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Court Reporting

E-Services Portal

Meet the Staff

Nathan Reynolds | Driver Control Manager 1
Driver Services Division / Information Processing 

Karen Chapman | Driver Control Manager 1
Driver Services Division / Financial Responsibility 

Court Access Portal
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Portal 
Modules 

Submit a Court Record

• 7 Different options for 
Submission types.
• Compliance
• Conviction
• Default on Payment Plan
• Failure to appear
• Mental Health
• Pending Criminal
• Traffic School

Submitting a Compliance

• Allows courts to submit 
compliance documents 
electronically. 

• Reduces time compared to 
email, fax, and other 
traditional methods.

• Provides option to submit 
court records when errors 
have occurred with software.

4

5

6



8/7/2024

3

Driver Information

After selecting compliance, the driver information page will appear. 

Submitting a Compliance

• When selecting the 
compliance type, a brief 
description will appear 
below the selection that 
describes what will happen 
to the driver’s record

Submitting a Compliance 

Compliance Details:

• All required fields have a red asterisk and must 
be filled out in order to submit the record

• Depending on the compliance type, different 
information will be required
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• Congrats! You just submitted a 
compliance record!

Convictions

• Allows courts to submit guilty 
convictions instead of sending in 
court action reports through 
email, fax, or snail mail. 

• Allows for faster processing

• Provides option to submit court 
records when errors have 
occurred with software.

Convictions 

• After selecting conviction the driver information page will appear.
• There are three required fields marked
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Submitting a Conviction 

• Select the TCA code and 
action code for the offense

Submitting a Conviction

Offense Details:

• All required fields have a red asterisk and 
must be filled out in order to submit the 
record

• Depending on the offense type, different 
information may be required

Submitting a Conviction

• CONGRATS! You just 
successfully submitted a 
conviction!
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Default on Payment Plan

• Used to submit a record that a 
driver defaulted on a establish 
payment plan and puts a pending 
revocation on their license 
account.

• Once processed they will receive a 
letter with 30 day notice. 

Default on Payment Plan

• After selecting failure to pay, the driver information page 
will appear.

• There are three required fields marked

Default on Payment Plan

• Similar to posting a 
conviction

• Select the underlying 
offense and action 
code

• Will require more 
details on next page
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Default on Payment Plan

Offense Details 
• Similar to posting a conviction
• Main difference is Underlying Date of 

Offense and Court/Pay date

• The Court/Pay 
Date is the day 
they defaulted 
on the payment 
plan.

Default on Payment Plan

• CONGRATS! You just 
submitted a Failure to 
Pay!

Failure to Appear

• Used to submit an FTA 
record on a drivers 
record.

• Some FTA’s are not 
posted to accounts: Such 
as failure to appear for 
seatbelt violations

19

20

21



8/7/2024

8

Failure to Appear

• The driver information page is the same as the previous 
entries that have been covered. 

• There are three required fields

Failure to Appear

• Select the proper 
underlying offense TCA 
code and Action code

• Not all submission types are allowed
• For example: Failure to Appears for 

seatbelt violations are not posted to 
accounts by the dept of safety, there 
fore the portal will not allow these 
submissions

Failure to Appear

• Offense Details page:
• All required fields are marked by a red 

asterisk. 
• For FTA the underlying offense date of 

offense is required.
• The Court/Pay date is the date they 

failed to appear. 
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Failure to Appear

• Congrats! You just 
submitted a failure to 
appear!

Pending Criminal 

• Used to submit a record for 
Failure to Pay regarding 
criminal convictions.

• Will post a pending revocation 
to the record. 

• Offense has to be at least one 
year from date of request. 

Pending Criminal

• Details page is a 
lot shorter than 
other convictions. 

• All required fields 
are marked by a 
red asterisk

• Date of offense 
should be at least 
one year before 
the date of the 
request. 

25

26

27



8/7/2024

10

Pending Criminal 

• Congrats! You just submitted 
a Pending Criminal 
Revocation!

Traffic School

• Used to submit a Traffic 
School Record

• Will post directly to a 
driver’s record if a TN 
driver

• Out of state records will 
be sent to state of record

Traffic School

• Traffic School 
details look 
different than 
convictions

• Enter as much 
information as 
possible
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Traffic School

• Congrats! You just 
submitted a Traffic 
School record!

View Online Submissions

• Shows all submissions 
made by the court via the 
Court Portal

View Online Submissions 

• Submissions list will be populated and 
sorted by date.

• Can search for submission by date
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View Online Submissions

• Shows all information 
put into the online 
submission

Rejected Court Documents 

• This provide a list of 
rejected reporting items.

• These are items rejected 
for not being valid or 
having insufficient 
information for the system 
to process

• Cannot be corrected/ Have 
to be resubmitted as a 
new report

Rejected Court Documents 

• The rejected list is 
sorted by DATA file 
and date submitted

• Can view details and 
see the rejection 
reason. 
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View/Correct Reporting Errors

• Allows court to view and 
correct Document 
Reporting Errors

• This is a list of items 
missing some information 
that is needed to process 
the report. 

View/Correct Reporting Errors 

• Error list is sorted by Data File and date submitted
• Can view details, correct, or invalidate the report

View/Correct Reporting Errors

• Details will give a more detailed reason for the error.
• Can choose to Correct or Invalidate the record from this 

page.
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View/Correct Reporting Errors

• After selecting correct it will show the required fields to be 
corrected and the reason of the error.

• Make corrections and hit submit to complete the 
submission of the report.

View/Correct Reporting Errors

• To invalidate a record, click 
on invalidate, check the 
record, select a reason for 
invalidation from the 
dropdown box, and submit

Court Inquiries 

• This allows courts to look 
up driver inquiries

• The inquiry provides 
instructions on what steps 
a driver needs to complete 
to be reinstated if 
suspended or revoked. 
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Driver Inquiry

• All that is required is the drivers TN 
license/ID number, last name and date 
of birth.

Driver Inquiry

• After searching 
for the driver, if 
there is any 
unsatisfied 
requirements on 
their account, it 
will show up here. 

• The inquiry will 
show the driver 
information, and 
reinstatement 
requirements

• Can be printed 
out for the driver 

Access Management 

• The access management 
section allows users with 
full access to modify the 
user profiles for their 
respective court
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Access Management 

• After clicking “View Access” a list of users will be 
generated.

• Click the user ID to view the profile
• Once on the profile you can manage the account. 
• NOTE: Only designated DOSHS employees can 

create new user accounts.

Portal Access

• Types of Access:

• Full Access: Allows the users to perform every function allowed on 
the portal

• Administrative: Allows the user access to Court Reporting and Driver 
Inquiry

• Court Document Reporting: Allows access to the Court reporting 
section only

• Court Inquiry: Allows access to driver inquiries only

How do I access the portal?
• Court Portal link: https://dl.safety.tn.gov/CourtPortal/_/ 

• Email requests for portal access to DOSHS_Court.Reporting@TN.gov. 

• Will receive DPPA paperwork to be filled out and sent back to 
DOSHS.

• When returning paperwork include: User’s Full name, official 
email, court ID# and type of access requested. 

• After the account is created you will receive: Login ID and temp. 
password. 

• Also use this email address for general court reporting questions. 
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