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Introduction

This User Guide and Specification was created for the Michigan Appellate Assigned
Counsel System (MAACS). It is intended to document for end users the screen
functionality of MAACS. This document lists each screen and describes the intent,
navigation mechanisms, what each data field represents, and how each field is to be used.
The images included are as close to complete as possible.

MAACS Contact Information

To get help with the MAACS Online Application please call Jane Doyle at:
(517) 334-1200.

System Requirements

The MAACS Online Application was designed to run within Internet Explorer Version 8
or greater. Other web browsers are not supported. A screen resolution of 1280 x 1024 is
recommended.
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Logging into MCAP

The Michigan Courts Application Portal (MCAP) is a centralized internet location where
authorized users can access secure applications including MAACS. To log into MCAP,
navigate on the internet to: http://courts.mi.gov/MCAP/. You will see the MCAP Login

screen (Figure 1). Enter your User Name and Password and click the Login button or

press the Enter key on your keyboard.

Figure 1

(& MCAP Login

Michigan Court
Application Portal

You are not currently logged in.

~ Michigan Supreme Court Intranet

Utilities ¥

Current Weather

3 Google

User Name: \
Password:

Reset Password MCAP Help Desk

If you've forgotten your password, or it is now « Submit an error report.

invalid, you can request a new password. + Ask a question.
- View frequently asked questions.
- Did You Know? user tips.

External Links Tutorial

Reporting Requirements and - Login to MCAP

* Materials

To report problems with the Wichigan Court Application Portal, please visit our Help Desk
This site has been optimized for Wicrosoft Internet Explorer 5.x and above.

From the drop-down menu, select MAACS and hit the “Go” button (Figure 2).

Figure 2

& MCAP Login - §

Michigan Court
Application Portal

Welcome, Mary Ann McDaidLDA
\pplications -

~ Michigan Supreme Court Intranet

Current Weather

e Google

Applications
MAACS

Change Password MCAP Help Desk

Change your password for MCAP. - Submit an error report.
= Ask a question.
. Download user guides, reporting

instructions, and user request forms.

» View frequently asked questions.
~ Did You Know? user tips.

External Links Tutorial

. Reporting Requirements and = Login to MCAP
Materials

To report problems with the Michigan Court Application Portal, please visit our Help Desk
This site has been optimized for Microsoft Internet Explorer 5.x and above.
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Accessing the MAACS Application

Local Designated Authority (LDA) Personnel Screen

Upon logging into the MCAP portal, LDAs will see the following screen (Figure 3),
where they can modify or substitute an existing order or choose to create a new order.

Figure 3

MAACS Main

Applications - Menu

Posting Screen  « New Case

Menu Options

Posting Screen
Search for an Order and view or modify Detail information or Create a new Order.

Search for an Order

Local Designated Authority (LDA) Personnel and MAACS Administrators use the same
screen to search for an order (Figure 5).

An order can be searched by, circuit court number, case number, defendant information,
or assigned attorney information.

Figure 4
IWpplications v Main Menu Activities A4 MAACS Utilities w Ltilities v
Circuit: Last:
Case # First:
Middle:
Inmate # Bar #:
Create a New Order Rows to display: |20 ¥
Cases Matching Search Criteria
No Cases Found
Clear

Search by Circuit Court Number
e Use the Circuit field of the screen.

Search by Case Number
e Use the Case number field of the screen.
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Search by Defendant Name
e Use the middle fields of the screen.

Search by Assigned Attorney
e Use the fields on the right side of the screen.

Note: If searching by Circuit, it is recommended that you narrow the search parameters
by supplying other information, such as case number, defendant name, or attorney name.
This will reduce the number of hits your search provides.
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Create a New Order

The self-explanatory design of the order entry screen (Figure 6) makes it easy to input

data.

Figure 5

Michigan Court :
Application Portal

Welcome, Steve Hartmann

1 MAACS Posting Screen

MAACS Main

Menu Posting Screen  w

Applications -
SAVE THE ORDER

& pssignment/Claim

PRINT THE ORDER

© Denial " Interlocutory Appeal © 6,500 Motion

Proceeding Type Sentencing Date: Counsel Request Date

" personal Protection

‘Was Offense Before 12/27/19947

Utilities -

Original Order

| =] r r r
Circut County County Address Level
/ =] | =] | | BRIl o

Trial Court Case(s)
Case# Suffix

SELECT A CASE || CREATEANEWCASE | ||

Court of Appeals Status Date Supreme Court Status Date Selection Date Modified Date Jurisdiction
7/20/2012 11:26:58 AM
Assigning Judge Sentencing Judge Qrder Date Final Judgment Date
Defendant: Last Name First Name Middle Name Inmate Number Date of Birth Other Inmate Number Facilty
I state I Federal
Correctional Facilty Address Suite City State Zipcode
Defendant Address:
Assigned Attorney Assign Code Previous Attorney substitution Code
Assigned Aftorney Address Attorney with Records
Order Comments
Transcripts/Proceedings | Offenses | Attorney Assignmen it || Commen ts || PACC Code Lookup
[ Type II Crt. Reporter: Last Name Il First Hame |[ widdienzme || Reporters || Other Description |[Procesding Date || Prev. ordersd || Prew. Filed || Printon Order |
| - r r " |

Filling Out the Form:

If preparing an:

Interlocutory Appeal, 6.500 Motion, or Personal Protection Order

o Select the appropriate radio button at the top of the screen to indicate type of
order, the “Proceeding Type” field gets filled in automatically.

If preparing an:
Assignment/Claim

o Select the appropriate radio button at the top of the screen, and then select the
Proceeding Type using the drop-down menu located to the right of the

Proceeding Type field.

e When the Proceeding Type is PV (Probation Violation), PVH (Probation
Violation Hearing), or PVP (Probation Violation Plea), the order screen will
change with the addition of the following two questions:
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o Was the original conviction a plea?
o Was the original conviction a jury trial or waiver trial?

When preparing a:
Denial
e You will be prompted to select a reason for the denial.

Sentencing Date, Counsel Request Date, Circuit, County, County Address

¢ Enter the sentencing and counsel request dates manually; select the Circuit from
the drop-down menu. The County and County Address will get filled in
automatically.

e In the rare case that the offense occurred before 12/27/1994, check the box below
this question.

e The “Level” field will get filled in automatically at a later time.

Trial Court Case(s) area (Figure 7)

e The “Create a New Case” button allows you to enter case information. After
entering a File Number and as much information available, click “Save New
Case.”

e “Select a Case” button allows you to amend or delete a case.

Create A New Case To Add To This Order ler
Circuit: 4TH CIRCUIT COURT Case Number: Case Suffix: Case Type: Case Level:
County: | JACKSON A4 County Address: | 120 W. MICHIGAN AVE., 312 S. JACKSON ST.. JACKSON. MI, 49201, »
Court of Appeals Information: Number: Status: Status Date:
Supreme Court Information: Humber: Status: Status Date:
Save New Case Cancel [
Suffix SELECT A CASE || CREATE A NEW CASE

Court of Appeals/Status/Date and Supreme Court/Status/Date

e These fields are only filled out if applicable, i.e., remand from Court of Appeals
or Supreme Court.

Jurisdiction
e The Jurisdiction field is automatically filled in after entry of proceeding type,
sentencing date, and counsel request date, as well as the check box “Was Offense
Before 12/27/19947” Depending on entry, it will be a Claim Case or an Order
Regarding.
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Assigning Judge, Sentencing Judge
e Select an Assigning Judge and a Sentencing Judge from the drop-down menus.

Final Judgment Date, Order Date
e Put in the Final Judgment Date. LDAs never enter “Order Date.”

Usually the “final judgment date” is the same as the sentencing date, but there are
exceptions. The “final judgment date” may be after the sentencing date if there
are events on the record after the sentencing date.

Defendant Information

e Add the defendant’s name and as much information about the defendant that you
have, including a correctional facility (if applicable) and the defendant’s address.

Adding Offenses

You must add ALL the offenses before you assign an attorney. Attorneys are assigned
according to severity (Level) of crime, which is based on the offense(s).

e Add “Offenses” from the row of tabs at the bottom of the form.

o Toassist you, there is a “PACC Code Lookup” tab on the far right.

Transcript/Proceeding Information

e Add transcript information on the “Transcript/Proceeding Information” tab from
the row of tabs at the bottom of the form.

Assigning an Attorney

e  When you hit the “ASSIGN THIS ATTORNEY” button from the “Attorney
Assignment” tab (Figure 8), the following fields get filled in automatically:

o “Assigned Attorney”
o ‘“Assigned Attorney Address”
o “Assign Code”

e Once you assign an attorney, you cannot change an offense; you must call
MAACS if you need to change or add an offense.

Figure 7

Transcripts/Proceedings | Offenses | Attorney Assignment | Local List | Case Docket | Comments | PACC Code Lookup

Type Crt. Reporter: Last Name First Hame Middle Name Reporter # Other Description Froceeding  proy Ordered | Prev. Filad | Print On Order

o 0
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Saving an Order
Once an order has been saved, the following applies:

e An LDA will not be able to modify it without creating an amended or substitution
order.

e Once the “SAVE THIS ORDER” button has been selected, two radio buttons
show up in the upper right corner. See the red box in Figure 8.

Applications v H’:‘i‘cs LEm Pasting Screen  w Utilities v
SAVE THE ORDER PRINT THE GRDER To Modify this Order Choose: (' Amend jed € substitution

# assignmentiClaim  penial ¥ Interlocutory Appeal 7 5.500 Motion  personal Protection Original Order;

Amending an Order

Correcting data entry errors is the biggest reason for creating an amended order. Among
others, these errors might be misspellings or typos, incorrect addresses, phone numbers,
dates, assigning or sentencing judge information, or incorrect correctional facility
information.

To amend an order:

e Find the order you wish to amend using the Search feature.

e Select the “Amended” radio button in the upper right corner.

e Make the correction(s) and select the “SAVE THIS ORDER” button.
After saving an amended order:

o An Original order will become inactive and an amended order will be
created and become active for that case number.

OR

o An Amended order will become inactive and a new amended order (with a
different Order Date) will be created and become active.

Note: LDASs cannot change the Offense section of an existing order after assignment
of attorney has occurred. Contact MAACS to help you in this situation.
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Substituting an Attorney on an Order

Substitution Orders are created only to replace an assigned attorney. Among other
reasons, an assigned attorney might be replaced because of unavailability, he or she is
deceased, there is a conflict of interest, or there has been a breakdown in the attorney-
client relationship.

To substitute an attorney:

e Find the order you wish to change using the Search feature.

e Select the “Substitution” radio button in the upper right corner.

e Make the change(s) and select the “SAVE THIS ORDER” button.
After saving a Substitution Order:

o An Original order will become inactive and a Substitution Order will be
created and become active for that case number.

OR

o An Amended order will become inactive and a Substitution Order will be
created and become active.

Menus

The MAACS Main Menu button in the bar at the top of the screen will open the main
menu seen upon logging into the application. See the red box in Figure 9.

The Posting Screen drop down menu allows selection of one of two items. View or Edit
Order opens the search screen and Create a New Order opens the Posting Screen with all
values cleared so a new order can be created. See the green box in Figure 9.

Applications - ’[v::ﬁ‘CS fay Posting Screen w Ltilities -
SAVE THE ORDER PRINT THE GRDER To Modify this Order Choose: (' Amend led © substitution

@ |assignment/Claim © penia © Interlocutory Appeal 7 6.500 Motion  lpersonal Protection Original Order
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