
HOW TO IMPORT 
A NEW JURY LIST
IN  TNCIS



JURY MANAGEMENT/CLICK ON IMPORT JURORS. THE SCREEN WILL POP 
UP FOR YOU TO SELECT  DOWNLOAD FILE. ONCE YOU CLICK ON THIS 
TNCIS WILL DOWNLOAD FILE FOR YOU.



YOU CAN SEE FILE LOADED. IT NOW SHOWS FILE JURYPOOL.TXT. 
YOU WILL HIT OK TO LOAD FILE.



WHEN YOU HIT OK, YOU WILL GET A BOX THAT SAYS “THE NUMBER OF 
MONTHS SET FOR TIME BETWEEN JURY SERVICE HAS NOT PASSED 
SINCE THE LAST JUROR MASTER IMPORT”. 
IF YOU STILL WANT TO IMPORT, SELECT YES, IF NOT SELECT NO.



IMPORT WILL BEGIN.



ONCE IMPORT IS COMPLETE, YOU WILL GET A MESSAGE LETTING YOU 
KNOW HOW MANY JURORS YOU HAVE ACTIVE.



***PLEASE REMEMBER TO UPDATE AT LEAST 
ONCE EVERY 6 MONTHS TO KEEP YOU 
ACCOUNT ACTIVE THROUGH DOS.***

***If it has been over a year, you may have to request that your account 
be reactivated from the DOS. 
If you are already set up on the new jury import, don't send a request to 
the state when you are ready for a new file because they will assign a 
new pwd. *** YOU CAN JUST GO TO IMPORT NEW JURORS.
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