CHECKLIST  FOR  TRANSFERRING  eTICKETS TO ANOTHER COURT


This checklist should be used by those already familiar with the cautions, warnings, and notes associated with transferring eTickets. For the expanded instructions, please access Help within the eTicketing (ETP) application, click the search tab, type the word “Transfer” and hit “enter.”  Select Transfer eTickets from the results to bring up the help checklist on Transferring eTickets.

Go To  JIS:
1. Ensure the LEA is associated with your court’s jurisdiction.  ORA command.


Go To  ETP: 
2. Find the eticket in your queue and complete the filing process.

Go To  JIS:
3. CDK screen.  Add docket entry explaining the need for the transfer.
4. PLS screen.  Enter Finding/Judgment code of “CV” or “DO” on each charge.
5. CSD screen.  Enter Disposition of “TR” and current date.

Go To  ETP:
[image: ]

6. Task Selection screen.  Click “Transfer eTickets,” complete all fields, click “Find.”

[image: ]

7. Verify the correct eTicket information and receiving court ID and then click “Transfer” to transfer the eTicket to the new court.
[image: http://jisp.courts.wa.gov:9072/etp/help/image2.gif]

8. Click “Transfer”  and then  “OK”

[image: ]

9. Return to the Task Selection page to run a monthly “Transferred eTickets” report.

Go To JIS:
10. [bookmark: _GoBack]CDK screen.  Print the case docket and file it with your “Transferred eTickets” report from ETP for the auditor.
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JUDICIAL
Electronic Ticket Processing
Task Selection
Use the links below to select a task to perform.
Process eTickets
Transfer eTickets

Print Reports or eTickets

ol et e -




image2.png
http://jisp.courts wa.gov:9072/etp/index.jsp?disconnectOnClose=trueftport=23003 - Windows Internet Explorer

JUDICIAL
Electronic Ticket Processing

(2) Use this screen to transfer eTickets from an existing court to a new court.
Note: The eicket needs to be processed in your court and the associated JIS case needs to be
closed prior to transferring
1) Enter ticket number, LEA, and Case Type
2) Select the court ID the ticket s to be transferred to
3) Select Find

NOTE: If DOL needs to be notified about a disposition record correction, wait 24 hours after entering disposition before transferring or send the correction to DOL
manually.

TicketNumber LEA CaseType New Cout

Select a Court
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Result:
|The eTicket was fransferred to the selected court.

Note:
The eTicket will now display in the appropriate location on the Find eTickets screen for the
receivina court. The eTicket will no longer display in the sendina court's “Processed eTickets”

<o D)

I

@ Localntranet [ Protected Mode: OFf

5
&
‘

®100% ~





