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*Examples of report and letter on back 

Printing the FTA Report and Letters* 
 

 These steps illustrate how to print a FTA Report by pool.  The following fields are 
included on the report: 

• Participant Number • Responded – Yes / No 
• Name (last name, first name) • Home / Work Phone Numbers 
• Address • Age 

The steps for printing FTA Letters by Judge begin on the second page.  These 
letters can be printed for one person or several people. 

1. After logging into the program, click the Pool Module icon. 

2. Click the Reports menu item. 

3. Go to FTA Status Reports – the 4th item from the bottom on the Reports menu.

4. Click FTA Status.  The Current FTA Status Report screen will appear. 

5. Click the arrow to the right of the Pool Number field to see a list of pools, and 
double click the needed pool number. 

6. Click Accept.  A list of any members in the selected pool with a FTA count of 
one or more will appear. 

  

7. To print the report, click Print. 

8. To close the Current FTA Status Report screen, click Cancel.  The Pool 
Maintenance window will appear. 
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*Examples of report and letter on back 

 Print FTA Letters by Judge 

1. In the Pool Maintenance window, click Reports. 

2. Go to Documents – the 3rd item from the bottom on the Reports menu. 

3. Go to FTA Letters – half way down the Documents sub menu. 

4. Click By Judge.  A Delete message box will appear. 

5. Click Yes for the “Remove Records That Were Printed Previous” statement.  
Clicking Yes removes the names of anyone who has already had a letter printed.  
Printing a letter does not change the person’s FTA count. 

6. A list of people in any active pool with a FTA count of one or more will appear. 

 

7. Everyone with a check mark in the Tag column will have a letter printed.  To 
remove the check mark, click in the Tag column across from the person’s name. 

8. Click Accept.  The Respond By Date / Time dialog box will appear. 

9. Click the calendar to select the month, year and date.  This date represents the 
deadline to contact the court and explain the absence. 

10. The Respond Time is 2:00 pm by default.  Enter a different time if needed. 

11. Click Accept.  The printer’s dialog box will appear.  Click OK to print. 
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