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Domestic Violence For Clerks
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Step 1 Click Add > Case > Family > New Classic > XX District Court > Domestic Violence 
Protection Order Filed By Other 

CREATING A NEW CASE
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Step 2 On the Detail tab > Click Case Flags (+) icon> Add the Case Flag for Domestic Violence Case > 
Click Continue
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Step 3 Right-Click on Plaintiff > Select Add Plaintiff > Click New
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Step 4 Enter First and Last name > Enter additional information as needed > Click Save 
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Step 5 Click Add Next
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Step 6 Click the Connection drop-down > Select Defendant > Click New
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Step 7 Enter First and Last name > Enter additional information as needed > Click Advanced
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Step 8 Enter additional information as provided on the Victim’s Identifying Information Sheet 
***This is the only time you can add this information without submitting a Help Desk 
Ticket to NCAOC***
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Step 9 Click Additional tab > Click the Scars, Marks and Tattoos (+) > Make the appropriate selection 
> Enter a comment, if necessary > Click Save 
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Step 10 When all information has been added, Click Continue
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Step 11 Click the Causes tab > From the Cause drop-down, select a cause > Click Add Cause to enter 
additional causes > Once all causes are added, Click Save on the Command Legend 
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Step 12 Once the case is created successfully, Click Edit Case from the Quick Links section
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Step 13 Click EVENTS tab 
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Step 14 Right-click on the appropriate Event > Select Scan Document > The document scans and 
appears in the document viewer > Click Save 

Step 15 Click the (+) icon 
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Step 16 Click the Type drop-down > Select the appropriate event(s) to be added > Click Save 
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CASE VIEW ONCE EVENTS AND DOCUMENTS HAVE BEEN ADDED 
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DOCUMENT TAB
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DOCUMENT VIEWER 
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SENDING TASK TO A JUDGE 

Step 1 Click Create Task on the Command Legend > Click Task from the pop-up menu
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Step 2 In the Task Description field, in front of the case number, enter a description that indicates 
what is being sent/communicated > Click the Task Queue radio button > Select Judge’s 
Queue from the drop-down list

Step 3 Click Attach Documents > Check the checkboxes for the documents you want to attach > 
Click Save > Click Send 

22

Step 4 Click on Tasks > Click View > Select the appropriate Queue > Select the Task 

Step 5 From Task Detail, view the related documents

RECEIVING TASK FROM JUDGE
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Step 5 The task will open in the Task View Document Viewer > Review for Judge’s signature and 
appropriate information > Apply any necessary Stamps > Click Apply changes in the 
Command Legend > Complete the Task from the Actions menu
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ADD NEW EVENT & RELATE SIGNED ORDER
Step 1 Click the (+) to add a new event for Ex Parte Order > Click Event Status (+) > Select 

appropriate type > Click Save

Step 2 Right-click on the event > Select Relate Documents > Place a check in the box beside the 
document to be related > Click Save 
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ADD RELATED HEARING

Step 1 Right-click on Complaint event > Select Add Related Hearing
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Step 2 Select Hearing Type > Enter a From and To date > Click Find 

Step 3 Select the appropriate session > Click Save 
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ADDING THE NOTICE OF HEARING
Step 1 Add Notice of Hearing Event > Click Save 
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Step 2 Click eSigs in the Command Legend > Select the appropriate form (Notice of Hearing)
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Step 3 Review the Notice of Hearing form and make any necessary edits > Click on Signature in the 
Electronic Signature box > Click Insert Signature > Enter Password > Click Finish 
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Step 4 After receiving notification that your job has completed > Click on the EVENTS tab > Right-
click on the Notice of Hearing event > Relate Documents > Select the appropriate document 
> Click Save 
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PRINTING DOCUMENTS
Step 1 Click on the DOCUMENTS tab
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Step 2 Mark the appropriate documents for printing > Click on Actions > Select Print from the 
Select Action window > Select the appropriate printer
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ADDING A PROTECTIVE ORDER

Step 1 Click on Prot. Orders tab 
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Step 2 Click the (+) icon 
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Step 3 Enter the fields for all required information 

36

Step 4 Click the icon to select the Petitioner > Click Continue > Click the checkboxes to indicate the 
filing party, protected party, or minor child, if necessary > If known, select the relationship to 
respondent > Click Continue
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Step 5 Once all appropriate information is entered, Click Save 
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COMPLETED PROTECTION ORDER 
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Step 1 Click on the DISPOSITION tab

Entering a disposition 
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Step 2 Click on Judgment 
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Step 3 Select the appropriate Type from the drop-down > Verify the date > Select Judge from the 
drop-down > Select appropriate cause > Click Save
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COMPLETED DISPOSITION
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ENTERING RETURN OF SERVICE

Step 1 Click on EVENTS tab > Add appropriate Event > Right-click and scan appropriate documents 
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Step 2 Click on “Red S” to update Service Details
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Step 3 Click the party’s name you wish to update > Enter applicable information (Service Date, 
Return Date, How Served, Received by Court) > Click Continue
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Step 4 Click Save 
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COMPLETED SERVICE ENTRY 
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Step 1 Click on HEARINGS tab > Select the appropriate hearing 

Entering hearing results
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Step 2 Right-click on case > Click Enter Minutes 
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Step 3 The Courtroom Minutes screen displays > Select the desired result from the Result drop-
down box > Enter any information into other fields as applicable > Click Save 
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RELATING SIGNED ORDER
Step 1 Click on Case hyperlink 
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Step 2 Click on the EVENTS tab > Right-click on the appropriate event (DVPO Order) > Click Relate 
Documents > Select appropriate documents > Click Save 
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ACCESSING PORTAL
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Magistrate paperwork queue
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Unserved Warrants
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Display as Restricted 
Party in Public

Victim security
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COMPLETE TASK
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Form 181b-CRIME VICTIMS’ RIGHTS ACT 

MISDEMEANOR VICTIM INFORMATION SHEET
• MAGISTRATE>CLERK>DA

CLERK KEEPS 
CONFIDENTIAL
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confidential forms

CONFIDENTIAL 
SECURITY GROUP
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SERVED WARRANT AND RELEASE ORDER

FIRST APPEARANCE 
HEARING 
SCHEDULED
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CALENDAR SESSION

RIGHT CLICK>ENTER MINUTES
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MINUTES

68

Adding events in minutes
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Adding an attorney in minutes
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Adding An attorney in minutes cont'd
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JUDGES ORDER

• AOC-CR-630
o FORM FOR CONDITIONS OF RELEASE

• AOC-CR-224
o FORM FOR ORDER OF ASSIGNMENT OR DENIAL OF COUNSEL

EVENTS THE CLERK ADDS AND WHAT FORM THE CLERK 
MERGES DEPENDS ON WHAT THE JUDGE ORDERS.
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RIGHT CLICK 
ON AN EVENT

MERGE FORMS IN MINUTES
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CONDITIONS OF RELEASE

FORMS

74

ATTACH

AOC-CR-630
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CREATE TASK

JUDGES SIGNATURE

76

AMEND RELEASE ORDER IN eWARRANTS

• BOND

• COURT DATE

• RELEASE ORDER MODIFIED 
EVENT
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DISPOSITION HEARING

ENTER MINUTES
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CASE DISPOSED

VOLUNTARY DISMISSAL
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SUMMARY

Thank You
Curnisha Jones & Auriel Jeffries 

Curnisha.N.Jones@NCCourts.org & Auriel.A.Jeffries2@NCCourts.org 

Business Analysis & Process Management
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