
DID YOU 
KNOW 

TNCIS…
CAN?



ALLOW MULTIPLE PROFILES PER USER

• Profile determines the Cash Drawer used by the clerk

• Printer used to print documents / receipts

• How documents are viewed (Preview or Print)

• Set permission to auto expand fees

• Hide menu on the left to view the screen in a larger view when completing task

• Set a profile as your default if you have multiple profiles



RECEIPT MULTIPLE CASES ON ONE 
RECEIPT

• Multiple receipts can be added if a person (one entity) has more than one 
case he/she is paying

• If John Q Public is listed in the name index multiple times, it would be 
beneficial to combine names before using multiple receipt option (ALWAYS 
USE CAUTION COMBINING NAMES)



FINANCIALS > RECEIPTING > ADD RECEIPT



MOVE CASE UTILITY

• DO NOT go into party/parties to change name on case…

THIS IS RISKY BUSINESS

• If this party was selected from Name Index list when party was originally 
entered all cases associated to name selected will be affected with the name 
change

• Use Utility function “MOVE CASE’



UTILITIES > MOVE CASE >



RULE DOCKET ENTRY LISTS THE PARTY/PARTIES 
NAME CHANGE 



VIEW DOCUMENTS ON THE WEB

• First and foremost you MUST currently have Web Subscription level  

• LGC will absorb the cost for Web Inquiry Document upgrade if you are currently using Web 
Subscription 

• Email dsmith@localgovcorp.com and we will discuss what needs to be completed prior to update.  

• Disclaimer must be signed, dated and returned by email to rgibbons@localgovcorp.com and/or 
dsmith@localgovcorp.com

• Russell Gibbons will contact you for information prior to completion of the upgrade

• Permissions for viewable documents can be given to certain Subscription Users, it is not all or none 
you can define users to have permission within a certain database

mailto:dsmith@localgovcorp.com
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After update has been completed.  There is a new check 
box to allow users to see documents in Web Inquiry.  You 
can see All documents or NO documents.



Methods for restricting documents

• If a case is marked Confidential/Sealed, no information from that case will be viewable on 
the web.  There is a utility function LGC can run to confirm all selected case subtypes are 
Sealed/Confidential.  Examples are:

• Adoptions
• Juvenile – no Juvenile information will be shown
• Judicial Commitments
• Orders of Protection
• Expunged Cases

• If a document is marked non-public, the document will not be viewable on the web.



There is a check box on the New Document screen in 
NGDM to check if “The document is Non-Public”.



Also a check box in TnCIS scanning to be checked if 
the document is “Non-Public Attachment”.



How to suppress certain fields on documents 
using TnCIS scanning.

•The original document will be scanned as non-public.

•A copy will need to be made of original document and 
fields manually redacted (magic marker?)

•The copy with  “manually redacted” fields must be re-
scanned as a public document



How to redact certain fields on documents 
using NGDM.

•Document will be scanned as non-public

•Any fields to be restricted will need to be redacted, 
printed with redactions 

•Document with redacted information will need to be 
re-scanned and saved as a public document  



E-filing

• Clerk will review E-Filed Cases before they are added.  They 
will be responsible for reviewing those images and redacting 
or marking non-public as necessary.

• If an E-Filed case subtype is Sealed/Confidential, those cases 
will not be viewable.  



Concerns

•Driver License Numbers

•Social Security Numbers

•Victims/Witness addresses

•TCA 10-7-504 (a) (29)



Disclaimer

•LGC will not be responsible for documents 
accessible through this portal since it’s 
under the clerk’s purview and controlled 
within the options they can select.



WEB INQUIRY -
ONLINE PAYMENT

CIVIL AND CRIMINAL COURT



• They will log into tncrtinfo.com



SEARCH BY PARTY NAME / CASE NUMBER AND CASE TYPE



SELECT THE APPROPRIATE CASE



CLICK HYPERLINK TO MAKE PAYMENT.

• When they click the hyperlink to make payment, they will see this message 
box:



ACCEPT TERMS OF PAYMENT.

• Once the terms are accepted, they will have the opportunity to enter the 
amount to be paid:



ONCE THE TERMS ARE ACCEPTED, THEY WILL HAVE THE 
OPPORTUNITY TO ENTER PAYMENT AMOUNT:

• Once they have entered the amount to pay, the payer will click on “Select 
Payment Method”.  The screen that appears next will depend on which 
payment vendor the court uses.  Below are a couple of examples.



SUBMIT PAYMENT.

• Once the payer information has been entered, they will submit payment. 

• Clerk’s office will be notified of payment. This will vary based upon vendor 
used.

• At this time, there is no import for online payments for civil or criminal cases.  
These will need to be receipted into TnCIS. 



CHAT FEATURE WITH PHONE SUPPORT

• LGC now has a live chat feature used in phone support… did you know you 
can chat with a phone support representative on-line?



INTRODUCTION

• This new option for contacting LGC support is our Live Chat feature.  You will 

need to be logged into the LGC website, lgc-tn.com.   

• On the Clerk’s Home Page, you will see the Live Chat button.





When you click on the LiveChat
button, a chat window will appear.  

Enter the appropriate information 
for each field, then “Start the Chat”.



• Once you start the chat, you 
will be able to chat with a live 
support representative.  This 
feature should be used for quick 
questions, such as a request 
Sample database updates, or 
any request that does NOT 
require a connection to resolve 
your issue.



NOTIFY A DEFENDANT IN A CRIMINAL 
CASE OF AN UPCOMING HEARING DATE

 Ask sheriff’s department/agencies to gather cell phone numbers from defendants upon 
fingerprinting so they can be notified of  upcoming hearing date and time

 Court must be entering Criminal Hearing Dates and have a Cellular Number for the 
defendant

 System polls ever ½ hour from 9:00 AM to 6:00 PM (local server time) – will cease polling 
once a batch is created for the day

• Text messages are for CRIMINAL case types only



 Will send notification 7 days prior and 1 day prior to hearing date

 If a single defendant has multiple cases with hearings for same day, time and court, 1 text will be 
sent showing all case numbers

 Notification Events Report – shows Date and Time message sent, Contact Number Dialed, Status 
and Notes showing Court Date / Time of Hearing and Case Number.  The status will be posted 12 
hours after message sent. 



Following are excluded from receiving text messages:

• Parties marked as Non-Public

• Parties marked as Sealed Indictment

• Parties marked as Juvenile

• Parties expunged via the system expungement utility

• Cases marked as Confidential

• Cases marked as Sealed



 For a text message to send:

Service must be activated in court desired, GS,                 
Circuit or both

Phone number must exist in the cellular/mobile 
number field on the defendant

Case must be criminal

Defendant must be tied to a criminal hearing type



For example: 
REMINDER: John Q Public, you are scheduled to 
appear before the Bledsoe County Circuit Court on 
04/06/2022 at 10:30AM in 2nd Floor Courtroom, 
located at 3150 Main Street, Pikeville, TN for the 
following case number: 4CC1-2018-CR-20220.  
Msg&data rates may apply. Reply STOP to no 
longer receive notifications.



OutReach is currently setup in each office and 
available for use.  If  you aren’t using and would 
like to start Text Messaging,  phone LGC phone 

support or 
email Deb Smith at dsmith@localgovcorp.com

LGC would be happy to assist!!!

mailto:dsmith@localgovcorp.com


ASSIGN A CLERK IN YOUR OFFICE TO 
UNLOCK USERS



Criminal Overdue 
Processing



WHAT IS CRIMINAL OVERDUE PROCESSING?

• Overdue Processing is a utility which provides users an option to apply overdue 

actions to cases for events such as the following: 

• Failure To Appear 

• Failure To Comply  

• Failure To Pay on multiple cases if selected



Overdue Actions

Actions can be tied to the events by adding:

• Add a charge
• Add a document
• Add a fee
• Add a reminder

or
• A rule docket entry



Overdue Events are set up to trigger 
certain actions to be taken on cases 
which meets the criteria

•Example:  A case has a defendant who failed to appear 
for court (FTA)



•Timeframe set up will determine the amount of time 
between the event and when it appears in the overdue 
process utility



STEPS NECESSARY FOR SETTING UP OVERDUE 
PROCESSING

• Decide on actions your Judge does on a regular basis that can be used to set up 
overdue processing

• Contact LGC phone support or email dsmith@localgovcorp.com to setup Overdue 
Processing for your office

• LGC will need to know all the actions associated with the type of event you will be using 
Overdue Processing for:

• How you would like the Hearing Result to read, EX: Failure to Appear for 
Court/Capias Issued, Failure to Comply/Capias Issued… Rule Dockets can be setup 
unique for your office

mailto:dsmith@localgovcorp.com


SORTING YOUR WORK

• It’s helpful if you sort your work according to the set bond amount of the capias 

• Whether a Scire Facias needs to be issue or not

• This utility can be run multiple times for the same dates 



STARTING OVERDUE PROCESSING

1. Record Hearing Results for each hearing for a specific court date

2. To trigger overdue processing, defendants that Fail to Appear, Fail to 
Comply or Fail to Pay must have Hearing Result of Failure to Appear for 
court, Failure to Comply or Failure to Pay that is set up with special
processing



HELPFUL HINTS

•Because it takes overdue processing a while to print 
documents, my advice, open another TnCIS window 
so you can proceed with work while the documents 
are printing



TO RUN OVERDUE PROCESSING:

• Utilities

• Overdue Processing Folder

• Overdue Processing



Select Court Type 
Overdue Processing with automatically create Batch ID
Enter Beginning Date
Enter Ending Date



• Choose Event from the dropdown

• This will populate the Overdue actions tied to chosen Overdue Event as well as 
drop in all cases that have Hearing Results of Failure to Appear for Court

• Delete any actions not needed

• Check box beside FTA parties to print documents





NOTES: 

• Notes may be added on Overdue Processing-Notes screen.  These notes 
will show on the front screen of your Overdue Processing Batch under 
Overdue Batches



Completing Overdue Processing shows:
Batch ID
Beginning Date
Ending Date 
Number of cases selected for the Overdue Processing



CLICK NEXT
CLICK FINISH:

FROM THIS SCREEN YOU CAN PRINT YOUR OVERDUE 
PROCESSING REPORT



THIS IS THE OVERDUE PROCESSING REPORT WITH 
THE CASES AND ACTIONS SELECTED 



• Select documents to Print

Select the printer 



You have ability to view documents, rule docket entries and 
charges added to each case.

Upon disposition fees associated with the document and 
charge will drop in



View Notes added during the process:
Go Overdue Processing

Overdue Batches
Select batch to review
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