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Overview

The Virginia Judiciary Collections System (VJCS) has been created for use by organizations that
have entered into a contract with a Commonwealth's Attorney on or after July 1, 2013 for the
collection of outstanding fines, costs, forfeitures, penalties or restitution where such
organizations accept payments directly from defendants. VJCS allows users to record payments
made by defendants and to submit information to the court electronically about those
payments.

The VIRGINIA JUDICIARY COLLECTIONS SYSTEM USER’S GUIDE has been designed for use by
administrators and users associated with a registered organization. This manual is organized to
provide an overview of the system with detailed instructions on how to use VJCS. Itis intended
to serve as a training and resource guide for users of VICS.

Getting Help

If the user does not get a satisfactory answer to his or her question or problem by reviewing
this document, which is also accessible through the Help link in the VICS navigation bar, the
user may contact the court for which the organization is serving as collection agent for
assistance.

Virginia Judiciary Collections System

VIJCS User Functions
Administrators

VJCS administrators assist in their organization’s user management. Some of the tasks
that an administrator can complete are to:

e Add or delete agents;

e Update agents’ and organization contact information;
e Reset agents’ passwords;

e Unlock agents’ accounts; and

e Enable and disable administrative access.

Office of the Executive Secretary Department of Judicial Services
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Agents

VJCS users are able to use the system to:

e Record payments made by defendants, called collection entries;
e |Instantly view the allocation of payments made;

e Create and submit collection entries and check information to the
court(s) electronically; and

e Conduct searches.

Note: VICS is expected to be available during regular operating hours of the court clerk’s
office(s). It will not be available on Saturdays and Sundays.

Action Icon Keys

Administrators the ability to perform the tasks below:

o © Enables (grants) user’s Administrator privileges;

. O Disable (removes) user’s Administrator privileges;
. 6 Edit Organization’s or user’s account information;
e @ Reset user’s password;

- Resend Registration email;

. O Unlock user’s account; and

° 7 Delete user’s account from the current system.

Firm Search Feature

The Firm Management link provides System Administrators the ability to conduct
searches using any of the criteria below:

e Firm name (full or partial); or

e Registration Status

The System Administrators can view a Firm’s Registration Status using one of the Search
options below:

Office of the Executive Secretary Department of Judicial Services
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e Registered;
e Pending; or
e Both

The Firm Management screen will display the results below based on the search criteria
requested:
e Firm Name;

e Phone number;

e Registration Status;

e |nitiation Date;

e Registration Date; and

e Actionicons

Software/Hardware Requirements

It is the responsibility of Firm Administrators to ensure that the user's equipment and
software meet or exceed the following software and hardware requirements:

e A computer operating with internet access;

Internet browser software such as:

e Microsoft Internet Explorer® version 10 or higher;
e Mozilla Firefox® version 34 or higher; and
e Google Chrome® 39 or higher
e Compatibility View for Internet Explorer should not be turned on;

e Adobe Reader® or equivalent software to view Portable Document
Format (PDF) documents (PDF reader software is free and
downloadable from various websites);

e Use PDF/A compliant file software to convert documents to a PDF; and

e The correct security settings, on the computer, that allow it to accept
cookies from the VICS.

Office of the Executive Secretary Department of Judicial Services
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Registration For VICS

Complete Firm Registration

To begin the registration process, the organization’s Authorizing Party must complete the VICS
REGISTRATION APPLICATION, return it to the Office of the Executive Secretary (OES) Administrator,
and provide a copy of this application to each court clerk’s office for which the organization is

acting as a collection agent.

Note: The user’s computer must be equipped with Adobe 7 or higher in order to complete the
registration application. Internet Explorer is the preferred browser.

The Authorizing Party must designate a VJCS Administrator for the organization on the VICS
Registration Application. The organization only needs to register once to begin using VJCS
regardless of how many courts the organization serves. However, if after initially registering,
the organization becomes the collection agent for any additional court(s), a registration
application updating court information needs to be submitted to the OES Administrator.

After the OES Administrator has processed the application, the VICS Administrator will receive
a registration email. The VJCS Administrator must click on the link within the registration email
to open the Complete Firm Registration page, which displays below.

IComplete Firm Registration

Welcome (JESSICA TEST FIRM), please enter the folowing information to complete your firmis VICS registration

“Please create your VJCS user ID: |SampleUser] User names must be at least & characters, start with a letter, should not exceed more than 17 characters and include only letters and numbers,

For your security, all VJCS passwords must meet the following requirements:
*Please enter your VICS user passwor d:

They must be at least & characters in length; and

*Please re_enter your VJCS User password: They must not contain the user's account name; and

the following 4 characteristics:
s (A-Z)

Special characters (@#57%8)
Passwords may not be re-used.

Users are required to change their passwords every 90 days.

“Please enter the PIN with the firm 12345
“For security purposes, please type the characters you see in the image: :
(<]
efundees 116 il ‘ we CAPTCHA
Privacy & Terms [} oy

This link will be valid for up to 24 hours after the message has been sent. If the 24-hour
period has elapsed, the organization's VJCS Administrator must contact the OES
Administrator to request that the registration email be resent.

Office of the Executive Secretary Department of Judicial Services
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If the Complete Firm Registration link within the registration email is visited more than
five times, an error message will appear on the sixth attempt.

Note: The VICS Administrator must ensure that the equipment and software being used
meet the VICS system requirements, which are set forth in the VJCS TERMS AND CONDITIONS
OF USE (END USER LICENSE AGREEMENT).

After the VICS Administrator has received the registration email and clicked on the link, he
or she must take the following steps to complete the VJCS registration process:

Step1l Using the on-screen instructions, create a user ID (User Name) and password.

Comment: If the user ID (User Name) selected has already been assigned to
another user, an error message displays.

Step2  Enter the same password twice.

Comment: If the passwords do not match, an error message displays.

Step3  Enter the PIN from the organization’s VJCS REGISTRATION APPLICATION.
Comments:

e The PIN must match the one submitted on the application. If it does
not match, an error message will appear.

e The VICS Administrator has five attempts to enter the correct PIN.
After the fifth attempt, the link to Complete Firm Registration page
expires and an error message displays. If this happens, the VICS
Administrator must make a request to the OES Administrator to
resend the registration email.

Step4  Enter the requested information from the security verification box CAPTCHA.

Comments:

e The VICS Administrator must enter the exact randomly generated
character string displayed. If the VJCS Administrator is unable to do this,
an error message will appear.

e |f the security verification is unreadable, the VICS Administrator may
request a new security image by clicking on the link within the security
verification box to generate a new one, or have the security codes read
aloud by clicking on the speaker icon (PC must have sound enabled in
order for the user to hear the spoken verification code):

- ‘ weCAPTCHA
o

Office of the Executive Secretary Department of Judicial Services
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Step 5 Click Submit.
Comments: Once all registration information has been correctly entered and

submitted, the Firm Registration Complete page will display. When this page
appears, click Login to access the VICS.

NOTE: If this screen does not appear, the registration process must be
restarted.

First Time VICS Login
Open a web browser and navigate to the Login page:

(https://eapps.courts.state.va.us/usermgmt/loginAction.action)

Virginia Judiciary Collections System

VICS Login

Forgot User Name? Forgot Password?

Enter User Name and Password into the appropriate fields, and click Login.
Login Assistance

If the user has forgotten their User Name or Password, the user may click on the
appropriate link to reset it.

Note: This link allows users to reset their own passwords. Users may also contact their
organization’s VJCS Administrator to reset their passwords.

Office of the Executive Secretary Department of Judicial Services
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Forgotten User Name

Users may click on the Forgot User Name? link to receive assistance with retrieving their

User Name.

Forgotten Password

Users may click on the Forgot Password? link to receive assistance with retrieving their

password.

To reset a password:

Step 1

Step 2

Click the Forgot Password link located on the Login screen.

Comments: The user will be prompted to enter their User Name on the
Forgot Password page.

NOTE: User must enter a valid, registered User Name. Otherwise, the
user will be prompted to contact their organization's VJCS
Administrator.

Answer the security questions selected during the initial setup and enter
the verification information into a security verification box (CAPTCHA).

Comments: Users must enter the exact randomly generated character
string displayed into the security verification box.

NOTE:

e Users will be given three attempts to answer all of the security
guestions correctly. After the third unsuccessful attempt, the
user’s account will be locked for an hour.

e [f the security verification is unreadable, users may request a
new security image by clicking on the link within the security
verification box to generate a new one or have the security
codes read aloud by clicking on the speaker icon (PC must have
sound enabled in order for the user to hear the spoken
verification code).

Office of the Executive Secretary Department of Judicial Services
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Step 3  After the user has successfully entered their information, he or she will
receive an email with a temporary password. The email will be sent to
the email address that is associated with the user’s account (this email
is listed on the User Profile page located under the Settings screen
header in VJCS).

Comment: The temporary password will expire after one use. Users
must follow the instructions within the email and VJCS to create a new
password.

Security Questions

Upon first login, the user will be prompted to choose and to answer three security
guestions on the Select Security Questions and Answers page.

Use the drop-down menu to choose three different security questions.

e |If the user attempts to use the same question more than once, an error
message will appear.

e Answers must also be unique. If the user attempts to use the same
answer for more than one question, an error message will appear.

Click Save & Continue when complete.

Virginia Judiciary Collections System

Select Security Questions and Answers

* Required Fields.

* Question 1: Select ~

* Question 2 Vit was your chidhood miomame [ ]
+ Question 3; | WPt 9t rame of I
estion 3 | what

street dd you
cldest
did you attend for soch grach

ia your.
What schoal
in what

ry of yourfistjob
What s the courtry e dream vacation
What is yourfavorke teacher’s ickname

What year dhd you grackate from Hich Schocl
‘Wt isthe name of the frst school you tiended

Note: The user may be prompted to enter these answers:

e When logging into the VJCS from a different browser on the same
computer;

e Logsinto the VJCS from a different compute; and/or
e When the browser’s cookies are cleared.

Office of the Executive Secretary Department of Judicial Services
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Terms and Conditions of Use (End User License Agreement)

Scroll down and carefully read the VJCS TERMS AND CONDITIONS OF USE (END
USER LICENSE AGREEMENT) in its entirety on the Terms and Conditions

page.

Virginia Judiciary Collections System

By accessing ard using the Visginia Judiciary Collections System (“VICS™) you are agreeing to comply with the followiag VICS Terms and Conditions of Use ("Terms'), which
shall be seferred to collectively as the End User Licensing Agreement, or "EULA."

4.1 Compliance with the Codes of Virginia
Ttis your responsibility 1o ensure compliance with ll applicable statutes, rules, and policies, including but not limitd to the Code of Virginia, as well as any rules that may
apply to any specific court.

42 Proprietary Rights

You acknowledge that VICS is pr
copyright notices, tracemark noti

one o more copyrights pursuan: to U.S. copyright laws and by otker intellectual property laws. You agrez to comply with all
ship informetion of restrictions contained in VICS.

By clicng Accept, agres o e s and condiions as staled

becine )

Select to accept or decline the VJCS TERMS AND CONDITIONS OF USE (END USER LICENSE
AGREEMENT) by clicking on the appropriate button:

By clicking Accept, the user indicates consent with the VJCS TERMS AND
ConDITIONS and may proceed with registration.

By clicking Decline, the user will be routed to the Login screen and will
not be permitted to access the VJCS.

As the VJCS TERMS AND CONDITIONS OF USE are updated, users must agree to them in order to

retain access.

Log Into VICS

Open a web browser and navigate to the Login page
(https://eapps.courts.state.va.us/usermgmt/loginAction.action):

Virginia Judiciary Collections System

Forgot User Name?

VICS Login

Forgot Password?

Office of the Executive Secretary Department of Judicial Services
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Enter User Name and Password into the appropriate fields, and click Login.
Users may be asked to select and answer security questions or to use a security verification box
for authentication purposes.

After the user has logged in, he or she will be routed to the home page.

Navigation Bar

The navigation bar appears on the top of every page in VICS. It contains numerous links that
allow users to move between various pages in VJCS:

T&I ,.virginia fndiciary Collecti
l foi ry Collections System
\ 'Es 2 @ a

Home | Search | Collection Ent

Home

Search

Collection Entry

Reports

Administration (if applicable)
Settings

Help

Logout

IO MO0 @ >

Home

This link takes all users to the Home or landing page. Users view this page when logging
into VICS. The home page will look slightly different for the three kinds of VICS users:

1. Agents

The Home page displays the navigation bar, navigation icons, and pending
checks.

Office of the Executive Secretary Department of Judicial Services
CONFIDENTIAL - CLERK'S OFFICE USE ONLY Rev: 2/21




VIRGINIA JUDICIARY COLLECTIONS SYSTEM USER’S GUIDE
OVERVIEW PAGE 11

Virginia Judiciary Collections Systez

Search Create
Collection Entry Collection Entry

Pending Checks

Check Number Check Date Number of Collection Entries Court Name Check Amount § Created By

No data avaiable in table

o Navigation Bar: The navigation bar includes four options: Home,
Search, Collection Entry, and Settings.

¢ Navigation Icons: There are two navigation icons: Search
Collection Entry and Create Collection Entry. These icons take the
user to the same location as the Search link and Collection Entry
link in the navigation bar, respectively.

e Pending Checks: This section allows the user to review the details
of any checks assigned, the information for which has been
submitted to the court by their organization, but has not yet been
accepted by the court. See the Pending Checks chapter for more
information.

2. Administrator/Agents

Administrator/Agents have a slightly different home page than non-
administrative users. In addition to the navigation bar and icons on the
Users’ home page, the Administrator/Agents home page contains a Settings
link in the navigation bar and a User Administration icon that allows them
to conduct their VICS administrative role.

Fa
II Virginia Judiciary Collections System
V]JCS

Pending Checks

Check Number Check Date Number of Collection Entries Court Name Check Amount § Created By

Office of the Executive Secretary Department of Judicial Services
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¢ Navigation Bar: The navigation bar includes five options: Home,
Search, Collection Entry, Administration, and Settings.

e For more information about administration functionality, reference
the Administrator Navigation chapter later in this document.

o Navigation Icons: There are four navigation icons: Search
Collection Entry, Create Collection Entry, Reports, and User
Administration. These icons take the user to the same location as
the Search link, Collection Entry link, Reports, and Administration
link in the navigation bar, respectively.

e Pending Checks: This section allows the user to review the details
of any checks assigned, the information for which has been
submitted to the court by their organization, but has not yet been
accepted by the court. See the PENDING CHECKS chapter for more
information.

3. Administrator Only Users

The Administrator Only users’ home page is the Firm Details page, which
displays a navigation bar.

Virginia Judiciary Collections System
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e Navigation Bar: The navigation bar includes three options: Home,
Administration, and Settings.

e Firm Details Page: The Firm Details page allows the Administrator
Only user to complete their user management tasks. For more
information about the Firm Details page, reference the
Administrative Navigation chapter in this document.

Search

Users may access VJCS’s search functionality by clicking on the Search link on the
navigation bar to search the status of different check numbers on particular dates.

See the SEARCH chapter for more information about the search function.

Collection Entry

Users may click on the Collection Entry link in the navigation bar to find, review, and track
cases using various criteria, including case number, payment date, and amount received.

See the CoLLECTION ENTRY chapter for more information.

Administration

This link will only be available to designated VJCS Administrators. When clicking this link,
the VICS Administrator is routed to the Firm Details page for organization and user
management.

See the ADMINISTRATION NAVIGATION chapter for more information about this functionality.
Settings

This link takes the user to the User Profile page. This page allows users to update their

account information, as well as their personal and contact information. See the SETTINGS
chapter for further details.

Help

This link routes the user to the Virginia Judiciary Collections System User’s Guide.

Office of the Executive Secretary Department of Judicial Services
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Logout

This link allows the user to securely log off the VJCS. Users will see the VICS Login screen.

Virginia Judiciary Collections System

VJICS Login

Forgot User Mame? Forgot Password?

Users can close the browser window by clicking on the browser’s Close Window button.

= Eé‘_

Pl A

EJ Bookmarks

Pending Checks

Overview

The Pending Checks section is found on the lower portion of the home page:

Check Nember Check Date Number of Collection Entries Court Name Check Amount § Created By
0TI T TEST COURT GEN DST T95.08 GDUSER1
4547 07232013 é TEST COURT GEN DST 2065.00 GOUSERZ

This section displays all of the check information that an organization has submitted to the
court(s), but has not yet been accepted by the court(s).

The following details can be reviewed:

e Check Number

Office of the Executive Secretary Department of Judicial Services
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Check Date

Number of Collection Entries
Court Name

Check Amount

Check Issuer (Created By)

To view the Check Details screen, agents may click on the entry in the Check Number column in
the Pending Checks section.

Note: If there are no pending checks, the table displays the following message: “No data
available in table.”

Check Number Check Date Number of Collection Entries Court Name Check Amount § Created By

Mo data available in table

Check Details Screen

The Check Details screen allows the agent to review each collection entry of a check, including
any voided collection entries.

Check Details

Court Name : TEST COURT - CRCUT DB2

Check Number: 2234 Check Status : PAID
Collection Entry Number Case Number Defendant Name Collection Entry Date Collection Entry Status Amount Paid $ FMS Receipt Number
1000000004 CR14000003-00 TEST - FIC/S20M 07/30/2013 ACCEPTED BY COURT 1000.00 13000000258
1000000005 CRODRG4575-01 VUATTS, MARTIN 07/30/2013 ACCEPTED BY COURT 500.00 13000000259

Total § 1500.00

Total Humber of Collection Entries : 2

Collection Entry Number Case Number Defendant Hame Collection Entry Date Collection Entry Status Amount Paid $ FMS Receipt Number
1000000006 CR09111400-04 520 UNPAID 07/30/2013 WO - ACCEPTED 8Y COURT  0.00 13000000250

The agent can review the following information:

Collection Entry Number
Case Number
Defendant Name
Collection Entry Date

Collection Entry Status

Office of the Executive Secretary Department of Judicial Services
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e Amount Paid
® FMS Receipt Number

The agent may click on two items on this screen:

1. Back button

To return to the home page, click on the Back button.

2. Collection Entry Number

If the agent clicks on an entry in the Collection Entry Number column, the
system will route to the Collection Entry screen for that specific entry.

Collection Entry Screen

_

Court Name : TEST COURT - CIRCUT DB2 Case Number: CR14000003-00 Collection Entry Humber : 1000000013

Payment Date : 02/01/2013 Status : VOID

Case Details

Case Humber: CR14000003-00 Defendant Name : TEST - F/C/SZ0/N Address: 123 WAY,
ZEN,
VA

VA

Driver's License : SSH: XXX-XX-0000

Voided By : ODELL20 Date Voided : 08/01/2012
Amount Owed:§ 1433.34 Payment Details Amount Paid : § 0.00 Balance:§ 1483.24

@ m Print Payment Record

From this screen, the agent may click on one of the following three items:

1. Print Payment Record button

To print a copy of the payment record, click on the Print Payment Record
button.

NOTE: The payment record opens and prints as a PDF file in Adobe Reader.
Depending on the agent’s computer settings, the agent may have to click
through multiple screens to print this document.

2. Back button

To return to the Collection Entry Search page, click on the Back button.

Office of the Executive Secretary Department of Judicial Services
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3. Payment Details link

Description Amount Owed $ Current Payment $
Fines, Costs, Forfeitures & Penalties 276.28 10.43
Interest on Fines, Costs, Forfeitures & Penalties 0.00 0.00
Restitution 1000.00 o.00
Interest on Restitution 15.60 0.00
Collection Increase Rate Amount 181.48 1.57
Total § 148234 12.00

To view payment details, click on the Payment Details link:

The Payment Details screen includes description, amount owed, and
allocation of the current payment entry.

Collection Entry

Create Entry

Collection Entry link

A collection entry is created by clicking on the Create Collection Entry icon on the home
page or by clicking the Collection Entry link from the navigation bar.

FaS
I I Virginia Judiciary Collections System

VJCS .
EEE = ek ACENTL T e © it

Pending Checks

Check Number Check Date Number of Collection Entries Court Name. Check Amount § Created By

Collection Entry screen

1. The agentis routed to the Collection Entry screen.

Office of the Executive Secretary Department of Judicial Services
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7$7 Virginia Judiciary Collections System

Home | Search | Collection Ent rts | Account Settin Welcome AGENT TAX_ @ Help | © Logor
* Required Fields

The agent enters information into the following fields:

e Court Name

If the agent’s organization is under contract with a
Commonwealth’s Attorney(s) for:

e One court: This field is automatically populated with that one
court.
e Multiple courts: This field displays with a drop-down menu for

the agent to select the appropriate court.

e Case Number

The agent enters the complete case number for which payment is
being received.

e Last 4 Digits of Social Security Number

The agent enters the last 4 digits of the social security number for
which payment is being received.

e Individual Name

The agent enters the name of the individual for which payment is
being received.

e Retrieve Case

The agent clicks the Retrieve Case button. If the case number is:

Office of the Executive Secretary Department of Judicial Services
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e Retrieved

The VICS returns the Case Details section, which includes:

e (Case Number;

e Defendant Name;

e Address;

e Driver’s License Number;

e Social Security Number (only the last four digits will be
displayed); and

e Amount Owed, which includes accrued interest up to the
payment date.
Note: For more information click on the Payment Details
link next to Amount Owned.

CourtName : LAKESIDE CITY CIRCUT COURT
“eaymentome =] [ e |

Case llumber : CR14000003-00 Defendant Name : TEST - FIC/S20M Address: 123 WAY,

SSH 0000000

i nse
Amount Owed: § 12833¢ Pa ﬂemoe«m\s\

By cicking the.

Entry” button below, ge and affim
date indicated for the case fisted and fhat no funds, including no collection agent f

e Not located

e The VICS returns an error message and does not return to
the Case Details section.

Enter the Case Information

* Required Fields

Court Name : LAKESIDE CITY CIRCUIT COURT * Case Humber

4 2
(Example: CRI300000000, GR13000000-00

1300000000, GC13000000-00

JA1300000000, JA130000-00-00)

* Payment Date : [08/0122012 * Amount Received : §

Case Details
Case Number : CR14000002-00 Defendant Hame : TEST - F/C/S20M Address : 123 WAY,
ZEN
WA
Driver's License : SSN: OOCHK-0000

Amount Owed :$ 1483.34 Payment Details

By clicking the "Create Collection Enlry” button below, | acknowledge and affirm that the amount enteregfabove as the "Ameunt Received” is the entire amount received from the defendant on the payment
date indicated for the case isted and that no funds, including no collection agent fee mi have been withheld or deducted from the amount paid by the defendant.

Create Collection Entry

Office of the Executive Secretary
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The agent verifies that the case for which payment is being made is
accurate when entering information into the following fields:

e Payment Date

Enter in the payment date by clicking on the Calendar icon
next to the field. The date defaults to the current date. When the
agent clicks on the icon, a calendar pop-up screen displays:

February 2021 0

Su Mo Tw We Th Fr 5Sa

3 4 5 &

7 8 9 10| 11 12| 13
14 15| 16 17 18 19 20
21 22| 23| 24| 25 26| 27
28

The agent selects the correct date by clicking on the arrows and
date.

e Amount Received

e Click Create Collection Entry button

e Carefully review the entries in the Payment Date and Amount
Received fields before clicking the Create Collection Entry
button.

e To clear all fields, click on the Reset button.

e When the agent clicks on the Create Collection Entry button,
he or she agrees to the following terms:

date indicated for the case listed and that no funds, including no collection agent fee or commission, have been withheld or deducted from the amount paid by the defendant.

By clicking the "Create Collection Entry” button below, | acknowledge and affirm that the amount entered above as the "Amount Received” is the entire amount received from the defendant on the payment

Confirmation Message

After the agent clicks the Create Collection Entry button, a confirmation message appears:

Office of the Executive Secretary Department of Judicial Services
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+ Collection Entry 1000000015 Created Successfully. \

Collection Entry
Court Name : TEST COURT - CIRCUIT DB2

* Payment Date : [08/01/2013

Case Details

Case Number: CR14000003-00 Defendant Name : TEST - F/C/S20/N

Driver's License : SSN @ XOOX-XX-0000

Amount Owed :§ 142334 Payment Details Amount Paid : § 12.00

*Case Number: [cp14000003-00

(Exampie: CR1300000000, CR13000000-00
GC1300000000, GC13000000-00
JA1300000000, JA130000-00-00)

* Amount Received : § 12.00)

llection Entry 1000000015 Created Successfully.
voia

* Required Fields

Address: 122 WAY
ZEN,
WA

Balance : § 1471.24

The agent may click on one of three items after the collection entry has been submitted:

Payment Details

To view the payment details screen, click on the Payment Details link:

CNNNNANTS NN

i m Bl e

Description Amount Owed $
Fines, Costs, Forfeitures & Penalties 278.28
Interest on Fines, Costs, Forfeitures & Penalties 0.00
Restitution 1000.00
Interest on Restitution 15.60
Collection Increase Rate Amount 191.45
Total § 148334

Payment Details

“alg

o
]

Current Payment §
10.43
0.00

0.00

The Payment Details screen includes description, amount owed, and allocation of the

current payment entry.

Print a Copy of the Payment Record

To print a copy of the payment record, click on the Print Payment Record button.

Office of the Executive Secretary
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Note: The payment record opens and prints as a PDF file in Adobe Reader. Depending on
the agent’s computer settings, the agent may have to click through multiple screens to

print this document.
Void Payment Entry
To void the payment entry, click on the Void button.

1. After clicking on the Void button, a pop-up window displays:

£
Confirm Void

D By clicking " Agree”, | agree to void
this collection entry.

L
2. Agent must click on the box by the statement.

This action activates the | Agree button.
3. Agent clicks one of the following buttons.
e | Agree button

If the agent clicks on the | Agree button, the collection entry is
voided and a confirmation screen appears.

+ Collection Entry 1000000015 Voided Successfully. l

Collection Entry

Court Name : TEST COURT - CRCUT DB2 Case Humber : CR14000003-00 Collection Entry Number : 1000000015

Payment Date : 08/01/2013 Status : VOID

Case Details
Address: 123 WAY

Case Number: CR14000003-00 Defendant Name : TEST - FIC/S20/N
Driver's License : SSN: XXX-XX-0000

Voided By : DDELLZ0 Date Voided : 08/01/2012

Amount Owed :§ 143334 FPayment Details Amount Paid : § 0.00

l Collection Entry 1000000015 Voided Successfully. I

é | Back | Print Payment Record %

From this screen, the agent clicks on any of the following options:
e Print Payment Record button

Department of Judicial Services

Office of the Executive Secretary
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To print the voided entry, click on the Print Payment Record
button.

Note: The payment record opens and prints as a PDF file in Adobe
Reader. Depending on the agent’s computer settings, the agent
may have to click through multiple screens to print this document.

Back button

To return to the Collection Entry Search screen, click on the Back
button.

Payment Details link

To view the Payment Details screen, click on the Payment Details
link.

Payment Details

Description Amount Owed $ Current Payment $
Fines, Costs, Forfeitures & Penalties 275.28 10,43
Interest on Fines, Costs, Forfeitures & Penalties 0.00 0.00
Restitution 1000.00 0.00
Interest on Restitution 15.60 0.00
Collection Increase Rate Amount 191.48 1.57
Total § 1483.34 12.00

The Payment Details screen includes description, amount owed,
and allocation of the current payment entry.

If the agent clicks on the Cancel button, the agent returns to the
Collection Entry screen.

Search Collection Entry

Conduct A Search

Note: The Search function can also be used as a tracking tool to review a collection entry’s

status.

Office of the Executive Secretary
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The agent begins a search by clicking on the Search Collection Entry icon on the home page or
by clicking on the Search link in the navigation bar.

Pa S
II Virginia Judiciary Collections System

Pending Checks

Check Number Check Date Number of Collection Entries Court Name. Check Amount § Created By

Collection Entry Search page

The agent is routed to the Collection Entry Search page.

Virginia Judiciary Collections System

Home Search Collection En Administration = Sefting

Collection Entry Search

Court Name : TEST COURT - CIRCUIT DB2 CheckHumber: | | Collection Entry Status : [ALL =]

From: [oainir2013 To: [osni2012

The agent may enter information into several fields to assist in filtering results:

Collection Entry Date

1. Court Name

This field is mandatory. If the agent’s organization is under contract with a
Commonwealth’s Attorney(s) for:

Office of the Executive Secretary Department of Judicial Services
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e One court: This field is automatically populated with that one
court.

e Multiple courts: This field displays with a drop-down menu for the
agent to select the appropriate court.

2.  Collection Entry Date fields

Enter in the date by clicking on the Calendar icon next to the field. The
Collection Entry Date field defaults to the current date. When the agent
clicks on the icon, a calendar pop-up screen displays:

February 2021 (]

Su Mo Tw We Th Fr Sa

3 4 5 &

Fi & 9 10| 11| 12| 13

14| 15/ 16|| 17| 18 19 20

21 22| 23|| 24 25 26 27
28

The agent selects the correct date by clicking on the arrows and date.

3. Check Number

4. Collection Entry Status

The agent selects an option from the drop-down menu:

Collection Entry Status: | ALL

ENTRY CREATED

SENT TO COURT
ACCEPTED BY COURT
WOID

The Collection Entry Status field defaults to All.

5. Search button

Office of the Executive Secretary
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After completing all of the fields, the agent clicks Search.

Search Results

After the agent has clicked on the Search button, if there are search results, they display under
the Collection Entry Search section.

In the Search Results section, the agent can click on any of the following three items.

Search Results
Search Results(Total Records 8 ) Displaying records 8

Collection Entry Number Vs Case Number Defendant Name Amount Paid $ Collection Entry Date ‘Check Number Status
1000000004 CR14000003-00 TEST - FIC/S20MN 1000.00 07/30/2013 ACCEPTED BY COURT
1000000005 CROORG4578-01 WATTS, MARTIN 500.00 07/30/2013 ACCEPTED BY COURT
1000000006 CR09111400-04 520 UNPAID 0.00 0773012013 2234 'VOID - ACCEPTED BY COURT
1000000007 CROOR78543-01 MARTIN, MARTIN 2580.70 07312013 5720 ACCEPTED BY COURT
1000000002 CR02000001-00 TEST RELEASE 7/01/01 40.00 0773112013 186 SENT TO COURT
1000000009 CR13018000-04 RESTTUTION, TEST 100.00 071312013 ENTRY CREATED
1000000010 CR13018000-04 RESTTUTION, TEST 100.00 073172013 ENTRY CREATED
1000000015 CR14000003-00 TEST - FIC/S20MN 0.00 08/01/2013 voi

c]

Assign Check Humber

Collection Entry Number

If the agent clicks on an entry in the Collection Entry Number column, the agent will be
routed to the Collection Entry screen for that specific entry.

_

Court Name : TEST COURT - CIRCUT DB2 Case Humber: CR14000002-00 Collection Entry Humber : 1000000015
Payment Date : 0&/01/2012 Status @ VOID
Case Details
Case Humber: CR14000002-00 Defendant Name : TEST - F/C/SZ0N Address: 123 WAY,
WA
Driver's License : SSN: 200000000

Voided By : ODELL20 Date Voided : 08/01/2013
Amount Owed : § 1482.34 Payment Details Amount Paid : § 0.00 Balance : § 1422.34

@ m Print Payment Record

From this screen, the agent may click on one of the following three objects:

1. Print Payment Record button

To print a copy of the payment record, click Print Payment Record.

Office of the Executive Secretary Department of Judicial Services
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Note: The payment record opens and prints as a PDF file in Adobe Reader.
Depending on the agent’s computer settings, the agent may have to click
through multiple screens to print this document.

2. Back button
The agent returns to the Collection Entry Search screen.

3. Payment Details link

To view payment details, click on the Payment Details link.

rrms Mshar s TR AN 7
Description Amount Owed $ Current Payment §

Fines, Costs, Forfeitures & Penalties 278.28 10.43
Interest on Fines, Costs, Forfeitures & Penalties 0.00 0.00
Restitution 1000.00 0.00
Interest on Restitution 15.60 0.00
Collection Increase Rate Amount 191.45 157

Total § 1483.24 12.00

The Payment Details screen includes description, amount owed, and
allocation of the current payment entry.

Check Number

To view the Check Details screen, the agent clicks on the entry in the Check Number
column:

Office of the Executive Secretary Department of Judicial Services
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Check Details

Court Name : TEST COURT - CRCUT DB2

Check Number: 2234 Check Status: PAID
Collection Entry Humber Case Number Defendant Name Collection Entry Date  Collection Entry Status ~ Amount Paid $ FMS Receipt Number
1000000004 CR14000003-00 TEST - FIC/S20M 0712072013 ACCEPTED BY COURT 1000.00 12000000258
1000000005 CROORB4573-01 WATTS, MARTIN 0713072013 ACCEPTED BY COURT 500.00 13000000258

Total§  1500.00

Total Number of Collection Entries : 2

Void Entries

Collection Entry Number Case Humber DefendantName  Collection Entry Date  Collection Entry Status ~ AmountPaid $  FMS Receipt Humber

1000000006 CRO2111400-04 520 UNPAID 07z0203 VOID - ACCEPTED BY COURT 0.00 13000000250

The Check Details screen includes the following columns for each collection entry that was
included in the check:

e Collection Entry Number
e Case Number

e Defendant Name

e Collection Entry Date

e Collection Entry Status

e Amount Paid

e FMS Receipt Number

The agent may click on the entry in the Collection Entry Number column to view details
about a specific collection entry.

To return to the Search Results screen, click Back.

Assign Check Number

To assign a new check number to at least one collection entry, click on the box next to
appropriate collection entry or entries and click Assign Check Number.

See the AssiGN CHECK NUMBER chapter for more information about assigning check
numbers.

Assign Check Number
To assign a check number, use the following steps:
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Search Page

Access the Search page through either the navigation bar or the navigation icon on the home
page.

=
II Virginia Judiciary Collections System
VJCS

Pending Checks

Check Number Check Date Number of Collection Entries Court Name. Check Amount § Created By

No data availabie in table

Conduct Search

Conduct a search for at least one collection entry to add to a check. Eligible collection entries
will show up in the Search Results section of the screen with a box to check.

Virginia Judiciary Collections System

Collection Entry Search

Court Name : TEST COURT - CIRCUT DB2 Checkhumber: [ | Collection Entry Status : | ALL [=]

Collection Entry Date

From: [o7:0172013 To: peinz22013

Search Results

Search Results{Total Records 8 ) Displaying records 1 through 8

] Collection Entry Number Case Humber Defendant Name Amount Paid $ Colletglac;r;Emry ‘Check Number Status
1000000004 CR14000002-00 TEST - FIC/S20/N 1000.00 07/30/2013 2234 ACCEPTED BY COURT
1000000005 CRODRE4579-01 WATTS, MARTIN 500.00 07/30/2013 2234 ACCEPTED BY COURT
1000000008 CRO2111400-04 520 UNRAID 0.00 07/30/2013 2224 VOID - ACCEPTED BY COURT
1000000007 CRODR76543-01 WARTIN, MARTIN 2580.70 07/31/2013 5720 ACCEFTED BY COURT
1000000008 CR02000001-00 TEST RELEASE T/01/01 40.00 07i312013 786 SENT TO COURT

O 1000000008 CR13018000-04 RESTITUTION, TEST 100.00 07i31/2013 ENTRY CREATED

= 1000000010 CR13016000-04 RESTITUTION, TEST 100.00 07/31/2013 ENTRY CREATED
1000000015 CR14000002-00 TEST - FIC/S20/N 0.00 08/01/2013 VoD

Assign Check Humber H

Copyright @ 2013 Commenwealth of Virginia O ffice of the Executive Secretary of the Supreme Court of Virginia. All Rights Reserved.
Build Number : 3.3.2.59
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Select Entry

Select at least one eligible collection entry by checking the box next to each entry to be
included in the check and click Assign Check Number.

Enter Check Number

After the user clicks the button, a pop-up box prompts the user to enter in a check number.

Enter Check Number

Check Number: | |

Note: Enter in a unique check number. Check numbers may be a combination of letters and
numbers.

Send To Court

On the Assign Check page, the user reviews the check information and makes any necessary
edits.

Required FieTas
Assign Check

Collection Entry Number Case Number Defendant Name ‘Collection Entry Date COHEE:;‘::SE"M Amount Paid $ Remove
1000000010 CR13013000-04 RESTITUTION, TEST 0713112013 ENTRY CREATED 100.00 ]
Total § 100.00

Total Humber of Collection Entries : 1

Collection Entry
Status

1000000015 CR14000003-00 TEST - F/CIS20iN 08/01/2013 VoD 0.00

Collection Entry Number Case Number Defendant Name Collection Entry Date Amount Paid $ Remove

* Check Number: [1111

] By clicking the "Send To Court” button below, | acknowledge and affirm that each amount indicated above as the "Amount Paid” is the entire amount received from each particular defendant for each
case listed, and that no funds, including no collection agent fee or commission, have been withheld or deducted from the amount paid by each defendant listed

"N T

e The user may remove the entry by clicking on the Remove icon # in the Remove
colmun of the individual entry.

e The user may change the entry in the Check Number field.
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After reviewing, the user clicks on the box in the message field to acknowledge and affirm the
information in the message:

D By clicking the "Send To Court” button belew, | acknowledge and affirm that each ameunt indicated above as the “Amount Paid” is the entire amount received frem each particular defendant for each
case listed, and that ne funds, including no cellection agent fee or commission, have been withheld or deducted from the amount paid by each defendant listed

Once the user has clicked the box, the Send to Court button becomes active.

By clicking the "Send To Court” button below, | acknowledge and affirm that each amount indicated above as the "Amount Paid” is the entire amount received from each particular defendant for each
case listed, and that no funds, including no collection agent fee or commission, have been withheld or deducted from the amount paid by each defendant listed

[ b | semtocomm

Click Send to Court.

Note: Clicking on the Send to Court button does not send the check funds electronically to the
court. Rather, information about the check assigned is sent to the court. The check must be
mailed or delivered to the court.

Confirmation

After the user clicks on the Send to Court button, the Check Details page displays with a
confirmation notice.

+ Check Number 1111 Information Sent to Court.

Check Details

Court Name : TEST COURT - CRCUIT D82

Check Humber: 1111 Check Status : PENDING
Collection Entry Number Case Number Defendant Name Collection Entry Date COHESC::::SEMW Amount Paid $
1000000010 CR13018000-04 RESTITUTION, TEST 07i31/2013 SENT TO COURT 100.00

Total § 100.00

Total Number of Collection Entries : 1

Void Entries

Collection Entry

Collection Entry Number Case Number Defendant Name Collection Entry Date Status Amount Paid $
1000000015 CR14000003-00 TEST - FIC/S20/N 08/01/2013 WOID - SENT TO COURT 0.00
Check Number 1111 Information Sent to Court.
Office of the Executive Secretary Department of Judicial Services
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The user may click on one of three possible items:

Collection Entry Number

If the user clicks on an entry in the Collection Entry Number column, the user will be
routed to the Collection Entry screen for that specific entry.

_

Court Hame : TEST COURT - CIRCUT DB2 Case Humber: CR14000002-00 Collection Entry Number: 1000000015

Payment Date : 03/01/2013 Status : WOID

Case Details

Case Number: CR14000003-00 Defendant Name : TEST - F/C/S20/MN Address : 122 WAY
ZEN
VA

Driver's License : SSN: J00-XX-0000

Voided By : ODELLZ0 Date Voided : 0&/01/2012
Amount Owed : § 1482.34 Payment Delails Amount Paid : § 0.00 Balance : § 14283.34

@ Pt Payment Record

From this screen, the user may click on one of the following three items:

1. Print Payment Record button

To print a copy of the payment record, click Print Payment Record.
Note: The payment record opens and prints as a PDF file in Adobe Reader.
Depending on the user’s computer settings, the user may have to click
through multiple screens to print this document.

2. Back button
The user returns to the Collection Entry Search screen.

3. Payment Details link

To view payment details, click on the Payment Details link.
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Payment Details
Description Amount Owed $ Current Payment $

Fines, Costs, Forfeitures & Penalties 27828 10.42
Interest on Fines, Costs, Forfeitures & Penalties 0.00 0.00
Restitution 1000.00 0.00
Interest on Restitution 15.50 0.00
Collection Increase Rate Amount 191.45 1.87

Total § 148324 12.00

The Payment Details screen includes description, amount owed, and
allocation of the current payment entry.

Back button

To return to the Collection Entry Search page, click Back.

Void button

A check number that has been submitted to the court, but is not yet accepted may be
voided. To begin the process to void the check information sent to the court, click Void on
the Check Details page.

The following pop-up will display:

D By clicking | Agree”, | agree to void
this check.

| T

Users must click on the box by the statement to agree. This action activates the | Agree
button.

Users must click on one of the following buttons options:
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If the user clicks on the | Agree button, the collection entry is voided and a confirmation
screen appears.

I + Check 1111 Voided Successfully.

TEST COURT - CIRCUIT DB2

Collection Entry Number Case Number Defendant Name Collection Entry Date.

1000000010 CR13018000-04 RESTITUTION, TEST 071311213 ENTRY CREATED 100.00 x

* Required Fields

Collection Entry Amount Paid § Remove

Collection Entry Number Case Number Defendant Name Collection Entry Date.

1000000015 CR14000003-00 TEST - FIC/S20M 0800112013 wOD 000

By clicking the “Send Te Court” bution below, | acknowledge and affirm that each amount indicated above as the “Amount
case [t o llection agent

Total § 100.00

Total Humber of Collection Entries : 1

Collection Entry

BT Amount Paid § Remove

* Check Number : [1111

Paid” s the entire amount received from each particular defendant for each
fee or commission, have been withheld or deducted from the amount paid by each defendant listed

Check 1111 Voided Successfully.
— e <

ted, and that no funds, including no colle

From this screen, the user clicks on either of the options below:

1. Send to Court button

To submit the void to court, click Send To Court. The void is sent the court
and a Check Details confirmation screen will display.

« Check Number 1111 Information Sent to Court.

TEST COURT - CRCUT DB2

Check Status: PENDNG

Collection Entry Humber Case Humber Defendant Name Collection Entry Date c"”z“:;‘:::"‘” Amount Paid §
CR13018000-04 RESTITUTION, TEST 07312013 SENTTO COURT 100.00
Total § 100.00

Collection Entry Number Case Number Defendant Name Collection Entry Date

Total Humber of Collection Entries : 1

Collection Entry

Status Amount Paid $

CR14000003-00 TEST - FICIS20N 0810172013 WOID - SENT 0 COURT 0.00

Check Number 1111 Information Sent to Court.

2. Back button

To return to the Collection Entry Search screen, click Back.
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If the user clicks on an entry in the Collection Entry Number column, the user will be

routed to the Collection Entry screen for that specific entry:

Voided By : ODELL20 Date Voided : 08/01/2013
Amount Owed : § 1482.34 Payment Details Amount Paid : § 0.00

EP [ back | prnt ayment mocora

Court Name : TEST COURT - CIRCUT DB2 Case Humber: CR14000002-00 Collection Entry Humber : 1000000015
Payment Date : 02/01/2012 Status : WOID
Case Details
Case Humber: CR140000032-00 Defendant Name : TEST - F/C/S200N Address: 123 WAY,
ZEN,
WA
Driver's License : SSN: 3000000

_

Balance : § 1422.24

From this screen, the user may click on one of the following three items:

1. Print Payment Record button

To print a copy of the payment record, click on the Print Payment Record

button.

Note: The payment record opens and prints as a PDF file in Adobe Reader.
Depending on the user’s computer settings, the user may have to click

through multiple screens to print this document.
2. Back button
The user returns to the Collection Entry Search screen.

3. Payment Details link

To view payment details, click on the Payment Details link:
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Description Amount Owed %
Fines, Costs, Forfeitures & Penalties 276.28
Interest on Fines, Costs, Forfeitures & Penalties 0.00
Restitution 1000.00
Interest an Restitution 15.60
Collection Increase Rate Amount 181.45
Total § 148334

Current Payment %
10.43
0.00
0.00
0.00

1.57

The Payment Details screen includes description, amount owed, and
allocation of the current payment entry.

Administrator Navigation - Firm Details Page

For Administrator Only users, the Firm Details page will serve as their home page when they log
in to VJCS. For all other administrator users, this page will appear when they choose the
Administration link from the navigation bar.

FITIT DETams

Court Associations

Registratios

Agency/BusinessiLaw Firm Information

* Agency/Business/Law Firm; VJCS PROD COLLECTION FIRM

FIPS Code

n Date:07/30/2013

Gopyright @

Assigned Courts

TEST COURT - CRCUT DB2

2013 Commonwealth of Virginia Office of the Executive Secretary of the Supreme Court of Virginia. All Rights Reserved
Build Number: 1.0.0.20

* Address 1: [100 NORTH Address 2: [TH STREET
* City: [RICHMOND A * State: | WA - Viginia [=] " zip: -]
Autharizing Party:
* LastName: [DES B * First Hame: [SCV WMiddle Hame: [ | suffc [ ]
*enone: [ T Jew [ ] *Email; St S |
User Information
Name User Name Designation Administrator Actions
Cc AGENT VES 26@00
AGENT YES @

T T
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Agency/Business/Law Firm Information

Authorizing Party

User Information

Court Associations

A
B
C
D
E

Create New User

Agency/Business/Law Firm Information

This section allows the administrator to view and edit their organization’s information. This
information is originally entered from the VJCS REGISTRATION APPLICATION, but can be updated as
needed by the organization’s VJCS administrator. All data fields may be updated from this

screen, except for the organization’s name.

Authorizing Party

This section allows the administrator to view and edit the authorizing
address.

User Information - Actions

This section allows the administrator to complete a number of tasks.

party’s phone and email

User iInformation

Name User Hame Designation Administrator

LAMB,JESSICA jlanham AGENT YES tiniock
SAMPLE USER SampleAdmin ADMIN YES Enable/Disable @0 Aot
DOE JANE janendoe AGENT N Administrative I 600 Delste
SUTH,JOHN jssmith AGENT YES Access —0 600

Disable/Enable Administrative Access o Q

Edit User Info ©

Reset Password @

Unlock Account (o]

| | W N| -

Delete User [x]

To begin an action, click on the icon button in the same row as the user’s name.

1. Disable @ or Enable @ Administrative Access
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This function allows the administrator to disable or enable other users’
administrative privileges. When updated, the user will receive an email
notification of their changed administrative status.

e |If the Enable Admin icon @ is available, the user is not already an
administrator and administrative access can be enabled. Click on
the icon and a pop-up screen will appear. Click OK to enable
administrative access for this user, otherwise click Cancel to discard
all changes.

e If the Disable Admin icon @ is available, the user is already an
administrator and administrative access can be disabled. Click on
the icon and a pop-up screen will appear. Click OK to disable
administrative access for this user, otherwise click Cancel to discard
all changes

2. Edit User Info ©

This function will take the administrator to the Edit User or Manage Links
page, which allows the administrator to update user contact information.

* Required Fields

Edit User or Manage Links

User Information

Administrator Only '@/ Administrator/User User

* Last Hame: * First Name: Middle Hame: sufie: [ |
Same a5 firm address
" State: | VA - Virginia [=] top 22 |- ] * Email: [35UJESS@GMAL COM

6789 | Ext: [ | fac [

* Phone: [B04-55!

In this section, the user’s contact information can be updated in the
appropriate fields. The user’s full name (including the suffix) must not
exceed 30 characters.

Note: The user type cannot be changed.

3. Reset Password @

The administrator clicks on the Reset Password icon @ and a pop-up box
will appear to create a new password for a user.
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| Please enter the new password for user .

| *New Password:

*Confirm New Password:

For your security, all E-Filing passwords must meet the following requirements:
They must be at least & characters in length; and
They must not contain the user's account name, and

They must use at least three of the following four characteristics:
English upper case letters (A-Z)
English lower case letters (a-z)
Mumbers (0-9)
Special characters J@#S%E)
Passwords may not be re-used.
Users are required to change their passwords every 90 days.

OK Cancel

e Create Password

The administrator follows all instructions for creating a new
Password for a user. When finished, the administrator clicks OK to
continue or Cancel to discard all changes.

e Click Continue.

When finished, the administrator clicks Continue in the upper
right-hand corner of the screen to reset the user’s password.

e The user receives email notification

The user receives the temporary password that has been assigned
to by the administrator in an email. Upon the next login, the user
must choose a new password, reset security questions, and
answers, and accept the VJCS TERmMS AND CONDITIONS OF USE (END
USER LICENSE AGREEMENT).

4. Unlock User o

When the administrator clicks on the Unlock User icon @ in the same row
as the user’s name, a pop-up box will appear.
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Are you sure that you want to unlock s " - user account?

[ OK ] [ Cancel

To unlock the user’s account, the administrator clicks OK, otherwise the
click Cancel to discard all changes. There will be a validation message at
the top of the screen.

5. Delete User X/
When the administrator clicks on the Delete User icon X/ in the same row

as the user’s name, a pop-up box will appear.

Are you sure that you want to delete o from the firm?

| | cancel

o To delete the user, the administrator clicks OK. There is a
validation message at the top of the screen. The user receives an
email notification that the user has been deleted as a user.

e To exit, the administrator clicks Cancel to discard all changes. This
action will route the administrator to the Firm Details page.

Court Associations

This area displays the courts for which the organization has been contracted for collection
services.

This information can only be changed by the OES Administrator, and changes must be
submitted via the VJCS REGISTRATION APPLICATION.

Office of the Executive Secretary Department of Judicial Services
CONFIDENTIAL - CLERK'S OFFICE USE ONLY Rev: 2/21



http://www.courts.state.va.us/online/vjcs/registrationapplication.pdf

VIRGINIA JUDICIARY COLLECTIONS SYSTEM USER’S GUIDE

OVERVIEW

Adding A New User

PAGE 41

Note: It is highly recommended that the administrator assign at least one other administrator
for backup purposes after completing registration.

1. Administration link

The user clicks on the Administration link in the navigation bar to open the
Firm Details page.

2. New User button

The administrator clicks New User in the bottom right-hand corner of the

screen.

1 Hew User I' Cancel
P

3. The New User Registration page displays.

New User Registration

[ same as firm address

* state: -

Y —

Logon Information

User Information

@ admiistrator only O Administrators User ) User

) —

o —

User names must be at least 6 characters, start with a letter, Should not exceed mare than 17 characters and include only letters and numbers.

For your security, all E-Filing passwords must meet the following requirements:
They must be at east & characters in length; and
‘They must not contain the user's account name; and
They must use at least 3 of the following 4 characteristis
Englsh upper case letters. (A-Z)
Englsh lower case letters (a-2)
Numbers (0-8)
Special characters (@#5°%8)

Passwords may not be re-used,

Users are required to change their passwords every 90 days.
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4. Select Account Type
In first section, the administrator selects the classification that best suits
the role of the new user and clicks on the corresponding radio button:
e Administrator Only
e Administrator/Agent
e Agent
Definitions for the user classifications can be found in Section 4.6.4 of the
VJCS TERMS AND CONDITIONS OF USE (END USER LICENSE AGREEMENT).
The administrator will fill in all appropriate fields, as required.
e Contact information
° The administrator fills in the new user’s contact information,
User Name, and password.
Below the Last Name field, click the Same as firm address box,
if applicable, to quickly populate the address. Otherwise,
manually fill in the user’s information.
Note: If a User Name has already been assigned to another
user, an error message will appear.
Once User Names has been assigned, they cannot be
changed.
e  Enter the password in both the Password and Confirm
Password fields.
Be sure to follow all instructions and click Submit in the lower
right-hand corner of the screen to continue. Click Cancel to
discard all changes.
Office of the Executive Secretary Department of Judicial Services
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New User Registration

User Information

@ Administrator Only @ Administratori User ) User

* Last Name: I:l * First Name: :l Middle Name: |B | Suffix: | |
[ Same as firm address
* State: VA - Virginia - * Zip: El-l:l * Email: |}- ------ N —— ‘
* Phone: l:lExLl:l Fax: :l

Logon Information

* User Hame: User names must be at least 6 characters, start with a letter and include only letters and numbers

* Password: For your security, all E-Filing passwords must meet the following requirements:
They must be at least 8 characlers in length: and

They must not contain the user's account name; and

They must uss at least 3 of the following 4 characteristics:
English upper cass letlers (A-Z)
English lower case letters (a-z)
Humbers (0-9)
Special characters ((@#5%)
Passwords may not bs re-used
Users are required to change their passwords every 90 days

e Confirmation

e  Click Submit and a confirmation message will appear on the
top of the Confirm User Registration page.

New User (jackron) has been registered successfully.
* Requirg

Confirm User Registration

User Information

@ administrator Only ) Administrator/ User () User
* Last Name: AKRON * First Name: JESSE Middle Name: & Suffix:
* Address 1: 12 MAIN STREET Address 2 SUITE 4038 * City: RICHMOND
* State: VA4 * Zip: 23120- 17234 * Email:
* Phone: B04-551-2345 Fax: B04-331-2340

Logon Information

* User Name: jackron
= Temporary Passwaord: *##=s

* Re-enter Temporary Password: ===

e C(Click Done in the bottom right-hand of the screen or to create
another user, click New.

Settings/ User Profile

The User Profile page allows users to update their own account and personal information.
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* Required Fields
User Profile

Account Information 4

User Name Change Password?
Edit Security Questions and Answers

" Question 1: | What was your childhood nickname Iz‘
" Question 2:| What is the name of your faverite childhood friend Iz‘

" Question 3: | What street did you live on in third grade

3
Personal & Contact Information ﬂ

* Lastlame: || a5 * First Name: |jgagica Middle Name: || Suffix:
" Address1: 100 1 gTH 5T Address 2 [s1y F goR * City: [RicHMOND
* state: VA - Virginia [+] " Zip: 73204

‘Phone: [apasssetay | Ext Fax: * Email:

(e | e

Account Information
This section allows the user to make any updates to their security questions and VJCS password.

Note: User Names cannot be changed.

Security Questions

e The user selects a new security question to answer and/or make any
updates to existing questions by using the drop-down boxes.

o Three different security questions must be selected. If the user
attempts to use the same question more than once, an error message
will appear.

e Answers must also be unique, so each question must have a different
answer.

Password

Users can use the password link provided on the Login page to change their password.
Users may also request a new password from their VICS Administrator.

Note: Users are required to change their password every 90 days.

The user clicks on the Change Password link in this section, and a pop-up box will appear.
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* Required Fields
* Please enter your current password

* Hew password

* Confirm new password

For your security, all E-Filing passwerds must meet the following regquirements:

They must be at least 8 characters in length; and
They must not contain the user's account name; and

They must use at least 3 of the following 4 characteristics:
English upper case letters [A-Z)
Englizh lower case letters (a-z)
Numbers (0-9)
Special characters ((@#5*)

Passwords may not be re-used.
Users are required to change their passwords every 90 days.

Cancel Save

1. The user enters their current password into the first field.

2. The user should carefully read the instructions about creating a new
password and enter the new password in both the New Password and
Confirm New Password fields.

3. The user must click Save to continue. Otherwise, click Cancel to return to
the User Profile page.

4. When updates are finished making, the user should click Save on the bottom
right-hand side of the screen or click Cancel to return to the home page.

Personal & Contact Information

The Personal & Contact Information section allows users to update their contact information,
including name, address, phone number, and e-mail address.

After the user has finished making updates, they must click Save on the bottom right-hand side
of the screen to save their edits.

To return to the home page, click Cancel.
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