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Amy King

Pat Day

Indira Van Tassel 

Frequently Asked Questions

• What should I do?

• Payments

• Updating ordinances

• Updating Officer Badge File

• Dockets – purposes and types

• Date and Time Stamping

• OHLEG

• Backing up Mayor’s Court
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What should I do?

Court Policies and Procedures

• Do you have a policies and procedures manual?

• Your court is under the guidance of your Mayor or Magistrate.  Your 

policies and procedures should follow their instruction.  We cannot tell 

you WHAT to do, we can tell you HOW to do it.

• Every court will do things slightly different – letters have different wording, 

procedures upon fail to appear are different. 

EXAMPLE - What to do if a defendant fails to appear

• Continue to the next court date and send a notice to appear?

• Send a failure to appear letter?

• Issue a warrant and a warrant block?

• Add a new charge of contempt?

• Issue a License Forfeiture?  

Payments 

• I entered the wrong payment amount – either 

too much or too little. 

– ADJUST the payment out, don’t REFUND it.

• Someone overpaid and I need to issue a 

refund for the overpayment portion.

– Enter the entire amount they paid and respond to 

question of whether or not to refund the excess or 

apply to the general fund.
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Updating Ordinances 

• The Ordinance Master File is used to enter 
and define all of the city and state ordinances 
and laws used by the municipality.  This 
information is then used throughout the 
software for a variety of functions, so it is very 
important that the data entered here is 
accurate and complete.  It is not necessary to 
enter every single ordinance upon installation 
of the software.  Ordinances can be added “on 
the fly” when entering a case.

Updating Ordinances
• It is your responsibility to maintain your 

ordinance master file.  However, to use the 
‘Clean Up’ tool you must call.

• Only traffic ordinances reportable to the 
BMV require a corresponding SOC code, but 
you can enter an SOC for applicable criminal 
ordinances. 

• The degree is defined in the Municipality’s 
Codified Ordinances. (Your village’s book). 

• The Category is compared to the Case Type 
(TRD, TRC, etc.) to define which ordinances 
are available when entering a case.

• If an ordinance can have a varying number of 
points attached to it, enter the lowest 
number possible.  Once a conviction is made, 
the points information can be changed in a 
case if necessary.

• Do not intentionally enter an ordinance 
number that is invalid.  If the ordinance 
written on a ticket is not valid, then steps 
should be taken by the court to either 
correct or dismiss
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‘Cleaning Up’ the Ordinance File

• Cleaning is used to 

remove duplicates.

• It is not used to remove 

ordinances no longer in 

use.

Updating Officer Badge File

• If your PD swaps badge 

numbers  when officers are 

promoted, do NOT edit and 

change the names in the 

badge file.  

• INACTIVATE the badge 

number and then add it with 

the current officer’s name.

• You can ‘Clean Up’ your 

badge file and combine 

activities of one officer to 

their current badge number. 
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Officer Badge ‘Clean Up’

• From the table on the 

left select the badge 

numbers to change.  

• From the table on the 

right select the badge 

number that is current.

User Maintenance

Access User Maintenance

Control File Maintenance

Special Functions tab

User Maintenance

Every employee having access to the Mayor’s Court software should have 

their own login ID and password.  No sharing!  No using a generic login!  

If a mistake is made, or there is suspicion of theft, tracking who did it is kind 

of a big deal.  Mayor’s Court tracks things in the background that you cannot 

see.
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Dockets 
There are three forms of dockets available to print: 

Summary 
• The Summary docket is simply a list of the defendants scheduled to appear in court.  The only 

information displayed is case number, number of counts, defendant name, DOB and attorney 
name.  This report can be used as a check-in sheet at court.

Pre-Court Detail
• The Pre-Court Detail docket is more detailed and displays case number, defendant name, 

ordinance number, ordinance description, affiant, and an area to write in the plea and 
disposition.

Post-Court Detail
• The Post-Court Detail docket includes all the pre-court details in addition to the results of court 

day, including DOB, plea/finding for each count, bonds posted, officer name, FRA, points 
assessed, continuance date, monies assessed/suspended, license suspensions and payments 
made.

Court Docket Retention

• Printing out court day dockets and saving them for the year is sufficient 

record keeping. 

• In the event of an audit, you will be able to pull up any needed 

information through Mayor’s Court. 

Date and Time Stamping

• If you don’t have an actual 

stamp, Mayor’s Court has 

features that are built in to 

the case maintenance 

screen that date and time 

stamps. 

• If you receive paper filings, 

entering a note upon 

receiving and the note will 

have its own date/time 

stamp.
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Date and Time Stamping

• Adding notes will 

automatically 

date/time stamp them.

• A system note with a 

date and time stamp 

can be added every 

time a letter or form is 

printed. See Forms 

Control to manage 

system notes. 

Warrant Blocks
Clear?  Delete?  Remove? 

• Clear – Clear the warrant block if it has been 

reported to the BMV. 

• Delete – If the warrant block was added in error and 

reported to the BMV the delete option is used.  This 

eliminates the fee they must pay at the BMV.

• Remove – If the warrant block has NOT been 

reported to the BMV and the defendant has satisfied 

the court, then remove it.



4/26/2019

8

Registration Blocks

• If you have no way to find out (using LEADS, OHLEG, etc) if the defendant 

owns a vehicle is it worth the effort to add the block only to have to 

remove it and go another route?

• BMV Response file rejection will tell you if the defendant does not own a 

vehicle - NO NAME MATCH FOR SSN

• If this message is received in a response file for a registration block then 

you must REMOVE the registration block.

• You cannot add a registration block on a vehicle registered outside of the 

State of Ohio.

The BMV cannot put a Registration Block on a 

defendant if the defendant does not own a vehicle

OHLEG Access
• The Ohio Law Enforcement Gateway is a state-of-the-art electronic 

information network that allows Ohio law enforcement agencies to 

share criminal justice data efficiently and securely. OHLEG provides 

law enforcement with dozens of investigative tools and training 

applications to help solve and prevent crime, including data from a 

wide range of topics. Ohio is a national leader in providing multiple 

web-based resources to law enforcement statewide.

• Use of OHLEG is limited to those employed by criminal justice 

agencies.

• To obtain access, a current OHLEG user from your agency must log 

in to OHLEG and click “OHLEG Online Account Application”. 

• Ask your police department. 

• https://ohleg.org/
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Mayor’s Court Backups

• Are you backing up your Mayor’s Court files? 

• Carbonite provides a cloud backup service -

backup your entire computer,  a server, or a 

combination.  

• http://partners.carbonite.com/bgi

• Mayor’s Court backup tool

Using the backup tool in Mayors Court 
31 2

Insert 

removable 

drive -

(flash drive, 

thumb drive)
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Using the backup tool in Mayors Court 
5 – Scroll down if necessary and click on 
the ‘arrow’ to expand the items contained 
within the removable disk.

6 – Click on MAKE NEW FOLDER and 
name the folder the date you are 
creating your backup (ie – 04242019)

4 - Select This PC or My Computer 
and click on the ‘arrow’ to the left to 
expand the items contained within.

7 – Click on OK

Supreme Court Report –

Send Via Web - Password
• To send electronically  

enter the password 

given to you by the 

Supreme Court on the 

Master Control File 

(Supreme 

Court/Treasurer tab). 

• If you don’t know your 

password, call The 

Supreme Court of Ohio 

- (614) 387-9410. 
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Supreme Court - Send via Web

• Check the Send via Web box 

only after reviewing the 

report.

• Sending electronically 

eliminates the need to fax the 

report.   

• If successful, the report will 

automatically be posted.

• Do not check Post This Quarter 

unless you choose to fax your 

report instead of sending 

electronically.

Supreme Court - FALSE Error

• The Supreme Court will 

return an error of FALSE 

if the password is 

incorrect.

• Update password in 

Mayor’s Court. 
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Supreme Court – Common Errors

• Line 12 – Violations Bureau (Cases that are paid out 

before court). No cases appear on this line.

– Not using the WAIVE checkbox on the Dispo screen

• Line 17 – Cases beyond guidelines.  There are many 

cases on this line.

– Not reviewing cases that appear on line 17

• Lines 6 & 7 – Trial by Mayor/Magistrate.  No cases 

appear on this line, but we have trials.

– Not entering a witness (including a police officer) and 

marking them as SWORN (on the appearances tab)

BMV Exceptions

• Missing SOC code – enter the SOC code on the Offense Maintenance 

screen and also check to see if it is missing from the Ordinance Master 

File.

• Duplicate SOC code – Confirm SOC codes are correct on the convictions to 

report.  If it is a duplicate then uncheck the REPORT CONVICT TO BMV on 

the second count so it stops telling you there is a duplicate SOC code.

• No Dr Lic or birthdate Specified – these are warnings and will not prevent 

you from sending your report.

• No underlying SOC code – a license forfeiture was added to a non-traffic 

violation. You cannot add a forfeiture to a criminal violation per the ORC. 

Refer to supplementary BMV QUICK REFERENCE GUIDE 

for instructions on how to resolve.
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BMV Response Files

• You should be sending 

your BMV report every 

7 days. 

• You should be checking 

your response files 

within 5 days of sending 

your report. 

Non-Resident Violator Compacts (NRVC)

• If a non-Ohio resident receives a ticket and 

fails to appear or fails to pay, a Non-Resident 

Violator Compact form 2145 should be 

completed and sent to the BMV. 

• Use the BMV order form to order NRVC forms. 

• The five states that do not share driving 

records include: Georgia, Massachusetts, 

Michigan, Tennessee and Wisconsin. 
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Non-Resident Violator Compacts (NRVC) 

• After filling out the 

form, check the box 

under BMV info that 

says “Non-Resident 

Violator Compact Sent”.

• This is NOT sending it to 

the BMV. You have to 

mail in the form.  

Non-Resident Violator Compacts (NRVC)

• Include NRVC report 

does NOT report Non-

Resident Violators to the 

BMV. It is a list for your 

reference indicating the 

cases where an NRVC 

form should be 

completed and 

submitted by mail. 
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• 2953.31 to 2953.36 of the ORC 

• Mayor’s Courts seal records, they do not expunge them.

• What is the difference between record sealing and record 

expungement? 

– Sealing  - When a record is sealed, the electronic and paper 

records of your criminal charges are filed in a separate, secured 

location. The record still exists but it cannot be seen by most 

people. There are some significant exceptions.

– Expungement  - Adult convictions cannot be “expunged” or 

completely erased from your record, unless they are related to 

human trafficking.  

Expungements vs Sealing

Costs/Rules of Application to Seal
• Applicant only has to pay one fee of $50 regardless of the 

number of records the application requests to have sealed. 

• Dismissals are not charged the $50 application fee. 

• The money must be paid before a Sealing Hearing is 

scheduled.

• The $50 is non-refundable if the sealing is denied.

• Traffic cases cannot be sealed (unless they are accompanied 

by a criminal case that can be sealed).

• Points are not removed if a traffic case is sealed.

• Criminal cases must be completed/closed/paid in full for at 

least one year.
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Before Sealing a record in Mayor’s Court

• Re-open the case, add 2 sealing fees and take their payment

• State Sealing Fee - $30

• Local Sealing Fee - $20

• Schedule defendant for a Sealing Hearing

• Gather information on the defendant’s current and past 

criminal history so the Magistrate can review to make an 

informed decision whether or not to approve or deny the 

application to seal. 

How to Seal a record in Mayor’s Court

• If approved – close the case 

and use the right-click menu to 

select SEAL THIS CASE.

• Once the case is sealed you 

can no longer access it in 

Mayor’s Court.

• Place all records in a sealed 

envelope and place in a secure 

location.
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After sealing is approved - BCI form
https://www.ohioattorneygeneral.gov/Files/Forms

• Follow the link above to 

print the form from the 

Ohio Attorney General 

website. 

Collections

• Capital Recovery Systems

– They don’t deduct any of their 

fees until the case is paid in 

full

– Defendants can make 

payment either to CRS or to 

the court.

– Bad checks are handled by CRS 

internally

• Ohio Attorney General

– They deduct their fees with 

each payment that is made

– Defendants can only make 

payments to the AG

– Bad checks collected by the 

AG are deducted from future 

payments to the court

– Can seize defendant’s tax 

returns
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Collections

• Mayor’s Court can send collections records to 

Capital Recovery and the Attorney General’s Office 

electronically.

• This option is only available in the full version of 

Mayor’s Court.

ALS Driving Privileges

• Administrative License Suspensions are issued and 

reported to the BMV by your Police Department. 

• Once the BMV receives the suspension information 

from the PD they start an active “case” for the 

defendant and even assign it a number.

• The ALS checkbox on the Suspension / Forfeiture / 

Warrant and Registration Blocks screen does not 

report the ALS to the BMV, it is only used to report 

the driving privileges on the ALS to the BMV. 



4/26/2019

19

ALS Driving Privileges
• For the court to report the Driving Privileges 

the BMV case number must be known. You 

can get the BMV case by –

1. Calling the BMV.

2. Pulling the LEADS report on the defendant. 

3. Logging in to the BMV website with your 

court assigned ID and locating the 

defendants driving record. 

Software Updates

• From the main menu, 

under “Help” click on 

“View Update Notes”. 

• For every software 

update there are notes 

detailing the 

changes/improvements.

• V3.3.5 will be rolled out 

to all clients soon.
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Software Update Features v3.3.5

• Widened Middle Initial field to allow entry of the full middle 

name.  

Software Update Features v3.3.5

• Expanded print preview 

to display in full screen.

• This feature is user 

specific.

• If this is checked, this 

allows you to view 

letters and forms in full 

screen. 
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Online Docketing and Ticket Payments

MAYOR’S COURT

• Import – Posts the payments into 

Mayor’s Court.

• Export – Sends all updated case 

information to the online 

docketing website. 

• PDF – Generates a report 

showing all payments posted into 

Mayor’s Court and showing any 

errors/warnings.

• PDF error report – gives details as 

to why the payment could not be 

posted into Mayor’s Court.

PAYMENT PROCESSOR 

• Emails are sent indicating a 

payment was made.

– The payment will not be posted into 

Mayor’s Court until an import is run.

• Log on to your account to view 

payment information. 

Online Docketing and Payments – Common Questions

A defendant called and they said they can’t find their 

case on the website.

• Check the date the last export 

was run by visiting the website. 

• Run an export.

• If you never have to run anything 

it just happens all by itself there 

is an issue with the scheduled 

task is not running.  Call us or 

your IT person.
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Online Docketing and Payments – Common Questions

I want a defendant to be able to pay their waiverable 

case, but this is the message.  How can I make it 

waiverable?

• The defendant’s scheduled court date has passed and, according to your 

control files, they cannot pay X # of days after their court date. 

• Continue the defendant’s court date and run an Export

Online Docketing and Payments – Common Questions

My PDF of payments imported shows a warning and the 

payment wasn’t posted in Mayor’s Court.

A warning on this report indicates that a defendant made a payment (and it 

was approved), but the payment cannot be posted into Mayor’s Court 

because something doesn’t match up.  If you go back to the PDFs folder 

there will be another report that looks similar to this - 04161800ERR.PDF 

(see below).  The error report will tell you what is wrong.



4/26/2019

23

Online Docketing and Payments – Common Questions

• In the scenario shown the defendant made a payment of $145, but the import 

portion of the program could not post the payment into Mayor’s Court because 

Mayor’s Court shows the waiver amount as $150.  Why?  Because something 

was changed in Mayor’s Court in between the last time case information was 

uploaded to the website.  Most likely a late fee was added to the case, but the 

website was not updated.

• In this situation you have 2 options –

• 1) Notify the defendant that they must pay an additional $5 fee or 

• 2) Remove the fee from the case and manually enter their online payment

My error report says their payment doesn’t match the waiver amount.  I deleted 

the late fee and ran the import again, but the payment still isn’t posting.  Now 

what?

Probation – American Online Learning Center

www.AmericanOLC.com

• Substance Abuse 

• Cannabinoids

• Opiates and Opioids

• Prescription Drugs

• Stimulants

• Controlling Anger

• The Empowered Family

• Healthy Relationships (Bullying)

• Respect Yourself (Youth 

Substance Abuse)

• Shoplifting/Theft 

Online classes offered:

• Mayor’s Court FULL interfaces with 

them – defendant receives an 

access code linking them to your 

court.

• When the class is complete you will 

receive a notification when you log 

into Mayor’s Court and the 

probation will be marked as 

complete.

• Mayor’s Court LITE. Your court can 

use the services provided by AOLC.  

There just isn’t an interface in 

Mayor’s Court.



4/26/2019

24

Probation - Safe2Drive

www.safe2drive.com

Offering an 8 hour Driver Improvement course

• Mayor’s Court FULL interfaces with them – defendant receives an 

access code linking them to your court.

• When the class is complete you will receive a notification when you log 

into Mayor’s Court.

• Mayor’s Court LITE. Your court can use the services provided by 

Safe2Drive.  There just isn’t an interface in Mayor’s Court.

ODPS eCitation Interface

• The interface is available for Mayor’s Court Lite and 

Full clients

• There is no cost for the module, but there is an 

annual support/maintenance fee. 

– 2019 Full = $450

– 2019 Lite = $143

• At this time only traffic citations will be imported into 

Mayor’s Court.  (criminal citations are not uploaded 

to the ODPS)

The interface is complete!


