[bookmark: _GoBack]APO Notification
Daily Audit Reports

From that row of buttons visible at the bottom of the form, the very first selection is Send APO Notification. 

· Send APO Notification.  Clicking on this button, or typing the hotkey combination “Alt + S” will send to the Adult Probation Department an e-mail message notifying them that a presentence report has just been ordered.  Attached to this message will be a report that contains all of the information just entered into the database and that has been formatted to retain the look of the now obsolete Green Slip.  Additionally, a copy of this report will print to the user's default printer.
That APO staff member assigned to monitor the public e-mail address that has been established for this purpose will receive notification that they have new mail.


This mail message will have the subject line “Defendant's last name, Defendant's full name”.  Attached to this message will be a snapshot of the report that has just been sent to the clerk's local printer.


Double Clicking on the attachment will open this item and display the report to the user.  Depending upon the user's default settings, a message box may appear asking if the user wishes to open the file or save it to disk.  Select the “Open It” option and click “OK”.



The user shall print the report by selecting “File|Print” from the menu bar or by typing “Ctrl + P”.  Note:  It is necessary to previously have had “SnapShot Viewer” installed on the PC used to receive these messages. 

 

[bookmark: audit]Daily Audit Reports
This office provides daily reports to Adult Probation that list all PSR requests that have been sent to that office during that business day.  This allows them to audit their records to determine how many, if any, Presentence Reports have been ordered for which the defendant never appeared at the Adult Probation office.  Location specific reports are sent to both the downtown and the Southeast facilities.  The reports are generated automatically at 9:00 p.m. each evening and do not require user intervention. 
 
 
 
 
 
 
 
 
