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The Mayor’s Court Main Menu 
 

Daily Reminder - An invaluable, everyday tool to locate and manage cases with open items such as 
warrants, forfeitures and suspensions, missed appearances, overdue payments, overdue probation, 
insurance compliance, and cases/probation to be reviewed. 
 

Case Maintenance - All case entry and general case maintenance work is performed in this section 
– from entering the initial case information to entering a payment and closing the case. 
 

Payment Search - The Payment Search screen allows you to look up payment information based on 
a variety of different search criteria.  Enter the criteria for the payment to search for and a list of pay-
ments satisfying those criteria is retrieved.  
 

Reports - Reports can be produced to support the daily activity as well as end of month reports 
totaling all monies collected (samples enclosed), including the amounts to distribute to the various 
agencies/funds; creation of BMV Electronic Information and the quarterly required Supreme Court 
Report (sample enclosed). 
 

Court Day (Docket) - All cases scheduled for a specific court day can be retrieved and maintained 
from this screen, in addition to printing pre- and post-court dockets in any one of the three docket 
formats available (samples enclosed). 
 

Miscellaneous Payments - Payments not associated with a specific case, but received by the Court, 
can be entered into the system and tracked through the end of month disbursal process. 
 

Collections - Keep track of cases the Court sends to a collection agency.  Add appropriate fees and 
disburse the monies to the proper agency. 
 

Control File Maintenance - Control files set up to customize the Mayor’s Court  software for 
the municipality.  The control files are key to reporting and accuracy.   
 

Help - The Help Menu contains the User’s Manual, a link to the Ohio Revised Code, a shortcut to 
connect to a support staff and a shortcut to guide the user through backing-up the Mayor’s Court 
software 
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Daily Reminder Screen 
 

The Daily Reminder screen is a central point for performing case  
maintenance for a group of cases with similar criteria.  Sixteen different 
criteria are available from which to select.  Cases meeting the selected 
criteria are retrieved and listed on the screen at which point applicable 

reports can be printed for all or a selected number and case maintenance 
can be performed on each.  Select specific cases and enter what is  

referred to as a “batch note” - a great time saver!  Once the cases are  
selected, enter the verbiage for the note once and then attach the “batch 
note” as history on all the cases selected.  Select all or a few cases on the 
list and print fail to pay or fail to appear letters, mailing envelopes, case 

summaries or license forfeiture notices. 
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Case Maintenance – Case Search Screen 
 

Clicking on the Case Maintenance button brings the user to the Case Search 
screen.  All cases previously entered into the Mayor’s Court  

system can be retrieved from the Case Search Screen using any  
combination of the available search criteria.  Tracking reports for State 

 Auditors can be generated, sorted by the column headers listed in the table, 
and printed from this screen.  New cases are entered from this screen by 

clicking on the Add a Case button.   
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Add a Case – All of the information 
available on a ticket can be entered in-
to the Case, Defendant and Vehicle/
Attorney tabs.  For quick entry of a 

case, only the date of offense and de-
fendant name are required fields.   

 
The Case Info tab -  

Date/time of offense, location and 
court date/time.  The case can be trans-
ferred from this screen.  Offense infor-
mation and case notes are displayed on 

this tab. 
  

 
 
The Vehicle / Attorney tab—all 
information directly relating to the 
vehicle driven by defendant (if a 
traffic case) and the attorney repre-
senting the defendant.  

The Defendant Info tab— all 
information relating directly to 

the defendant. 
 
 

Reports/letters applicable to 
the case can be printed from 
any of the seven tabs in case 

maintenance. 
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Offense Maintenance Screen 
 

Each offense/charge for a case is entered in the Offense Maintenance 
Screen.  Once the disposition of each offense is determined and en-

tered in the disposition screen, the Offense Maintenance Screen is up-
dated with the plea and finding, assessed dollars and BMV points.  

Counts can be added, edited, amended and deleted as necessary.   
 
Once a case is reported to the BMV and the BMV report is posted, the “Report 
Date” will automatically fill. If a correction is made to an offense, the BMV can 
easily be updated. 
 



8 

 
 

License Suspension / Forfeiture Information Screen 
 

The License Suspension / Forfeiture Information Screen provides the us-
er with the capability to record all license suspension (including ALS), 
license forfeiture and warrant block information required by the BMV. 

 

 

 
 
License Forfeitures and  
Warrant Blocks can easily be 
issued to a defendant and 
submitted electronically to 
the BMV. 

 
 
 

Suspension modifications can 
be added to allow driving privi-

leges and a Limited Driving 
Privileges letter can be printed.  
Once the information has been 

submitted to the BMV and 
‘posted’, the Reported to BMV 

date will fill.   
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Disposition Screen 
 

The Disposition Screen lists all offenses/charges for a case.  The plea and  
finding and any monies assessed are entered on this screen and a  

Case Summary can be printed by clicking the Print button. 

Once the plea/finding are entered and monies are assessed the payment screen can be 
accessed and a payment applied to the case or, if a bond exists, the bond can be applied 
to the amounts assessed (for this case and any other cases the defendant may have out-
standing). 
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Probation Screen 
 

The Probation Screen is used to track any probation reasons, the condi-
tions of the probation and credits given for each condition assigned to a 

case.  Credits can be applied and, if applicable, each credit can be assigned 
a monetary value which can then be applied to the total amount assessed.  

Jail time credits are also handled on this screen. 
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Appearances Screen 
 

The Appearances Screen allows the user to add a continuance  
or an appearance to a case.  Cases having continuances or  

appearances can be included on the court docket. 
 
 
 

Witnesses can also be added to a 
case and subpoenas printed. 

 
The Supreme Court reporting 

history details every  
entry the case ever had on a  

Supreme Court report,  
including any reactivations. 
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Payments Screen 
 

The payment screen gives the user the capability to set up a payment 
plan and apply payments to a case.  A list of all monies assessed and all 
payments that have been applied to the case are also displayed.  Pay-

ments are made in the Payment Detail Maintenance screen and details 
of each payment can be viewed by double-clicking on the payment in the 

historical payments list. 
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Mayor’s Court™ includes a variety of standard reports 
and letters that are case specific and can be printed from 

the case maintenance, court day or daily reminder screens.   

CASE REPORTS 

Ticket Jacket 
A standard Ticket Jacket template is included with the Mayor’s Court system. 
 

Mailing Envelope 
The envelope prints the defendant’s complete address as entered in the Defendant Info tab and the Court’s 
return address as defined in the Master Control File.  Include or exclude the court’s return address on the 
envelope.  
 

Case Label 
Prints a folder label as an alternative for the case jacket. The format used fits the Avery Labels #5164 and 
prints 6 labels to a sheet. The information on the case label is the same as that printed on the case jacket. 
 

Case Summary (sample enclosed) 
A Case Summary details the information on the case and can, at the user’s option, include or exclude the 
defendant’s Social Security number.  You may create a PDF file to email the summary if desired. 
 

Case Notes 
Three types of notes can be recorded on a case: 

1. General Notes – Notes not designated as privileged and added by any user having access to the notes 
field.  

2. Privileged Notes – Notes designated as privileged and can only be viewed by users whose security 
status as defined in the User Maintenance Control File allows access. 

3. System Generated Notes – Notes generated by the Mayor’s Court software. 
The Case Notes report includes General and System Generated Notes.  The option to include Privileged 
Notes on the report can be selected. 
 

Defendant History 
The Defendant History includes all cases ever recorded for the defendant in your court as well as the 
ordinance, plea/finding and the status of the case. 
 

 

The purchase of Mayor’s Court™ includes the customization of 4 reports/letters to your 
Municipality’s specifications (as can be reasonably accommodated).  Additional  

customization of forms can be purchased. 

The Standard reports/letters include: 
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Statement of Rights (sample enclosed) 
Prints the waiver of rights for the defendant to sign. 
 

Disposition Worksheet (sample enclosed) 
A standard Disposition Worksheet template is included in the Mayor’s Court system. 
 

Notice of Appeal 
The Notice of Appeal is a set of instructions to the defendant for filing an appeal. 
 

Probation Summary 
This report is only available to cases having probation entered.  It details all probation activity including 
credits.  Probation Notes can also be printed if desired. 
 
Payment Plan Agreement 
The Payment Plan Agreement is only available to cases with a payment plan in place.  The agreement lists 
the dates the payments are due along with the penalties for non-payment.  The defendant is required to sign 
and date. 
 

Trial Notice 
If the defendant has received a continuance, a trial notice may be printed to notify the defendant of the date. 
 

Notice to Appear 
If the defendant failed to appear for court and is automatically being given a continuance by the court, the 
Notice to Appear letter can be printed to notify the defendant of the new court date. 
 

Appearance List 
The Appearance Report is only available to cases having appearances entered and details the Appearances 
scheduled for the defendant. 
 

Failure to Appear 
If the defendant did not appear on the assigned court date, a Failure to Appear letter can be sent to the 
defendant stating such and notifying the defendant of their responsibilities and/or requirements. 
 

Failure to Respond 
If a Summons was issued to a defendant and they failed to appear a Failure to Respond letter can be printed 
and sent. 
 

Fail to Pay( sample enclosed) 
If the defendant has been found guilty of the charges and is assigned costs and fines but has not paid them, 
the Fail to Pay letter can be printed to remind the defendant money is still owed and that a warrant may be 
issued if they do not pay promptly. 
If a case has a charge that is waiverable, and it remains unpaid, a Waiverable Failure to Pay Letter can be 
printed. The user will be prompted for an appearance date and waiverable amount. 
 

Time Waiver 
A form to be signed by the defendant explaining their right to a speedy trial and their agreement to waive 
that right. 

CASE REPORTS 
(continued) 
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CASE REPORTS 
(continued) 

Forfeiture Issue Letter (sample enclosed) 
The Forfeiture Issue letter notifies the defendant that the Court has ordered the forfeiture of the driver’s 
license as of a particular date. 
 

Forfeiture Release Letter 
The Forfeiture Release Letter is printed for the defendant to take to the BMV authorizing the release of the 
forfeiture of their license. 
 

Warrant Block Issue/Release Letters 
The Warrant Block Issue Letter notifies the defendant that the Court has ordered a block on any activities 
the defendant may want to conduct at the BMV—tag renewals, D/L renewals, title transfers, etc.  The re-
lease letter is printed for the defendant to take to the BMV authorizing the release of the warrant block. 
 
Disbursal History 
The Disbursal History details how money paid by the defendant was divided up amongst the defined fund 
accounts. 
 

Vehicle Release 
Generates a release letter for the defendant to take to the impound lot if their vehicle was impounded. 
 
ALS Disposition Notification 
Generates the completed ALS form to be sent to the BMV. 
 
Motion for Extension 
Generates defendant’s request for an extension of the date of their trial. 
 
Transfer Entry  
Generates the transfer form requiring reason for transfer.  This form is sent directly to the Municipal/Other 
court. 
 
Jail Order and Jail Release Order 
Generates an order for the jailer specifying the terms of the jail sentence.  The Release form specifies the 
terms of the defendant’s release. 
 
Service Order 
Generates an order listing the specifics of the community service that the defendant is required to complete. 
 
Personal identifier Form 
A form with the defendant’s SSN that should be destroyed after the final disposition of the case pursuant to 
Sup R 45. 
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Court Day Screen 
 

The Court Day screen is used to display all cases scheduled for a specific 
court day.  Cases with findings can be included or excluded and various 
reports can be printed for all or a selection of the cases retrieved.  Case 

maintenance can be performed including entering a plea/finding,  
assessing monies and making payments.  A pre– or post–court docket can 
be printed.  Select specific cases and enter what is referred to as a “batch 
note” - a great time saver!  Once the cases are selected, enter the verbiage 

for the note once and then attach the “batch note” as history on all the 
cases selected.  Select all or a few cases on the list and print fail to pay or 

fail to appear letters, mailing envelopes, case summaries or license  
forfeiture notices or continue cases. 

 
Samples of each of the dockets available are enclosed for review. 
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Control File Maintenance 
 

The Control File Maintenance menu customizes the software for the Munici-
pality.  The Municipality’s mailing address is entered along with the names of  
the Court’s officials.   This personalized  information is printed on letters   
generated by the Mayor’s Court™ system. 
 
The Court’s schedule can be entered and Mayor’s Court™ will assign each 
case a court date based on that schedule.  The schedule can be printed and 
given to the officers to use when writing tickets and assigning court dates. 
 
Mayor’s Court™ comes loaded with a number of ORC ordinances.  The Mu-
nicipality-specific ordinance numbers are entered by you into the Ordinance 
File.  Ordinances can be added ‘on the fly’ while entering a case, eliminating 
the need to spend time entering every single codified ordinance the Municipal-
ity uses. 
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Monthly Disbursal Files 
 

The Monthly Disbursal Files allow the Court to define in great detail how 
monies collected by the Court — costs, fines and fees — are distributed to 
various state and local agencies or funds on a monthly basis.   
 
Mayor’s Court is flexible - new disbursal effective dates can be easily added 
when laws or practices change.  History is maintained each time a disbursal 
is changed. 
 
The Fine Disbursal File is used to track ordinances with special disbursals 
that are to be sent elsewhere—e. g. seat belt fines. 
 
Municipalities that process tickets issued by the State Highway Patrol can 
designate the percentage of the fines to be disbursed to the State for those 
tickets. 
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SYSTEM REPORTS 
A wide variety of non-case specific reports can be generated from the Mayor’s Court™ 
Reports menu.  The Reports menu is made up of 3 tabs – Cash Reports, Listings and Man-
agement Functions.  Each of the 3 tabs contains reports applicable to the tab name. 
 

Examples of various reports are included in this packet for review. 

Cash Reports 
 
Seventeen Cash Reports are available in the 
Mayor’s Court system.  Thirteen of the 
reports relate to cash, while the remaining 4 
relate to cases sent to a collections agency. 
 
A sample of the Daily Cash Control Report 
is enclosed for review. 

Listings 
 
Twenty-six informational reports are 
available ranging from open items to Officer 
Activity Reports and Ticket Listings. 

Management Functions 
 
Fifteen Management reports and functions are 
available - from creating BMV disks to the 
Supreme Court Report, to End of Month reports 
detailing the disbursals to remit to the various 
agencies/funds defined in the control files.  Audit 
reports are also available to track the system 
activity.  Mayor’s Court TM comes with an export 
function to load data directly into our Police Com-
puterized Information System or another database. 
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End of Month Reports 

 
The End of Month Reports are a collection of twenty-one reports summa-
rizing and/or detailing the Court’s collection and disbursal of funds for a 
given month.  All disbursals are calculated based on the criteria set up in 
the ordinance, fine, fee and cost disbursal master files. 
 
Any or all of the reports listed can be printed on a monthly basis. 
 
The actual Treasurer of State Reparations/Rotary report is completed by 
Mayor’s Court™ and can be printed along with a mailing envelope 
addressed to the State of Ohio with a check for all monies owed to the 
State.  Additionally, the Ohio Department of Public Services report is also 
completed. 
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Supreme Court Report 

 
Mayor’s Court™ has the distinctive ability to produce the Supreme Court 
quarterly report at the touch of a button.  Intelligent software “knows” 
where each case should appear on the report. 
 
Mayor’s Court™ can also produce a list of the cases reported on each 
line of the report.  List details include the case number, defendant’s last 
name, offense date and finding date (if one exists).  This is especially 
helpful if the court has cases appearing on line #17 - beyond guidelines.  
Those cases can then be reviewed and disposed of properly. 
 
Additionally, after your Municipality has received a web password from 
the Supreme Court, the password can be encrypted and stored in Mayor’s 
Court™ .  When your report is due, simply check the box “Send Via Web” 
and the report will print a copy for your records and send a copy of it 
electronically to the Supreme Court. 
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REPORT SAMPLES ENCLOSED 
These are just a few of the reports that are available 

 

End of Month Reports -  
Case Payment Breakdown 

Cost Disbursal 
Fee Disbursal 

Distribution Journal 
Treasurer of State Report 

Council Report 
 

Supreme Court Report 
 

Dockets - 
Portrait Style 

Landscape Style 
Summary Docket 

 

Case Reports - 
Statement of Rights 

Case Summary 
Disbursal History 

Disposition Worksheet/Judgment Entry 
Fail to Pay Letter 

License Forfeiture Issue Notice 
 

Cash Reports -  
Daily Cash Control 

Daily Disbursements  
Cases in Collections 

 

Listings - 
Open Warrants 
Officer Activity 

Disposition Activity 
Payment Receipt Listing 

 


