_____________How to Complete the Plain Paper Print Notices On-boarding Web Form 

District and Municipal Courts that wish to use the Plain Paper Print application for printing notices need to submit their request to start using the application by completing the correct web form for their court type. The web forms can be accessed from a hyperlink at the bottom of this document or from the eService Answer # 2418 – Plain Paper Print (CLJ) – Court set up. The following instructions can be used to help walk courts through completing the forms. 

NOTE: When a court user clicks on the web form link, the court name and requestor name will pre-fill based on the user’s logon credentials. The user completing the form must be a Court Administrator or Site Coordinator. 
[bookmark: _GoBack] 
The following information needs to be provided by the court user:

· Direct Phone Number or Phone Number and Extension.
· Answer the following questions:
· Are you currently using Plaint Paper Print Warrants? 
· If No, move to next question. 
· If Yes, answer the question additional question; Do you want the Plaintiff information to be the same on PPP Notice? Yes or No.
· Are you currently using Plain Paper Print Notices and want to begin using additional notices at this time? Yes or No.
· Select the court’s preferred date to begin using Plain Paper Print – Warrants. Options: As Soon As Possible (ASAP) or select a specific date from the calendar. 
· If ASAP is selected, AOC will attempt to get the process completed as soon as possible. NOTE: This may take up to one week to complete the set-up tasks. 
· If a specific date is selected AOC will complete the set-up tasks and have the application made available to the court on the scheduled date. NOTE: The date selected should be at least one week out to allow AOC time to complete the set-up tasks.
· Select the amount of time the court would prefer to have both the Pre-Printed Warrants and the Plain Paper Warrants available concurrently. 
· This option allows the courts to compare the two and confirm that the Plaintiff options and court information are printing correctly on the Plain Paper versions. 
· The available options are 2 weeks, 1 month, or 2 months.
· Select which notices your court wishes to use at this time. A court can select one (1) or all four (4) at once.
· Infraction Hearing Notices, Notice of Case Setting, Summons Subpoena Notices, and Notice of Civil Hearing.

If you have any comments and/or concerns regarding the request, please add them to the free-text box. 

Once the form has been completed, click <Submit> to send the Web Form to AOC.
 
AOC will review the request and, if the Plaintiff information has not been determined by use of other Plain Paper Print application forms, will determine what Plaintiff will appear on Plain Paper Print Notices for each of the court’s jurisdictions based on the information provided. The results will be sent to the courts to review. 
· If the Plaintiff results are correct for the court’s needs then the request will be processed to turn on the court’s Plain Paper Print Notices access.
· If the Plaintiff results are incorrect, AOC staff will work with the court to determine what changes need to be made, and then the request will be processed to turn on the court’s Plain Paper Print Notices access.

NOTE: Courts can run both Plain Paper Print and Pre-Printed Notice for their selected time period to review the settings. If needed, changes can be made at any time.
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