JIS Link Security/Billing Manual

AOC shall not be responsible for providing support or assistance of any nature to you or
any third party acting on your behalf.
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Duties:

1. Reset passwords utilizing RACFADMN. Site Coordinators cannot reset their own
passwords. For that reason, it is recommended that there is at least one Site
Coordinator and at least one Alternate Coordinator set up at each location.

2. Show others within your company/firm how to log in.

3. Train new employees in the use of JIS.

4. Setup and modify user accounts using the Manage User ID form located on the Current
Subscribers section of JIS Link page.

5. Responsible for maintaining all User IDs for Company/Firm employees.

6. If User ID has been deleted, site coordinator is responsible for requesting the User ID be

reinstated by using “Manage User IDs” form under Current Subscribers.

Notify AOC JIS-Link Administrator of any address or phone nhumber changes.

Remind non-coordinator users that only Site and Alternate Coordinators can contact

AOC for assistance.

© ~N

If a Site Coordinator or Backup Site Coordinator has JIS-Link Questions that are not answered
in either the Security/Billing Manual or the JIS-Link Customer Manual they should contact the
AOC JIS-Link Administrator by filling out the Online E-Mail form at
https://www.courts.wa.gov/jislink/index.cfm?fa=jislink.contact.

Revised August 20, 2018


https://www.courts.wa.gov/jislink/index.cfm?fa=jislink.contact

Your company/firm no longer has an active Site Coordinator or none
of the Site Coordinator passwords will work.

All your Site Coordinators have left the company/firm and you need to setup new ones
or none of the Site Coordinator passwords will work.

You will need to email the AOC JIS-Link Administrator.

1. Go to the JIS-Link web page www.courts.wa.gov/jislink
2. On the left side, under User ID Revoked/Password Reset?, the second bolded
item) Click the highlighted JIS-Link Administrator.
3. The “Contact the JIS-Link Administrator” web form will appear.
4. Type your name, email address, site id (if you know what it is) up to the $ sign. If
you do not know what it is, type a question mark (This is a required field).
Type your company/firm name.
If there are no longer any Active Site Coordinators at your company:
a. At Question/Comments, type the names of the people who were site
coordinators and ask how to assign new site coordinators.
7. If none of the Site Coordinator passwords will work.
a. At Question/Comments type, “Please reinstate these Userids due to non-
use”. Then make sure to put down the Userids that are affected.
Type the two words that are displayed into the CAPTCHA screen. (required)
Press Submit

ou
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Contact the JIS-Link Administrator

Use this form to contact the JIS-Link Administrator. All fields are required.

Your Name:

Email:
Site ID:
Company Name:

Question/Comments:

For security purposes, please type the characters you see in the image below to complete the form.

eat
| Type the two words: =
| | ol ‘-remPTcHa
1]
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Reset, Delete User IDs, or Create a User List Using RACFADMN (F12)

Log on at the State of Washington Courts System Screen

@ 51 - 115 - IS - BlusZone Mainframe Displ C=fen
File Edit Session Options Transfer View Script Help

=N YL ¢ Fo2EEOND 8 |

Connections: |§|J\S 'li'9 ? |Attantmn PA1  PAZ PA3 Reset PFO1 PFOZ PFO3 PFO4 PFOS PFO6 PFO7  PFOB PF

STATE OF WASHINGTON COURTS SYSTEM - AUTHORIZED USE ONLY

This Site contains Judicial Information.

If you are authorized, type in your USERID and PASSWORD.

11:16:43
04/28/11
FTCA5075
3192-2

51 Ready (2) 206.194.1295 FTCAS075 =] 11:17:40 4/28/2011 NUM 00:01:07 15,019

1. Type your User ID in the User ID field. Press <TAB> to place the cursor in the
Password field.

2. Type your password in the Password field (password is case sensitive - UPPERCASE
is required) and press <ENTER>. The TPX Menu displays.
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Starting the RACFADMN Application

TPE HEHL FOR AnnsSCEN

Status

111 lnto
L
I Hodmar

RACFADMN is
available for site
coordinators only

Command === |

1 From the TPX Menu, position the cursor on the line in front of RACFADMN and
press <ENTER>. The JIS Main Menu displays. OR Press <F12> on your keyboard.

Reset Password

OPTION ===>

1
2
3
X

1 the OPTION

PF1=HELP

1. At Option, type 1.
2. Press <ENTER>.
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The Administrative Office of the Courts (AOC) Security Policies requires that all JIS
customers have a unique User ID and Password. This means that whether you have one
employee using JIS or 100 they all are required to have their own User ID and password.
The only added cost the company sees is the more employees using JIS equals more key

clicks which results in a higher monthlz bill.
@ e

—————— A E ord Administration ------------ 1 to 10 of 10

This function assigns temporary passwords to a maximum of 10 JIS User IDs.
The temporary password assigned will be identical to the User ID typed below.

when input is complete, type DONE in COMMAND field and press ENTER
F1=HELP F3 EL EN -edit/process input HO
User ID

“* Bottom of data *

14:07:29 1172014

1. At command, type DONE.

2. Tab to the first arrow below User ID and type the User IDs that need their
passwords reset. You can reset up to 10 user ids at a time. Note: you cannot
reset yourself.

3. Press <ENTER>. You will return to the Main RACFADMN Menu

You have reset the User ID’s password(s) back to the default AOC password. If you are
unsure of that password, type a 1 <Enter> to return to the Reset Password Screen and
read the second sentence referring to the temporary password.

If you get the message “Password Changed” (see illustration below) the password has not
been reset. You need to type Done at Command.

Please see the message in RED on this screen. If the customer enters their temporary

password in lowercase, their password will be immediately revoked. It is required to be

typed in UPPERCASE.
[

e

ninistration

This function assigns temporary passwords to a maximum of 10 JIS User IDs.
The temporary password assigned will be identical to the User ID typed below.
when input is complete, type DONE in COMMAND field and press ENTER

F1=HELP F3=CANC ENTER=edit/prc s input HOME=go to

User ID

* Bottom of data *
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Delete User ID

When a person leaves the employ of the company or firm you will need to remove
the User ID from JIS Link.

OPTION ===>

1
2
3
X

1 the OPTION 11

PF1=HELP

1. At Option, type 2.
2. Press <ENTER>.

Edit Session Options Transfer View Script Help

@ —— —— - [=ara x|

File

COMMAND ===>

This function assigns temporary passwords to a maximum of 10 JIS User IDs.
The temporary password assigned will be identical to the User ID typed below.
When input is complete, type DONE in COMMAND field and press ENTER

F1=HELP F3=CANCEL ENTER=edit/process input HOME=go to COMMAND

JONCRTRONN] PRORONONCRCRUNORON JOVA JONCRRCRIR S AR A A) RN RUNORORCRT IO
nnnnnnnnnnnnnnn R Bottom 0 ata FARANAARARTANR FARARNAARARTAER

Ready (1) 2061941295 FTCA5086 14:16:38 1/17/2014

Tab to the first arrow below User ID.

Type the User ID that needs to be deleted from JIS-Link.

Press your Home key on your keyboard it will take you to the Command Line.
At Command, type DONE.

Press <ENTER>

abrwNE
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Create User List

@ 5251 - 15 - BlueZone Mamarne Gapley T | il

File Edit Jession Options Transfer View Script  Help
||'m B - [P

||‘:\-w-1>(m = 45 - & |-‘<mm.nn PA1 PA? PA3 | Reset | PEDL PRED2 PROZ PRM  PRIS PROS PRO7 PR | PRIZ | System Reques

OPTION

the OPTION Tin

PF1=HELP

82 Ruady (1) 2061941295 FTCAINS 114613 11820 NUM iz o2 06 016

1. At Option, type 3.
2. Press <ENTER>.

This will create a list of all active User ID’s for your Company/Firm. This is very helpful when
you are not sure if a person still has an active account or to confirm one was added.

Password Standards:

1. AOC requires the use of "hardened passwords", which means

passwords MUST have the following characteristics:

Passwords must be EXACTLY 8 characters.

Passwords MUST have at least one upper case letter, at least one

lower case letter, AND at least one number.

4. Passwords must not contain the user’s login name, or any part of the user’s
full name. In other words, passwords may not contain any three or more
consecutive characters from your name as it appears in the RACF database.
For example, user "John Smith" may not use the consecutive characters
"Joh", "John", "Smi", "Smit", or "Smith" as part of his password.

5. ONLY these special characters may be used (although they are not

required): @#3$!% &*_+|:?><.-= If youchoose to use a special

character in your password, you must still include at least one upper case letter.

Passwords will expire every 90 days.

The last 10 passwords used by an individual must be unique.

Passwords are revoked after five (5) incorrect attempts.

wmn

©oNO
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To Change your Password without accessing the JIS-Link Mainframe

Go to www.courts.wa.gov/jislink

© 2 G hiape e Tty wa. g palinky B = | 5 Wakgton State Courts - L. %
File o Yiew Fpvoeties Jook  Help

ZICour

Courts Home> 115 Link > Logaut Search | Site Map | J| aService Contar
AS-Link 215 System Info
The Administratrva Office af tha Courts (AQC) provides a facility that alaws the public to access display-only Judicial Informanan System (115) court ‘“”s"""’“"“ e cpmnticg
miormation trough 3 web-based serice called JIS-unk. )5 -Lnk is offered pursuant to RCW chapter 2.68 and apphcable Judicial Information System X
Committee Rules (JISCR) of the Washington Aules of Court. JI5-Link is @ fee-based subscription service. In order to use the JIS-Link service, you must
compiate the registration process described bkw, Sign up for Enail
Motifications
Reminder: AGC shall not be ilsle: for p g support or assist of any nature to you or any third party acting on your behall AR R
‘Current Subscribars. MHew -
1. Access 115 Link via BlucZone Before subscribing, review the following: NOTICES:
2. Access ACORDS 1. Basic Access, Subscription and Licensing Agreement AL
cords
3. Accoss 115 Link wia 2-Web to Host 2. Fen Schedula 115-Link anly contains docket
4. Pay Your Invoice Online 3. 215 Link Billing Policy infarmation. The sctusl
5. Update Your Account Information 4. documants are mintsined by
6. Account Revoked, Terminated §. Technical Requirements e Fouet ok twch ool of
7. Manage User IDs 6. Subscribe to JIS-Link cbeainad from the court of
8. Change Your Pagsword racard.
Remindar: There Is a $100 non-refundable sat-up fea os well as -
User 1D Revoked/ Pass other charges for the J1S-Link service, For more information, Case Ducket
NS Link prowdes access b
please review the Fea Schadule. it N o the
+ Please contact your agency’'s SIGoordinatar. cae dockat. The case docket
» 1f you are the only Site Coordinatar r agency please Emal the mny lig2 documants filed in the
M- Link Administrator. Applications Avallabla cose, S Lo does ot
f ase decume
3. AGORDS widw case docurmants, contact
. us the court in which the cate &
County/ City Governmental Agencies: 3. SCOMIS i
1f you are 3 County or City prosecuting attomey, 3 law enforc t agency, of
pubkc dafensa counsal neading the JIS-Lnk services, please conl s m:::r‘;g‘;';m
Link Administrator. iehias el
by i hrraace
IS Link Resources terminated witheut n:::—
Prige 1o remstatem
1. 318 and SCOMIS Codes T
2. Supariar Court Statistical Roporting Manual eubecribar mut ranpply for
3. 115 Link Customer Manual service, pay the full arount
L2 _msiink Sacu v Manual R, o -

0% -

On the left under Current Subscribers — click option 8 Change Your Password.

& Bl hitps /e zouts wagov o
File Edit View Fgvosites ool Help

Courts Home > Log in | Search | Site Map | 2/ eService Center

Reset Your Password

Password Change Instructions for J15-Link Users
First Time Logon

1. At RACFIDfUser 1D: Type your User ID.

2. AL Old Pagsword: When you log on lor Lhe first time, or alter a password reset, the default
temporary password will be in ALL CAPS. When resetting to a new password you must follow
the mixed case rules shown below.

3. At New Password type 3 new password by following the standards below.

4. Verify Password: bype the new passwerd you typed at New Pascword

5. Chck Change Password

Password Standards:

Contact your company/firm's Site Coordnator, 1f you are the Site
Coordinator review the JIS Link Securlty/Bllling Manual » Fasswords MUST be exactly 8 (eight) characters; no more, no less,
swords MUST contan at le

& Pagswords MUST conlam at least one lower cas

ORE Upper ©

betber,

s Passwords MUST contain at least one number.

» ONLY three special characters can be used but are not required: @ # 3.

» Basswords must not contain the wuears login name, or any part of tha user's full name. In other words,
passwords may not contain any three or more consecutive characters from your name as it appears in
the RACF database. For exampla, user “John Smith® may not use the consacutiva charactars "loh®,
"John®, "Smi®, "Smit", or "Smith" as part of his password.

» Passwords will expire every 90 days.

= Pagswords are revoked after five (5) incorrect attempts.

» Your List ben {10) pa
should be unique.

swnrds are romembercd by the s 3 ach bene a p

weord 15 chang

If you need help with logging into the mainframe wsing Dluezone for the first Gme or after a password resat, W
s the JIS-Link Cuslomeer Manual - JIS-Link Frst Teme Logn,

LST B

. In the first box type your User ID

Second box type your old password. Or read First Time Logon 1-5 to your right.
Type a New Password — Follow the Password Standards to your right.

. Type the New Password to Verify.

. Click Change Password.

arwN P
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Add User ID or Modify a User ID using “Manage User ID Form”

This will also be used if a non site coordinator needs the User ID reinstated. If your
Company/Firm has multiple employees using JIS, we highly recommend you set up at
least one more employee as a Backup Site Coordinator. AOC policy does not allow the
AOC JIS-Link Administrator to reset passwords for non-Site Coordinators. This means if
the Site Coordinator is out of the office or unavailable the employee has to wait until the
Site Coordinator is available to reset the password thus the need for at least one Back-
up Site Coordinator as well as the Site Coordinator.

There is no limitation on number of Backup Site Coordinators that can be added per
Company/Firm.

The other advantage is the Backup Site Coordinator can also reset the Site
Coordinator’s password if necessary. They also can set up and delete employees as
needed.

Revised August 20, 2018
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Add User ID

1. Open your Web Browser.
2. Type www.courts.wa.gov/jislink.
3. Press <ENTER>.

(& Washington State Courts - JIS-Link - Windows Internet Explor

M https/ /. courtswa.gow/jislink/

File Edit View Favorites Tools Help

-

¢ | %3 I¥1GMail [&) Washington Court Conte... | HELP - Adult Static Risk A... ] Shared Documents | Customer Services g Customer Services Handb... & WSECU

(& Washington State Courts - JIS-Link

Courts Home > JIS-Link > Logout
JIS-Link

Search | Site Map | 2} eService Center
JIS System Info

The Administrative Office of the Courts (AQOC) provides a facility that allows the public to access display-only Judicial Information System (J1S) court information through SystamyAvamawty
a web-based service called J15-Link. JIS -Link is offered pursuant to RCW chapter 2.68 and applicable Judicial Information System Committee Rules (JISCR) of the

Washington Rules of Court. JIS-Link is a fee-based subscription service. In order to use the JI5-Link service, you must complete the registration process described Sign up for Email Notifications:
below. Report an outage

Reminder: AOC shall not be responsible for providing support or assistance of any nature to you or any third party acting on your behalf

Current Subscribers New Subscribers NOTICES:
1. Access JIS Link via BlueZone Before = 0 e th_‘* ME Court of Records
Access ACORDS 1. Basic Access, Subscription and Licensing Agreement JI;“-'U"k only (;mtams -‘ﬂucket
Access JIS Link via Z-Web to Host Fee Schedule x e s
Pay Your Invoice Online . JIS Link Billing Policy

by the court of record. Copies |&
of court documents must be

2

3 2

4 3

5. Update Your Account Information ;«- Required Information
s ﬁ

8

Account Revoked/Terminated Technical Requirements obtained from the court of
Manage User IDs Subscribe to JIS-Link record.
Change Your Password
Reminder: There is a $100 non-refundable set-up fee as well as other ?ﬁ“‘;"“t 3 .
_Li i - : : -Link provides access to
User ID Revoked/Password Reset? E'!mrges fu;t:eIJIS Link service. For more information, please review ot et
#he Fee Schethile. the case dockst. The case
» Please contact your agency's Site Coordinator. Si)(:l(gt ;r;‘ay list dJDI(;:CErI‘(S
» If you are the only Site Coordinator for your agency please Email the JIS-Link . - d‘;s‘:m s;;ls:); st oy
Administrator. Applications Available o
1. ACORDS documnents, contact the court
2. JIs in which the case is filad.
County/City Governmental Agencies: 3. SCOMIsS
If you are a county or city prosecuting attorney, a law enforcement agency, or public Account Termination
defense counsel needing the JIS-Link services, please contact the JIS-Link :‘i‘[ﬁ:aﬁ:g;f:i’;hz‘vm L
Administrator.

days in arrears vill be
terminated without notice.
Prior to reinstatement of a

JIS Link Resources

terminated account, the
1. JIS and SCOMIS Codes . subscriber must reapply for
2. Superior Court Statistical Reporting Manual service, pay the full amount
3. JIS Link Customer Manual due, and pay the non-
4. JIS Link Security/Billing Manual refundable installation fee.
Questions? -
€ Local intranet | Protected Mode: OFf v ®,e% -

1. Under Current Subscribers select 7. Manage User IDs. You will need to log into this
screen.

/& Washington State Courts - JIS-Link - Windows

] hitp://www.courts.wa.gov/jislink/fa=jislink.user_maintBlapp=user_maint

-

File Edit View Favorites Tools Help

R R

¢ | 4% D41GMail 2] Washington Court Conte.. ] HELP - Adult Static Risk A.. 2] Shared Documents ] Customer Services 2| Customer Services Handb... & WSECU
& Washington State Courts - JI5-Link |

Manage User Ids
Please use this form to Add New Users, Remove Users, or Change the Profile of an Existing User.
Instructions for Assigning a New User Id

When entering a User Id for a new user, the user id will consist of 7 characters. The 4 character site id (the three letters assigned to you, plus the $ sign ) followed by the user's initials
(First, Middle, and Last). Examples - Jane E. Doe = XXX3$JED; John Doe = XXX$IXD.

Note - if the requested User Id has already been assigned, the initials are already in use, or if no middle initial is given; an X will be substituted for the middle initial.

Site Coordinator Information

Site Coordinators will have RACFADMN privileges, which allow them to request new user ids, reset user ids, create a user list, delete user ids, and view billings. We suggest that you
have 1 to 3 Site Coordinators per organization. When setting the Site Coordinator Status, please select if a user is "Not a Site Coordinator”, "Backup Site Coordinator”, "Set as Site
Coordinator”, or "Set as Billing Coordinator”.

Organization Information

Name of JIS-Link Site Coordinator: | L
QOrganization or Firm Name: 7
Site 14 000X —
Your User ID: 1
Your Email Address: e |
[FirstName ________Jinitial __JiastName _______Juserid ______JAction Requested Site Coordinator Status
1 O I ] [ \ Add User - Not = Site Coordinatar -
E— Bl ] [ ] Add User . Not 2 Site Coordinatar .
—— [ ] [ ] Add Usar - Nat 2 Sita Coordinatar -
L1 [ ] [ \ Add User - Not = Site Coordinatar =
L1 [ ] [ \ Add User - Not = Site Coordinatar =
€& Local intranet | Protected Mode: Off v Hosn -

Revised August 20, 2018
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Type your full name at Name of JIS-Link Coordinator:

Type your Organization or Firm Name:

Site ID (XXX$) will be the first four characters of your User ID.

Your User ID: is the first four characters of your User ID and your initials
Type your Email Address:

arwnpE

Now you are ready to enter the information for the person that needs to be added.

1. Fillin the First Name, Initial, Last Name and User ID of the person that needs to be
added. User ID always consists of Site ID+Initials. If you do not know the middle
initial you can use an X or Z as a place holder.

At Action Requested, use the default of Add a User option from the drop-down list.
At Site Coordinator Status, use the default of Not a Site Coordinator option from the
drop-down list unless this person is to be a Site Coordinator, Backup Coordinator or
Billing Coordinator. If this is the case select the desired option from the drop-down
list.

4. Press “Submit Request”.

wnN

Requests can take up to 3 business days to be completed. As the Site Coordinator you will
receive notification via email from the JIS-Link Administrator. If you do not receive an email,
check your spam mail. You can also go into RACFADMN above and do a Create User List to
see if they have been added.

Modify a User ID to add a Coordinator Status to an Existing Customer
1. Open your Web Browser.
2. Type www.courts.wa.gov/jislink.
3. Press <ENTER>.

(& Washington State Courts - JIS-Link - Windows Internet Explor

@G@ (@] http://unwn.courswa.govjislink/ 2§ Google o~

File Edit View Favorites Tools Help

7% | 95 M GMail @) Washington Court Conte... | HELP - Adult Static Risk A.. | Shared Documents & | Customer Services @ | Customer Services Handb... % WSECU Tl & G- @ &

(& Washington State Courts - JIS-Link

Courts Home > JIS-Link > Logout Search | Site Map | 2/ eService Center

Jis-Link JIS System Info
The Administrative Office of the Courts (AOC) provides a facility that allows the public to access display-only Judicial Information System (J1S) court information through Y Y
a web-based service called J15-Link. JIS -Link is offered pursuant to RCW chapter 2.68 and applicable Judicial Information System Committee Rules (JISCR) of the
Washington Rules of Court. JIS-Link is a fee-based subscription service. In order to use the JIS-Link service, you must complete the registration process described Sign up for Email Notifications
below. Report an outage

Reminder: AOC shall not be responsible for providing support or assistance of any nature to you or any third party acting on your behalf

Current Subscribers New Subscribers NOTICES:

Before subscribing, review the following:

. Basic Access, Subscription and Licensing Agreement
. Fee Schedule

. IS Link Billing Policy

. Regquired Information

. Technical Requirements

. Subscribe to JIS-Link

1. Access JIS Link via BlueZone

2. Access ACORDS

3. Access JIS Link via Z-Web to Host
4. Pay Your Invoice Online

5. Update Your Account Information
6

o

8

m

[N TFSREN I

. Account Revoked/Terminated
. Manage User IDs
. Change Your Password
Reminder: There is a $100 non-refundable set-up fee as well as other
User ID Revoked/Password Reset? charges for the J1S-Link service. For more information, please review
the Fee Schedule.

» Please contact your agency's Site Coordinator.
» If you are the only Site Coordinator for your agency please Email the JIS-Link

Administrator. Applications Available
1. ACORDS
2. . 718
County/City Governmental Agencies: 3. SCOMIsS

If you are a county or city prosecuting attorney, a law enforcement agency, or public
defense counsel needing the JIS-Link services, please contact the JIS-Link
Administrator.

JIS Link Resources
1. JIS and SCOMIS Codes
2. Superior Court Statistical Reporting Manual
3. JIS Link Customer Manual
4. JIS Link Security/Billing Manual

Questions?

€4 Local intranet | Protected Mode: Off A ®osu -

Revised August 20, 2018
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4. Under Current Subscribers select 7. Manage User IDs, you will need to log into this

screen.
| & Washington State Courts - JI5-Link - Microsoll Infernet Explorer provided by ADC ekl
é-‘-"rxn g Eals 2N | B
Gl (de W Faeorkes ook el
5 ] 0% Wiormation Shecks [B] Custaser Servies ] Aaset ond Equreent [ Wostiam Log 1 Home - ot Gegarizalion .. Ko oom - i
| Please use this form to Add New Users, Remowve Users, or Change the Profile of an Existing User. D

Instructions for Assigning a New User 1d

When entering a Usar Id for 3 naw user, the user id wil consist of 7 charactars. The 4 character site id (tha threa latters assignad to
you, PIuS the § sKIn | fellowad by the USEr's initals (First, Middle, and Last), Examples - Jane E. Doe = XX0(SJED; John Doe = XXNSIAD.

Note - if the requested User [d has aleady been assigned, the nitials are already in use, or if no middle inial & given; an X will be
substituted for the meddie initial,

Site Coordinator Information

Sita Coordinatars will hava RACFADMN privilages, which alaw tham to raquast naw uSar ks, Tesat user ids, craata 3 user list, dalsts
user ids, and view bilings. We suggest that you have 1 to 3 Site Coordinators per organization. When setting the Site Coordnator
Status, please select if 3 user is ot 3 Site Coordinator”, "Backup Site Coordinater”, "Set as Site Coordnator, or “Set a5 Biling
Coordinator”,

L Owanationntormation ]
Nasne of 15-Link Sike Coardnator: —_ 1
Organizaticn o Firm Name: [ 1
Site Td (000§): [ |
Your User 10: [

[

Your Emad Address: 1

EEEEE
ElEEEE

Type your full name at Name of JIS-Link Coordinator:

Type your Organization or Firm Name:

Site ID (XXX$) will be the first four characters of your User ID.

Your User ID is the first four characters of your User ID and your initials
Type your Email Address:

arwnNpE

Now you are ready to enter the information for the person that needs to be modified.

1. Type the First Name, Initial, Last Name and User ID of the person that needs to be
modified.

2. At Action Requested, select “Change Site Coordinator Status” option from the drop-
down list.

3. At Site Coordinator Status, select “Set as a Site Coordinator”, “Backup Site
Coordinator” or “Set as Billing Coordinator” from the drop-down list.

4. If you need to remove Site Coordinator Status leave Site Coordinator Status as “Not
a Site Coordinator”.

5. Press “Submit Request”.

Requests can take up to 3 business days to be completed. As the Site Coordinator you will
receive notification via email from the AOC JIS-Link Administrator. If you do not receive an
email, check your spam mail.
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13



Delete an existing Site Coordinator, Backup Coordinator, or Billing Coordinator

If an existing Site Coordinator, Backup Coordinator, or Billing Coordinator leaves the employ of
the Firm/Company the remaining Site Coordinator or Backup Coordinator will need to log into
the Manage User ID Form and remove the person that left.

1.

2.
3.

Type the First Name, Initial, Last Name and User ID of the person that needs to be
deleted.

Type the Userid for the person that left (Site ID + Initials).

At Action Requested, select “Remove User” option from the drop-down list.

At Site Coordinator Status, select “Set as a Site Coordinator”, “Backup Site
Coordinator” or “Set as Billing Coordinator” from the drop-down list.

Press “Submit Request”.
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Other Administrative Duties as a Site or Backup Coordinator

Unauthorized User ID Message

If you or one of your employee’s attempts to log in at the AOC sign on screen and you receive a
message that looks like the screens below, it could be because either they tried logging in too
many times using the incorrect information or they haven't tried logging in for over 6 months to
over a year.

AOC Security periodically goes through and checks to see what User IDs have not been used in
two different time frames.

1. 6 months to 1 year — Revokes userid which means the site coordinator will have to
reset the password.

Timeframe - 6 months to 1 year - will display “Your Userid Has Been Revoked.”
Therefore, the Site Coordinator will need to reset the password.

@ 53 - %5 - 5 - BueZone Mainframe Display o=
R i T T e —————

|0 &= DEl= #2225 a Qee

|Ecw\-=\‘.-:r: & 55 -4 & | amestien | PAY Pa2 PA3 | Mese | PROL PRO2 PRO3 PROS PROS PG PFOT PROR | PFLI | Sysmem Reques

STATE OF WASHINGTON COURTS SYSTEM - AUTHORIZED USE ONLY

This Site contains Judicial Information.

If you are authorized, type in your USERID and PASSWORD.

APPSPRE 08:50:47
07/31/13
FTCA5026
3192-2A

YOUR USERID HAS BEEN REVOKED.
CONTACT YOUR JI5 ADMINISTRATOR.

206.1594.1205 FTCASIZE 85111 7312013
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2. Over 1 year — Deletes User ID from system. Site coordinator will have to ask for the
User ID back following steps below.

Time Frame - Over 1 year - will display “Invalid Signon Information Entered.”

@ 53- 75 - 15 - BueZone Manirame Dizpiny D - M Lt - — - T o e |
Fie fdt Sewson Options Drarfer Yww Sgopt Help

1 — o o o | B

D& B a7 [T, | T T 0] Owne

|Eoﬂﬂ-e-c.r.ﬂs & x5 -2 & |.'.m-.|o-—. PAL PA2 PA3 | Reset | PROL PROZ PRO3 P4 PROS PROS PROT PFOS | P12 | System Request

STATE OF WASHINGTON COURTS SYSTEM - AUTHORIZED USE ONLY

This Ssite contains Judicial Information.

If you are authorized, type in your USERID and PASSWORD.

08:54:00
07/31/13
FTCA5026
3192-2A

INVALID SIGNON INFORMATION ENTERED.
TRY AGAIN OR CONTACT YOUR JI5 SECURITY ADMINISTRATOR.

Ready (1) FTCAS026 85405 73172013
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Site Coordinators, Alt Coordinators, or Backup Coordinators Only:

Should a Site Coordinator, Alt Coordinator, or Backup Coordinator-receive the message,
“Invalid Signhon Information Entered. Try Again or Contact the JIS Security Administrator”, they
will need to do the following steps to request the User ID be reinstated.

1. Open your Web Browser.
2. Type www.courts.wa.gov/jislink.
3. Press <ENTER>.

i | ¥ T¥1GMs1 ] Weshington Court Conte— 8] HELP - Adult Static Risk A &8 Shared Documents i Customes Services | Customer Services Handb.. & WSECU oo @ 2

& Wathington State Courts - JI5-Link

Courtsiioma 3 Ji%Link 3 Lagost

JIs-Link

Search | 3ite Mag | ) sServive Center
IS Sy=tem Info

The Administrative Office of the Courts (AOC) provides a facility that allows the pubiic to access display-only Judioal Information System (1IS) court information through ~ 2Y=temm Avaiabiity
a web-based service called J15-Link. 115 -Link is offered pursuant to RCW chapter 2,68 and applicable Judiaal Information System Committee Rules (JISCR) of the

washington Rulas of Court. HS-Link i5 3 fee-based substription service. In order to use the JIS-Link serice, you must complete the registration process described a0 up for Lmail motifications
below, Ragark ko sulngs
Reminder: AOC shall not be responsible for providing support or assistance of any nature to you or any third party acting on your behall
Current Subscribers New Subscribers NOTICES:
1. Access 1S Link via BlueZzone Belfore subscribing, review the following: Caurt of Racords
2. Access ACORDS 1. Basic Access, Subscription and Licensing Agreement ﬂ:‘l;_"‘:h‘"‘:hl‘:ﬂh"\l I‘»M
3. Access JIS Link via Z-Web to Most 2. Fee Schredule documants aee Mmainiained
4. Pay Your Involce Online 3. 315 Link Billing Palicy By £he cowrt of 1 s
5. Update Your Account Information 4. formation o wowrt detuments must be
& Account Revoked,/ Terminated 4. Technical Requirements chtainad fram the court of
7. Manape User 105 6. e Lo J15-Link e,
& Change Your Password
Reminder: There is 0 $100 non-refundable set-up fee a3 well as other e Dot
User 1D Revoked/Password Reset? charges for the J15-Link service. Fer more information, please review HE-unk orovides Srpte b
the Fes Schadule. rasa infasmatinn induding
L 3 the easw dockat. The cese
» Please conkact your agency’s Site Coordinator. Sacket may lxt dncumants.
« If you are the only Site Coardinator for your agency please Email the 11S-Link . — Med ':;N:;m— :ﬁ;v'“‘
Administrator. Apgplications: Awaila| documents. To vam case
1. ACORDS nbs. tontast the caurt
2 1S in whiich the cage is filed.
County/City Governmental Agencies: 3. SCOMIS ————
If you are a county or oty prosecuting attomney, a law enforcement agency, or public Acvwunt Terminatsen
defense counsel needing the JIS-Link services, please contact the J1S-Link EFactiva May 1. 2007, By
Admbnistrator, atcunt that ia more than 13
dave in arraars wil
rabed mikheul nulive,
S Link Resources Prioe to reinstatemant of &
2. Superior Court Statistical Reporting Manual » way the full ameust
3. JIS Link Customer Manual dus, 8nd pay the nan-
4. 115 Link Security /8illing Manual rafundabie installation fes.
Questians? i
& Local intranet | Protecred Mode: Cf - Rps -

4. Select 6. Account Revoked/Terminated from the Current Subscriber List
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Contact the JIS-Link Administrator

Use this form to contact the JIS-Link Administrator. All fields are required.

Your Name:

Site ID:
Company Name:

| |
Email: | |
| |
| |

Question/Comments:

For security purposes, please type the characters you see in the image below to complete the form.

1 S\

Type the two words:

eatb

I ‘ e CAPTCHA

@40

Type your name as the site coordinator:

Type Your Email Address”

Type your company/firm Site ID (XXX$):

Type your Company Name.

At Question/Comments type Please reinstate John Doe’s userid XXX$JXD it was
deleted due to non-use.

10. Type the two words that are displayed into the CAPTCHA screen. (required)
11. Press Submit.

©oNo O

Requests can take up to 3 business days to be completed. As the Site Coordinator you will
receive notification via email from the AOC JIS-Link Administrator. If you do not receive an

email, check your spam mail. You can also go into RACFADMN above and do a Create User
List to see if they have been added.

If the person is not a Coordinator, then the Coordinator will need to submit a Manage User ID
Form to get a userid reinstated.

Revised August 20, 2018
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Update Account Information
1. Open your Web Browser.
2. Type www.courts.wa.gov/jislink.
3. Press <ENTER>.

/& Washington State Courts - JI5-Link - Windows Internet Explor

2] hitp:/fwww.courts wagov/jislink/

File Edit View Favorites Tools Help

¢ | 5% P¥]GMail @] Washington Court Conte...

& | HELP - Adult Static Risk A... @ | Shared Documents @ Customer Services @ Customer Services Handb... % WSECU

& Washington State Courts - JIS-Link

TLUURIDS

Courts Home > JIS-Link > Legout Search | e Map | ZJ ‘eService Center
lIS:EInk JIS System Info
System Availability

The Administrative Office of the Courts (AQC) provides a facility that allows the public to access display-only Judicial Information System (J1S) court information through
a web-based service called JIS-Link. 115 -Link is offered pursuant to RCW chapter 2.68 and applicable Judicial Information System Committee Rules (JISCR) of the
Washington Rules of Court. JIS-Link is a fee-based subscription service. In order to use the JIS-Link service, you must complete the registration process described

Sign up for Email Notifications
below.

Report an outage
Reminder: AOC shall not be responsible for providing support or assistance of any nature to you or any third party acting on your behalf

Current Subscribers New Subscribers NOTICES:

1. Access JIS Link via BlueZone Before = 0. eview. th.e 3 . C"""“‘: “ﬁ“’"’s ey

2. Access ACORDS 1. Basic Access, Subscription and Licensing Agreement JIE'L"‘ D”Vfﬁ"‘fﬂmi locket

3. Access JIS Link via Z-Web to Host 2. Fee Schedule 4 e e e

4. Pay Your Invoice Online 3. JIS Link Billing Policy by the court of record. Copies  |=
5. Update Your Account Information 4. Required Information of court documents must b

6. Account Revoked/Terminated 5. Technical Requirements obtained from the court of

7. Manage User IDs 6. Subscribe to J1S-Link record.

8. Change Your Password

Case Docket
II5-Link provides access to
casa information including
the case docket. The case
dockat may list documants
filed in the case. JIS-Link
doss not display case
documents. To view case

Reminder: There is a $100 non-refundable set-up fee as well as other
charges for the JIS-Link service. For more information, please review
the Fee Schedule.

User ID Revoked/Password Reset?

« Please contact your agency's Site Coordinator.
 If you are the only Site Coordinator for your agency please Email the JIS-Link
Administrator.

Applications Available

1. ACORDS documents, contact the court
2. IS in which the case is filad.
County/City Governmental Agencies: 3. SCOMIS

If you are a county or city prosecuting attorney, a law enforcement agency, or public
defense counsel needing the JIS-Link services, please contact the JIS-Link
Administrator.

J1S Link Resources

Account Termination
Effective May 1, 2007, any
account that is more than 15
days in arrears will be
terminated without notice.
Brior to reinstatement of =

terminated account, the
subscriber must reapply for
service, pay the full amount
due, and pay the non-
refundable installation fee.

1. 1IS and SCOMIS Codes

= perior Court istis ing Manual
3. JIS Link Customer Manual
4. JIS Link Security/Billing Manual

Questions?

€& Local intranet | Protected Made: Off i3 v ®95%

4. Select 5. Update Your Account Information

Revised August 20, 2018

19


http://www.courts.wa.gov/jislink

Contact the JIS-Link Administrator

Use this form to contact the JIS-Link Administrator. All fields are required.

Your Name:

Site ID:

| |
Email: [ |
| |
| |

Company Name:

Question/Comments:

For security purposes, please type the characters you see in the image below to complete the form.

eal
| Type the two words: =
| | o ‘ me CAPTCHA
12}

Type your name as the site coordinator:

Type your Email Address”

Type your company/firm Site ID (XXX$):

Type your Company Name:

In the Question/Comments Field, type the Updated Account Information.

10 Type the two words that are displayed into the CAPTCHA screen. (required)
11. Press Submit.

©CoNo O

Requests can take up to 3 business days to be completed. As the Site Coordinator you will
receive notification via email from the AOC JIS-Link Administrator. If you do not receive an
email, check your spam mail.
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20



A Site Coordinator is unable to access a secured link listed under

current subscribers. After logging in, it kicks you back (Looping) to
the home page.

1. Make sure your password hasn't expired. You may want to change your
password anyway.

2. Remove www.courts.wa.gov from Trusted Sites and clear the SSL State.

a. Open Internet Browser

2 = = | 2 Washington Stste Courts W. *

Fle it Yiew Favories

Search | ta Map | 2) aSarvice Cantar

Courts Home:

Supreme Court
Appellate & Trial Courts
Baards, Commissions,

Current Events in Washington Courts Welcome to

Programs & O Court Ck Washington Courts
rams & Orgs Court Closures

Waahlagius Gt Mews Click above for a st of courts with upconiing closures... Wi ina
Jury Service Infarmation

Ensarosncy Precedurs Disaster Recovery Testing to begin September 13, 2013

Progrem Acoessibility (ADA) | O Septembar 13, 2013 the AOC wil bage < onductin | Disaster Recovery Tast of the JIS

it e spplcations. ror this particulr test, A0C wil |n:l.|de s natwork 148t to venify that the courts wil ba abls kI
site

Court Forms J1S systams whan located at our Disasts
Court Opinions .
it ala King County District Court consolidates, restruct Jth King County
kb D Tactraskions Newhy-remaseled Court area at Makng Ragional sustice Cencer opena Sep(ember S, temporary Renton location closes
State Law Library Septumbar:s:
Demestic Viclence
Judicial Info Systems Juror Websil
i i Summoned for fury duty? Cick above to leam more on jury service, what t expect, and how Courts in Washington State
operate.
- 315 LINK

* Find Your Court Date
* Search Case Records
Records Request

Search Washington Courts Wabsite
Education Resources

(=)
Resaurces, Publications, T
ond Reparts [Fmnan amek
whistieblower
Employment

Judicial Family Tnstitute
leService Conter

Jusufr in"lt:vpardv

Ilurmm sarhrea
ice vrywhere”
Vit g
_ Petemey aixi Dlex ta K Mk ice _Ei
wiow -

b. Click Tools

c. Click Internet Options
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| General | Security | privacy [ Content | Connections [ Programs | Advanced |

Selecta zoﬁ to view or change security settings.

Interfet  Local intranet Restricted
sites

rusted sites

This zone contains websifes that you
trust not to damage youf computer or
your files.

‘fou have websites in

[¢smmlevel... H Default level ]

[ Reset all zones to default level ]

s are hanaged by your system administrator.

d. Click the Security TAB

i. Click Trusted Sites
i. Click Sites

ii. Remove www.courts.wa.gov from the Websites list.

Revised August 20, 2018
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| General I Security I Privacy | Content |Connecﬁons I Programs I Advanced|

Content Advisor

?ﬁ Ratings help you gontrol the Internet content that can be
viewed on this cfmputer,

) settings

Certificates

Use certififates for encrypted connections and identification.

[ Clear §SL;13Ahe ] [ Certificates ] [ Publishers ]

AutoComplete

toCoplete stores previous entries

n webpages and suggests matches

Feeds anfd Web Slfes

Feedsfand Web Slices provide updated

contefit from websites that can be
read fn Internet Explorer and other

e. Click the Content Tjab

I. Click Clear SSL state
f. Click the Security Tab

I. Click Trusted Sites

i. Click Sites

ii. This time you will add www.courts.wa.gov back as a Trusted Site.
See page 22 for screen shots.
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3. Delete cookies and browsing history by following the steps below

a. Open Internet Browser
b. Click Tools
c. Click Internet Options

General |Secu|'i1:\-I I Privacy I Content I Connections I Programs I Advanced|

A
Hpme page
l/? To create home page tabs, type each address on its own line.
g |

http://inside.courts.wa.gov, -

[ Use current H Use default H Use blank ]

fowsing history

”I_ Delete temporary files, history, cookies, saved passwords,
¥} and web form information,

Delete browsing history on exit

[ gele:e... ][ Settings ]

Change search defaults. .\

tabs.

| Change how webpages are displayet\n

pearance

Colors H Languages H Foﬂts\ H Accessibility ]

Co ) e ][ oo

d. On the General Tab, select the Delete Button found under Browsing
History.
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["] Preserve Favorites website data

Keep cookies and temparary Internet files that enable your favorite
websites to retain preferences and display faster.

Temporary Internet files

opies of webpages, images, and media that are saved for faster
jEwing.

f. Click Delete

g. Click Ok on the Internet Options Screen.
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4. Is your cookies security set to high?

a. Open Internet Explorer

Internet Options 21x|
General | Secur\tyﬂmi}’ IContent | Connectiunsl Programs | Advanced |

Settings
4

0 set 3 standard privacy level instead of using cuskam
settings, click the Default buttan,

Custom

- Advanced ar imported settings

Sites | Trpart |§""AH'ia'Ficé"d Default |

AN

Pop-up Blocker
|| Prewent most pop-up windows from Ethings
= appearing.
™ Turn on Pop-up Blocker
InPrivate
/.un ¥ Do not collect data for use by Inprivate Fikering
]
= Disable toolbars and extensions when InPrivate Browsing d

starts

@ Some settings are managed by your system administrator.

ok | concel eoply |

b. Select Tools>Internet Options
c. Select Privacy tab
d. Press Advanced button

Advanced Privacy Settings 5[

[} “r'ou can choose how cookies are handled in the Intemet
Aa zone, This overides automatic cookie handling.

i~ Cookies

[ Dvemide automatic cookie handling

/First-part_l,l Caokies Third-party Cookie\
&+ focept ‘\Ejm‘\
" Black " Block x\

" Prompt " Prompt

|/

[~ Always allow session cookies

ok I Cancel |

e. Make sure “Override automatic cookie handling” is checked
f. Make sure Accept is selected for First-party and Third-party cookies
g. Press OK at Advanced Privacy Settings
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General I Security  Privacy |C0ntent I Connections I Programs I Advanced I

Settings

€ 7| Tosetastandard privacy level instead of using custom
settings, click the Default button,

Custom

- Advanced or imported settings

Sikes | Import Advanced Default |

Pop-up Blocker

@ Prevent most pop-up windows From Setbings |

appearing.
I Turn on Pop-up Elocker

InPrivate

E ([” W Do not collect data for use by InPrivate Fikering

Disable toolbars and extensions when InPrivake Browsing
¥ starts

.ﬁ. Some settings are managed by wour syskem administrator,

Ok | Cancel Apply

h. Press OK at Internet Options
i. Restart the computer.
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5. Check the date on your computer, is it correct? If not, then correctit.

i
9:44 AM
o [me BT g
Ed - ™2 50m

a. Right-click Time and Date at bottom right corner.

Toolbars b

W Adjust date/time

Customize notification icons
Cascade windows

b Show windows stacked

Show windows side by side

Show the desktop
Start Task Manager

v Lock the taskbar
Properties

| - - % 550m

b. Left Double-Click “Adjust date/time”.

Date:
Tuesday, March 15, 2011

Time:
2:45:02 AM

AW, Change dote and time... |

Time zone
c T-08:00) Pacific Time (US & Canada)
Change time zone...

Daylight Saving Time ends on Sunday, November 06, 2011 at 2:00 AM. The
clock is set to go back 1 hour at that time.

[7] Notify me when the clack changes

Get more time zone information online

How do I set the clock and time zone?

c. Left Click the “Change date and time...” button.
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Set the date and time:

Date: Time:

k

Fr 5a =

£ 5 )

1 12 |

13 19 e

25 26 7

1 L

d S
9:45:56 AM |
Change calendar settings | e

oK <& Cancel

d. Left Click the correct date.
e. Click OK “Date and Time Settings” Screen.
f. Click OK “Date and Time"” Screen

If the steps on the previous pages do not clear the problem try the following steps.

Open Internet Explorer.

Select Tools>Internet Options

Select ADVANCED Tab.

Scroll to the bottom of the Advanced Tab.

At the “Reset Internet Explorer settings” press the RESET button.

Go back to Page 17 Step 1 and follow the procedures on pages 17-21 again.

ounkwpnpE

If you are still looping after all these changes, try downloading Firefox and see if it stops
this problem.
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Billing Coordinator Duties

These duties may be In addition to the JIS Link Site Coordinator
above.

/& Washington State Courts - 5-Link - Windows Intemet

G= 2

. courts wa.gov/jislink/

Duties listed

Explo
i MAAES e

File Edit View Favorites Tools Help

*
@& Washington State Courts - JIS-Link

5 [¥1 GMail ] Washington Court Conte... (2] HELP - Adult Static Risk A.. 2] Shared Documents i Customer Services ] Customer Services Handb... ¢ WSECU

T

CUUKIS

CourtsHome > JIS-link > Logout

JIs-Link

B

The Administrative Office of the Courts (AOC) provides a facility that allows the public to access display-only Judicial Information System (JIS) court information through
a web-based service called J1S-Link. JIS -Link is offered pursuant to RCW chapter 2.68 and applicable Judicial Information System Committee Rules (JISCR) of the
Washington Rules of Court. JIS-Link is a fee-based subscription service. In order to use the JIS-Link service, you must complete the registration process described
below.

Reminder: AOC shall not be responsible for providing support or assistance of any nature to you or any third party acting on your behalf

New Subscribers
Before subscribing, review the following:

Current Subscribers

1. Access JIS Link via BlueZone

2. Access ACORDS 1. Basic Access, Subscription and Licensing Agreement
3. Access JIS Link via Z-Web to Host . Fee Schedule 5

4. Pay Your Invoice Online 3. NS L_mk Billing Poly:y

5. Update Your Account Information 4. Required Information

6. Account Revoked/Terminated 5. TEEhrIII.:B| Requirements

7. Manage User IDs 6. Subscribe to JIS-Link

8. Change Your Password

Reminder: There is a $100 non-refundable set-up fee as well as other
charges for the JIS-Link service. For more information, please review

User ID Revoked/Password Reset?
the Fee Schedule.

* Please contact your agency's Site Coordinator.
« If you are the only Site Coordinator for your agency please Email the J1S-Link
Administrator.

Applications Available
1 ACORDS

County/City Governmental Agencies: 3 5C0M[5
If you are a county or city prosecuting attorney, a law enforcement agency, or public

defense counsel needing the JIS-Link services, please contact the JIS-Link

Administrator.

JIS Link Resources

1. JIS and SCOMIS Codes
Superior Court Statistical Reporting Manual
JIS Link Customer Manual

&
3.
4. JIS Link Security/Billing Manual

NOTICES:

Search | Site Map | 2] eService Center

1S System Info

System Availability

Sign up for Email Notifications
Report an outage

Court of Records
J15-Link only contains docket
information. Tha actual
documents are maintained
by tha court of racord. Copias
of court documents must be
obtained from tha court of
record.

,

Case Docket

JIS-Link provides access to
case information including
the case docket, The cas=
dockat may list documants
filed in the case. JIS-Link
does not display case
documents. To view case
documents, contact the court
in wihich the case is filed.

Account Termination
Effactiva May 1, 2007, any
account that is more than 15
days in arrears vill be
terminated without notice.
Prior to reinstatemant of a
terminated account, the
subscribar must reapply for
service, pay the full amount
due, and pay tha non-
refundable installation fee.

Questions?

€& Local intranet | Protected Made: Off

1. Loginto “4. Pay Your Invoice Online”

ngton Courts - Microsoft Internet Explorer,

Hos% -

-

File Edit Wew Favorites Tools Help :,'
Q- @ ¥ @G Psower Yrroms @ (3- B
Address ‘@ http:f . courts.wa.gov fisink findes. cFm?Fa=jislink. viewprafile V‘ Go  Links ™
welcome to the JIS-Link account profile page. Here you can view basic account and contact information. In addition, =
you can view your J1S-Link and ACORDS usage,
If you have any questions, or wish to update account or contact information, please contact the JIS-Link Site
Coordinator.
rgani n Informati view Your JIS-Link Usage
Orgamzatmn Name: Adm\mstratlve A  Month | Payment Status
Department: - July 2007 s @ £110.24
Billing Name: - June 2007 £75.47
If different from Org Mame - May 2007 . £73.78
Billing Attn: - April 2007 £51.42
Email: suzanne.hellman@courts. wa. gov - march 2007 £09.52
. - February 2007 --- £97.37
Address Information : i - January 2007 £113.04
--- Mo address Information on File --- - December 2006 --- £101.01
- November 2006 --- £219.70
Contact Information _ October 2006 £133.45 B
--- Mo Contact Information on File --- - September 2006 - £101.99
- August 2006 $135.79
- July 2006 £77.48
- June 2006 £144,89
- May 2006 $151.00
- April 2006 ¥ - Paid by Credit Card $116.03
- March 2006 £142.74
- February 2006  --- £29.64
- January 2006 £79.56
- December 2005 --- £149.37
- November 2005 --- £177.13 8
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2. Select the month that you are making a payment for.

2} Washington Courts - Microsoft Internat Explorer

File Edit Wew Favorites Tools  Help #
@Ea:k - e - d IELI _l\l /.-\' Seard ‘\:\'/ Favorites -‘3 = b _J ﬁ '::%
Address ‘ﬁj http:”www.caurts‘wa.gov,i]'islinkjindex.cFm?fa=jis\i}\viewpmfi\e v| Go Links *
Welcome to the JIS-Link account profile page. HerR you can view basic account and contact information. In addition,
you can view your JIS-Link and ACORDs usage.
If you have any guestions, or wish to update account or\gontact information, please contact the JIS-Link Site
Coordinator.
Organization Information Vit Your JIS-Link Usage
Organization Name: Administrative Office of the Courts Month Payment Status
Department: - July 2007 ] C $110.24
Billing Name: - June 2007 --- $75.47
If different from Org Name - May 2007 . £73.78
Billing Attn: - april 2007 $51.42
Email: suzanne. hellman@courts.wa,gov _ march 2007 $00.52
- February 2007 --- $97.37
Address Information - January 2007 . $113.04
--- No Address Information on File -—- _ December 2006 --- $101.01
- November 2006 --- $219.70
Contact Information - October 2006 . $133,45
--- Mo Contact Information on File --- - September 2006 - $101.99
- August 2006 - $135.79
- July 2006 === 77,48
- June 2006 ==o $144.89
- May 2006 = $151.00
- april 2006 ¥ Paid by Credit Card $116.03
- March 2006 - $142. 74
- February 2006 - $29.64
- January 2006 - $79.56
- December 2005 --- $149.37
- November 2005 - $177.13 v

This screen indicates how much is owed for the month you have clicked on and provides a link
to pay by credit card. The balance doeg not carry forward, so you will have to select each month
to see what your outstanding balance s for that month. You are required to pay all outstanding
balances for each month or your user/IDs will be terminated.

N Washington Courts - Microsoft Internet Explore r =13
AT B R iV e R T it 2

o=k -~ @ - [®] [&] @0 SO search [5le ravories &2 - B - | i 3%

icir e | 48] Bkt fumwes. courts. . gow sk ts v|E3se ks ™

WASHINGT I | ""

COURTS
Semmrch | Site Map | ) eServics Canter

Courts Home | J1S-Link | Logout

JIS-Link Usage Detail: Administratfjve Office of the Courts

I[Back to Account Profila]
Billing Period: Julf 2007 click the image below to
118 Transactions: 1eas  pay your bill via credit card.
ACORDSs Transactions:

1 —
Invoiced Amount $f10.24 VIsA @ \

Note: This 15 4 fee walved account

\4
Detailed Usage
UseriD: CRE
Date Transactions Type
07-20-07 4 s
Subtotal: a
UseriD: CRT
pate Transa ctions Type
07-19-07 ERIT
Subtotal: a
UseriD: DEE
pDate Transactions Type
07-20-07 s s
Subtotal: s

Please Note: AOC does NOT store any billing or credit card information. We pass your
invoice information and the transaction amount to our credit card processing merchant
(Bank of America) who then processes your card.

If you have any questions, please contact the JIS-Link Billing Desk at 360-704-4018. If
you receive a voice mail message, leave your name, phone number, name of your
company/firm, and your User ID. Your call will be returned as soon as possible.

Keep AOC JIS Link Administrator informed of any billing information changes.

Revised August 20, 2018
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All JIS Production Application Schedule

JIS Applications are listed below:

ACORDS
JIS (F4)
JCS
SCOMIS

All JIS Production Applications are not available during the hours listed below:

Monday — Friday 3:00 AM — 6:00 AM
Holidays — 3:00 AM — 6:00 AM

During Saturday and Sunday all JIS Applications are available 24 hours a day.

All JIS Applications are also down the 2" weekend of each month from 5:00 PM on
Saturday to 6:00 AM on Monday Morning for System Maintenance. Current JIS System
Info can also be found at www.courts.wa.gov/jislink. You will be able to see whether or
not the JIS Systems are operating normally or if there is an issue.

Revised August 20, 2018
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http://www.courts.wa.gov/jislink

	Duties:
	Your company/firm no longer has an active Site Coordinator or none of the Site Coordinator passwords will work.
	All your Site Coordinators have left the company/firm and you need to setup new ones or none of the Site Coordinator passwords will work.
	Reset Password
	Delete User ID
	When a person leaves the employ of the company or firm you will need to remove the User ID from JIS Link.

	Create User List
	Password Standards:
	3. Passwords MUST have at least one upper case letter, at least one lower case letter, AND at least one number.

	To Change your Password without accessing the JIS-Link Mainframe
	Go to www.courts.wa.gov/jislink
	Add User ID
	Modify a User ID to add a Coordinator Status to an Existing Customer
	Delete an existing Site Coordinator, Backup Coordinator, or Billing Coordinator

	Other Administrative Duties as a Site or Backup Coordinator
	Unauthorized User ID Message
	Site Coordinators, Alt Coordinators, or Backup Coordinators Only:
	Update Account Information
	10. Type the two words that are displayed into the CAPTCHA screen. (required)

	A Site Coordinator is unable to access a secured link listed under current subscribers. After logging in, it kicks you back (Looping) to the home page.
	1. Make sure your password hasn’t expired. You may want to change your password anyway.

	All JIS Production Application Schedule
	JIS Applications are listed below: ACORDS


