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Create New  Pool w ith Time Version 11 (08/ 10) Page 1 of 1 
 

Create a New Pool with Time* 
(Getting a new group of people ready for a new term of service) 

 

1. 

*Video demonstration available at http:/ / courts.arkansas.gov 
 

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

2. Click the New Pool button.  The Create New Pool screen will appear. 

3. Click the blue calendar button to the right of the Response Date this Pool field 
to select the date of orientation (or the first date of the new term).  Select the 
month, year, and date needed. 

4. Enter the number of pool members needed (as ordered by the judge) in the No. 
of Pool Members field. 

5. Select the appropriate jurisdiction in the Pool Jurisdiction field.  

6. Select the pool group in the Pool Type field.  The default selection is Petit but 
other group designations are available (days of the week, Group A, Group B, 
etc.).  Pool Type will print on the summons. 

7. Select the judge for this pool in the Judge field. 

8. Select the time pool members need to be in the courtroom in the Time field.  
This time will be recorded in each participant record and print on the summons. 

9. Do not check the Special Pool box.  This is used for a Grand Jury or a special 
judge who wants their own group for a high profile trial. 

10. If there is a date certain orientation (Response Date this Pool), leave the On Call 
box unchecked.   

If there is no date certain orientation, check the On Call box.  Doing so will enter 
a 00/00/0000 date on all records, and no date will print on the summons. 

11. Click Accept. 

12. Click Yes to confirm the creation of the new pool.  A list of people randomly 
selected by the program will display.  Only their Participant Number and City is 
visible here. 

13. Click Accept.  A message box for printing the Pool Selection List will appear. 

14. Click Yes.  A message box for sorting appears with the default selection of Sort 
By Last Name.   

15. Click Accept.  The printer’s dialog box will appear. 

16. Click OK to print.  The Pool Maintenance window will appear. 
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Change Pool Type Version 11 (11/09) Page 1 of 1
 

 
 

Change a Pool Type 
 

 After creating a pool, it may be necessary to change the Pool Type.  This quick 
reference guide outlines those steps. 

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

2. Click the Pool menu item. 

3. Highlight Pool Records and click Change Pool Type on the sub-menu. 

 

4. The Change Pool Members Type screen will appear. 

 

5. Click the arrow to the right of the From Pool No field to view a list of pools, and 
double click the pool number whose Type will be changed. 

6. Click the arrow to the right of the Reassign To Pool Type field to view the options, 
and select the new Type.  (Scrolling up may be necessary to view all options.) 

7. Click Accept.  The change has been made to the selected pool, and the Pool 
Maintenance window will appear. 
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Change Attendance Date for a Pool 
 

 This quick reference guide outlines how to change the next attendance date for 
pool members. 

1. After logging into the program, click the Pool Module icon.  The Pool 
Maintenance window will appear. 

2. Click the Att Date button. 

3. Click the arrow to the right of the Enter Pool No field to view a list of pools, and 
double click the needed pool number. 

4. Click the calendar button to the right of the Next Attendance Date field to select 
the month, date, and year needed. 

5. Click the arrow to the right of the Time field, and select the time people need to 
be in the courtroom on the new date. 

6. The section of the screen with the three checkboxes acts like a filter for the 
records.  Each check mark means “yes, apply that filter.”  In most courts, a user 
would uncheck Responded Participants Only and check Include Panel 
Members For Selected Pool and Include Participants On Call. 

7. Click Accept.  An alphabetical list of pool members (based on the filters 
selected) will display with a check mark beside each name. 

 For those counties (courts) which have the entire pool report for a trial, skip to 
step 12.  For those counties which have only part of the pool report for each trial, 
continue with step 8.  

8. Click the Untag button to remove all check marks.  The names must now be 
placed in random number order (pool sequence number order). 

9. Click the column heading of the Seq# column to put the list of names in random 
number order. 

10. As an example, the judge has ordered the clerk to have 50 people come for this 
trial.  Holding down the Shift key on the keyboard, click the Tag column of the 
first person and then click the Tag column of a person further down the list.  
Repeat this process until 50 people have a check mark by their name. 

Note:  Click Count to verify how many people have been tagged so far. 

11. If more than 50 people are tagged, simply click the Tag column of the extra 
people to remove the check mark.  Note:  It is important to tag people in 
sequence number order.  By doing this and writing down the pool sequence 
number of the 50th person tagged, the next group of 50 can be tagged in random 
order for the next trial. 

12. Review the list and make any changes if needed. 

13. Click the Accept button.  The Pool Maintenance window will appear. 
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Place a Group On Call Version 11 (09/ 10) Page 1 of 1 
 

Place a Group of People On Call* 
 

 When a pool member is “on call,” their participant record has no Next Report Date 
(00/00/0000).  For courts which send a letter or call people when a trial is on go, 
placing those members on call has advantages.  It keeps the records cleaner by 
avoiding FTA’s.  The steps below outline how to place a group of people on call. 

*Example of report on back 
 

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

2. Click Att Date.  The Change Attendance Date screen will appear. 

3. Click the arrow to the right of the Enter Pool No field to view a list of pools, and 
double click the needed pool number. 

4. Do not select a Next Attendance Date or Time. 

5. To place responded people on call, check the Responded Participants Only box.   

Note:  Checking this box will exclude anyone with a status of Pool, Excused, etc. 

6. Check the Include Panel Members box. 

7. Click Accept.  

8. Click Yes in the dialog box which appears. 

 
A list of people who meet the criteria in Steps 5 and 6 will display. 

9. Review the list and untag anyone if needed. 

10. Click Accept.  The Pool Maintenance window will appear. 

11. To print a list of the people placed on call, click the Reports menu item. 

12. Click On-Call Report.  The On-Call Report screen will appear. 

13. Click the arrow to the right of the Enter Pool No field to view a list of pools, and 
double click the needed pool number. 

14. Click Accept.  The Pool On-Call Report will be displayed.   

15. Click Print.  The printer’s dialog box will appear. 

16. Click OK twice, and then click Close.  The Pool Maintenance window will appear. 
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Summons 1 Printing Version 11 (09/ 10) Page 1 of 1 
 

Summons 1 Printing with the Summons Button 
 

 Version 11 has two summons options, and these steps demonstrate how to print 
Summons 1 using the Summons button.  Load the summons forms into your 
printer before beginning this process.  It is also a good idea to print one or two 
test summonses before printing a large number. 

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

2. Click the Summons button.  The Summons Printing screen will appear. 

3. Click the arrow to the right of the Pool Number field to view a list of pools, and 
double click the pool number which needs summons printed. 

4. Click Accept.  The Default Values screen will appear. 

5. Review all fields to verify the appropriate information will be printed on the 
summons, and then click Accept.  The Summons Printing screen will appear 
displaying all pool members in last name, first name order.  

 • If the printer can only handle small print jobs, continue with Step 6. 

• If the printer can handle large print jobs, click the Tag All button and continue 
with Step 7.   

Note:  make sure summons forms are loaded in the printer.  Fan (feather) the 
forms before loading. 

6. Click in the Tag column for the first 10 to 20 people.  Make a note of the last 
person tagged.  This will be the starting point for printing the next batch of 
summonses.  

Note:  10 to 20 is an example and this number should be based on the printer’s 
capabilities. 

7. Click Accept.  The sorting dialog box will appear. 

8. The default sort order is zip code.  To change, click and drag zip from the right 
column to the left column.  To sort by last name, click and drag lname (last 
name) from the left column to the right column. 

Sorting by last name, first name is the most common but summonses can be 
sorted by any of the fields in the Specify Data column.   

9. Click OK.  The printer’s dialog box will appear. 

10. Choose the printer’s options and click OK.  Summonses will print for those pool 
members tagged with a check mark. 

11. The program returns to the Pool Maintenance window.  To continue printing the 
next batch, repeat Steps 2 through 10 for each batch. 
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Summons 2 Printing 
 

 Version 11 has two summons options, and these steps demonstrate how to print 
Summons 2.  Load the summons forms into your printer before beginning this 
process.  It is also a good idea to print one or two test summonses before 
printing a large batch. 

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

2. Click the Reports menu item. 

3. Go down to Documents (3rd item from the bottom of the menu). 

4. Go over to Summons (2) and click.  The Summons Printing dialog box will 
appear. 

5. Click the arrow to the right of the Pool Number field to see a list of pools, and 
double click the pool number for which summonses will be printed. 

6. Click Accept.  A list of all pool members will appear in last name, first name 
order. 

7. Click the Free Text button.  The Default Values screen will appear. 

8. There are eight (8) ‘free’ text boxes where information can be entered, and then 
printed on the summons.  These fields are: 

 Local Return Address  Box #2 

 Summons Return  Box #3 

 Orientation Location  Box #4 

 Box #1  Box #5 
 

9. After entering the appropriate information for each field, click the Accept button. 

 At this point, a decision needs to be made on how many summonses will be 
printed at one time.  If the printer can only handle small print jobs, continue with 
Step 10. If the printer can handle large print jobs, click the Tag All button and 
continue with Step 11.   

Note:  make sure summons forms are loaded into the printer.  Fan (feather) the 
forms before loading. 

10.. Click in the Tag column for the first 10 to 20 people.  Make a note of the last 
person tagged.  This will be the starting point for printing the next batch of 
summonses.  

Note:  10 to 20 is an example and this number should be based on the printer’s 
capabilities. 
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Summons 2 Printing Version 11 (03/09) Page 2 of 2
 

11. Click Accept.  The Specify Sort Columns dialog box will appear. 

12. The default sort order is zip code.  To change this, click and drag zip from the 
right column to the left column.  To sort by last name, click and drag lname (last 
name) from the left column to the right column. 

Note:  Sorting by last name, first name is the most common method, but 
summonses can be sorted by any of the fields in the Source Data column.   

13. Click OK.  The printer’s dialog box will appear. 

14. Choose the options for the printer and click OK.  Summonses will print for those 
pool members tagged with a gold check mark. 

15. The program returns to the Pool Maintenance window.  To continue printing the 
next batch of summonses, repeat Steps 2 through 14 for each batch. 
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Mass Responded/Undeliverable Version 11 (09/09) Page 1 of 1
 

Enter Mass Responded and Undeliverable 
 

 These steps are followed to enter a responded (qualified) status for multiple 
people in one screen within the program. 

Note:  This procedure can also be followed to enter an undeliverable status for 
multiple people.  The only change would be to click the Undeliver button in Step 
2 (6th button from the left) instead of the Responded button.  The Mass Enter 
Undeliverables screen will open. 

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

2. Click the Responded button (5th button from the left).   

 
The Mass Enter Responded/Qualified screen will appear. 

3. Click in the Scan Bar Code field. 

4. Scan the participant number bar code from the summons or type the individual 
participant number into the Scan Bar Code field. 

5. Continue in this manner until all responded (qualified) people have been entered.

6. After scanning or entering all names, click Accept.  The Mass Enter screen will 
close and the Pool Maintenance window will appear. 
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Enter Mass Excuses and Disqualifications
 

 These steps are followed to enter excuses for multiple people in one screen.  
When entering mass excuses from returned summons forms, sort the forms into 
excuse categories first (i.e., small children, health, etc). 

This procedure can also be followed to enter disqualifications for multiple people.  
The only change would be the selection of codes in Step 3. 

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

2. Click the Excuse button.  The Mass Enter screen will appear. 

 

3. If entering excuses, click an Excuse code. 

• C – Jury Service Complete • K – Small Children 
• F – Financial Burden • L – Moved to Different Jurisdiction 
• H – Health or Family Health • M – Military 
• I – Doctor’s Letter • O – Other 
• J – Job Related • S – Served within 2 Years 

If entering disqualifications, click a Disqualification code. 

• A – Less than 18 years of age • O – Other 
• C – Not a Citizen of US • E – Unable to Read/Write English 
• F – Convicted Felon • G – Not of Good Character 
• L – Not able to speak English • P – Physical / Mental Disability 
• M – Not Resident of Jurisdiction • S – Served within Two Years 
• D – Deceased • Z – Out of County 
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4. Click in the Scan Bar Code field. 

5. Scan the participant number bar code from the summons, or type the individual 
participant number into the Scan Bar Code field. 

6. To excuse the next person for the same reason selected in Step 3, scan the bar 
code from the summons, or type the individual participant number into the Scan 
Bar Code field.  Continue in this manner until a different excuse or 
disqualification code is needed. 

7. Repeat Steps 3 through 6 until all excuses / disqualifications have been entered. 

8. Click Print to print a list of names entered.  (A sample list is at the bottom of the 
page.) 

9. Click OK in the printer’s dialog box. 

10. Check the Do Not Print Letters checkbox if excuse / disqualification letters are 
not printed through the program to mail to individuals.   

Leave this checkbox unchecked if letters are printed and mailed. 

11. After scanning or entering all excuses, click Accept.  The Pool Maintenance 
window will appear. 
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Add New People to a Pool Version 11 (06/09) Page 1 of 1
 

Add New People to an Existing Pool 
 

 These steps illustrate how to add new member(s) to an existing pool. 

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

2. Click the Pool menu item, highlight Create/Maintain Pools, and click Add 
Members To An Existing Pool.  The Add To An Existing Pool screen appears. 

3. Click the arrow to the right of the Existing Pool No field to see a list of pools, 
and select the pool which needs additional members. 

4. Enter the number of member(s) to be added in the No. Members To Add field. 

5. Click the arrow to the right of the Time field and select the time which appears 
on the records of the existing pool members. 

Note:  If the existing pool is an ‘on call’ pool, check the On Call box. 

6. Click Accept.  

7. The Add To Pool screen appears with a list of randomly selected people who 
will be added to the existing pool.  The number of members displayed will be the 
number entered in Step 4. 

8. Click Accept.  The new people are added to the pool. 

9. The option to print a Pool Selection List is offered.  If Yes is clicked, only the 
newly added pool members will be displayed on the report.  The report is called 
the Add To Pool Report. 

10. If printing this report, the Sort Order screen will appear with the Sort By Last 
Name option selected.  Select another option if desired and click Accept. 

11. The report will print and the Pool Maintenance window will appear. 

Note: To print a list with all pool members, use the Pool Selection List option under 
Reports. 
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Reassign a Person from One Pool to Another Pool 
 

 This quick reference guide outlines the steps for moving a person (or persons) from 
one existing pool to another existing pool. 

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

2. Click the Pool menu item, highlight Create/Maintain Pools, and click Reassign Pool 
Members.  

3. Click No in the Reassign message box which appears.  Clicking ‘No’ will cause the 
person(s) to be moved from one existing pool to another existing pool. 

4. In the Reassign Pool Member(s) screen, click the arrow for the From Pool No field, 
and select the pool where the individual is currently assigned. 

5. Click the arrow for the Reassign To Pool No field, and select the pool where the 
individual will be reassigned. 

6. Click Accept. 

7. The Reassign screen will appear showing a list of members in the “From” pool. 

8. The names are listed in pool sequence number order.  If the names need to be sorted 
in a different order, click the Sort button to change the order. 

9. Click in the Tag column beside the name (or names) of those people who will be 
reassigned.   

Note:  The Count button can be clicked to verify the number of people being 
reassigned. 

10. After tagging the correct number of people, click Accept.  The Pool Maintenance 
window will appear. 

 

16 of 58



Reassign to a New  Pool Version 11 (09/ 10) Page 1 of 1 
 

Reassign a Pool Member to a New Pool 
 

 These steps illustrate how to reassign an individual from an existing pool to a 
new pool.  The system will create a new pool during this process. 

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

2. Click the Pool menu item, highlight Create/Maintain Pools, and click Reassign 
Pool Members. 

3. Click Yes in the Reassign message box which appears.  Clicking ‘Yes’ will cause 
the person(s) to be moved from an existing pool to a new pool. 

 

4. The New Pool screen appears.  Fill in the appropriate information for creating a 
new pool and click Accept.   

5. Click Yes in the message box to confirm the creation of a new pool. 

6. The Reassign Pool Member(s) screen appears.  Notice the Reassign To Pool 
No field is filled in with the newly created pool number. 

7. Click the arrow for the From Pool No field to select the pool where the individual 
is currently assigned. 

8. Click Accept. 

9. A list of all members in the “From” pool will appear. 

10. Click in the Tag column by the name of anyone who will be reassigned to the 
newly created pool.  (If more than one person is being reassigned, using the 
Sort and / or Count buttons may be helpful.) 

11. Click Accept.  The Pool Maintenance window will appear. 

Note: To have a list of pool members in the newly created pool, print the Pool 
Selection List from the Reports menu in the Pool Module. 
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Printing Labels for a Pool 
 

1. After logging into the program, click the Pool Module icon.  The Pool 
Maintenance window will appear. 

2. Click the Reports menu item and click Labels, the next to the last item on the 
menu.  The Label Printing screen will appear. 

Note:  This is a new location for the Labels menu item. 

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

4. Place a check mark in the Print for Mailing box if the labels will be used for 
mailing.  Mailing labels will have names, addresses, and postal bar codes (if the 
4 digit zip code extension is in the program). 

If the labels will be used for bar code scanning, leave this check box empty. 

5. Click Accept.  The Selection Criteria screen appears. 

 

6. Place a check mark in the Select All box to print labels for all pool members. 

Note:  If labels for all members are not needed, leave the Select All check box 
empty and check another Selection Criteria (i.e., Responded). 

7. Click Accept.  An alphabetical list of pool members will display. 

8. The check mark by each name means a label will print for that person.  If a label 
is not needed, click in the Tag column for that person to remove the check mark.

9. Click Accept after reviewing the list and making any changes.  A preview of the 
labels will appear in alphabetical order (last name, first name). 

10. After loading labels into the printer, click Print. 

11. Make the necessary selections for the printer and click OK. 

12. Click Cancel to close the Label Printing screen.  The Pool Maintenance window 
will appear. 
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Printing Labels for a Pre-Panel 
 

 This quick reference guide outlines how to print labels for a pre-panel group (a 
group of people attached to an event before the day of the event). 

1. After logging into the program, click the Pool Module icon.  The Pool 
Maintenance window will appear. 

2. Click the Reports menu item and click Labels, the last item on the menu.  The 
Label Printing screen will appear. 

Note:  This is a new location for the Labels menu item. 

3. Click the arrow to the right of the Sched Event field to see a list of events, and 
double click the event which has a pre-panel.   

Note:  Do not select a pool number. 

4. Place a check mark in the Print for Mailing box if the labels will be used for 
mailing.  Mailing labels will have names, addresses, and postal bar codes (if the 
4 digit zip code extension is in the program). 

If the labels will be used for bar code scanning, leave this check box empty. 

5. Click Accept.  The Selection Criteria screen will appear. 

6. Place a check mark in the Select All box, and click Accept.  An alphabetical list 
of all pre-panel members will display. 

7. The gold check mark by each name means a label will be printed for that person.  
If a label is not needed for someone, click in the Tag column for that person to 
remove the check mark. 

8. After reviewing the list and making any needed changes, click Accept.  A 
preview of the labels will appear. 
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9. The labels are sorted in zip code order for printing.  To change the sort order to 
alphabetical, click the Sort button. 

10. Click and drag the zip field from the right column (Columns) to the left column 
(Source Data). 

11. Click and drag lname (last name) from the left column to the right column. 

12. Click and drag fname (first name) from the left column to the right column. 

13. Click OK.  The labels will now be sorted in last name, first name order. 

14. After loading labels into the printer, click Print. 

15. Make the necessary selections for your printer and click OK. 

16. Click Cancel to close the Label Printing screen.  The Pool Maintenance window 
will reappear. 
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Printing Ballots for Responded Pool Members 
 

 This quick reference guide outlines how to print ballots for pool members with a 
status of Responded.   

Note:  Only pool members with a Responded status will have a ballot printed. 

1. After logging into the program, click the Pool Module icon.  The Pool 
Maintenance window will appear. 

2. Click the Reports menu item and click Pool Ballots, the last item on the menu.  
The Pool Ballots screen will appear. 

3. Click the arrow to the right of the Enter Pool No field to view a list of pools, and 
double click the needed pool number. 

4. Click the arrow to the right of the Paper Type field to view the choices, and select 
the type of paper the ballots will be printed on. 

Note:  The two types of paper listed are perforated.  Ballots can be printed on 
regular paper and cut apart. 

5. Click Accept.  A preview of the ballots (in last name order) will be displayed. 

 

6. The ballots can be resorted if needed by clicking the Sort button. 

7. Click Print.  The printer’s dialog box will appear. 

Note:  Be sure to load the perforated paper in the printer. 

8. Click OK and the ballots will print. 

9. Click Close.  The Pool Maintenance window will appear. 

Pool Sequence 
(Random) Number Participant Number 
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Add Mileage in an Individual Participant Record 
 

 These steps are followed to add mileage to an individual’s participant record.  If 
your court pays for mileage, the program can automatically add the mileage 
expense if the number of miles have been entered in the participant record.  This 
process is completed in the Attend Module and is covered in the Adding Expenses 
quick reference guide. 

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

2. Click the Edit button (yellow hand).  The Pool Member Search screen appears. 

3. Enter the person’s Last Name, First Name or Participant Number. 

4. Click Accept or press the Enter key.  The Participant Record will display. 

5. In the Mileage field, click the up/down arrows until the correct mileage displays. 

 
Note:  You can also click in the Mileage field and type the number of miles. 

6. Click the small black X to save and close. 

Note:  If you have more mileage to enter, click the Search button instead of the 
small black X.  The changes will be saved and the Search screen will appear. 

7. When finished entering mileage, click the Cancel button on the Search screen.  
The Pool Maintenance window will appear. 
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Attend an Individual in their Participant Record 
 

 If a person answers roll call on the day of a trial and they are NOT on the 
barcode list, they can be scanned in (attended) through their individual 
participant record.  The steps are outlined below. 

1. Go to the Pool Module. 

2. Click the Edit button.  The Pool Member Search screen will open. 

3. Enter the person’s Last Name, First Name. 

4. Click Accept.  Their Participant Record will display. 

5. Click the Scan In button (8th button from the left). 

 
This person will be scanned in (attended) for the current date only. 

6. Click the small black X to save and close the record.  The Search screen will 
appear. 

7. Continue attending individuals if needed. 
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Excuse a Person for Part of the Term of Service 

 

 These steps are followed to give a person a partial excuse during the term of 
service.  Examples are vacation, doctor’s appointment, out-of-town meeting for 
employer, harvesting crops, etc. 

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

2. Click the Edit button (yellow hand).  The Pool Member Search screen will 
appear. 

3. Enter the person’s Last Name, First Name or Participant Number. 

4. Click Accept.  The Participant Record will display. 

5. Click the Partial button (1st button from the left on the 2nd row of buttons).  The 
Partial Excuse Dates screen will appear. 

6. Click the left calendar to display a calendar, and select the month, year, and date 
needed.  The date selected will appear in the left date field.  (To enter the date 
without clicking the calendar, type the date in this format – DD/MM/YYYY.) 

7. Follow Step 6 again using the right date field if the pool member needs to be 
partially excused for more than one day.   

8. Click the Insert button.  All dates between the first and last date of the partial 
excuse time period will be displayed in the Date column.  

9. Double check the dates, and click the Save button.  The Participant Record will 
be displayed. 

10. Enter the reason and dates for the partial excuse in the Notes field.  This 
information will be saved in the participant’s history. 

11. Click the small black X to save and close the Participant Record, or click the 
Search button. 

Note:  Clicking the Search button automatically saves any changes.  If the small 
black X is clicked, complete Step 12. 

12. Click Yes to answer “Do you want to save changes?”  The Pool Member 
Search screen will appear. 

13. Continue entering partial excuses or click Cancel to exit. 

14. To view a report which lists dates of any partially excused pool members, print 
the Available List (3rd report) from the Reports menu in the Pool Module.  Any 
member with a partial excuse will have Exempt dates listed on this report. 
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Excuse a Person for the Term of Service 
 

 These steps are followed to excuse a person for the term of service. 

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

2. Click the Edit button (yellow hand).  The Pool Member Search screen appears. 

3. Enter the person’s Last Name, First Name or Participant Number. 

4. Click Accept.  The Participant Record will display. 

5. Click the Excuse button (2nd button from the left).  The Excuse screen will 
appear. 

6. Click the arrow to the right of the Code field. 

7. Select the appropriate excuse code for this person. 

8. Check the Excused Letter box (only if the court uses the Jury Program to print 
these form letters). 

9. Click the Excuse button.  The Participant Record is displayed and the person’s 
status is now Excused, and the Next Report Date has been changed to 
00/00/0000. 

10. Make any necessary notes in the Notes field. 

11. Click the small black X to save and close the Participant Record. 

12. Click Yes to answer “Do you want to save changes?” The Search screen will 
appear. 

13. Continue entering excuses or click Cancel to exit.  The Pool Maintenance 
window will appear. 
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Disqualify a Person from Service 
 

 These steps are followed to disqualify a person from jury service.  Steps to 
permanently disqualify a person are included in a separate guide. 

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

2. Click the Edit button (yellow hand).  The Pool Member Search screen appears. 

3. Enter the person’s Last Name, First Name or Participant Number. 

4. Click Accept.  The Participant Record will display. 

5. Click the Disqual button (3rd button from the left).  The Disqualify screen will 
appear. 

6. Click the arrow to the right of the Code field. 

7. Select the appropriate disqualification code for this individual.   

8. Check the Disqualified Letter box (only if the court uses the Jury Program to 
print these form letters). 

9. Click Accept.  The Participant Record is displayed, and the person’s status is 
now Disqualified, and the Next Report Date has been changed to 00/00/0000. 

10. Make any necessary notes in the Notes field. 

11. Click the small black X to save and close the Participant Record. 

12. Click Yes to answer “Do you want to save changes?”  The Search screen will 
appear. 

13. Continue entering disqualifications or click Cancel to exit.  The Pool 
Maintenance window will appear. 
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Permanently Disqualify a Pool Member 
 

 These steps are followed to permanently disqualify a pool member.  The two 
reasons a person should be permanently disqualified are Deceased and Bad 
Address Record.  Deceased would be the most common use for a permanent 
disqualification. 

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

2. Click the Edit button (yellow hand).  The Pool Member Search screen will 
appear. 

3. Enter the person’s Last Name, First Name or Participant Number. 

4. Click Accept.  The Participant Record will display. 

5. Click the Disqual button (3rd button from the left).  The Disqualify screen will 
appear. 

 

6. Click the arrow to the right of the Code field. 

7. Select D – Deceased or X – Bad Address Record. 

8. Check the Permanently Disqualify box. 

9. Click Accept.  The Participant Record is displayed, and the person’s status is 
now Disqualified.  The red X indicates permanent disqualification. 

10. Make any necessary notes in the Notes field. 

11. Click the small black X to save and close the Participant Record. 

12. Click Yes to answer “Do you want to save changes?”  The Search screen will be 
displayed. 

13. Continue entering permanent disqualifications or click Cancel to exit. 
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Defer a Person until the Next Term of Service 
 

 These steps demonstrate how to defer a person until the next term of service.  
The beginning date of the next term of service will be needed to complete this 
process. 

Note:  Defer should not be confused with Partial Excuse.  Partial Excuse is used 
to excuse someone for a few days during the current term of service. 

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

2. Click the Edit button (yellow hand).  The Pool Member Search screen will 
appear. 

3. Enter the person’s Last Name, First Name or Participant Number. 

4. Click Accept.  The Participant Record will display. 

5. Click the Defer button (4th button from the left on the 2nd row of buttons).  The 
Deferral screen will appear. 

6. Click the calendar to the right of the Defer To Date field.  Select the month, year, 
and date which represents the beginning date of the next term of service.   

Note:  By using the beginning date of the next term, the person being deferred 
will be pulled into the first pool created for the next term. 

7. Click the arrow to the right of the Defer Reason field, and select the appropriate 
reason for this individual. 

8. The Deferred Letter box is checked by default.  Uncheck if this feature is not 
used. 

Note:  The jury program can print form letters which let people know their 
deferral request has been granted or denied (Deferred Denied check box). 

9. Click the Accept button.  The Participant Record is displayed, and the person’s 
status is now Deferred.  The Next Report Date has been changed to 
00/00/0000, and their Deferred To date displays the date selected in Step 6. 

10. Make any necessary notes in the Notes field. 

11. Click the small black X to save and close the record. 

12. Click Yes to answer “Do you want to save changes?”  The Pool Member Search 
screen will appear. 

13. Continue entering deferrals or click Cancel to exit. 

Note: A Deferral Summary Report lists dates deferred to and number of people 
deferred to those dates.  To print this report – go to the Pool Module > click 
Reports > click Deferred List.  The report will open and can be printed if needed. 
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Mark an Individual as Undeliverable 

 

 These steps are followed to mark an individual record as undeliverable.  This 
button will ‘toggle’ between Undeliv and DelUndel depending on the person’s 
status. 

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

2. Click the Edit button (yellow hand).  The Pool Member Search screen will 
appear. 

3. Enter the person’s Last Name, First Name or Participant Number. 

4. Click Accept.  The Participant Record will display. 

5. Click the Undeliv button (5th button from the left on the 2nd row of buttons). 

6. The person’s status is changed to Undeliverable and the Next Report Date is 
changed to 00/00/0000. 

 Note:  The Undeliv button has now changed to read DelUndel. 

7. This change to the person’s record has been saved automatically.  Click the 
small black X to close the Participant Record, or click the Search button.  The 
Pool Member Search screen will be displayed. 

Note:  Clicking the Search button automatically saves any changes and closes 
the participant record. 

8. Continue marking individual records as undeliverable, or click Cancel to exit. 
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*Video demonstration available at http://courts.arkansas.gov 

Change Defer To Date* 
 

 These steps demonstrate how to change the deferral date for several people.  
The new date should match the first orientation date of the next term of service. 

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

2. Click the Pool menu item. 

3. Click the Deferral Maintenance menu item.  The Deferral Maintenance screen 
will appear with a list of people and their deferral dates. 

 

4. Click in the Tag column of each person who will be given a new deferral date. 

5. Click the Accept button after tagging the needed people. 

6. Click Yes in the Option dialog box which displays. 

7. Click the Date button in the Deferral dialog box which appears. 

 

8. Click the calendar button to the right of the Defer To field to select the new 
deferral date. 

9. Review the new date and click the Accept button. 

10. Click Exit to close the Deferral Maintenance screen.  The Pool Maintenance 
window will appear. 
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Change Status from Permanently Disqualified to Responded 
 

 This guide outlines how to change a permanent disqualification status to a 
responded status.  These steps can also be followed to delete other types of 
disqualifications.   

Note:  Skip Step 6 when deleting disqualifications other than permanent 
(deceased).  

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

2. Click the Edit button (yellow hand).  The Pool Member Search screen will 
appear. 

3. Enter the person’s Last Name, First Name or Participant Number. 

4. Click Accept.  Their Participant Record will display. 

5. Click the Disqual button.  The Disqualify screen will appear. 

6. Uncheck the Permanently Disqualify checkbox. 

7. Click the Delete button.  The participant record will display. 

8. The person's status is now Responded.  Click the small black X to save and 
close the record, or click the Search button. 

Note:  Clicking the Search button automatically saves any changes and closes 
the participant record. 

9. Click Yes to confirm the changes.  The Search By Name screen will appear. 
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Change Status from Excused to Attended 
 

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

2. Click the Edit button (yellow hand).  The Pool Member Search screen will 
appear. 

3. Enter the person’s Last Name, First Name or Participant Number. 

4. Click Accept.  Their Participant Record will display. 

5. Click the Excuse button.  The Excuse screen will appear. 

6. Click the Delete button to delete the excuse.  The participant record will appear. 

 The person's status is now Responded, and they are ready to be attended.  
However, the record must be saved and closed first. 

7. Click the small black X to save and close the record, or click the Search button. 

Note:  Clicking the Search button automatically saves any changes and closes 
the participant record. 

8. If the small black X was clicked, click Yes to confirm the changes. The Search 
By Name screen will appear. 

9. Enter the same person’s Last Name, First Name again and click Accept. 

10. Click the Scan In button.  Notice the time to the right of the Room field.  This 
person is now attended and ready to be used. 

11. Repeat Step 7 to save and close the record. 
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Change Status from Undeliverable to Responded 
 

 A new feature in Version 11 is the ability to mark one person at a time as 
undeliverable in their participant record.   

• The button reads Undeliv while a pool member’s status is NOT 
undeliverable.   

• The button will change to read DelUndel when the person’s status IS 
undeliverable. 

These steps outline how to change a status from Undeliverable to Responded. 

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

2. Click the Edit button (yellow hand).  The Pool Member Search screen will 
appear. 

3. Enter the person’s Last Name, First Name or Participant Number. 

4. Click Accept.  The Participant Record will display. 

 Because this person’s status is Undeliverable, the Undeliv button has toggled 
to read DelUndel.  This means “delete undeliverable.”   

5. Click the DelUndel button. 

6. A message box will appear asking if the participant responded. 

 
Click Yes. 

7. This person’s status has now changed to Responded, and the DelUndel button 
has toggled back to read Undeliv.  

Note:  When the Undeliv / DelUndel button is used, the change is saved 
automatically. 

8. Click the small black X or Search button to close the record.  The Search By 
Name screen will appear. 
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Remove FTA Status to Excuse Pool Member 
 

 When a pool member has a FTA status, they cannot be excused through the 
normal process.  These steps outline how to remove the FTA status and then 
excuse the individual. 

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

2. Click the Edit button. 

3. Enter the person’s Participant Number or Last Name, First Name. 

4. Click Accept.  The Participant Record will open. 

5. Click the arrow to the right of the FTA Status box. 

6. Scroll up and click the word None.  The FTA status is now displayed as None. 

7. Click the Excuse button.  The Excuse Dialog Box will open. 

8. Click the arrow to the right of the Code box and select the excuse reason.  
(Check the box for Excused Letter if the program is used to print form letters 
notifying pool members the excuse has been granted.) 

9. Click the Excuse button.  The dialog box will close and the Participant Record 
will display. 

10. Review the person’s Status – it is now Excused. 

11. Click the small black X to save and close the record, or click the Search button. 

Note:  Clicking the Search button automatically saves any changes and closes 
the participant record. 

12. Click Yes in the Data Changed Message Box.  The Search By Name screen will 
appear. 

13.  Enter another participant number or name, or click Cancel to close the screen.  
The Pool Maintenance window will appear. 

Note: A Pool Excused/Disqualified Report lists pool members who have been excused 
or disqualified.  The report is sorted by excuse and/or disqualification.  To view 
the report: go to the Pool Module > click Reports > click Excused List > select a 
Pool > click Accept.  The report will appear and can be printed. 
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Contact Report* 
 

 A new feature in Version 11 is the ability to create and print a contact report by 
pool number.  This report could also be considered a call list or sheriff’s list.  The 
following steps outline how to create and print the Contact Report. 

*Example of report on back 
 

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

2. Click the Reports menu item. 

3. Click Contact Report (near the bottom).  The Contact List screen will open. 

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

5. Check the box for each field you want displayed on the report, or check the Select 
All Fields box to include everything.  If a box is unchecked, that field’s information 
will not display on the report.  Note:  All information is pulled from participant 
records. 

 

6. In the Filter Criteria section, check the box for the status of pool members to 
include, or check Select ALL on the Pool to include everyone.  (i.e., if Pre-Panel 
is the only box checked, only people on a pre-panel will appear on the report.) 

7. Click Accept.  An alphabetical list of pool members meeting the Filter Criteria is 
displayed.  The list can be sorted in a different order if needed. 

8. Click Accept to view the Contact Report. 

9. Click Print to print the report. 

10. Click Cancel to close the screen.  The Pool Maintenance window will appear. 
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Pool Selection List (Report)* 
 

 The Pool Selection List is the first report under the Reports menu item in the 
Pool Module. It is the report which prints after creating a pool. It can be used for 
calling roll at orientation, sorting by birthdates (to exclude people over 90 from 
service), etc. The information included in the report is: 

*Example of report on back 
 

• Participant Number • Initial Appearance Date 
• Pool Sequence Number • Voter Registration Number 
• Name • Date of Birth 
• City  

Note:  The Pool Selection List is a static (does not change) report. 

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

2. Click the Reports menu item. 

3. Click Pool Selection List – the first item under the Reports menu. 

4. Click the arrow to the right of the Enter Pool No. field to view a list of pools, and 
double click the needed pool number. 

5. Click Accept.  A preview of the Pool Selection List (Report) will display.  The 
report is sorted in pool sequence number order. 

6. To change the sort order, click the Sort button.  The Specify Sort Columns 
dialog box will appear. 

7. To sort by birthdates, scroll down the Source Data column on the left until 
pool_dob (date of birth) is visible.  Left click pool_dob and drag it to the right 
column and release. 

Note:  The report can be sorted by any of the fields from the Source Data 
column by clicking and dragging the field to the right column. 

8. To also sort in alphabetical order, scroll up the Source Data column until 
pool_lname (last name) is visible.  Left click pool_lname and drag it to the right 
column and release. 

Note:  Sorting by more than one column is known as ‘stack’ sorting.  Stack 
sorting can be used whenever there is a Sort button in the program. 

9. Click OK.  The report will be displayed in the new sort order. 

10. Click Print.  The first printer dialog box will appear. 

11. Click OK.  A second printer dialog box will appear. 

12. Choose the printer options and click OK.  The report is displayed while it prints. 

13.  Click Close.  The Pool Maintenance window will appear. 
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Current Status Report* 
 

 The Current Status Report is the second report under the Reports menu item in 
the Pool Module.  It is created by pool number and contains the status of each 
person as recorded in their participant record.  The information included is: 

*Example of report on back 
 

• Participant Number • Appearance Date (Next Report Date) 
• Name • Phone Numbers (if given) 
• Status • Address 

 

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

2. Click the Reports menu item. 

3. Click Current Status – the second item under the Reports menu. 

4. Click the arrow to the right of the Enter Pool No. field to view a list of pools, and 
double click the needed pool number. 

5. Click Accept.  A preview of the Current Status Report will display. 

6. The report is sorted in last name, first name order.  To change the sort order, 
click the Sort button.  The Specify Sort Columns dialog box will appear. 

7. To sort by status, scroll down the Source Data column on the left until status is 
visible.  Left click status and drag it to the right column and release.  The order 
of statuses will be Pool, Responded, Excused, Disqualified, and Undeliverable.  
Totals for each status will be displayed on the last page of the report. 

Note:  The report can be sorted by any of the fields from the Source Data 
column by clicking and dragging the field to the right column. 

8. To also sort in alphabetical order, scroll up the Source Data column until lname 
(last name) is visible.  Left click lname and drag it to the right column and 
release. 

Note:  Sorting by more than one column is known as ‘stack’ sorting.  Stack 
sorting can be used wherever there is a Sort button in the program. 

9. Click OK.  The report will be displayed in the new sort order. 

10. Click Print.  The printer dialog box will appear. 

11. Choose the printer options and click OK.  The report is displayed again while it 
prints. 

12.  Click Close.  The Pool Maintenance window will appear. 
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Available List (Pool Available Report)* 
 

 

 

*Example of report on back 
 

 

 

 

 

 

The Available List (Pool Available Report) is the third report under the Reports 
menu item in the Pool Module.  It is created by pool number or next attendance 
date.  It can be used for calling roll and given to attorneys prior to trial.  The 
information included is: 

• Participant Number • Occupation (Partials) 
• Pool Sequence Number (Random Number) • Age 
• Name • On Call 
• Status  

Note:  If a pool member has any partial excuse dates, they will be displayed in 
the Occupation column of this report. 

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

2. Click the Reports menu item. 

3. Click Available List – the third item under the Reports menu. 

4. To create by pool number, click the arrow to the right of the Pool Number field 
to view a list of pools, and double click the needed pool number. 

To create by next attendance date, click the calendar to the right of the Enter 
Next Attendance Date field.  Select the month, year, and date needed. 

5. The report has three filtering options in the Criteria section.  Place a check mark 
in any of the filtering boxes needed or leave all boxes unchecked. 

• Include Participants on Call (includes any pool members with a 00/00/0000 
next report date) 

• Responded Participants Only (includes only pool members with a responded 
status – excludes people with pool status) 

• Include Panel Members (includes pool members already on a panel) 

6. The default Sort Order is last name.  This is the best option if giving the report to 
attorneys or using to call roll. 

7. Click Accept.  A preview of the Available List (Pool Available Report) will 
display. 

8. Click Print.  The first printer dialog box will appear. 

9. Click OK.  The second printer dialog box will appear. 

10. Choose the printer options and click OK.  The report is displayed again while it 
prints. 

11. Click Close.  The Pool Maintenance window will appear. 
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*Example of report on back 

Print the On-Call Report 
 

 When a pool member is “on call,” their participant record has no Next Report Date 
(00/00/0000).  For courts that send a letter or call people when a trial is on go, 
printing and using this report can be helpful.   

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

2. Click the Reports menu item. 

3. Click On-Call Report (the 9th item on the list).  The On-Call Report dialog box will 
appear. 

 

4. Click the arrow to the right of the Enter Pool No field to view a list of pools, and 
double click the needed pool number. 

5. Click Accept.  The report will open. 

6. Review the report if needed and click Print. 

7. Click Accept.   The printer’s dialog box will open. 

8. Click OK twice and the report will print. 

9. Click Close to close the report.  The Pool Maintenance window will appear. 
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Create a Bioform Spreadsheet and Email 
 

 These steps outline how to create a spreadsheet of a pool’s Bioforms.  The file 
can then be emailed through the Utility Module to the email address recorded in 
the Juror Program. 

Note:  If Bioform information has not been entered for any of the pool members, 
the report will be blank. 

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

2. Click the Reports menu item. 

3. Click Bioform (4th from the bottom of the Reports menu).  The Bioform Report 
dialog box will open. 

 

4. Click the arrow to the right of the Enter Pool No. field and double click the 
needed pool number. 

5. Check the Save As checkbox. 

6. The default file format is Text.  Click the arrow to select the spreadsheet format. 
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7. Click the Accept button.  The File Export Complete dialog box will appear. 

8. Click OK. 

9. Exit the Pool Module. 

10. Click the Utilities Module button. 

11. Click the Utilities menu item. 

12. Click E-Mail (last item on the Utilities menu).  The E-Mail Files dialog box will 
appear. 

 

13.  In the File Name section of the screen, double click the file created in Step #6.  
Bioform files will begin with BI and then the date the file was created. 

14. Click the Send button.  The file will be emailed to the address listed. 

15. Click OK in the message box which appears.  The Utilities main window will 
appear. 

16. Exit the Juror Program and go to your email account to open the email 
containing the file. 

17. Right click the attachment and select Save Target As.  This will save the file to 
your computer. 

18. Go to where the file is saved and double click to open it. 
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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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Print Disqualify Letters* 
 

 These are form letters which tell the pool member their request to be disqualified 
from jury service has been granted. 

*Sample letter on back 
 

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

2. Click the Reports menu item. 

3. Move to the Documents item (3rd item from the bottom). 

4. Move to the right and click Disqualified Letters (5th item from the top). 

5. A message box will appear asking “Remove Records That Were Printed 
Previous” – click No.  (If you are confident that all previous disqualification letters 
have been sent, click Yes.) 

6. The Disqualified Letters screen will appear.  Any pool member who had the 
Disqualified Letter box checked when they were disqualified (in their participant 
record) will be displayed here. 

7. If a letter will be mailed for every person listed, click Tag All.  If letters will be 
sent to only selected individuals, click in the Tag column for each individual. 

8. After making the selections, click Accept.  The printer’s dialog box will appear. 

9. Make the appropriate selections for the printer and click OK.  You will be 
returned to the Pool Maintenance window while the letters print. 

Note: A form letter for each tagged person will print stating “You have been disqualified 
from jury service.  Therefore, you are relieved from serving from (name of the 
circuit court here).  Thank you for responding to the jury summons.  If you have 
any further questions, please contact the court at 123-456-7890.” 
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Print Excuse Letters* 
 

 These are form letters which tell the pool member their request to be excused 
from jury service has been granted. 

*Sample letter on back 
 

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

2. Click the Reports menu item. 

3. Move to the Documents item (3rd item from the bottom). 

4. Move to the right and click Excused Letters (6th item from the top). 

5. A message box will appear asking “Remove Records That Were Printed 
Previous” – click No.   

  
Note:  If you are confident that all previous excuse letters have been sent, click 
Yes. 

6. The Excused Letters screen will appear.  Any pool member who had the 
Excused Letter box checked when they were excused (in their participant record) 
will be displayed here. 

7. If a letter will be mailed for every person listed, click Tag All.  If letters will be 
sent only to selected individuals, click in the Tag column for those individuals. 

8. After making the selections, click Accept.  The printer’s dialog box will appear. 

9. Make the appropriate selections for the printer and click OK.  The Pool 
Maintenance window will appear while the letters print. 

Note: A form letter for each tagged person will print stating “After reviewing your 
request to be excused from jury service, this court has determined that you are 
excused from jury duty.” 
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Create a Spreadsheet of the Pool – Doc Prep 
 

 These steps outline how to create a spreadsheet of a pool which includes 
names, addresses, participant numbers, etc.  The file is then emailed through 
the Utility Module to the email address recorded in the Juror Program. 

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

2. Click the Reports menu item. 

3. Click Documents (5th from the bottom of the Reports menu). 

4. Click Document Preparation (3rd from the top of the Documents sub menu).  
The Document Production screen will appear. 

5. Click the arrow to the right of the Pool Number field to view a list of pools, and 
select the needed pool number. 

6. Notice the last part of the file name – DOCDATA.DBF.  The file name can be 
changed or left as DOCDATA.DBF.  To change the file name, click in the File 
Name field and move the cursor to the far right.  Change the file name and 
review before proceeding.  Examples – OCTOBERPOOL.DBF or PANEL1.DBF 

7. Click the Accept button.  The Selection Criteria screen will appear. 

8. Choose all pool members by checking Select All.  (If only part of the pool is 
needed in the spreadsheet, check the appropriate boxes.) 

9. Click Accept.  The Default Values screen will appear. 

10. Click Accept.  The Document Printing screen will appear. 

11. To select everyone in the pool, click the Tag All button.  (If everyone in the pool 
does not need to be included, click the Tag column beside each name which 
does need to be included.) 

12. Click Accept.  The Document Preparation Complete message box will appear. 

 

13.  Click OK.  The Pool Maintenance window will appear. 

14. Exit the Pool Module and click the Utility Module icon. 

15. Click the Utilities menu item. 

16. Click Email (last item).  The Email Files screen will appear. 

55 of 58



Spreadsheet – Doc Prep Version 11 (09/ 10) Page 2 of 2 
 

17. Under the File Name column, double click the file created in step #6.  After 
clicking, the name of that file will appear in the Selected File field. 

18. Verify the email address and click Send.  A message box will appear indicating 
the file was sent. 

 

19. Click OK.  The Utilities main window will appear. 

20. Click Exit. 

21. Go to the email account and open the email containing the file. 

22. To save the file to the computer’s hard drive, right click the attachment and 
select Save Target As. 

23. Decide where to save the file and click Save (or OK, depending on the 
computer). 

24. Go to where the file has been saved, and look at the file extension.  It is DBF. 

25. Right click on the name of the file and select Rename. 

26. Change the letters DBF to XLS (Excel spreadsheet format) and press Enter.  
The file should now read YOURFILENAME.XLS. 

27. Click Yes if a message box like the one below appears. 

 

28. Double click the file to open it as an Excel spreadsheet. 
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Send a Text File through Email 
 

 This quick reference guide illustrates how to create a text file of a report and send 
it in an email.  These steps demonstrate the process with the Bioforms in the 
Pool Module.   

Note:  These steps can also be used for the Pre-Payment Attendances Report 
(Attend Module) and the Download Accounts Payable Report (Utilities Module). 

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

2. Click the Reports menu item.   

3. Click Bioform (next to the last item).  The Bioform Report screen will appear. 

4. Click the arrow to the right of the Enter Pool No field to see a list of pools, and 
click the needed pool number. 

5. Check the Save As check box. 

6. The default file type choice is Text (*.TXT) but there are other options, i.e., Excel 
(.XLS).  For this example, leave the file type as Text (*.TXT).   

7. Click Accept. 

8. Click OK in the File Export Complete dialog box which appears.  The Pool 
Maintenance window will appear. 

9. Click Exit to leave the Pool Module. 

10. Click the Utility Module icon.  The Utilities window will appear. 

11. Click the Utilities menu item. 
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12. Click Email (last item on the list).  The E-Mail Files screen will appear. 

 

13. In the File Name list, locate the file exported from the Pool Module.  The File 
Name is formatted as: 

• Type of File (in this case BI for Bioforms) 

• Date created (MMDD – in this case 0416 for April 16) 

• Count of files exported on this date (01 for the first file exported on 
April 16) 

14. Double click the needed File Name.  The File Name will appear in the Selected 
File field. 

15. Click Send.  The file will be emailed to the address listed in User Details. 

16. Click OK in the E-mail Files dialog box which appears. 

17. Click Exit to leave the Utilities Module and return to the Main Menu. 
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