
JURY MANAGEMENT



IMPORT JURORS



CLICK DOWNLOAD FILE HYPERLINK





DEPENDING ON THE SIZE OF YOUR FILE THIS 
PROCESS MAY TAKE A FEW MINUTES



ONCE DOWNLOAD IS COMPLETE IT WILL SHOW 
HOW MANY ACTIVE JURORS ARE AVAILABLE



CLICK ON JUROR MASTER TO SEE TOTAL AVAILABLE 
JURORS FOR SERVICE



JUROR MASTER



SELECT JUROR FROM JUROR MASTER TO MAKE 
CHANGES TO THE PARTY



CLICK ON JUROR TO CHANGE ADDRESS, JUROR 
STATUS, EXCUSE JUROR, ETC.



GROUPS



CLICK ADD NEW TO ADD NEW GROUP



CLICK JUROR TAB, CLICK RANDOM SELECT, YOU 
MUST FIRST SAVE YOUR GROUP… CLICK YES 



ONCE GROUP IS ADDED, CLICK JURORS TAB, RANDOM 
SELECT, ENTER NUMBER OF JURORS, CLICK OK 



CONFIRM YOU WOULD LIKE A RANDOM 
SELECTION… YES



RANDOM JURORS SELECTED AND TOTAL NUMBER 
OF JURORS ARE SHOWN



WITHIN GROUPS TASKS AVAILABLE ARE:



PRINT JURY ROSTER REPORT



PRINT VENIRE LIST



PANELS



CLICK ADD NEW TO ADD NEW PANELS



CLICK YES TO SAVE THE PANEL BEFORE 
CONTINUING 



CLICK ADD TO ADD JURORS TO PANEL OR CLICK 
RANDOM SELECT TO ADD JURORS TO PANEL



JUROR, JUROR STATUS AND JUROR TYPE WILL 
DISPLAY



WITHIN PANELS TASKS AVAILABLE ARE:



ADD JUROR ATTENDANCE

• Juror attendance can be added within:
• Juror Master

• Groups

• Panels



CLICK ON JUROR MASTER, GROUPS OR PANEL 
ENTER ATTENDANCE DATES



CLICK ADD ATTENDANCE
ENTER DATE ATTENDED



CALCULATE JUROR PAY



YOU CAN EITHER PAY BY REPORT OR CHECK



SELECT JURORS FOR JURY PAY



COMPLETING JUROR PAY CALCULATION



SELECT APPROPRIATE TASK 



JUROR PAY



CLICK ON BATCH



ENTER FROM BATCH DATE
SELECT BATCH TO PAY



JURY SERVICE COMPLETED



CLICK ON GROUP TO ENTER SERVICE COMPLETION 
DATE



ENTER THRU SERVICE DATE AND NOTES IF NEEDED
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