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Application Navigation
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HOME

APPLICANTS

CASE MANAGEMENT

USERID SIGNOUT

View reports on case 
type, demographics, drug 
testing and applications

Refer an individual to 
specialty court, complete 

application capture 
decision, an create 
specialty court case

Manage participant 
information, phase, 

status, supervision notes, 
drug testing, sanctions, 
incentives and hearing 
notes for participants

Change Password

Application Settings

For ADMIN users, manage 
team and drug panel 

information

Manage SCALES password 
NOTE: changes sync with 

Contexte & Court Connect

Send feedback to 
Application Support

ACAP Help



Home Dashboard
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Home Dashboard
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Users can hover over 
sections in the dashboard 
to quickly view details. 

Upon login, users will be navigated to the 
Home Dashboard which displays a snapshot 
of key information by specialty court case 
type based  on user security.



Home Dashboard
The top section displays the sum of cases based on user 
security in the Case Management dashboard by case type
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The next section displays demographic information 
(gender, age, and race) about cases by case type



Home Dashboard
The third section displays information about drug test results by 
case type, specifically, drug testing results and positive substances
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DRUG TESTING DASHBOARD

NO RESULTS # of entries where RESULT equals N/A, REFUSED TEST, or NO SHOW

ABNORMAL # of entries where at least one RESULT = 'ABNORMAL'

POSITIVE

# of entries where at least one RESULT = 'POSITIVE' (NOTE: POSITIVE BUT WITH 

PRESCRIPTION is not counted here)

TOTAL TESTS # entries regardless of RESULT

General rules for counting result types in the DRUG TESTING report:



Home Dashboard
The last section displays information about applications
such as status, reject reasons and RANT score by status
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Applicants
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Applicants Dashboard
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Users with Referral Access set to YES will have 
the Refer Individual to a Specialty Court 
section of the dashboard will be visible. 

All users will have a report of all 
applications based on user security.



Refer to Specialty Court
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To refer an individual to a specialty court, 
users can search by a referring case or search 
all criminal/traffic cases within the last 8 
years based user security.  

In this example we will search based on a 
referring case id. Select Case ID, type the 
referring case ID in the box, then click search.



Create Application
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From search results, click on CASE 
ID link to create new application.



Create Application
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A Refer Existing Case box opens to 
confirm user intends to create a new 
application from referring case. 

Select Submit to create the application.



New Application

The newly created application will open with a 
unique Applicant ID, a PENDING Application 
Status, the Referral Date defaulted to current 
date, and Preliminary Prosecutor Approval set to 
NO.
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Users will complete sections of the application. 
User can scroll through the full application 
when Show All is selected or select the section 
headers to navigate within the application. 



New Application
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The Party Information section is pre-populated 
with information from the court database, such 
as name, demographic information and address. 
The pre-populated data is not editable as it is a 
snapshot of the case and party information 
related to the referring case.



Profile Photo
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Mugshot Guidance: Photograph defendant in a 

front-view position from mid-torso to top of head. 

Background should be white or light blue and clear 

of disturbances. 

Photos should be saved as either .JPG or .GIF format.

Within Party Information, a 
Profile Photo is required.
Select and upload a Profile Photo. 
Users can update photo while 
application is in pending status.



Additional Party Information
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Within Party Information, 
complete Additional Party
Information and click SAVE. 

To view the question being 
asked in the bottom section, 
hover over the YES/NO.

All fields are required except 
eOMIS PID.



Additional Party Information
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NOTE: When PROBATION/PAROLE is 
YES, the eOMIS PID value is required.



Referring Cases
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The Referring Cases section displays criminal 
cases where the applicant is a defendant so that 
other cases may be selected as referring cases. 

The case used to create the application is 
automatically selected. To add additional 
cases, click the box next to the case ID.



Assessments

20

The Assessments section captures all assessments 
and/or screening tools completed on the applicant 
to facilitate team decision.



Assessments - RANT/DWI RANT
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A RANT or DWI RANT assessment is required to be 
completed for each applicant. Click RANT (or DWI 
RANT for DWI court) to open the assessment.



Assessments - RANT/DWI RANT
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Navigate through the questions by clicking the arrows. 

RANT has 19 questions. DWI RANT has 23 
questions. All questions require an answer 
before the assessment can be submitted for 
scoring.

Once opened, the applicant name and DOB will 
display at the top. Interview Date will default to 
the current date but can be backdated if paper 
interview was given on an earlier date.



Assessments - RANT/DWI RANT
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Each question has three parts:
1. Question with answer format
2. Coding Rules to guide interviewer to 

capture the most accurate answers
3. More Info section with details on 

how this question informs results



Assessments - RANT/DWI RANT
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If an interview is interrupted, answers 
can be saved for future completion by 
clicking Save And Exit.



Assessments - RANT/DWI RANT
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If there are invalid responses, a banner 
alerting those errors will display. User 
can click through the links to be taken to 
the response with invalid data.



Assessments - RANT/DWI RANT
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User is returned to the application. A 
row is added to the RANT/DWI RANT 
report with details of the incomplete 
assessment.

To go back and complete 
the interview, click on the 
RANT Incomplete button.



Assessments - RANT/DWI RANT
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When the interview is 
complete, click Submit. 



Assessments - RANT/DWI RANT
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An answer review page will pop up. The assessment 
cannot be submitted for scoring if any of the answers 
contain invalid data and/or are blank. Questions with 
problematic data will be highlighted. Close the 
review page, correct errors, then click Submit.



Assessments - RANT/DWI RANT
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Once all questions have valid 
answers, user can submit for 
scoring by clicking Submit.



Assessments - RANT/DWI RANT Results
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After submitting the interview data, the risk 
and need scores are calculated and a report 
is returned with the quadrant results, any 
risk factors identified in the interview and 
any need factors identified in the interview.

To return to the 
application, click Back.



Assessments - RANT/DWI RANT Results
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The summary row is updated with details 
including the score. The RANT/DWI RANT 
report is stored within the application 
and can be accessed at any time by 
clicking the blue APPLICANT ID link to the 
left of the assessment.



Assessments - OTHER
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Additionally, at least one treatment assessment 
(TCU5, ASI SEVERITY) is required for each applicant.  

The results from additional risk/needs assessments 
(ARORA, CARS, ORAS) may also be captured from this 
screen.

Click + , complete the modal page and click Create to 
capture required details for each assessment.



Assessments - OTHER
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Results from all other assessments will 
be captured and stored within the 
application to facilitate team decision.



Substance Use
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At least one Primary substance is 
required for each applicant. 

Click + , complete the modal page and 
click Create to capture required details 
for each substance used by applicant.



Substance Use
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Summary rows for each substance 
entered is captured in the application.



Additional Notes
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Additional notes are optional. Click + , 
complete the modal page and click 
Create to capture notes to help with 
team collaboration and decision.



Additional Notes - Examples
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Treatment Provider: Applicant’s assessment has been scheduled for 

June 4, 2020.

Probation Officer: Defendant is scheduled for risk/need assessment on 

June 2, 2020.

Probation Officer/Coordinator: Defendant completed risk/need 

assessment and was scheduled for a clinical assessment.

Coordinator: Defendant is scheduled to observe program on June 15, 

2020. Status review hearing to follow.



Court Type

38

Specialty Court Type is required 
prior to capturing team decision. 



Team Decision
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Once all required data has been 
captured in the application, staffing 
meeting has been held and a decision 
has been made, click the decision 
button in the Team Decision section.



Staffing Decision - Reject
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1. Complete the Docket Notes modal page 
information 

2. Select Reject 
3. Select the reject reason from the box 

that appears below and click Save



Staffing Decision - Accept
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1. Complete the Docket Notes modal page 
information 

2. Select Accept
3. Enter sentencing notes in the box that 

appears below and click Save

Sentencing Notes Example: On August 1, 2020, the 
defendant, Perry Aye, was sentenced to 16 months 
probation for Possession of Controlled Substance 
(Felony-C). Aye was ordered to pay $500 fines, $250 
DNA testing fee, $20 booking fee, $150 court costs, 
$125 drug crime fee, and $150 public defender fee. 
Aye was ordered to complete Drug Court. 



Updated Applicants Dashboard
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Once decision is captured, user is returned to 
the Applicants dashboard. Banner message 
will confirm applicant decision was captured.

Application STATUS will be 
updated with decision.

If accepted, a Specialty 
Court Case will be created.

To access applicant data regardless of status, click 
APPLICANT ID link. Those still in PENDING status can be 
edited by all team members until the decision is captured.



Case Management Dashboard
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Case Management Dashboard

The Case Management Dashboard displays all accepted 
participants and allows users to capture review hearing 
(docket) notes, supervision notes, and drug tests; 
manage phase, status, and hearing dates; and view a 
comprehensive case history for each participant.



New Case – Phase and Status
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Upon entry to Specialty 
Court, Phase is set PHASE 1 
and Status is set to ACTIVE.



New Case – Case History
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Sentencing notes, phase note 
and status note are automatically 
written to Case History.



Phase and Status Management
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To change Phase, click the blue link 
next to the participant, complete 
the modal page, and click Save.



Phase and Status Management
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Phase is updated on the Case 
Management Dashboard. It is 
also updated on Case History.



Phase and Status Management
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To change Status, click the blue link 
next to the participant, complete 
the modal page, and click Save.



Phase and Status Management
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Status is updated on the Case 
Management Dashboard. It is 
also updated on Case History.



Supervision Notes
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To enter supervision notes, 
click the SUPERVISION NOTES 
icon for the participant. 



Supervision Notes
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Complete the 
modal page and 
click Add Note



Supervision Notes
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Notes are written 
to Case History



Drug Test
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Click the DRUG TEST 
icon for the participant 
to enter results. 



Drug Test
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The substances added to that panel 
will display in the Drug Test – Enter 
Results page. The RESULT TYPE will 
default to NORMAL.

HUGH FISHBACK

HUGH FISHBACK

Select the actual TEST DATE (can be 
backdated), select the PANEL (this 
will display the panels setup by the 
ADMIN in Application Settings)



Enter Drug Test Results
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Types of test results and how to capture:

1. If the drug test was performed as normal with no positive results, 

click Save to capture results.

2. If the drug test was performed as normal with positive results, 

from the drop down next to the substance with positive results, 

select POSITIVE, select the REQUEST FOR LAB box if the 

defendant requests to have the results sent in for confirmation. 

Do this for ALL substances with positive results then click Save to 

capture results. 

3. If the participant refused to test, from the PANEL menu, select 

REFUSED TEST then click Save to capture results.

4. If the participant failed to produce, from the PANEL menu, select 

FAILED TO PRODUCE then click Save to capture results.

5. If the participant is excused and/or has a medical reason for 

missing the test, from the PANEL menu, select 

EXCUSED/MEDICAL then click Save to capture results.

NOTE: Currently only one drug test can be captured per day. The plan for the next 
release is to build out capturing the confirmation results for those where LAB is selected.

HUGH FISHBACK



View Drug Test Results
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Click the DRUG TEST 
RESULTS icon to view past 
results for the participant. 



View Drug Test Results
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To view detailed results for a 
specific test, click the down 
arrow next to the date.

HUGH FISHBACK



View Drug Test Results
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Summary results are listed in 
descending order by date. The 
name(s) and number of positive 
substances and number of 
substances tested are displayed.

HUGH FISHBACK



Docket Notes
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Select the DOCKET NOTES 
icon for the participant. 



Docket Notes
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Complete the modal 
page and click Save

CANDY SWEET

Docket Note Example: Participant appeared in court on time, 

dressed appropriate, and reported no issues to the Judge. 

Stated that his mother and grandmother are supportive in his 

recovery. Stated that he has reconnected with his love of 

fishing since being accepted into the program. Tested positive 

for alcohol during random drug test. Admitted to drinking 

with friends over the weekend.



Case History
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Click the CASE HISTORY icon for the 
participant to view a comprehensive 
case history of the participant. 



Case History
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Additional Resources
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• Arkansas Judiciary Website (arcourts.gov)

• Online Learning (specialtycourts-arcourts.talentlms.com)

• Janet Hawley
janet.hawley@arcourts.gov
501-410-1944

• Carmella Fryar
carmella.fryar@arcourts.gov
501-410-1984


