence information available

Room Assignment Classification

on:

Facility Yy StartDate Yy EndDate ¥ VultoVic Yy SexuallyAgg Y Violently Aag

Lookout
Mountain
Youth

2/13/2020 2/13/2020

Save
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E ADM - Manage Court Hearings for a
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Review the information carefully
to confirm this is the correct entry
to delete.

2. Click the Delete.

This opens the Confirm Delete
Court Hearing pop-up window.

In the Confirm Delete Court :
EditCour  Confirm Delete Court Hearing?
Hearing pop-up window: "
g - ==
mw--% o
3. Select Yes to delete or No to = N s o1 B
Ca nCeI the deletion' Court Name® Court Division o
This opens a Delete Successful il i =
pop-up window. o = o
EDEAED
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? Youth

COLORADO

In the Delete Successful pop-up i
window. EEE—

Delete Successful

Court Hearing has been successfully deleted. e

Youth Info

Admission Summary Court Case #

4. Click Ok to return back to the e T
.. 945AM  Advisement Weld Weld 0622013 1D988885

A dm ISSIONS p a ge . 10:00AM _Plea Hearing Weld Weld Dos22012.D000602

30PN Plea Hearing Weld Weld D0622018.D000532

B15AM  Advisement Weld Weld D0622018.D000602

Roomssignment B15AM  Advisement Weld weld D06220120000603

i 10:30AM  Advisement Larimer Larimer D0352017JD00058L

Apsroval Request 10:45AM  Detention Weld weld D0622012JD999999

e it 2SAM  PlesHezring Weld Weld D0622012JD000532

e 1045AU Detention Weld Weld D0622012.D999899

Detention Sentence Actions ¥

Actual StartDate  ActualEnd Date  IntervalStartDate  Interval EndDate  Sentence Type  CourtN

No Detention Sentence information available

v ity y StartDate y EndDate y VultoVic y SexvallyAgg Y Violently Agg
Lookout 2/13/2020 2/13/2020
Mountain
Youth
Services Save
Center
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